THIS LETTER SHOULD BE SENT TO AN EMPLOYEE WHO IS IN A STAND ALONE POST TO OFFER HIM OR HER A SUITABLE ALTERNATIVE VACANCY TO AVOID REDUNDANCY


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


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
PROPOSED REDUNDANCY – SUITABLE ALTERNATIVE EMPLOYMENT

As you are aware, [your role is currently at risk of redundancy] OR [your post has been identified as redundant and your employment is due to terminate on [INSERT DATE]].

However, I am pleased to be able to offer you the post of [INSERT JOB TITLE]. A copy of the job description and main terms and conditions are attached.

You should be aware that this new post is subject to a 4-week statutory trial period. During this period you can inform the company that you do not feel that the role is suitable. Similarly, in certain circumstances, the company can inform you that your trial period has been unsuccessful. Should this happen, your employment will terminate by reason of redundancy. 

However, if the trial period is successful, you will be permanently placed into the new role on the attached terms and conditions.

If you wish to accept this offer, subject to the trial period, please sign both copies of the terms and conditions of employment attached to this letter. One copy should be returned to [INSERT NAME, JOB TITLE AND CONTACT DETAILS] by no later than [INSERT DATE] and the other copy should be kept for your records.

Please do not hesitate to contact me should you have any queries regarding the terms of this letter.

Yours sincerely

[INSERT NAME]
[INSERT POSITION]
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