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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Notification that Your Role is At-Risk of Redundancy


Dear [Employee First Name],
▪ Purpose of this Letter
I am writing to inform you that your role of [Job Title] has been identified as being at-risk of redundancy. This letter is to formally notify you of this and to commence a period of individual consultation. Where applicable, this process may also form part of any collective consultation obligations required by law.
This letter does not confirm that your role will be made redundant. No decision has been made at this stage. The purpose of the consultation period is to explore alternatives to redundancy, consider your representations, and ensure that any decision is made fairly and following genuine consultation.
We ask that all information relating to this process is handled sensitively and confidentially.
▪ Reason for the Proposed Redundancy
[Set out the business reason(s) for the proposed redundancy clearly and honestly — e.g. organisational restructure, reduction in workload, business closure, removal of a function, financial pressures. Be as specific as possible without pre-determining the outcome.]
▪ The At-Risk Pool
The following role or roles have provisionally been identified as falling within the at-risk selection pool:
[List the job titles included in the at-risk pool, e.g. 'All [Job Title] roles within [Department]']
There are currently [Number] post holder(s) within this pool and [Number] role(s) are proposed to be made redundant.
▪ Selection Criteria
Where selection is required from within a pool, the following objective criteria will be applied:
-  [e.g. Skills, qualifications and experience relevant to the needs of the business going forward]
-  [e.g. Performance record]
-  [e.g. Attendance record (excluding any protected or disability-related absence where appropriate)]
-  [e.g. Relevant live disciplinary record]
-  [e.g. Flexibility and adaptability to undertake the revised role requirements]
Any provisional selection decisions remain subject to consultation and no final outcome will be confirmed until consultation has concluded.


▪ Alternatives to Redundancy
Before any final decision is made, we want to explore all possible alternatives to redundancy, including but not limited to:
-  Redeployment to a suitable alternative role within the organisation
-  Where applicable, expressions of interest in voluntary redundancy may be considered, although no guarantee can be given that requests will be accepted.
-  Reduction in hours or changes to working arrangements
-  Any other alternative you may wish to put forward
We encourage you to use the consultation process to raise any alternatives you believe should be considered.
Any suitable alternative vacancies identified during the consultation process will be discussed with you.
▪ Consultation Meeting Details
	Date of First Consultation Meeting
	[Date]

	Time
	[Time]

	Location / Platform
	[Location / MS Teams]

	Meeting to be conducted by
	[Manager Name and Job Title]

	Also in attendance
	[e.g. HR Representative]



Where selection criteria are applied, you will have the opportunity to discuss and comment on your provisional selection assessment during consultation.
▪ Your Right to be Accompanied
You have the right to be accompanied at all formal consultation meetings by a work colleague or a trade union representative of your choice. Please let us know in advance if you wish to exercise this right. Where your chosen companion is unavailable, a reasonable alternative date may be agreed.
▪ Proposed Timescales
	Consultation period commences
	[Date]

	Proposed end of consultation period
	[Date]

	Proposed redundancy effective date (if applicable)
	[Date — subject to consultation]


▪ Employee Assistance / Wellbeing Support
We recognise this may be an uncertain and difficult period and encourage you to access any available support resources, including [EAP/wellbeing support/contact person].
▪ Potential Redundancy Entitlements
Should your role be confirmed as redundant following consultation, you may be entitled to the following, subject to your length of service and contract of employment:
-  Statutory or enhanced redundancy pay (as applicable)
-  Notice pay (statutory or contractual, whichever is greater)
-  Payment for any outstanding accrued holiday
-  Reasonable paid time off during the notice period to seek alternative employment
A more detailed breakdown of your individual entitlements will be provided at the appropriate stage of the process.
We understand that receiving this notification may be unsettling and we want to assure you that you will be treated with dignity and respect throughout this process. Please do not hesitate to speak to [HR contact / Manager Name] if you have any questions or concerns.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
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