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Redundancy confirmation letter

[Print on Company Letterhead]
[Employee's address]
[Date]

Dear [Employee name],

Re: Your work for us

| am very sorry to say that the purpose of this letter is to tell you that your job with
[Company name] is now redundant. | therefore have no alternative than to terminate
your employment with effectfromfour s s s s e e e (e e e, e e e e EEEEER
EE[15theeem20XX . e EEEEEEEEEEEEEEEEEEEEEEEENENEEN
EEEEEN.

As | know you are aware, the Company has undergone substantial change over the
ast[S|e N EEEEEEEEEEEEEEEEEEEEEEEEEENENE;ENEEN

Government regulations have restrictedtheway s s s s s m ;e mm =
The Arts Council has reduced our grant; OR
as the case may be.

| want you to know that great care has been given to our planning of the necessary
reduction in the size and scope of our [business/organisation]. s e e e e e E e E =
EEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEEEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEETERm
EE-EEE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN .EEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN:

e your lesser experience;

e yourpoorhealh s s s s e EEEEEEEEEEEEEEEEEEEEEEER
EEN.

We have assessed where else we might employyou. Wehave s s s s e e e mmm m
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII].IIII
,y IHE I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
HE.
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The Company operates a scheme of assistance for re-deployment whereby you m =
EEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEN EEEEENETRmE
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEERN.

Information about your rights undertheCompany s s s s s s s s s EEEEEEEE
EEEEEEE[EEEE ]| EEEE | EEEEEEEEEEEEEEEEEENERN]

You have the right to appeal against the Company'sdecisontO s s s s s s m ®
II.IIIIIIIIIIIIIIIIIIII[IIII]IIIIIIIIIIII[II
II],IllllllIllllllllllllllllllIIIIII.

For the sake of good order, | enclose a copy of your contract of employment. s m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEHRN
EEEEEEEEENE-EEEEEEEN EEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE.

| would liketothankyouforyourharC s s s s s s s EEE EEEEEEEEEEEEN
EEEEE [ EEEE | EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEN.

Yours sincerely,

[Name]

For and on behalf of [Company name]
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Schedule: Calculation of statutory redundancy payment

How is the statutory redundancy pay calculated?

EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN, EESEEEEEEEEEEEEEEEEEEEEE(ENEEEEEN
EEEEEEEEN,sEEEf[mmmnm])

It is:

o EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE4T;

) EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
IR R R RERR RN R R W2 R RN N R R R R

) EEEEEEEEEEEEEEEEEEEEEEEENEEEEENEEEEEENEEEN

EEEEEEEEEEEEEEEEENZ22.

Calculation of Statutory redundancy pay for [Employee’s name]

EEEEEEEEEEEN (EEEEEEEEEEEEEEEEEEEEEEEEf [(EEEE
£E[mmmm]

EEEEEEEEEEEEEEEN (e nennennnnnnnnnn20nmnn
) [emmm]mmEm

EEEE (EEEEEEEEEEEEEEEEEENER) [mmmm]
Statutory redundancy payment =

(eeemseeef{aeeEEEEEEEEE e [EEEE[EEEN]
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Explanatory notes:

Redundancy confirmation letter

General notes:

1.

In any case where redundancy action is considered, it is wise to check the
company or organisation’s policies and procedures. If they are not up to date,
itisusuallybettertOE s e EEEE S , EEEEEEEEEEEEEEEEEENER
EEEE-EEEEEEEE.

Read the contract of the employee concerned. Make sure it does demand
compliancewth e s s e e EEEEEEEEEEEEREEN.

Do not rush. If you are concerned at on-going damage, suspend the
employeeonfullpay s s s s s e e e EEEEEEEEEEEEEEEEEEEN.

Make sure you are dismissing your employee because either your workplace
is closing, or there is a diminishing need for a particular type of work. Anything
elseisnotredundancy. ThejobmuSi e e e e e EEEEEEEEEEEEEER
EEEEEEEE-EEEEEEEEEEEEEEEE.

If you are going to make 20 or more employees redundant within 90 days, you
must consult the employees' trade union or otherelected s s e e e e e m m &
EEEEEEEEEEEEEEEEEEEEEER.

If you make fewer than 20 employees redundant, you muststili s s s e mm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
HE.

Under statutory discipline and grievance procedures, employers must set out
the circumstances surrounding redundancy action, invite the employee to a
meeting before any action is taken and advise them of theirright tOm m m m . m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEENEEN EEEEEEEE . EEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEN.

For businesses with at least 50 employees, the Information and Consultation
of Employees (ICE) Regulations 2004 apply. These regulations give
emp|0yeeSIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEN EEEEEEEEEEEEEEEN:

https://www.qgov.uk/informing-consulting-employees-law
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https://www.gov.uk/informing-consulting-employees-law

8. There are some reasons for dismissal which a tribunal will decide is
automatically unfair. If an employee is dismissed for one of these reasons, the
employeecanstilmakeaclamesese s e e e e e e e EEEEEEEEER
EEEEEEEEEEEEEEEEEEENEEEENEEN . EEEEEEEE! EmEEm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEENEN:

« family reasons: including parental leave, pregnancy, paternity leave (m m m
IIIIIIIII),IIIIIIIIIIIIIIIIIIIIIIIIIII
|

e certain employee representative reasons;

« trade union membership grounds and union recognition
e part-time and fixed-term employees

e payandworkinm e e m S EEEEEEEEEEEEEEEEEEEEEEEN
EEEN-EEEEEEENEN

You can find more details at
https://www.acas.org.uk/index.aspx?articleid=4098

9. We have provided the ‘Calculation of Statutory redundancy payment
procedure’ (attheendof s e e E EEE N )EEEEEEEEEEEN . EEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEER
EEEEEEEEEEE R EEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEN:

https://www.qgov.uk/redundant-your-rights

https://www.gov.uk/calculate-employee-redundancy-pay

End of notes
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