ANNOUNCEMENT – RESTRUCTURING/REORGANISATION (changes to terms and conditions)
NOTICE TO ALL STAFF FROM [NAME OF MANAGING DIRECTOR OR EQUIVALENT SENIOR MANAGER]

As you will all be aware the Company is currently experiencing [DESCRIBE SPECIFIC DIFFICULTIES FACED AND CONSEQUENCES – EG – DECLINE IN PRODUCTIVITY, INCREASE IN PRODUCTION COSTS ETC].  
Unfortunately, the result of this is that the business cannot sustain its current practices [EG, SHIFT PATTERNS, ETC] and this has an impact on employees in the following categories [DESCRIBE GROUPS AFFECTED].  
Therefore, we now have to consider making changes to [INSERT DETAILS OF CONTRACT CHANGES AFFECTED] for these job roles and may have to terminate current contracts of employment if there is no feasible alternative to the change, and no agreement to the change is achieved.  In the event that current contracts are terminated, new revised terms will be offered to all affected staff from the first working day following termination (without loss of continuity of service).
[For this reason, we are now commencing a period of consultation with [NAME OF UNION/STAFF REPRESENTATIVE BODY] for [30/45*} days and they have been provided with a copy of this notice and the HR1 form] 
[OR] 
[We are required to begin a process of collective consultation and to this end all employees from [STATE AREAS] are invited to elect [INSERT NUMBER] representatives to take part in the consultation process.  Separate details of the election procedure will be notified to you by [INSERT NAME AND POSITION].*
Any employees who are identified as being affected by the proposed changes will be notified separately and will be consulted with on an individual basis about the impact of the changes on their role.

In the meantime, we are seeking volunteers from [STATE AREAS] who may agree to accept the proposed changes. Further information will be sent separately about this process [OPTIONAL] [and the incentive provided for volunteers accepting the change.]  Expressions of interest are not binding at this stage but there will be a closing date of [DATE] by which time all formal acceptance forms should be signed.  

[If you have any questions about the process at this stage please contact [INSERT DETAILS]]. 

SIGNED 

DATED

* delete as appropriate

