This letter should be sent to an employee who is in a stand alone post to invite him or her to an “at risk” meeting.



Strictly Private & Confidential
[INSERT NAME
[INSERT ADDRESS]


[INSERT DATE]


Dear [NAME]

POTENTIAL REDUNDANCY

[As was explained to you at the meeting of all employees on [date] or AS you are aware] the company believes it is necessary to make redundancies.

The reason for this is [explain the need to make the redundancies].

The company has taken steps to avoid compulsory redundancies where possible, including [set out steps which have been taken to avoid redundancies]. Unfortunately, notwithstanding these actions, the company believes it is still necessary to make redundancies.

We are in the process of finalising the pool of individuals affected and the selection criteria to be used, however unfortunately your position has been identified as at risk of redundancy [explain why the position is at risk]. Please note that at this stage this is a provisional decision only.

A meeting has been scheduled for the [INSERT DATE AND TIME] to discuss why your role is at risk in more detail. The meeting will be chaired by [INSERT NAME AND TITLE] and [INSERT NAME] will attend as note taker.

The company appreciates that this news will be upsetting to you. If you have any questions or queries ahead of the proposed meeting, please do not hesitate to contact [INSERT NAME AND TITLE].


Yours sincerely



[INSERT NAME]
[INSERT POSITION]
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