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Letter to employee: offer of alternative employment

[On company letterhead]
[Addressee]

[Full address]

[Date]

Dear [name]

Re: Termination of your current contract and re-engagement on new terms

Pleasefindattached a s s e EEE EEEEEEEEEEEEEEEEEEEEEENEEN
EEEEEEEEEEEEN,

In reference to my letter of [date] and following individual  m e e e e e e | e mE m
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[ll
II/IIII]IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEENE,

Please now accept this letter as formal notice of the termination of your contract m m
llllllllll[llll].llllllllllllllllllIIIIIIIII
l[llll-llllllllllllllll].Illllllllllllllllll
EEEEEEEEEEEEE'EEEEEEER"

We would like to offer you alternative employment, on the terms of a new contract. |
WilEeEsEEEEEEEEEE "' EEEEEEEE ' EEEEEEEEEEEEEEEEEER
H EEEEEEEEEEEEENEENEEEEEEEEEEEEEEEEEEEEEEEENEE.
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEEEEEEEEEEER.

You can be assured that should you acceptthe New Contract, s s s e e e e e Em =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN|[EEEEEEEN]|EEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER.

To accept the terms of the New Contract, please sign both the attached copy of this
letter N EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEEEENER
[IIII].IIII,IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIII,IIIIIIIIIIII[IIIIIIII]IIIIIIIIIIIII
EEEEEEEEEEENE.

fyouhave N EEEEEEEEEEEEEEEEEEESSEEEEEEEEEEEEENEN,
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Yours sincerely,

[Employer name]

Acknowledgement slip

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
IIIIIIIIII[IIIIIIII].IIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEEERN
EEEEEEEEEEEEEEEEEENE.

[Employee signature]

[Employee name]
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Explanatory notes

Letter to employee: offer of alternative employment

General notes:

1. Net Lawman advice you read our comprehensive article on amending
contracts of employment. You can find it here part 1:
http://www.netlawman.co.uk/ia/amend-contract-employment You can find it
here part 2: http://www.netlawman.co.uk/ia/amending-contracts-2

2. There are many circumstances in which an employer may make an alternative
offer of employment. It may be an alternative to redundancy or it may be in
light of the employee becoming pregnant (perhaps her currentwork is s m m m
)IIIIIIII.IIIIIIIIIIII,IIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEENEEEN EEEEEENEEEEEEE EEEEEERN
EEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEER,.

3. This letter should be used where the employer has beenunable s m e m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN(ENEEN)

4, Ensure this letter is not sent before collective consultation with a view to
seeking agreement (if the collective consultation s s s s s s s m m = m m 1383
IIIIIIIIIIIIIIIIIIIIIIIIIIII(IIII)IIII
1992 (e )EEEEEEEN)

5. Ensure you have been carrying out individual consultation on an ongoing
baSiSEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN,

6. Beware claims for unfair dismissal, you maybe able s s s e s s e e e s nn®
EEEEEEEEEEEESEEEEEEEESEEEEEEEEEEEEEEENEE
EEEEEEEEEEEN (EEEN)EEEEEEEEEEEEEEEEEEEEER
EEEEESEEEEEEESEEEEEEEESEEEEEEEEEEEEEEEENEN.

7. Itis highlyunlikelythatE e e e EEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN,

8. Astheletterstates,newcontraCt E E E E E E EEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEENE EEEEEEEEEEEEEEERN
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

9. Make sure the letter refers to any previous correspondencCe E s e e E R E N N
EEEEEEEEEEESEEEEEEESEEEEEEEEEEEEEEEEEEE
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End of notes
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