This letter should be sent to an employee who is in a stand alone position which is at risk of redundancy to second consultation meeting.


[Strictly Private & Confidential]
[INSERT NAME]
[INSERT ADDRESS]


[INSERT DATE]


Dear [NAME]

POTENTIAL REDUNDANCY – [INSERT JOB ROLE]

As you are aware, the company has been consulting with you about your potential redundancy and have had [a] one-to-one meeting[s] with you on [date] [and [date]] about this.

This letter is to confirm that the consultation period is now ending and that the company needs to make a final decision regarding redundancy.

Regrettably, although the company has been discussing and investigating alternative work for you within the business, to date it has not been possible to secure any and we have been unable to identify any alternative to your redundancy.
[Recap on any issues previously raised by the employee and the company’s response to these issues to date].

You are invited to attend final meeting at which you can raise any outstanding matters you might wish the company to consider before it makes a final decision with regard to redundancy. The meeting will be chaired by [INSERT NAME AND POSITION] and will take place on the [INSERT DATE AND TIME OF MEETING]. [INSERT NAME] will also be present at this meeting as note taker.

You may be accompanied at the meeting by either a work colleague or a certified Trade Union representative. Please confirm the name of any proposed companion at least 48 hours before the meeting. Please also confirm immediately upon receipt of this letter whether you are able to attend. 

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 JOB TITLE
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