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[DATE]

Dear [Name],

Subject: Consultation outcome

Further to our meeting/conversation today, I am writing to confirm that we have now concluded the consultation process. I would like to thank you for your constructive contribution throughout the consultation period; all feedback and suggestions have been carefully considered during the decision-making process. 

As discussed, it has been confirmed that the proposal [will proceed as originally presented to you OR has changed in view of the feedback received and we will XXXX]. In light of this decision, there is no longer a requirement for your role as [job title] covering the [details of office/region], and so your role remains at risk of redundancy.

Choose one of the following options:

1. Where the employee has no alternative roles and is being exited:

The next stage of the process is for you to attend a formal meeting at which we will finalise the outcome of the consultation and your role becoming redundant. You will receive an invitation to this meeting shortly.


Garden Leave - Insert if applicable
[During this period, you are not required to be present in the business and so will be placed on garden leave. You should remain available during this period, so that we are able to discuss any alternative roles that are identified.]

If you have any questions or require assistance, please do not hesitate to speak to [name] or me.

We recognise that this process may potentially cause you feelings of unease. At [company name], we are committed to supporting our employees’ emotional wellbeing and would therefore like to remind you that support is available to you through [insert details of employee assistance programme and how to access it].

Kind regards,

[HR rep name]

2a. Where the employee has been offered an alternative role, and accepts it:

However, I am pleased to confirm that you been offered and accepted an alternative role as [job title] and are due to commence in this position on [date]. You will be issued a letter and contract in due course to confirm this position, and this concludes the redundancy process for you.
May I take this opportunity to congratulate you on your new position and wish you every success for the future.

Kind regards,

[HR rep name]

2b. Where the employee has been offered an alternative role, and accepts it on a trial period:

However, I am pleased to confirm that you been offered an alternative role as [job title] and have requested to enter into a four-week trial period. Before this happens, the next stage of the process is for you to attend a formal meeting at which we will finalise the outcome of the consultation and your role becoming redundant. You will receive an invitation to this meeting shortly.

Following this meeting, you will be issued a letter confirming the terms and conditions of the trial period.

May I take this opportunity to congratulate you on your new position and wish you every success for the future.

Kind regards,

[HR rep name]

3. Where the employee has been offered an alternative role, but rejects it:

I understand that you have been offered an alternative role as [job title] but have decided not to accept it. Your role therefore remains at risk of redundancy. 
The next stage of the process is for you to attend a formal meeting at which we will finalise the outcome of the consultation and your role becoming redundant. You will receive an invitation to this meeting shortly.

In the meantime, and as discussed, it is important that you liaise with our talent acquisition team to explore any alternative roles that may be available. 

Garden Leave - Insert if applicable
[During this period, you are not required to be present in the business and so will be placed on garden leave. You should remain available during this period, so that we are able to discuss any alternative roles that are identified.]

If you have any questions or require assistance, please do not hesitate to speak to [name] or me.

We recognise that this process may potentially cause you feelings of unease. At [company name], we are committed to supporting employees’ emotional wellbeing and would therefore like to remind you that support is available to you through [insert details of employee assistance programme and how to access it].

Kind regards,

[HR rep name]
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