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PRIVATE AND CONFIDENTIAL

GUIDANCE NOTE: Complete all fields highlighted in [square brackets] before sending. Review the conditional clauses marked with * and remove any that do not apply. This letter should be accompanied by a draft contract of employment. Obtain legal or HR advice before sending if you have any questions about the terms being offered.

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Confirmation of Redundancy


Dear [Employee First Name],
▪ Confirmation of Redundancy
I am writing to confirm the outcome of the redundancy consultation process that commenced on [Date].
Following a full and genuine consultation process, during which we considered all alternatives to redundancy and took into account your representations, I regret to inform you that your role of [Job Title] has been confirmed as redundant.
[Where selection was required, add: 'Your provisional selection score of [score] has been considered along with your representations at consultation and, following careful review, your selection for redundancy has been confirmed.']
▪ Alternatives Considered
During the consultation process, the following alternatives to redundancy were considered:
-  [e.g. Redeployment - no suitable alternative roles were identified / available roles were not suitable]
-  [e.g. Reduction in hours - not operationally feasible given the requirements of the business]
-  [e.g. Your own proposals - 'we have carefully considered your suggestion of [description] but are unable to proceed with this alternative because [reason]']
▪ Termination Date
Your employment with [Organisation Name] will terminate on [Termination Date].
▪ Notice
You are entitled to [e.g. [X] weeks' / months'] notice of termination in accordance with your contract of employment / the statutory minimum (whichever is greater).
☐  Your notice period will commence on [Date] and you are required to work your notice until [Date].
☐  You will be paid in lieu of notice (PILON). Your employment will therefore terminate on [Date] without the requirement to work your notice period.
Should any suitable alternative vacancies arise during your notice period, these will continue to be brought to your attention.

▪ Redundancy Payment
	Continuous Service Start Date
	[Date]

	Termination Date
	[Date]

	Length of Service
	[Years and months]

	Statutory Redundancy Payment
	£[Amount]

	Enhanced Redundancy Payment (if applicable)
	£[Amount]

	Total Redundancy Payment
	£[Amount]



Your redundancy payment will be made on or before [Date] via your normal payment method. Statutory redundancy pay is not subject to income tax, up to a limit of £30,000. Payments above this threshold are subject to tax and National Insurance in the normal way. The first £30,000 of an ex gratia payment for loss of employment may also be eligible for the exemption, subject to conditions - take specialist tax advice in relation to any enhanced or ex gratia payment.
▪ Outstanding Holiday Entitlement
	Holiday entitlement for this leave year
	[Days]

	Holiday taken to date
	[Days]

	Outstanding holiday to be paid
	[Days] = £[Amount]


▪ Final Pay Summary
	Final salary (to termination date)
	£[Amount]

	Notice pay (if PILON)
	£[Amount]

	Outstanding holiday pay
	£[Amount]

	Redundancy payment
	£[Amount]

	Less: any deductions
	£[Amount]

	Total final payment
	£[Amount]



[Where applicable] Information regarding pension arrangements / options will be provided separately.
▪ Practical Arrangements
The following practical matters will need to be arranged before your leaving date:
-  Return of all company property, equipment, access cards and data by [Date]
-  Handover of work and responsibilities as agreed with [Manager Name]
-  Your P45 will be issued following your last day of employment
-  [e.g. A reference will be provided by [Name] upon request]
-  Confirmation of any post-employment obligations (e.g. confidentiality, return of confidential information).
▪ Support Available
We are committed to supporting you during this time. The following support is available to you:
-  [e.g. Outplacement support - CV writing, job search and interview coaching - details: ________________]
-  [e.g. Reasonable paid time off during your notice period to attend job interviews]
-  [e.g. Access to Employee Assistance Programme - details: ________________]
-  Financial wellbeing support or signposting to external advice services (where available).

If you have any questions regarding this letter or your entitlements, please contact [Name] on [Contact Details].

▪ Your Right of Appeal
You have the right to appeal against this redundancy decision. If you wish to appeal, you must do so in writing to [Appeals Manager Name and Job Title] within [e.g. five] working days of the date of this letter, setting out clearly the grounds on which you are appealing.
We appreciate the contribution you have made during your employment and thank you for your professionalism throughout the consultation process.  We wish you every success in your future career and are committed to providing you with the support you need during this transition.

Yours sincerely,
	
Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	



▪ Acknowledgement of Receipt
I confirm receipt of this Redundancy Confirmation Letter and acknowledge that I have been advised of my right to appeal.
	
Employee Signature
	

	
Print Name
	

	
Date
	



Note: Signing this form acknowledges receipt of this letter only and does not constitute acceptance of the decision.
cc: Personnel File  |  HR  |  Payroll
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