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Note: This document is intended for informational purposes only
 and does not constitute legal advice or an opinion on any issue.


COVER NOTE FOR TEMPLATES
This template is part of a group of templates intended for informational purposes only (the “Templates”).  It does not constitute legal advice or an opinion on any issue.
Readers are reminded that the law changes and develops.  The information in the Templates is current to June 24, 2022.
Example Documents Only
The Templates are examples of documents that employers might use in specific circumstances.  
For example, the termination letter template is for an employee:
· who has a legally enforceable agreement with their employer limiting their termination notice to the minimum amount required under the British Columbia Employment Standards Act (the “ESA), 
· is being terminated on a without cause basis, and 
· is not being offered any additional payments in exchange for signing a release.
Likewise, the employment agreement templates contain basic clauses compliant with the ESA.  They do not contain customization or certain clauses such as protection of intellectual property rights and restrictive covenants e.g. non-competition.
The language in the Templates are also not interchangeable and readers should not “mix and match”.  For example, the clauses protecting of intellectual property rights in the volunteer agreement templates are not as robust or comprehensive as an employer may want for an employee or independent contractor.
Implementation
Readers should be careful when using the Templates as a starting point for their own documents.
Readers should seek independent legal advice before preparing their employment related documents, especially at the start of employment relationship e.g. employment contracts, and at the end of the relationship e.g. termination documents.
There are several reasons for this, including but not limited to:
· The Templates are only for informational purposes and are not legal advice
· The Templates provide general examples for specific scenarios only (e.g. see above)
· Employment documents should reflect the unique nature of each workplace
· Improperly drafted employment documents could lead to employers being liable to their employees 
· Because of the power imbalance between employers and employees, and that employers prepare employment documents, courts hold employers responsible for preparing legally enforceable documents.  If there is any ambiguity in an employment document, favourable interpretation will be found in favour an employee.
[Insert Logo Here]
[insert date]
PERSONAL AND CONFIDENTIAL
Delivered Via [Hand/Email/Mail]
[Employee full name]
[insert employee address]
[Address line 2]
Dear [insert first name]:
Re: Termination of Employment
As you know from our conversation today, [Organization name] (the “Organization”) is terminating your employment effective immediately (today being the “Termination Date”). The termination of your employment is without cause and is not a reflection on your performance.
We would like to sincerely thank you for the contributions you have made to the Organization during your time here.
You will shortly receive the amount of $[amount], which represents your wages up to and including today’s date, any accrued and unused vacation pay and [number] weeks’ termination pay pursuant to your entitlements under the BC Employment Standards Act (all less statutory deductions).
Your Record of Employment will be [filed electronically/mailed directly to your home].  Please submit any final expenses within 7 days of termination.
If you enrolled in the Organization’s benefit plan, then your participation will cease on the Termination Date unless otherwise agreed. If so, you may be eligible to convert some group coverages to individual coverage.  If you are interested in converting any group benefit coverages to individual coverage, you must arrange to do so directly with the insurer within 30 days of group coverage ceasing.
Any and all Organization property, including Confidential Information, in your personal possession is to be returned to the Organization immediately along Organization property that was provided to you. Please also ensure that all electronic copies of Confidential Information are deleted from personal electronic devices and internet accounts.
Finally, I would like to kindly remind you that as a former employee, you will continue to be bound by a duty of confidentiality and to refrain from disclosing information regarding the Organization’s clients or the operations of the business.
Thank you again for your service and I wish you the best of luck in your future endeavors. 
Should you have any questions, please do not hesitate to contact [name] directly at [email and/or phone number]. 
Sincerely,
[Name], [Name of position]
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