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[ON LPC HEADED PAPER]

Strictly Private and Confidential

[Name]
[Address]
[Date]

Dear [Name]

Provisional Selection for redundancy
Redundancy situation
[OPTIONAL: [As we discussed in our meeting on [date,]] I am writing to tell you that the LPC has conducted a strategic review and [insert brief details of the factual background causing the redundancy situation].  
[OPTION ONE] As a result, the LPC has come to the view that it no longer needs as many employees to carry out [insert specific type of work] because [there is a reduction in the work available] OR [there is a reduced need for as many employees to carry out the work that is available.]
OR
[OPTION TWO] As a result, the LPC has come to the view to [stop carrying out the type of work that you do] OR [close the place that you currently work] OR [relocate the LPC's premises to: [location]].This means that the LPC anticipates that it will no longer require anyone to carry out the role of [role].
Your provisional selection for redundancy
Since you are the only person carrying out the role of [job title], I am sorry to have to tell you that your position [has] OR [is one of those that has] been provisionally selected for redundancy. 
We must emphasise that no final decision has been made and that over the next [●] weeks the LPC will individually consult with you, with a view to exploring ways of avoiding redundancies. 
[OPTIONAL: ONLY INCLUDE IF ALTERNATE ROLES ARE AVAILABLE] You will also have access to details of any alternative employment opportunities available within the LPC [and we attach details of opportunities which are available] OR [although, at present, there are no roles available].
We propose to hold at least two consultation meetings (or more, if required) and an outcome meeting with you over the next 2 to 3 weeks. If a way of avoiding redundancy is not found, and there is no alternative role for you, then your employment will be terminated by reason of redundancy.
Redundancy Consultation
We would therefore like to arrange a redundancy consultation meeting with you to discuss the proposal in more detail, including:
the reasons why the LPC needs to make redundancies and why it is considering making your position redundant; 
how the LPC identified the selection pool; and
how the LPC applied the selection criteria;
[OPTIONAL: ONLY INCLUDE IF ALTERNATE ROLES ARE AVAILABLE] any options that we have considered to avoid redundancies [e.g.: restrictions on recruitment, retraining employees, offering voluntary retirement, voluntary redundancy, short-term working, restricting overtime]
any ideas which you have for avoiding your position being redundant, or any other representations which you would like to make.
This redundancy consultation meeting has been arranged to take place on [date] at [time] in [location], with [name].  Kindly confirm by return that you will attend. [Note: Aim to hold the consultation meeting in one to two days' time.]
We suggest that you consider in advance of the meeting what questions you wish to ask and what points you wish to make, [whether you are interested in pursuing any of the opportunities for alternative employment], or if you have any other suggestions as to how your redundancy can be avoided. [Note: delete previous yellow highlighted text if no alternate roles offered]
You may choose to be accompanied to the consultation meeting by either a fellow employee or a trade union representative. If you wish to bring a companion, please inform [name] of their name as soon as possible.
Final points
I must stress that no final decision has been made about your redundancy and that we are willing to consider all options available to avoid making anyone redundant.  This letter is not a formal notification that you will be made redundant, you are simply at risk of redundancy at this stage.
We have not informed any of our contracting pharmacies or other third parties about this proposal therefore you are not permitted to discuss these matters with them, or any employee other than me, or [names] and any matters that we discuss at consultation meetings are to be kept confidential.  
I appreciate that this is a difficult situation for you. If you have any questions or issues which you wish to discuss prior to the meeting, or if you feel you require any additional information to enable you to prepare for this meeting, then please do not hesitate to contact [name] on [number] or by email [email address].
Yours sincerely



[Name]
[Title]
On behalf of [X] LPC
Enc:
	.
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