[Date]
[Employee Name]
[Employee Address Line 1]
[Employee Address Line 2]
[City, Postcode]
Dear [Employee Name],
NOTICE OF DISMISSAL FOR SERIOUS MISCONDUCT
Following our investigation into allegations of timesheet fraud and your meeting with me on [date of meeting], I am writing to confirm that your employment with [Company Name] is terminated with immediate effect for serious misconduct.
Investigation Process
On [date], we notified you in writing of allegations that you had falsified your timesheet records. Specifically, the allegations were:
[Describe specific allegations - e.g., 'that you recorded hours you did not work on the following dates: [list dates]; that you had a colleague clock you in/out when you were not present on [dates]; that you inflated your overtime hours on [dates]']
We provided you with copies of the evidence including [list evidence provided - e.g., 'electronic timesheet records, security footage, witness statements'] and gave you [number] days to review the material and prepare your response.
On [date], you attended a meeting with me and [other attendees]. You were advised of your right to bring a support person, and [name of support person] attended with you. During this meeting, we discussed the allegations and you provided your explanation.
Your Explanation
[Summarize the employee's explanation/response - e.g., 'You stated that you believed you had worked those hours but could not provide any evidence to support this. You acknowledged that the timesheet entries did not match the security footage or electronic access records.']
Findings
After carefully considering all the evidence and your explanation, I have concluded on the balance of probabilities that:
[State specific findings - e.g.:
1. You did falsify timesheet records on [dates], recording hours you did not actually work.
2. This resulted in overpayment to you of approximately $[amount].
3. This conduct was deliberate and dishonest, representing a serious breach of trust and your employment obligations.]
Why Your Explanation Was Not Accepted
[Explain why the explanation was not accepted - e.g., 'The electronic access records, security footage, and timesheet entries provided clear and objective evidence that directly contradicted your claimed hours. The pattern occurred over multiple weeks, making innocent error unlikely. You were unable to provide any evidence to support your version of events.']
Why Dismissal Is Justified
Timesheet fraud is a form of theft and constitutes serious misconduct. Your actions have:
• Resulted in financial loss to the company
• Demonstrated dishonesty and breach of trust
• Undermined the integrity of our payroll systems
• Made your continued employment untenable
Given the deliberate and dishonest nature of your conduct, your employment relationship with [Company Name] has been irretrievably damaged. Dismissal is the only appropriate outcome.
Consideration of Alternatives
We considered whether a lesser penalty such as a final written warning might be appropriate. However, given the serious nature of the misconduct, the deliberate dishonesty involved, and the fundamental breach of trust, we concluded that no lesser penalty would be adequate.
Effective Date of Termination
Your employment is terminated with immediate effect from [date of this letter]. Your final day of employment is [date].
Final Pay
Your final pay will include:
• Wages for hours actually worked up to and including [last date worked]
• Payment for accrued but untaken annual leave
• [Any other contractual entitlements]
Your final pay will be processed on [date] and paid to your nominated bank account. You will receive a final payslip showing the breakdown of payments.
Recovery of Overpayments
You were overpaid approximately $[amount] due to the falsified timesheet entries. Under the Wages Protection Act 1983, we cannot deduct this amount from your final pay without your written agreement. We will be in contact separately regarding recovery of this overpayment. [Or: 'We request that you agree to repayment arrangements for this amount.']
Return of Company Property
You must return all company property by [date], including [list: laptop, mobile phone, access cards, keys, uniforms, equipment, etc.]. Please arrange return with [contact name] at [phone/email].
System Access
Your access to all company systems, email, and network resources has been revoked effective immediately.
References
Given the circumstances of your departure, we will provide only basic factual references confirming your dates of employment and position held. We will not provide a character reference.
Personal Grievance Rights
You have the right to raise a personal grievance regarding your dismissal. Any personal grievance must be raised in writing within 90 days of the date of this letter. Information about personal grievances is available from Employment New Zealand or the Employment Relations Authority.
If you have any questions regarding this letter or your final pay, please contact me at [contact details].
Yours sincerely,
_____________________________
[Manager Name]
[Position Title]
[Company Name]

CRITICAL NOTES FOR EMPLOYERS
Complete Investigation First: Never send this letter until after you have completed a full investigation and given the employee opportunity to respond.
Document Everything: This letter should accurately reflect what actually occurred during the investigation. Don't invent or exaggerate.
Be Specific: Include specific dates, amounts, and incidents. Vague allegations won't stand up to scrutiny.
Fair Process Required: Ensure you followed proper process: written allegations, evidence provided, reasonable time to respond, opportunity for support person, genuine consideration of explanation.
Pay All Entitlements: You must pay wages for time actually worked and accrued leave. You cannot withhold pay to recover overpayments without agreement or court order.
Wages Protection Act: You cannot deduct overpayments without written agreement or court order, even for fraud.
Delivery Method: Deliver in person if possible, or via courier/registered mail. Keep proof of delivery.
Seek Legal Advice: Before dismissing for serious misconduct, strongly consider seeking employment law advice. The cost of getting it wrong is high.
90-Day Personal Grievance Period: Keep all documentation for at least 7 years. Employee has 90 days to raise a personal grievance (longer in some circumstances).

The Paymasters Limited - Supporting New Zealand Employers with Payroll Compliance
DISCLAIMER: This document is provided as a general guide only and does not constitute legal advice. New Zealand employment law is complex and fact-specific. Before taking any action based on this template, you should seek professional advice from an employment lawyer or experienced HR specialist. The Paymasters Limited accepts no liability for any loss or damage arising from use of this document.
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