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REDUNDANCY CONSULTATION LETTER

Dear (name), 

I refer to our general staff meeting held on (date). As discussed, the Company is in the position of having to consider implementing a redundancy programme as a result of (a downturn in work/a business restructuring). At this early stage, we have not formulated precise proposals but we anticipate that it may be necessary to make a number of redundancies [in the Company/in your department]. 

[The Company wishes to invite employees to consider whether they would like to apply for voluntary redundancy.  If you do wish to be considered for voluntary redundancy, please contact (name) by no later than (date). If we do not hear from you by this date, we will assume you do not 

wish to be considered.   

Please note that the Company reserves the right to decide whether or not to accept an employee’s application for voluntary redundancy according to the needs of the business.]

As part of the consultation procedure, we wish to explore with employees whether any other options are available other than redundancy in order to fulfil the Company’s business needs. If you have any viable suggestions, please contact (name) by no later than (date).
If [after any applications for voluntary redundancy have been assessed and] any other proposals put forward have been fully explored, there is still a need for the Company to make further redundancies, then the Company will have to consider implementing a compulsory redundancy programme. 

Once this stage of consultation procedure has been completed, we will contact you again to discuss whether or not you may be affected by the redundancy programme. 

Yours sincerely, 

(name)

On behalf of the Company
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PROVISIONAL SELECTION NOTICE LETTER

Dear (name),
I refer to our letter dated (date) in which we informed you that the company is experiencing an [economic down turn in business][a business reorganisation for economic reasons] and therefore is having to consider making some redundancies.  Unfortunately, you have provisionally been selected for redundancy.  
I am therefore writing to invite you to attend a meeting with me to discuss your provisional selection for redundancy. The meeting will be held in (place) on (date) at (time). 

The purpose of the meeting is to discuss your selection and consider alternative options available in order avoid the redundancy situation. I would ask you to consider your position and be able to discuss this with me at the meeting. I wish to give you the opportunity to explain any facts which you think may influence the companies’ decision to make you redundant.   

You have the statutory right to be accompanied at this meeting. Your companion may be either a work colleague or trade union official of your choice. Your companion will be permitted to address the hearing and to confer with you during the hearing but they will not be permitted to answer questions on your behalf. Please confirm in advance who your companion will be.  

Yours sincerely

(name)

On behalf of the Company
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FORMAL REDUNDANCY NOTICE

Dear (name),

Further to our recent consultation meetings with you in respect of proposed redundancy, unfortunately we must now inform you that your present role with the Company is redundant. 

This decision is [as a result of the Company experiencing an economic downturn in business/a business reorganisation for economic reasons] and certainly bears no reflection on your individual ability or performance. 

We have considered whether any other opportunities exist within the Company but unfortunately there are no suitable vacancies.   

You are entitled to receive (number) (weeks/months) notice of termination of your employment. You (are/are not) required to work out your notice period. We therefore confirm that the date of termination of your employment will be (date). This is your last day of service with the Company.

Your P45 will be sent to you in due course and you will be paid the following amounts: 

(a) All pay up to and including the effective date of termination of your employment. 

(b) A statutory redundancy payment of £ (amount) calculated as follows: (set out calculation).
(c) Notice of pay (only if you are to be paid in lieu of your notice period). 

(d) Accrued holiday pay (if applicable). 

Please note that in accordance with your contract of employment, the Company reserves the right to deduct from your final termination payment a sum in respect of any annual leave taken in excess of your accrued entitlement as at your termination date. 

If you wish to appeal against this decision you must inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information. You will then be invited to attend an appeal hearing which you must attend. 

On your last day of work you will be required to return all Company property in your possession, including any keys, office equipment, Company documents and correspondence in accordance with your contract of employment.

We would like to thank you for your hard work and efforts during your employment with us and wish you all the best for the future. 

Yours sincerely, 

(name)

On behalf of the Company
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OFFER OF ALTERNATIVE EMPLOYMENT IN A REDUNDANCY SITUATION

Dear (name), 

We refer to our staff meeting held on (date), our consultation meeting(s) with you on (date) and our letter dated (date) in respect of proposed redundancy. As you know, we have now offered you the post of (insert job title).  

