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 S A M P L E 
Termination During the Evaluation Period

Dear Ms. Johnson:

I regret to inform you that effective August xx, 20xx your position as xxxxxxx in the <OFFICE NAME> will be terminated. <BREIFLY STATE THE REASON FOR THE TERMINATION, WHETHER IT BE PERFORMANCE OR FUNDING, ETC.>   In accordance with the terms of your employment evaluation period, as outlined in Chapter 2.04 (6) of the Academic Staff Policies and Procedures, there is not right of appeal of this termination.

2.04 Periods of Evaluation
Initial fixed-term appointments in an operational area shall include a period of evaluation of at least six months, but not more than 12 months (see exception in 2.04.3). During the period of evaluation, the appointee may be dismissed with the approval of the dean, director, or designee; there is no right of appeal. The duration of the period of evaluation shall be specified in the appointment letter. If the appointment letter does not specify the period of evaluation, the evaluation shall be for a period of six months.

6. Termination During the Evaluation Period. During the evaluation period, the appointment may be terminated by the employing unit at any time. Before issuing a termination notice, the employing unit shall obtain the approval of the dean, director, or designee. If employment is terminated, the academic staff member shall be informed in a letter that includes the reasons for termination. There is no right of appeal.  No notice period prior to termination is necessary, as long as the period of evaluation is specified in the appointment letter; however, if the appointment letter does not specify the period of evaluation, the employee shall be given at least 10 working days’ notice. An employee who is given written notice of termination during the evaluation period shall be considered to have been dismissed during the evaluation period even if the last day of employment falls after the end of the evaluation period. Termination during an evaluation period is neither a non-renewal nor a dismissal for cause and is not subject to the provisions of ASPP 3 or 6, or UWS 11.
If you have any questions regarding logistical issues pertaining to this information, please feel free to contact xxxxxx, Human Resources Representative in the<OFFICE NAME>.

I would like to wish you the very best in your future career.

Sincerely,

<ADMINISTRATOR NAME/TITLE>

