[INSERT LOGO HERE]
[Date]
Letter 
[Employee’s Name]
[Employee’s Address]
[Postcode]

Temporary Recruitment Freeze

Dear [Name],

I am writing to inform you that we are implementing a temporary freeze on [some/all] recruitment activities.

This decision has been made in response to [insert reason – e.g. a need to reduce costs due to a downturn in business, economic pressures, or budget constraints]. 

As a result, we are taking proactive steps to manage expenditure responsibly.

The recruitment freeze is expected to remain in place [until at least [month and year] / for a minimum of [number of weeks/months]]. 

We will review the situation [in [month and year] / after [number of weeks/months]], at which point we hope to have greater clarity on when recruitment activities may resume.

[Alternatively:
The freeze will remain in effect until further notice. 
We will continue to monitor developments closely and provide regular updates as the situation evolves.]

We recognise that our employees are our most valuable asset, and we are committed to doing everything reasonably possible to safeguard job security across the organisation.

By pausing recruitment, we aim to avoid the need for redundancies.

We understand this may lead to [resourcing challenges in some departments / temporary redistribution of responsibilities to cover vacant roles]. 

Your line manager will arrange a meeting to discuss any impact on your role and how best to manage the situation.

Thank you for your understanding and support during this time.

If you have any questions or concerns, please do not hesitate to contact [me / your line manager / the HR department].

Yours sincerely,
[Your Name]
[Your Job Title]

