TERMINATION FOR CAUSE - FAILURE TO CONDUCT RECERTIFICATION LETTER TEMPLATE


(Subgrantee letterhead)


Date 

Job seeker’s name
Address

RE: 30-day Notice of Termination for Cause from the Senior Community Service Employment Program (SCSEP)

Dear (insert job seeker’s name)

I am writing to inform you that (insert date) is the last day of your SCSEP Community Service Assignment at (insert Host Agency name).   

You have been terminated for cause for failure to attend a required SCSEP Recertification appointment on (insert date/time and location of appointment) and thus have not cooperated with establishing your continued eligibility for SCSEP.

You are being placed on an unpaid Break in Service and will be exited from SCSEP 30 calendar days from today. 

You have the right to file a complaint regarding your termination. If you wish to do so, our agency’s grievance procedure was provided in your Participant Handbook at enrollment and a copy is enclosed. (Provide copy with letter) 

Sincerely,

XXX
Project Director


cc:	Host Agency Supervisor 
	Job seeker file
	Program Officer, CWI Works

