
Letter One - Warning of Redundancies 
[On headed notepaper of employer]
	[• Name of employee]

[• Address of employee]


	
	

	
	[• 00 month year]


Dear [• name of employee]

Risk of redundancies
Thank you for attending the meeting today. I appreciate that receiving news of potential redundancies will have been difficult and I am grateful to you and your colleagues for your continued professionalism. 
As discussed, [set out a brief summary of the circumstances which has led to the need to consider redundancies and how it may affect the relevant site, department or team]

After reviewing the position in detail, we believe that [• it will be necessary to reorganise the current staffing structure at [insert details of the locations, departments or teams affected] in order to address the issues highlighted above and that in doing so] there is risk that we will no longer be able to provide work for all employees at [insert details of the locations, departments or teams affected] OR have to close [insert details of the locations, departments or teams affected] and that we may therefore have to make redundancies which could affect your role. Regrettably this means that your role is potentially at risk of redundancy.
We hope to avoid compulsory redundancies wherever possible and are committed to exploring ways in which we can minimise the number of colleagues who might be impacted. Options which could assist include [• implementing a recruitment freeze, reducing pay/ hours, redeploying colleagues to other areas of the organisation, inviting applications for voluntary redundancy, short-time working and suspending overtime [include details of any other measures under consideration ]. If you have any suggestions on any other ways to potentially avoid redundancies we would welcome your views so please do let me know.

Roles at risk 

If redundancies cannot be avoided, we anticipate that [• all employees in the [insert details of the locations, departments or teams affected] are likely to be at risk.] OR [the following  roles are likely to be at risk:

•
up to [insert number] (from a pool of [insert number]) [insert job title ].
•
up to [insert number] (from a pool of [insert number]) [insert job title ].

•
up to [insert number] (from a pool of [insert number]) [insert job title ].

Selection process

If redundancies are necessary we will have to decide which colleagues [• from each pool] will be provisionally selected for redundancy. [This would be done on the basis of objective and quantifiable selection criteria that are yet to be established] OR [•We are currently proposing to use the following selection criteria: [List or attach proposed criteria]. We would welcome your feedback on the criteria proposed by [insert date]]. OR [•This will be done by inviting those at risk to apply for available roles and determining the successful candidate by way of a competitive interview process. Candidates who do not secure a role will be notified that they have been provisionally selected for redundancy. [Job descriptions for the available roles, details for the application process and the timeline for receipt of applications will be circulated shortly OR are available from name or can be found here [include link to information of shared drive or intranet].
Consultation

Individual consultation meetings will then be arranged with those who are provisionally selected for redundancy to consult them about the proposals in more detail and how they may affect them personally.  I should stress that no final decision has been made at this time and that decisions will be made subject to consultation.

Voluntarily redundancy 

If you would like to volunteer for redundancy, and to discuss the terms that would apply in those circumstances, please contact me as soon as possible, and by no later than [• time] on [• date]. [insert details of any enhanced voluntary redundancy scheme].  Please note that we reserve the right not to accept all applications for voluntary redundancy, particularly if there are more applications than the proposed number of redundancies or it considers that it is in the long-term interests of the organisation to retain certain employees with key skills or experience.
If you have any questions in the meantime, please do not hesitate to contact [• me OR [• name]] [• on OR at] [• phone number or email address]. [•Please do also contact our Employee Assistance Programme for further support.] 
[• I would  like to express my gratitude for your ongoing hard work and professionalism during what I recognise is a challenging time for you and your colleagues.]

Yours sincerely

[• Name]

On behalf of [• name of Organisation]
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