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[Please note that if an employee has jurisdiction to bring an unfair dismissal claim, the termination may 
be challenged. A termination may be held to be unfair if, amongst other things, inadequate warnings 
were provided to the employee, insufficient opportunity was provided to the employee to respond to 
the warnings or to improve his/her behaviour, or if there is no valid reason for the termination.] 

[Date] 

[Insert name] 

[Insert address] 

 

Dear [insert employee's first name], 

 
Termination of employment 
As you are aware, the Company has been dissatisfied with your performance for some time. You were 
provided with formal written warnings on [insert dates]. In addition, you were also informally 
counselled about your performance on [insert dates] by your [manager/supervisor], [insert name]. 

It has been made very clear to you that you needed to improve your [insert short description of the 
area which was identified for improvement, eg attendance record/punctuality/customer service, etc]. 
Despite these warnings, the support provided to you and the numerous opportunities you have been 
given, there has been no improvement in your performance. 

[Alternative 1: Termination on the provision of actual notice] Accordingly, in accordance with 
clause [insert] of your contract of employment, the Company hereby notifies you of the termination of 
your employment effective on [insert termination date which is at the expiry of the notice period 
specified in the applicable contract of employment]. 

[Alternative 2: Termination on the provision of payment in lieu of notice. Please note that 
payment in lieu of notice may only be provided if the applicable contract of employment makes 
provision for it] Accordingly, the Company hereby notifies you of the termination of your employment 
effective on [insert date]. In accordance with clause [insert] of your contract of employment, [the 
employer] will provide you with a payment in lieu of notice. 

You will be paid the following: 

• your accrued statutory leave entitlements; and 

• your accrued and unpaid income to the termination date. 

These amounts will be subject to taxation and the final amounts will be provided to you shortly. The 
amounts will be paid into your bank account on [insert date]. Your final superannuation payments will 
also be paid into your superannuation fund. 

[Employer's name] expects that you will comply with all post termination obligations set out in your 
contract of employment contract, including your obligations to return the company's property and 
protect its confidential information. 

The Company wishes you all the best in your future endeavours. 

 

Yours faithfully, 

[insert] 
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