Appendix M4 - Letter notifying employee that their post has been nominated as redundant
Note: It is expected that the employee will have had a discussion about this outcome before receiving this written notification

_____________________________________________





Private and Confidential

<Name>

<Job Title>

<Date>

Dear <Name>
Further to our discussion, I am writing to confirm that at a meeting of the Governors’ Selection Committee on <date>, the outcome of the restructure/redundancy process was considered and your post of <post title> was nominated as redundant. (Where appropriate: The selection process that you participated in has unfortunately not resulted in you being offered an alternative post in accordance with your preference).
Therefore, as the current occupier of the post of <post title> at <school> your compulsory redundancy will be effective from <date>.
You have the right to make representation to the Governors about this proposal.  It is the intention of the Governors’ Selection Committee to consider any such representation you or a representative on your behalf may wish to make. This meeting will be held on <date, time and venue>. (note: give 10 working days notice)
Please would you let me know if you intend to make any representation by returning one copy of this letter to me with the bottom portion duly completed, by <date>. (within 5 working days of the date of this letter)
Please note that if you anticipate any difficulty in letting me know your intention by this date, or if you are unable to attend the hearing on the date specified, you should contact me as soon as possible to let me know the reason for this. 
Following the Representation Hearing, should you wish to make an appeal against the decision of the Selection Committee, this will be heard by an Appeal Committee, consisting of governors previously uninvolved in this exercise. The date of this Appeal Hearing will be <give date, time and venue>. I would also ask you to confirm as soon as possible if this date is convenient.
You are entitled to be accompanied by a Trade Union Representative or work colleague to both the representation and the appeal hearings.
Notwithstanding the above rights of representation and appeal, the Local Authority will commence the process of seeking redeployment and will contact you about this shortly. This is not pre-judging the outcome of any representation or appeal but is designed to make optimum use of the time available. Should you cease to be in a redundancy situation, the redeployment process can be terminated at that point.

(Optional: As discussed the school needed to reduce staffing by <insert FTE amount/hours> in <teaching / support staff / subject / key stage>, therefore the school would like to offer you the <insert post details> post in school if you wish to accept it. If you chose to accept this post you will not be entitled to a redundancy payment and any future redundancy payments would be calculated on this new contract.  Please ensure that you check what implications this may have on your pension, etc. and if you wish to accept this offer confirm your decision in writing to me by <date>).
If you would like to discuss the matter with me or have any queries regarding the letter, please do not hesitate to contact the Headteacher.  You may also wish to contact Human Resources by calling <name> on <number>.
Please note that this letter does not constitute notice of the termination of your employment contract, which, if necessary, will be issued to you by the Local Authority or the Governing Body (in the case of voluntary aided/foundation schools).
Yours sincerely
<Name>

Chair of Governors’ Selection Committee. 
NAME……………………………………………………  

I confirm that I have read and understood the contents of this letter notifying me of the proposal of Governors that I have been nominated as redundant from my post as <post title> at <school>.

Having considered this matter I do* / do not* wish to make representation about the proposal

If you do intend to make representation, please confirm the following:

I do* / do not* intend to attend the meeting to make representation on <date>. 

*Delete as appropriate 

If attending, please confirm the name and status of any representative who will accompany you.

Name of Representative……………….. …………  
Status…………………………….
Signed (employee) ………………………………… 
Date ………………………………
