Appendix H: Model Section 188 Letter – consultation with the Trades Unions

Ref

Name

Email 

Tel

Ext

Date

Private and Confidential

Address

Address

Address

Address

Address

Dear [*see below – separate copies to each]

Re [name of establishment or service area]

I am writing to give you formal notice under Section 188(4) of the Trade Union and Labour Relations (Consolidation) Act 1992 that the decision to review / close [establishment or service area] may result in a redundancy situation.

I am, therefore, providing the following information as required by statute: 

[details to be filled in under each of the following headings]

a. The reason(s) for proposals leading to the potential redundancy situation

b. The numbers and descriptions of the employees (posts) whom it is proposed are potentially at risk of redundancy

c. The total numbers and descriptions of the employees (posts) currently affected and in the pool for selection

d. The total number of employees of any such description employed by the employer at the establishment in question

e. The proposed method of selecting the employees to be dismissed 

f. The proposed method of carrying out the dismissals, with due regard to any agreed procedure, including the period over which the dismissals are intended to take effect

Include reference to Change Management Toolkit

g. Strategies to be adopted to mitigate the effects of the situation

h. The method of calculating the redundancy payments to be made to employees who may be dismissed

I hope that this information will provide the basis for continued discussion between our representatives.  Please contact me if should have any queries on the information contained in this letter.

Yours sincerely

HR Manager
