


Salon Name
Salon Address
Salon Phone Number

Day Month Year

Dear <INSERT NAME>
Termination of your employment

I am writing to you about the termination of your employment with <insert the trading name of business>.

On <insert date> you met with <insert name of person at the meeting>. In that meeting, you were advised that <insert advice given to employee regarding improvement of performance or behaviour, for example any improvements mentioned, new targets set etc>. You were issued with a formal warning letter on <insert date>.
On <insert date> you had a second meeting with <insert name of person at the meeting> and you were advised that your <performance or behavior or another issue > had not improved to the level required. You were issued with a second warning letter on <insert date>.
You also attended a meeting with <insert name of person at the meeting> on <insert date>. In that meeting you were issued with a final warning letter. This letter indicated that your employment may be terminated if your <performance or behavior> did not improve by <insert date>.
<I/We> consider that your <performance behavior> is still unsatisfactory and have decided to terminate your employment for the following reasons:
· <Insert reasons relating to performance or conduct>
· <Insert reasons relating to performance or conduct>

TWO OPTIONS – Choose which option you want and then delete all non-relevant text and the blue text. 

OPTION 1 – You want to staff member to continue working 
Based on your length of service, your notice period is <insert number> weeks. Therefore your employment will end on <insert future date to cover all of the weeks you need to give notice>. 

OPTION 2 – You want the person to cease working immediately 
Your employment will end immediately. Based on your length of service, your notice period is <insert number> weeks. In lieu of receiving that notice, you will be paid the sum of $<insert amount>. 

You will also be paid your accrued entitlements and outstanding remuneration, including superannuation, up to and including your last day of employment.
You may seek information about minimum terms and conditions of employment from the Fair Work Ombudsman. If you wish to contact them you can call 13 13 94 or visit their website at www.fairwork.gov.au.

Yours sincerely, 
<Insert Name>


GUIDELINES
With all terminations I strongly suggest that you speak to Fair work or an Industry association like HABA or AHC before you terminate anyone to find out exactly what you need to do pending the circumstances of each employee.
 
Each employee may have a different notice period that they need to be given and also a different pay out figure pending their working classification

If you haven’t done written warnings you need to change that text to say that they were given a verbal warning. I strongly suggest that if you are wanting to terminate an employee that you cover yourself prior to that termination by buying a little diary to document dates, times and things that were spoken about or have another way to record each conversation. From there you can always give the written warnings but you do have something to back up anything that has been discussed. 

When terminating an employee I would advise to have them leave immediately and not reenter the business. It’s worth paying them out any notice period to not have toxicity in your business and not be worried about them stealing clients details or causing any damage to your business. There is a reason you are terminating their employment so don’t keep them there any longer than you need to. 




[bookmark: _30j0zll]© Emma Greyson
