[bookmark: _GoBack][INDIVIDUAL REDUNDANCY – UNIQUE ROLE

TO BE SENT TO: INDIVIDUAL EMPLOYEE CONFIRMING REDUNDANCY DISMISSAL 

GUIDANCE NOTES:
     
· This letter template needs to be tailored to the particular circumstances which apply.  Where information is needed, this is flagged in capitals.  Where lowercase text is enclosed in square brackets this means you need to consider whether this content is relevant and applicable to your particular situation. 

1. Once an individual is identified as at risk of redundancy (even in a collective redundancy situation where there is consultation taking place with a recognised trade union or appropriate elected representatives), the Company must undertake consultation with the individual about their personal situation and how the redundancy may be avoided. This letter template can therefore be used in both individual and collective redundancy situations. 

1. Check company redundancy policy or any relevant trade union recognition agreements with regard to procedure. 

___________________________________________________________________________________

TEMPLATE LETTER:]


Dear [NAME]

NOTIFICATION OF DISMISSAL FOR REDUNDANCY

I am writing further to our meeting on [DATE]. I have carefully considered the points which you raised during the course of our various consultation meetings. I have concluded, however, that the suggestions which you made are not practicable because [EXPLAIN WHY HERE] and that, in view of the business circumstances and needs, there is no feasible way of avoiding your dismissal by reason of redundancy.

Unfortunately, therefore, you will be dismissed by reason of redundancy with effect from [DATE]. 

[Where working during notice period] You are by way of this letter being given [X] [weeks][months] notice which you will be required to work [and effect a handover of any work to [NAME] accordingly.]

[Where placing on garden leave during notice period*: You are by way of this letter being given [x] [weeks] [months] notice of termination of employment.  We will not require you to work between now and the termination date to give you more opportunity to find a new position.  You will therefore be on Garden Leave in accordance with your employment contract during this time.] [If any other possible alternative positions arise during your notice period, these will be discussed with you.] 

[Where paying in lieu of notice: We will not require you to work your notice period.  Your last working day will therefore be [DATE] and you will be paid your salary [and contractual benefits] in lieu of your notice period.]  

To confirm, you will receive:

· Your salary and benefits up to the termination date paid in the usual way;
· A payment in respect of any entitlement to accrued holiday;
· [A payment in lieu of your notice entitlement]
· [A statutory redundancy payment of £[x]]
· [An ex gratia payment of £[x] [subject to you signing the agreement at the bottom of this letter OR subject to you entering into the enclosed settlement agreement.]

[Where using settlement agreement: You will need to take the settlement agreement to an independent solicitor for advice on its terms and effect and return this to us by [DATE].  The Company will offer a contribution of £[x] plus VAT towards your legal costs in relation to the settlement agreement.  Please note that this contribution is only payable if the settlement agreement is signed and returned to the Company.  If you subsequently decide not to sign the settlement agreement then you must cover your own legal costs relating to advice on the same.  

Please also be aware that the offer of a settlement agreement together with the agreement itself is 'without prejudice and subject to contract'.  This means that the information and any subsequent communications cannot be disclosed or relied upon later as evidence in court or tribunal proceedings, and that the terms set out in the settlement agreement will only be legally binding if the agreement is signed by both you and the Company.  

The proposal for a settlement agreement and associated discussion is on a strictly confidential basis.  If the contents of our discussions are not kept strictly confidential then we will not proceed down the settlement agreement route.

You have the right to appeal against this decision to dismiss you by reason of redundancy.  If you wish to appeal, you should do so in writing to [NAME], such letter to reach them by [DATE].

If you have any questions, please contact me.

Yours sincerely





[NAME]
[POSITION]

[Enc. Settlement agreement]

[*NOTE: You can only place on Garden Leave if employment contract allows this or with employee’s agreement. Period of Garden Leave should not be excessive.]
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Simply Business have teamed up with Clarkslegal LLP to bring you a free, customisable legal document. Simply Business are one of the UK's biggest small business insurance providers, insuring over 400,000 self-employed people and landlords. Because this is a template document, it hasn’t been drafted to meet your individual requirements and it doesn’t constitute legal advice from Clarkslegal LLP to you. As well as filling in the obvious gaps (e.g. relevant names and dates), so that you can personalise it for your own use, you might also want to make your own changes to it. Depending on your particular circumstances, it might not contain everything that you need. If you do decide to adapt it in any way, the changes you make are your sole responsibility. Whilst this document isn’t intended to replace the personalised, professional advice you can receive from a solicitor, if you have any questions about it and/or would like legal advice in relation to matters covered by this template document, Clarkslegal LLP can of course help you. All you need to do is get in touch and Clarkslegal LLP will talk you through your options on how to get the right legal advice and ensure the document is fully tailored to fit your own requirements. As you’d expect with template materials and general guidance from any similar source, Clarkslegal LLP don’t accept responsibility for any action you might take in relation to documentation provided on this website. (Clarkslegal LLP are also obliged to point out that, to the fullest extent permitted by law and except in respect of death or personal injury arising from our negligence, Clarkslegal LLP exclude liability for any claims, loss, demands or damages of any kind whatsoever with respect to this document including, without limitation, direct, indirect, incidental or consequential loss or damages, whether arising from loss of profits, loss of revenue, loss of data, loss of use, loss of reputation, loss of goodwill or otherwise and whether or not the possibility of such loss has been notified to us.)  
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