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Model Letter 3

Topic: Start of consultation, employee’s job matched to post in new structure

From: Manager introducing change

To: Any employee who’s job has been matched against job in new structure

When: Immediately after staff briefing on proposed change
Date
Dear [name of employee],
Re: Proposed (change e.g. merger of…………...)

I refer to our informal discussions on [dates] and the briefing on [date] regarding the above proposals, I write to confirm that this letter marks the beginning of a [number of days] period of formal consultation with staff affected by the proposals. This period of consultation will end on [date].
I am writing to explain how the proposed change(s) will affect you, and to invite you to submit any comments or questions you may have on the method of implementing the new structure, or on your own personal situation. I am conscious of how important it is to use the insight and suggestions of those directly involved in this [area/ service/ discipline] to inform and refine my plans and I would welcome therefore, any comments or suggestions you have. Your feedback can be given directly to me or [name of Human Resources contact supporting the change] or via your Trade Union representative if you prefer.

Background and rationale for the proposals
[Briefly summarise reason for change]

Summary of proposal

[Briefly summarise proposal].

I attach a copy of the proposal document and draft job descriptions for your information.
Implications for your post

Having compared your current role against those in the proposed new structure, I am pleased to confirm that your role has been matched against the [Job Title] in the [Department, Institute or Centre]. A copy of the draft Job Description and structure is attached.
You are of course welcome to apply for any other available posts within the structure. However, you should be aware that the application of any individual who is specifically ring fenced to the post or who are otherwise at risk of redundancy will be considered in advance of yours.
Individual Consultation Meeting
I appreciate that you may wish to discuss your options and the process, and therefore, I have arranged a meeting to meet with you for a confidential discussion on [Date] in [Location]. [Name] from the Human Resources Department will be present at the meeting. You may also be accompanied to the meeting by a representative of your choice.
I understand that this is a difficult period for you and would like to take this opportunity to remind you of the Employee Assistance Scheme, a confidential service offered to all our staff. I enclose a copy of a leaflet about the scheme for your information.
Yours sincerely,

Manager

Encl: Consultation Paper

Draft Job Description(s)

HR Code of Practice on Managing Redundancy

HR Code of Practice on Redeployment

Agreed Exit Schemes
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