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Model Letter 5

Topic: Notice of Redundancy

From: Human Resources Contact Supporting Change

To: Employee who is redundant as a result of change process

When: When change process has been completed
Special Delivery

Private and Confidential Strictly Addressee Only

Dear [name of employee]

RE: Notice of Redundancy
I refer to [Name —Redundancy Committee Chair]’s letter dated [date] and your subsequent meeting on [date] with representatives of the Committee.
Either

Unfortunately you have not been successful in obtaining a post in [Department, Institute or Centre] and so I have no option but to issue you with notice of redundancy.
Or

Unfortunately, the [Department, Institute or Centre] will close on [date] and so I have no option but to issue you with notice of redundancy.
Either

You are entitled to [number of weeks] notice bringing your effective date of redundancy to [date]. In the interim, every effort will be made to find a suitable alternative position for you within the College.
Or

Managing Redundancy
You are entitled to [number of weeks] notice bringing your effective date of redundancy to [date]. I confirm that with effect from [date], your notice will be taken as garden leave. During this period, you will continue to enjoy all your usual contractual benefits, and every effort will be made to find a suitable alternative position for you within the College. As discussed, you have been placed on the 

College Job Change Register.

Or

You are entitled to [number of weeks] notice. However, as payment in lieu of notice has been agreed, your redundancy will take effect on [day after date of letter].
If appropriate:

In addition you will be paid for [number of days] accrued annual leave.
Or

As you have taken [number of days] in excess of your annual leave entitlement, payment for these will be adjusted in your final pay.
You have the right to appeal against this decision. Please confirm whether or not you wish to appeal by writing to Susanne Byrne, Director of Human Resources within 10 working days from the date of this letter. If you wish to exercise this right, you should outline the basis of your appeal.
Either

As you have completed more than two years service with the College, you are entitled to receive a redundancy payment. Your redundancy payment has been calculated to [£ amount].  I attach a copy of the calculation for your information. A cheque for the payment will be sent to you on [date].
Or

Unfortunately, as you have less then two years service with the College, you are not entitled to receive a redundancy payment.  Please ensure that you have returned your door security card and any outstanding equipment to your line manager by [Date].
If you have any queries regarding this letter then please don’t hesitate to call me on [telephone number]
I would like to take this opportunity to thank you for your services over the past [number of years] years and to wish you all the best in the future.
Yours sincerely
Name
Job Title
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