Strictly Private & Confidential
To be opened by the Addressee only
[Address]
[Date]
By recorded delivery and by email: [insert email address]
Dear [Name]
SUMMARY DISMISSAL FOR GROSS MISCONDUCT
Following the disciplinary hearing on [date], I am writing to confirm to you the Company’s
decision to terminate your employment with immediate effect for reasons of gross
misconduct. This letter details the allegations against you, the basis for the Company’s belief
that you are guilty of gross misconduct and any other details relating to the termination of
employment.
The allegations against you are as follows:
[Insert details regarding each of the allegations here, including the basis for the
allegation and reference to any evidence considered as part of the disciplinary
process regarding that allegation]
Having considered the situation in detail, including representations made by you during the
hearing] I have reached the conclusion that you are guilty of gross misconduct and
consequently I confirm that your employment is terminated without notice with immediate
effect. Your last day of service will, therefore, be [date].
According to our records you have taken [number] days [less][more] than your accrued
holiday entitlement to the date of termination. Therefore, the Company will [pay you a sum
in lieu of your holiday together with][deduct a sum equivalent to the holiday from] your final
salary payment in accordance with your contract of employment.
Your P45 will be forwarded to you in due course.
You have the right to appeal against the decision to dismiss you for gross misconduct. Any
appeal should be sent in writing to [Insert] by [Date]. This appeal should set out, in detail, the
grounds on which you are appealing this decision. Lodging an appeal will not delay this
dismissal but if your appeal is upheld you will be reinstated and your salary will be backdated
accordingly.
Yours sincerely

[
]
On behalf of [INSERT NAME OF COMPANY]

Simply Business have teamed up with Clarkslegal LLP to bring you a free, customisable legal
document. Simply Business are one of the UK's biggest small business insurance providers, insuring
over 400,000 self-employed people and landlords. Because this is a template document, it hasn’t
been drafted to meet your individual requirements and it doesn’t constitute legal advice from
Clarkslegal LLP to you. As well as filling in the obvious gaps (e.g. relevant names and dates), so that
you can personalise it for your own use, you might also want to make your own changes to it.
Depending on your particular circumstances, it might not contain everything that you need. If you
do decide to adapt it in any way, the changes you make are your sole responsibility. Whilst this
document isn’t intended to replace the personalised, professional advice you can receive from a
solicitor, if you have any questions about it and/or would like legal advice in relation to matters
covered by this template document, Clarkslegal LLP can of course help you. All you need to do is
get in touch and Clarkslegal LLP will talk you through your options on how to get the right legal
advice and ensure the document is fully tailored to fit your own requirements. As you’d expect with
template materials and general guidance from any similar source, Clarkslegal LLP don’t accept
responsibility for any action you might take in relation to documentation provided on this website.
(Clarkslegal LLP are also obliged to point out that, to the fullest extent permitted by law and except
in respect of death or personal injury arising from our negligence, Clarkslegal LLP exclude liability for
any claims, loss, demands or damages of any kind whatsoever with respect to this document
including, without limitation, direct, indirect, incidental or consequential loss or damages, whether
arising from loss of profits, loss of revenue, loss of data, loss of use, loss of reputation, loss of goodwill
or otherwise and whether or not the possibility of such loss has been notified to us.)

