Employee who does not qualify for redundancy payment

(Employee Name)
(Insert Address)

(Date)

Dear (Name)
 
After applying the organisation's redundancy selection criteria and being unable to identify any suitable alternative work for you, I am very sorry to confirm that your role has been selected for redundancy. (The selection criteria and your scores are attached to this letter). This decision in no way reflects your performance, which has been entirely satisfactory. 

Based on your length of service, you do not qualify for a statutory redundancy payment as your continuous employment does not exceed 104 weeks. 

Your notice period is (Insert No of Weeks) weeks. You will not be required to work your notice period; therefore, you will be paid €(Insert Amount) instead of your notice. You will also be paid (Insert Amount) for your accrued but untaken holiday entitlements up to and including (Date of termination).

The Company will transfer your final salary payment to your bank account on (Insert Date).

Please return all property belonging to the Company, including your (laptop, keys, fob, mobile phone, company records and files) to the premises by 5.00 pm on (Insert Date). You must also provide me with full details of your current passwords to access the Company's systems. 

I want to take this opportunity to sincerely thank you for your loyal service to the Company and wish you well in the future. Should you have queries concerning any aspect of this letter, please do not hesitate to contact me.

You have the right to appeal the decision to make your role redundant in writing within five working days to (Insert Name) at (Insert email address).


Yours sincerely


Name 
Job title 






NOTICE OF TERMINATION LETTER FOR EMPLOYEE WITH STATUTORY PAYMENT (and additional ex gratia if required)

(Employee Name)
(Insert Address)

(Date)

Dear (Name)
 
After applying the organisation's redundancy selection criteria and being unable to identify any suitable alternative work for you, I am very sorry to confirm that your role has been selected for redundancy. (The selection criteria and your scores are attached to this letter). This decision in no way reflects your performance, which has been entirely satisfactory. 

Your statutory redundancy payment will be (insert amount). This payment is based on two weeks' pay per year of service (capped at €600.00) plus one bonus week (capped at €600.00). You will also be paid (Insert details of any ex-gratia financial package agreed if applicable)

Having reviewed your contract of employment, I can confirm the contractual notice you are entitled to from the Company is (insert notice period). 

You will not be required to work your notice period; therefore, you will also be paid (insert amount) instead of your notice.

Or

We will require you to work your notice period. During your notice period, you can take a reasonable amount of paid time off work to look for alternative employment and attend job interviews. Before taking such time off, you should get your manager's agreement. Your last day of employment will be (Insert date).

In addition to this payment, you will be paid (insert amount) for your accrued but untaken holiday entitlements up to and including (Date of termination).

Payment will be transferred to your bank account on (Insert Date).

I have enclosed a termination agreement for your review. We are giving you (insert number of days) to seek legal advice from a solicitor of your choice from today's date. The Company will contribute €(XXX) to the legal fees associated with this consultation. The deadline for receipt of the signed agreement is (Insert Date). After that date, the enhanced redundancy offer will cease to be available, and the Company will only pay you your statutory entitlements.

Please return all property belonging to the Company, including your (laptop, keys, fob, company records and files) to the premises by 5.00 pm on (Insert Date). You must also provide me with full details of your current passwords to access the Company's systems. 

I would like to take this opportunity to sincerely thank you for your loyal service to the Company and wish you well for the future. Should you have queries in relation to any aspect of this letter please do not hesitate to contact me.

You have the right to appeal the decision to make your role redundant in writing within five working days to (point of appeal) at (email address).

Yours sincerely,

Name 
Job Title 

