THIS LETTER SHOULD BE SENT TO AN EMPLOYEE WHO IS IN A STAND ALONE POST TO CONFIRM THAT THE POST IS REDUNDANT


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


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
REDUNDANCY 

As you are aware, we have commenced a consultation process relating to [[proposed redundancies] OR [the proposed redundancy of your post]]. Most recently, we held a consultation meeting on [INSERT DATE] to discuss the potential redundancy of your post and to listen to any representations you wished to make. The meeting was chaired by [INSERT NAME & POSITION] and [INSERT NAME & POSITION] attended as note taker. [You were accompanied by [INSERT NAME].]

Following the meeting we have now decided to make your role redundant. As there are no suitable alternative vacancies elsewhere in the business I confirm that your position is redundant and your employment will, therefore, terminate by reason of redundancy. 

You are entitled to [INSERT LENGTH OF NOTICE PERIOD] notice [[and you are required to work your notice period. Your last day of employment will, therefore, be [INSERT DATE]. You have [INSERT NUMBER] days’ accrued but untaken holidays. You must take these holidays before your employment terminates.] OR [However, you are not required to work your notice and your employment terminates with effect from [INSERT DATE]. You will instead receive a payment in lieu of your notice. This payment will be subject to deduction of tax and national insurance contributions. You will also receive payment in lieu of [INSERT NUMBER] days’ accrued but untaken holidays.]]

[[As you have less than two years’ service with the Company, you have no entitlement to statutory redundancy pay.] OR [You are entitled to statutory redundancy pay. This payment is calculated on the basis of your age, weekly pay (subject to the current statutory maximum) and length of service and is set out in the attached Schedule. This payment will be free of tax and national insurance contributions.]]  

[If working notice please include the following: You are entitled to reasonable (and paid) time off during working hours before the termination of your employment to look for a new job or arrange training for your future employment. If you want to take any such time off, please contact [NAME] to arrange the details.]

We regret that it has become necessary to make your post redundant. I would like to take this opportunity to thank you for all your hard work and effort and wish you well for the future.

Should you wish to appeal this decision you should put your grounds of appeal in writing and send it to [INSERT NAME & POSITION] at [INSERT CONTACT DETAILS] within [INSERT NUMBER – REASONABLE PERIOD OF TIME]. 


Yours sincerely


[INSERT NAME]
[INSERT POSITION]		
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SCHEDULE [ONLY KEEP IN IF EMPLOYEE HAS OVER 2 YEARS COMPLETE SERVICE]

Statutory Redundancy Payment



By statute you are entitled to: -

1. 1½ weeks’ pay for each complete year of employment in which you were aged 41 or above;
2. 1 week's pay for each complete year of employment in which you were between the ages of 21 and 40; and
3. ½ week's pay for each complete year of employment in which you were below the age of 21.
You will have completed [INSERT] years' continuous employment and will be [INSERT] years old on the date on which you were made redundant. [DRAFTING NOTE - REMEMBER IF YOU ARE PAYING PILON, THE STATUTORY PAYMENT IS CALCULATED AS IF THEY HAD BEEN ALLOWED TO WORK THEIR NOTICE]. Your gross weekly pay is £[INSERT GROSS WEEKLY WAGE] (subject to the statutory cap). Your statutory redundancy payment is, therefore, £[INSERT STATUTORY REDUNDANCY PAYMENT].  



