8.1.2
Notice of intention to retrench 

MACROBUTTON NoMacro ( [insert date]
Dear MACROBUTTON NoMacro ( [insert name] 

Re: Possible retrenchment

1. Introduction

We refer to the above matter and would like to inform you that the company is contemplating embarking upon a retrenchment process which may lead to the possible termination of employees’ services. In the circumstances, it is necessary to consult with you regarding the possible retrenchments on issues as detailed below. We wish to confirm that none of these issues has been finally determined. The company’s final decision will depend on representations you may make. The company has considered the issues addressed below with regards to the retrenchments and we hereby wish to bring these to your attention and invite your response in this regard.

2. Why is the company considering retrenchments?

MACROBUTTON NoMacro ( [insert details]
3. Alternatives to retrenchments

MACROBUTTON NoMacro ( [insert details]
4. The number of employees which may be affected

MACROBUTTON NoMacro ( [insert details]
5. Selection criteria

Should the company have no alternative but to proceed with terminating employees’ services, the company will use selection criteria that have been agreed upon, or, failing agreement, criteria which will be both fair and objective. At present the company proposes using MACROBUTTON NoMacro ( [insert proposed criteria, e.g. LIFO] to select employees whose services may be terminated.

6. Timing of retrenchment

MACROBUTTON NoMacro ( [insert details]
7. Severance pay

MACROBUTTON NoMacro ( [insert details]
8. Assistance offered

MACROBUTTON NoMacro ( [insert details]
9. Possible re-employment

MACROBUTTON NoMacro ( [insert details]
10. Consultation

The company currently employs MACROBUTTON NoMacro ( [insert number] of employees and has dismissed MACROBUTTON NoMacro ( [insert number] employees in the past 12 months due to operational requirements. To ensure due compliance with the law and accepted industrial relations practice, the company now intends consulting you formally regarding the contemplated retrenchments. 

You are further invited to provide your written representations regarding the in-principle decision of the company to retrench. It should be emphasised that no final decision has as yet been taken in this regard nor will any final decision be taken in the absence of full and proper consultation with you and/or your representative. Obviously the view adopted by the company has received serious consideration and has not been adopted lightly. 

We fully appreciate that you may be concerned and apprehensive about the possible consequences which the contemplated retrenchments will have upon you and we are committed to conclude the process as soon as reasonably possible. To this end we trust that we may rely on your co-operation to conclude the process to meet the representation deadline.

11. Conclusion

MACROBUTTON NoMacro ( [insert details]
(This is a modified version of a Notice of intention to retrench published in What a tangled web we weave: Labour law for small business by LabourNet.)
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