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	Human Resources Manual - 701 – Employee Discipline




SAMPLE NOTICE OF RECOMMENDATION FOR DISMISSAL
PERSONAL & CONFIDENTIAL

Date

Name of Employee

Title

Department

Dear (Employee):

Recommendation for Dismissal
Your supervisor, (name of Supervisor), has made a recommendation that you be dismissed from your position of position title as a result of your (state nature of incident) on      (date)     .
I am providing you with an opportunity to respond to this recommendation for your dismissal.  Therefore, you have until 5:00 p.m. on the fifth day of the date of this letter to provide a written submission on your own behalf.  

(If applicable) As you are a member of the Union of Northern Workers, you may want to seek the assistance of a Union representative in preparing your submission, which you can be faxed to my attention at (867) ###-####.

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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