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Communicating to Employees About an Anticipated Layoff
Human resource managers have a responsibility to the employees and organization as they focus on the interests of both alike (Gallo, 2015). Communicating about change in alignment with lay-off is, therefore, challenging as it is linked to adverse outcomes on employees’ well-being which further reflects in the organization’s outcomes.  
While there is no strict procedure to follow in communicating change in alignment with lay-off, it is important to have all the information about how the decision was made, the players, options considered, and the rationale for the outcome (Gallo, 2015). The second step involves being direct in communicating to the employees. In this case, a face-to-face forum would be the most appropriate channel as it allows the management to give the information directly and also get feedback from the recipients (Gallo, 2015; Berkeley University of California [UC Berkeley], 2018). The two-way communication is also important as it enables the management to collect first-hand reactions from the employees which act as the foundation for support services (UC Berkeley, 2018). 
Important components of inclusion in communicating change as per the scenario of lay-off include: the means used in arriving to the final decision; other options considered; why the outcome being communicated emerged as the best alternative; and further plans in alignment with the decision (Gallo, 2015). 
Draft Message
In light of the turbulence and pressure witnessed in the inner-working of the organization, the management wishes to inform all the employees that there is a planned layoff which is expected to cut off the number of employees by 20%. The decision was made by a panel of executive members who met on November 15, 2018 to discuss the developments that would help in reducing the company’s budget. The alternative of adopting various technological advancements was also discussed but this proved to be expensive in alignment with the company’s current financial position. This is not what we would have wished for our esteemed employees but efforts will be made to offer support that would enable successful and effective transitioning. 
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