Individual Follow Up Letter and Invitation to Second Consultation Meeting

[On headed notepaper of employer]
	[• Name of employee]

[• Address of employee]


	
	

	
	[• 00 month year]


Dear [• name of employee]

Feedback from meeting on [• date]

I am writing to confirm the points that we discussed at the meeting on [• date] in relation to your provisional selection for redundancy.

To recap, [• INSERT REASONS FOR POTENTIAL REDUNDANCIES AND INITIAL FEEDBACK ON SELECTION SCORES].
At our meeting you raised the following points regarding the outcome of [the scoring process] [your interview] which I have sought to answer here:

[set out points and answers] 
We also discussed whether there are potentially any suitable alternatives to redundancy. You suggested [insert details of any alternative options suggested by the employee]. I agreed that I would look into these further and provide you with feedback. I have made enquiries and can confirm [insert feedback].

[Unfortunately there are currently no appropriate alternative positions within the organisation, but we will continue to try to identify ways in which your redundancy can be avoided and identify any appropriate alternative positions] OR [The following alternative positions are currently available within the organisation [• insert details]. We consider [•insert role/s] is potentially a suitable alternative role to your current position and presents a possible opportunity for redeployment. Please find the job description attached. We suggest that we discuss this further at our next consultation meeting.]
I would be grateful if you could attend a further consultation meeting at [• location] on [• date] at [• time] at which we can discuss the organisation's response to your suggestions, and any other issues that you may have.  
As before, you may be accompanied to that meeting if you would like.  If you do wish to bring a companion, please let me know their name as soon as possible.

If an alternative to redundancy cannot be found and your redundancy is confirmed, please note that you will be entitled to receive a statutory redundancy payment, which is calculated on the basis of your age, weekly salary (subject to a maximum, currently £571) and length of service in accordance with the attached schedule.  This payment will be free of income tax and National Insurance contributions.  If your redundancy is confirmed, you be entitled to a Statutory Redundancy Payment of £[• amount].

If you have any questions in the meantime or any further suggestions that you would like us to explore in advance of the meeting, please do not hesitate to contact [• me] on [• phone number or email address].

Yours sincerely
[• Name]

On behalf of [• name of Organisation]
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