Letter to employee – Terminating contract and offering Re-engagement 
[Date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

I refer to the recent briefings where you were advised [INSERT DETAILS AS TO ORGANISATION’S SITUATION AND BACKGROUND TO SCENARIO] and to my letters of [INSERT DATES].  I also refer to our meeting on [INSERT DATE]
I have not had a response to either of my letters [and you have advised that you are not willing to agree to the proposed changes. We have considered the reasons for your refusal].* 
As an organisation we believe that it is necessary for us to implement these changes [INSERT REASON WHY] and therefore I am giving you [PERIOD] of notice to terminate your employment. Your termination date is [INSERT DATE AT END OF NOTICE PERIOD].

However, I am offering you employment on the new terms and conditions which will take effect from [INSERT DATE WHICH IS DAY FOLLOWING TERMINATION DATE]. Enclosed is a copy of the new terms and conditions. If you choose to accept the new terms, you will retain continuity of service and your existing statutory rights and pensionable service remains unchanged.
If you wish to accept the new contract, please sign and return a copy of this letter as soon as possible. If you do not wish to accept the new contract, your employment will end on [INSERT DATE].

You have the right of appeal against the termination of your current contract.  If you wish to appeal, you should do so in writing to [INSERT NAME] within [INSERT TIME PERIOD].

In the meantime, if you have any queries, please do not hesitate to contact me.

Yours sincerely

[name]

[job title]

I accept the changes to my terms and conditions which I understand will take effect from [INSERT DATE AFTER TERMINATION DATE]

Signed…………………………………………………………………..

Date……………………………………………………………………….
*delete as appropriate

