[#insert letterhead]
 [#insert employee name]
[#insert employee address]

[#insert date] October 2021
By email: [#insert email address] 

Dear [#insert employee name]
Your employment with [#insertClub]
We write regarding your employment with [#insertClub] and our letter to you dated [date] (Letter). 
Background
By way of background, we confirm:
1. As set out in the Letter, you were advised (in summary):
· that you were required to provide us with your vaccination information by 15 October 2021 confirming you either:
· are partially vaccinated (i.e., have received your first dose of a COVID-19 vaccine); or
· are fully vaccinated (i.e., have received two doses of a COVID-19 vaccine); or 
· have made a booking to receive the first dose of a COVID-19 vaccine by 22 October 2021; or
· are an excepted person (per the Directions),
or you would not be permitted to work outside your ordinary place of residence,
(the COVID-19 Vaccination Requirement),

· that compliance with the COVID-19 Vaccination Requirement constituted a reasonable and lawful direction in your employment per the COVID-19 Mandatory Vaccination (Workers) Directions from the State’s Chief Health Officer (the Directions); 

· that you would not be permitted to attend for work (other than from your ordinary place of residence) on and from 15 October 2021 in accordance with the Directions – noting that the work you perform cannot be undertaken, or satisfactorily undertaken, from your ordinary place of residence; and

· should you not comply with the COVID-19 Vaccination Requirement by the stated deadline, it would constitute a failure to comply with a reasonable and lawful direction and a disciplinary process may be instituted against you - which may include the summary termination of your employment if warranted in the circumstances.
Response 
#insert as applicable

Disciplinary Process
As at the date of this letter, you have failed to comply with the COVID-19 Vaccination Requirement by the stated deadline. We therefore confirm that we have made a preliminary decision to terminate your employment by reason of your failure to comply with a reasonable and lawful direction. You now have an opportunity to SHOW CAUSE as to why your employment should not be summarily terminated.  
Whilst we accept and recognise that whether or not to receive a vaccine is a personal choice, we must comply with the Directions in respect to all of our workers. #subject to response: The information included in your response does not excuse you from complying with the COVID-19 Vaccine Requirement and will not be sufficient to reverse our preliminary decision.  
You are therefore invited to meet us to provide your response to the matters set out and to our preliminary decision regarding your employment on [time] on [date]. You may wish to bring a support person or chosen representative to the meeting (and should identify any such attendee the day before the meeting). This meeting will be conducted by way of electronic means via [#insertTeams/Zoom/ Webex].
In addition to, or in the alternative to meeting with us, you may provide a written response for [#insertClub]’s consideration, via email to [insert] by [time] on [date].
It is important to inform you that, at this time, no final decisions have been made in relation to your employment and you will be afforded procedural fairness. However, if you do not provide a response to us by the stated deadline, [#insertClub] will proceed to make its final decision based on the information that it has before it.
We confirm that by reason of you being ‘unvaccinated’ in relation to your vaccination status under the Directions, you are not lawfully permitted to attend the workplace as part of your employment for the purpose of performing work.
Should you have any questions regarding the content of this letter please contact me directly on [insert].

