
Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Notice of Termination
We have reviewed your overall performance over the last several months and have seen reoccurring issues in the following areas:

1. Attendance

· Within the last year you have received two verbal warnings, two written warnings and one final warning due to your points accumulation

2. Failure to Follow Procedures
· We have spoken on two recent occasions about the requirement to follow notification procedures when you need to be away from your workstation so as to ensure appropriate coverage and availability for our customers.
· We had to speak to you again this week on [Date] about your failure to follow the notification procedure in your department.
As a result of these concerns about your job performance, we have determined that you have failed to exhibit the performance level we require for employees in your position.  

As a result, it is necessary to terminate your employment, effective immediately.  

We have included your final paycheck, which includes all wages due, as well as any accrued, unused vacation time, up to the capped amount, as described in our handbook.  We have included information on any current benefits that you have and your options to continue or manage those benefits, following your termination. 

Sincerely,
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