date

PERSONAL

name

address
Dear name

I am writing to you following our meeting on date.  Name(s) 
was (were) also present. 

We have reviewed the medical advice available to us.  This suggests that you would not be able to return to work with the Trust.  You accept this advice.

In the circumstances, I informed you that the Trust would now terminate your employment.  You are entitled to length of time notice of termination of employment.  Your final day of employment with the Trust will, therefore be date.

I will contact our Salaries and Wages department to ensure that you receive all monies due to you.  I have also asked Salaries to send you the necessary forms and information about ill health retirement pension.  As you know, any decision on your application for a pension rests with the Pensions Agency. OR Your application for ill health pension is underway. As you know, any decision on your application for a pension rests with the Pensions Agency. OR As you know, your application for ill health pension has been approved by the Pensions Agency.  I will also make the arrangements concerning your retirement party and gift vouchers that we have agreed.

From our discussion, I understand that you accept the decision to terminate your employment.  If, however, you consider that I have not acted reasonably or correctly, you are entitled to appeal within the next 14 days.  If you wish to appeal, please write to Mr Workman, Personnel Manager, who will make the necessary arrangements. 

Finally, I would like to thank you for your work over the years and to wish you the very best for the future.

Yours sincerely

Manager
