THIS LETTER SHOULD BE SENT TO AN EMPLOYEE WHO IS IN A SELECTION POOL TO INVITE HIM OR HER TO A CONSULTATION MEETING TO DISCUSS THE PROPOSALS FOR REDUNDANCY AND THE PROPOSED SELECTION CRITERIA

Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
POTENTIAL REDUNDANCY 

Further to our [meeting/announcement] on [INSERT DATE] we explained that your role of [INSERT JOB ROLE] is at risk of potential redundancy. The reasons for the proposed redundancies are [INSERT SPECIFIC REASONS].  

Our proposals affect you as, going forward, [INSERT DETAILS OF WHAT POSTS ARE POTENTIALLY NO LONGER REQUIRED/DUTIES POTENTIALLY TO BE ASSUMED BY OTHER EMPLOYEES, ETC].  There are [INSERT NUMBER] [INSERT JOB TITLE] and we are proposing to make [INSERT NUMBER] redundant. It is proposed that we will carry out a redundancy selection process and that the selection process will be carried out by scoring those employees potentially at risk of redundancy against the attached proposed selection criteria.  Once this scoring exercise has concluded, it is proposed that the [INSERT NUMBER] lowest scoring employees at the end of the selection process will be provisionally selected for redundancy, subject to further consultation which will include discussion around the availability of alternative roles.  

With the above in mind, I would like to meet with you again to discuss the potential redundancy of your role on [INSERT DATE] at [INSERT TIME]. The meeting is also an opportunity for you to make any suggestions for avoiding the potential redundancies and we will let you know of any alternative roles that may be available. 

The meeting will be chaired by [INSERT NAME AND POSITION] and [INSERT NAME AND POSITION] will attend as note taker.  You may be accompanied at the meeting by either a work colleague or a certified trade union representative.  Please confirm the identity of your companion at least 48 hours before the meeting.

After this meeting and subject to consultation, it is proposed that we will undertake the scoring exercise and each employee within the 'selection pool' will be scored against the selection criteria.  We will then send each individual his or her scores.  [[The employee] OR [Those [INSERT NUMBER] employees] with the lowest score[s] will be invited to a further consultation meeting to discuss their individual scoring.

Should you have any queries regarding the terms of this letter, you should contact [INSERT NAME, JOB TITLE AND CONTACT DETAILS].


Yours sincerely

[INSERT NAME]
[INSERT POSITION]

