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LETTER – FOLLOW UP TO CONSULTATION MEETING (SELECTION POOL)


[NAME]
[ADDRESS]

[DATE]

Dear [NAME]
Feedback from meeting on [DATE]
I am writing to confirm the points that we discussed at the meeting on [DATE] in relation to your provisional selection for redundancy.
As you know, [DESCRIPTION OF THE EVENTS LEADING TO THE NEED FOR REDUNDANCIES]. As a result, the Company is proposing to [make [INSERT NUMBER] of redundancies within the [LOCATION, DIVISION OR DEPARTMENT] and, in particular, to reduce the number of [DESCRIBE POOL] by [NUMBER] employees OR close down [DESCRIBE]]. 
The Company identified [DESCRIBE POOL] as the appropriate pool from which to make [NUMBER] employees redundant because [DETAILS].
The selection criteria that the Company used to provisionally select employees in that pool for redundancy were provided to you prior to the meeting.  
The selection process was carried out by [NAMES] on the basis of the selection criteria.
Your position was provisionally selected for redundancy because [DETAILS OF POSITION IN POOL] and you were given a copy of your individual score sheet.
During our discussions you raised the following issues which we addressed as follows:
[ITEMISE QUESTIONS/QUERIES/CHALLENGES INCLUDING DISAGREEMENT OVER THE SCORES ALLOCATED AND THE RESPONSES GIVEN]
AND/OR During our discussions you [also] raised a number of issues which we have now investigated further and can advise you of the following:
[ITEMISE QUESTIONS/QUERIES/CHALLENGES INCLUDING DISAGREEMENT OVER THE SCORES ALLOCATED, INVESTIGATION UNDERTAKEN  AND THE RESPONSES GIVEN]
We then went on to discuss alternative work opportunities and provisional payments as follows:
If you were to be made redundant it would be on the attached terms: [DETAILS ON SEPARATE SHEET – see below].
Unfortunately there are currently no appropriate alternative positions within the Company, but we will continue to try to identify ways in which your redundancy can be avoided and identify any appropriate alternative positions.  [I enclose the latest vacancy list for your information]  OR You identified a number of positions you were interested in applying for,  I explained the process for completing and submitting your application for these roles.  You will receive a letter either confirming that you have been selected for interview or have been unsuccessful in your application. 
[If your selection for redundancy is confirmed you will be entitled to reasonable paid time off during your notice period to look for a new job or arrange training for your future employment.]
I would be grateful if you could attend a further consultation meeting at [LOCATION] on [DATE] at [TIME] at which we can discuss the Company's response to your suggestions, and any other issues that you may have. As before, you may bring a trade union representative or colleague to the meeting as your companion. If you do wish to bring a companion, please let me know their name as soon as possible. 
If you have any questions in the meantime, please do not hesitate to contact [me] on [PHONE NUMBER OR E-MAIL ADDRESS].

Yours sincerely

 ................................................................
 [NAME]
[DEPARTMENT]
 
SEPARATE ATTACHMENT

Provisional Payment Illustration

If made redundant you will be entitled to:
The notice period set out in your contract or an equivalent payment in lieu which is currently [NUMBER OF WEEKS/MONTHS] = [£FIGURE]
[Pay in lieu of any accrued but unused holiday entitlement  which is currently [NUMBER OF DAYS]
A statutory redundancy payment, which is calculated on the basis of the employee's age, weekly salary and length of service.  In your case this equates to [INSERT CALCULATION OR WEEKS X PAY AND TOTAL FIGURE]/
[An ex gratia payment, which will be calculated as follows: [DETAILS].]
[If your selection for redundancy is confirmed you will be entitled to reasonable paid time off during your notice period to look for a new job or arrange training for your future employment.]
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