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[DATE]

Dear [NAME],

Re: Consultation regarding the future of your role.

At our meeting today, I explained to you my proposal for the future of team name/name of affected group/your role. In summary, it is our intention to [explain business case put forward in the proposal]. [I enclose a copy of the proposal and an organisational chart showing the proposed changes (delete if not appropriate).]

It is with considerable regret that I need to consult with you on this proposal. Although, of course, we would seek to redeploy you, you should be aware that this consultation may lead to your role becoming redundant. A copy of the redundancy procedure can be found [insert location of policy].

No decision has yet been made regarding your current role or its future. If you have any feedback on the proposal and how this will affect your role, or any alternative suggestions, then I ask that you kindly put these in writing to me by [DATE] at the latest. You should explain why you feel that the proposal is not appropriate and offer any proposed alternatives, giving business-focused reasons. 

We will, in due course, be inviting you to an individual consultation meeting where we can discuss the rationale behind the potential redundancy situation, the potential impact on your role and your feedback on this in further detail. I can assure you that we will consider all suggestions and feedback before we make a final decision regarding your role.

I understand that this situation is unsettling and we will endeavour to deal with it as swiftly as possible. A decision as to whether or not the proposal will proceed, either in its current format, or in a format amended as a result of suggestions put forward during the consultation, will be communicated to you on or before [insert outcome date].  

[Employees with more than two years’ service 
If the proposal is accepted and we are unable to redeploy you, you will be invited to a formal meeting to discuss your role becoming redundant. You will be entitled to a redundancy payment and all contractual entitlements, including notice. Full details of such payments will be available to you upon request.]

or

[Employees with less than two years’ service 
If the proposal is accepted and we are unable to redeploy you, you will be invited to a formal meeting to discuss your role becoming redundant. As you do not have more than two years’ service, you would not qualify for a redundancy payment; however, you would be entitled to all contractual entitlements, including notice. Full details of such payments will be available to you upon request.]

If you wish to discuss any aspect of this letter, or are uncertain as to your situation, please do not hesitate to contact either [insert name & title of HR representative], or me. 

We recognise that this process may potentially cause you feelings of unease. At [insert 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 or where they can find additional support].

Finally, I should like to thank you for your ongoing co-operation during this difficult period. I hope that you understand our reasons for embarking upon this consultation and that you will engage with us throughout the consultation process.

Yours sincerely,					

[Name]
[Job title]

Reed Company Confidential
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