SAMPLE WORDING – INITIAL LETTER - MEETING WITH EMPLOYEE(S)
STRICTLY PRIVATE AND CONFIDENTIAL

Our Ref:



Your Ref:



 FILLIN "Insert Your Reference" \* MERGEFORMATPlease ask for:


Direct Dial: 
 


E-mail:
 


<Date>

	<Name>

<Address>

<Address>

<Address>

<Postcode>


Dear <Name>
I write to inform you that your post of (job title) at (location) is at risk of redundancy (detail redundancy situation).

I acknowledge that this is a difficult time for all employees who may be affected by (situation as above).  I therefore write to invite you to attend a meeting where an update will be given on (situation).  At this meeting you will be given the opportunity to ask any questions or make any comments/suggestions.  

If 1- 19 redundancies proposed (or 20+ where requirement for collective consultation is not met)  use the following paragraph:

You may be accompanied at the meeting by a Trade Union representative or a work colleague.  If you are to be accompanied then please advise me who will be accompanying you.

If 20 or more redundancies proposed at one establishment within a period of 90 days  use the following paragraph:

The relevant Trade Unions have been informed of these meetings and given the opportunity to have a representative present at the meeting.

MANAGER PLEASE NOTE

Please ensure that you print a copy of Aberdeenshire Council’s Redundancy Policy and Procedure if necessary. This can be found on Arcadia by accessing this link.

This meeting is being called in accordance with the Council's Redundancy Policy, a copy of which can be found at http://arcadialite.aberdeenshire.gov.uk/?p=2934 for your information.

(Detail date, time and location of the meeting(s)).

(Detail names and job titles of those to be present at the meeting e.g. Service Rep(s) and HR Rep(s)).
I would be grateful if you could confirm your attendance at the meeting to (name, contact details) by (date).  Please find enclosed copies of documents which will be considered at the meeting.  

However, if for whatever reason you are unavailable to attend at the scheduled date and time then a ‘note’ of the meeting will be forwarded to you after the meeting has taken place. (only if group of employees).

MANAGER PLEASE NOTE

Please ensure that you print contact information regarding our EAP Provider and enclose with this letter to the employee. This can be found on Arcadia by accessing this link.

I understand that this can be an anxious time, therefore I would like to take this opportunity to remind you of the Council’s Employee Assistance Programme (EAP) which may be of support to you.  This confidential counselling service can be accessed by telephone on 03303 800658 or 0800 023 9324 and is available to you 24 hours a day, 365 days a year. You can also find further information and a full range of services available at https://vivup.tercltd.co.uk?CODE=107808
Should you have any queries on the matters outlined in this letter, please do not hesitate to contact me (contact details) or (other names, contact details if applicable e.g. HR Officer).

Yours sincerely

<Line Manager>

<Job Title>

cc HR Service
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