HR Service Centre
Redundancy 'At Risk' Consultation Letter
Opening letter for individual or collective redundancy consultation. Adapt onto your own letterhead for each affected employee.
[Employee name]
[Address]

[Date]

Private and confidential
Dear [Employee first name]
Notification that your role is at risk of redundancy
Further to the announcement on [Date], I am writing to confirm that your role of [Job title] is at risk of redundancy. No decision has been taken and no selection has been made at this stage.
Business reasons
The proposal follows [set out the business reason: reduced demand, restructure, site closure, change in service delivery]. The proposal affects [number] roles in the [team/department] pool.
Consultation
We will now begin a period of individual consultation. Your first meeting is scheduled for [Date] at [Time] at [Location] with [Name, job title]. The purpose is to discuss the proposal, the selection pool and criteria, any alternatives to redundancy, and any suggestions you wish to make.
Selection
The provisional selection pool is [describe pool]. The proposed selection criteria are [criteria]. Your comments on both are welcome and will be considered before any scoring is finalised.
Alternative employment
We will search for suitable alternative employment throughout consultation. Current vacancies are enclosed and will be re-issued as they arise.
Support and your rights
You may be accompanied at consultation meetings by a work colleague or trade union representative. Support available includes [EAP, outplacement, time off to seek work].
Yours sincerely,


[Name]
[Job title]
This template is provided by HR Service Centre for general use and is not legal advice. Review it against your own circumstances before issuing.
