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Introductory note 

Legal rights and obligations pertaining to redundancy are currently governed by the National 
Employment Standards (NES) set out in the Fair Work Act 2009 (Cth). An organisation wishing to 
make employees redundant must be familiarise with redundancy rights and obligations set out in 
the NES.  

Extreme care should be taken to ensure that there is a genuine basis for a redundancy. For 
example, a dismissal is not a genuine redundancy if it would have been reasonable in the 
circumstances for the employee to be redeployed within the employer’s organisation. 

It is also important to implement lawful and appropriate redundancy processes. For example, many 
industrial awards/agreements require employees to consult with employees and trade unions prior 
to making redundancy decisions. 

When using this precedent 

This precedent redundancy letter is a sample only. It is important that you customise the letter to 
ensure it outlines genuine and lawful reasons for redundancy. Any assertions made in the letter 
should be capable of objective verification and proof. For example, if economic or financial 
difficulties are cited, these should be capable of being verified by reference to objective financial 
and accounting information in the event of a dispute. 
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[Date] 

[Employee name] 
[Employee address] [Note: See section 117(1) of the Fair Work Act 2009 regarding address and sending 
details for notifying termination.] 

Dear [employee name] 

Re: Termination on the grounds of redundancy 

As you may be aware, [employer name] has been experiencing [insert type of difficulties, eg economic, 
financial, operational] difficulties. Over the past [time period] there has been a rapid decline in [insert as 
appropriate, eg sales, revenue, income, profit]. This has raised a number of concerns about the viability of 
[employer name]’s operations and its sustainability under the current organisational structure. 

[Employer name] has considered its options to stop the ongoing decline. Unfortunately [employer name] 
has decided that your position of [insert position] is no longer required to be performed and will be made 
redundant. 

[Option 1 (use if actual notice is being given): In accordance with clause [insert] of your employment 
contract, [employer name] is now giving you [time period] that your employment will terminate on [date].] 

[Option 2 (use if payment is being given in lieu of notice): In accordance with clause [insert] of your 
employment contract, [employer name] is now giving you [time period] of the termination of your 
employment. [employer name] has decided to provide you with a payment in lieu of notice, and that your 
last working day will be [date].] 

[Note: Where the contract is silent about the relevant notice period, section 117(2) and (3) of the Fair 
Work Act 2009 sets out the minimum notice requirements to be given.] 

In addition to your notice entitlements, you will also be provided with a severance payment of $[amount] 
(less applicable tax) in accordance with the Fair Work Act 2009 (Cth). 

You will also be paid: 

• your accrued statutory leave entitlements; and

• your accrued and unpaid salary to the date of termination of your employment with [employer
name].

These amounts will be subject to tax and all final amounts will be paid into your bank account on [date]. 
Final superannuation payments will also be paid into your superannuation fund. 

[Employer name] wishes you all the best in your future endeavours. 

Yours faithfully 

[Name] 
[Position title] 

[Employer name] 


