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Termination letter — termination for serious misconduct 
 

[Please note that before terminating employment on grounds of serious misconduct, the employer 
should have cogent evidence of the misconduct] 

[Date] 

[Insert name] 

[Insert address] 

 

Dear [insert employee's first name], 

 

Termination of employment 
The Company was informed that you engaged in serious misconduct by [physically assaulting another 
employee/sexually harassing another employee/stealing, etc]. This allegation was communicated to 
you and you were given an opportunity to explain your conduct. 

Based on the information that the Company has received and the inadequacy of your explanation, the 
Company hereby notifies you of the immediate termination of your employment.  

You will be paid the following: 

• your accrued statutory leave entitlements; and 

• your accrued and unpaid income to 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. 

 

Yours faithfully, 

[insert] 
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