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	Human Resources Manual - 701 – Employee Discipline




SAMPLE DISMISSAL LETTER
PERSONAL & CONFIDENTIAL

Date

Name of Employee

Title

Department

Dear (Employee):
Dismissal
I have reviewed all of the information provided to me surrounding the recommendation to dismiss you from your position as (position title) with the Government of the Northwest Territories.

Upon considering this information I have determined that you have failed to correct (state the misconduct) despite the numerous opportunities provided to you.  Accordingly, I have accepted (Supervisor’s name) recommendation for your dismissal.  Effective immediately you are dismissed from your position with the Government of the Northwest Territories.

As you have been dismissed, please be advised that should you apply in the future on competitions with the Territorial Public Service your application will not be considered for a period of three years until you can demonstrate you have established a positive work history.

A copy of this letter will be placed on your personnel file.

Please ensure that you contact your Benefits Administrator, (name of Benefits Administrator) at (phone number) so that you can be advised of your pension and insurance options.


Sincerely,


(Deputy Head's Signature)

c.
Personnel File (send to the appropriate HR Client Service office)


Manager, Labour Relations, Human Resources

OR

PERSONAL & CONFIDENTIAL


Date

Name of Employee

Title

Department

Dear (employee):

Dismissal

After reviewing the information and the circumstances surrounding your work performance problems and your submission (if provided), I have decided to accept the recommendation that you be dismissed under Section 33 of the Public Service Act.

(This letter must clearly state the reasons for the dismissal, and why further employment cannot continue).  This dismissal is effective immediately.

As you have been dismissed, please be advised that should you apply in the future on competitions with the Territorial Public Service your application will not be considered for a period of three years until you can demonstrate you have established a positive work history.

A copy of this letter will be placed on your personnel file.


Sincerely,


(Deputy Head's Signature)

c.
Personnel File (send to the appropriate HR Client Service office)


Manager, Labour Relations, Human Resources
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