AT RISK LETTER TO EMPLOYEES NOT IN A POOL

[DATE]

Dear [NAME]

[bookmark: _GoBack]As you will by now be aware, following the Company’s announcement made to all staff and representatives on [INSERT DATE] we are entering into a period of consultation regarding potential redundancies.   The reasons for this are [BRIEFLY REITERATE BUSINESS CASE] and regrettably this may result in the loss of up to [NUMBER] jobs some of which come from the [NAME OF DEPARTMENT] where you currently work.

In particular the reason that your department may be affected is because [STATE REASONS].

OPTIONAL  We have been undertaking collective consultation with your trade union representatives OR elected staff representatives to examine ways of reducing the number of redundancies required but, despite measures taken, there is still a requirement to reduce head count in certain areas of the business.

As a result of this I am sorry to tell you that your position as [STATE JOB TITLE] is at risk of redundancy and we will be inviting you to a consultation meeting to discuss this further.  At this stage no firm decisions have been made and during the process of consultation we will be open to ideas for avoiding redundancy.

At the same time we will also try make you aware of alternative vacancies for you to consider and to that end please find attached our current list of vacancies both at this site and elsewhere in the group.  Further details can be obtained from [NAME/LOCATION].

A consultation meeting has been arranged for [TIME] ON [DATE] at [LOCATION] at which you may bring a companion with you who must be either a work colleague or trade union official.  Please ensure that your chosen companion is aware of the arrangements for attending the meeting.

If at any time you wish to receive an illustration of the redundancy pay entitlements you might receive these can be obtained by contacting [NAME/DEPT].  Final figures will not be available unless and until any redundancy is confirmed.

I appreciate this will be unwelcome news for you but please do not hesitate to contact me if you have any queries you wish to raise prior to the meeting.

Yours sincerely

[NAME]
[DEPARTMENT]

Enclosed: Vacancy list