You have verbally indicated that you wish to accept our offer of alternative employment and therefore we are now writing to confirm the position. 

The new post will start on (date), which will be immediately at the end of your employment under your current contract. Since the terms and conditions of this new contract of employment differ from the corresponding provision of your current contract of employment, you have a statutory trial period of four calendar weeks in which to decide whether the alternative employment is suitable for you. This period begins with the end of your current contract. The four-week period may be extended by the Company with your agreement.   

[We attach for your information the contract of employment which will apply to the new post at the end of the trial period.] 

If you accept the new post you are deemed not to have been dismissed on the termination of your current contract of employment and therefore you will not be entitled to a redundancy payment. Your continuity of employment will be preserved. 

If, during the trial period, you terminate the new contact or give notice to terminate it, you are treated as having been dismissed on the date on which your current contract of employment came to an end. However, you may not qualify for a redundancy payment (see further below). 

During the trial period, the Company is able to terminate the new contract where it is not working out for a reason connected with or arising out of difference between the new contract and your current contract of employment. For example, where the new contract involves different job duties to your current contract of employment and the Company decides, as a result of your performance in the trial period, that you are not capable of these new duties. In this case, again you are treated as having been dismissed on the date on which your current contract of employment came to an end and you will retain your right to a redundancy payment. 

We must advise you that if you unreasonably refuse an offer of suitable alternative employment, or if you unreasonably terminate suitable alternative employment during the trail period, you will lose your right to a redundancy payment. (In our view, this new post constitutes suitable alternative employment in relation to you). If you turn down the new post, you are required to inform the Company why you believe it is unsuitable and your reasons for refusing it. 

We look forward to hearing from you as soon as possible with your confirmation that you accept the new post offered.

Yours sincerely, 

(name)

On behalf of the Company
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CONFIRMATION OF OUTCOME OF REDUNDANCY APPEAL MEETING

Dear (name), 

Outcome of appeal

I am writing to confirm the outcome of the appeal hearing held on (date) with (name).  

We have decided to [uphold/change] our original decision that (details of original decision).  

You have now exercised your right of appeal and this decision is final. 

Yours sincerely, 

(name)

On behalf of the Company
ASSESSMENT FOR REDUNDANCY SELECTION

Employee’s Name………………………….            Department……………………..             Job…………………………………….          Date of start……………………..                                   

	
	D

1 point
	C

2 points
	B

3 points
	A

4 points
	Factor
	Score

	1     Length of service 


	Less than 2 years
	2 years but less than 5
	5 years but less than 10
	10 years or more
	X1
	

	2     Attendance record

a)    Days absent during   

        last 12 months 

b)    Number of     

        absences
	More than 20 

11 or more
	20 or less but more than 10

6 - 10
	10 or less but more than 5

3 - 5
	5 or less

0 - 2
	X1

X1
	

	3     Quantity of work 
	Requires supervision to achieve acceptable level.
	Average worker for the grade, normally achieves expectations without frequent supervision
	Always achieves targets and often exceeds them
	An exceptionally good worker, consistently exceeding targets by a substantial amount
	X3
	

	4     Quality of work
	Correction of errors is often necessary; work needs to be checked
	Occasionally makes errors requiring correction, but quality usually acceptable
	Seldom makes errors Usually reliable
	Almost never makes mistakes Consistently reliable
	X3
	

	5     Versatility
	Limited to skills of own job
	Can carry out tasks closely related to usual job.
	Can undertake a broad range of work within department or discipline
	Capable of a wide range of work within the discipline and outside it
	X4
	

	6    Adaptability
	Tends to resist change
	Adapts to change slowly
	Generally accepts change and adapts well to new ideas 
	Shows a positive attitude to change and adapts on own initiative
	X3
	


                                                                                                                                                                                                                                         Total 

      _________

Assessment performed by…………………………………                                                           Date……………………………

Approved by………………………………………………                                                              Date…………………………….
(The above matrix may not be suitable in all cases and the employer should ensure that he can justify the criteria used as being a proportionate means to achieve a legitimate aim.  If you are in any doubt you can seek further guidance from the IngramsProtect Helpline or the IngramsProtect HR support advisor.)
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