‘At risk’ redundancy letter template



This resource was created in partnership with Lynn Burman, Commercial Director at Clover HR: an expert HR consultancy and trusted Breathe Partner. It’s intended as a general guide only. For the latest legal advice on redundancies, check out the full explainer from Acas. And if you’re considering a redundancy – or need HR advice of any kind – it’s always best to speak to an employment law specialist. You can get in touch with Clover HR here or find additional support through our Partner Directory.  







Before deciding which candidates to make redundant, you need to identify an ‘at risk’ pool of candidates. This will usually include anybody on a particular team where redundancies will apply. When this pool has been chosen, you will need to inform candidates that they’re at risk, how this works and what the process will involve from here. 
This template provides a basic outline of the information you’ll need to provide.

Letter to inform at risk employees of redundancy
Directions for use: 
· [Blue] - Elements in blue square brackets should be customised as appropriate.
· [Purple] - Elements in purple square brackets only apply if more than 20+ employees are being made redundant, since this threshold triggers collective consultation rules. 

[Date]
Dear [employee],
As you will be aware, [name of organisation] is currently considering making redundancies, for the following reasons: 
· [Reason #1]
· [Reason #2]
· [Reason #3]

I am very sorry to inform you that your job role has been selected as a candidate for redundancy, meaning you are currently ‘at risk’. This is because we are considering making redundancies on your team. 
[Explain how many redundancies/what proportion of roles will be affected].
This letter confirms that you are a candidate for redundancy. However, I would like to stress that no decisions have yet been made on specific employees that could or will be selected. 
As such, a formal period of consultation has now begun, which will involve:
· Considering ways to avoid redundancies or reduce their impact, taking suggestions from yourself and other ‘at risk’ employees. 
· Consulting collectively with [employee representatives/ trade union representatives] on which roles have been selected ‘at risk’, how to mitigate the impact and what criteria will be used to judge.
· Exploring what voluntary redundancy options may be available and any alternative roles elsewhere in the organisation that may be made available to ‘at risk’ employees. 
· Discussing what support will be offered to ‘at risk’ employees and any who subsequently get selected for redundancy. 
An outline of the process: 
If no suitable alternatives to redundancy are identified, we will use the following process to identify provisional candidates for redundancy:
· *Collective consultation - As more than 20 redundancies are being considered, this process will be subject to collective consultation. We will therefore consult thoroughly with [name of recognised trade union] throughout the process.
· *Collective consultation - As more than 20 redundancies are being considered, this will be subject to collective consultation. We will therefore consult thoroughly with employee representatives throughout the process. You will have an opportunity to nominate or vote for an appropriate employee representative in due course.
· Scoring - When collective consultation is complete, all ‘at risk’ candidates will be scored using objective criteria, by at least two managers. 
· Individual consultation - We will then consult with you on an individual basis. This will include a discussion of your specific circumstance, the scores you receive and any alternative options to redundancy. 
· Final decision - Once individual consultation is complete, candidates will be selected and informed. Then, final redundancy packages will be confirmed. 
[*If more than 20 redundancies are being considered, select one of these options as appropriate and delete the other].
A reminder of your rights throughout this process:
· ‘At risk’ candidates have the right to take time off to seek alternative employment throughout this process. We encourage you to do so and would like to offer whatever help and support we can through this process. 
· The consultation will involve several meetings with individual employees. You have the right to be accompanied by a relevant trade union representative or a fellow employee during any of these meetings.
·  Candidates will be fairly scored using an objective scoring system, [which will be agreed during the collective consultation process]. 
· Any decisions will be subject to [collective and] individual consultation, where you will have the right to look over the scores, discuss the results and query any decisions made.
· If selected for redundancy, you will have the right to appeal the decision.
I understand that this will be a difficult time for you as an affected employee. As such, we’ll aim to make this process as transparent, smooth and fair as possible to reduce this impact to an absolute minimum. 
I’d also like to encourage you to reach out for help, support or clarity whenever you need it. If you have any questions, you should reach out to [name of line manager] and/or [name of relevant HR representative].
Yours sincerely,
[Employer name]

Worried about compliance? We can help.
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