


[LETTER INVITATION TO OUTCOME MEETING]

[Yellow highlights: to be completed before the document is provided to the employee. Please amend, insert appropriate wording or remove as applicable.]
[Green highlights: guidance. Please contact Clyde & Co LLP for further legal advice if required. If available, choose between two or more options set out and delete as appropriate.] 


[ON LPC HEADED PAPER]

Strictly Private and Confidential

[NAME] 
[ADDRESS]
[DATE]

Dear [NAME]
Invitation to outcome meeting
As you are aware from the consultation meetings held on [date] and [date] [insert summary of the redundancy situation]. Following the selection process, your role was identified as being at risk of redundancy.
During the course of the consultation meetings, we have discussed: 
the rationale for the redundancy situation;
ways of avoiding making redundancies; and
[alternative employment]. [Note: only include if alternate roles are available]
At the recent consultation meeting, you raised the following matters: [insert details of specific concerns raised by the employee].  The LPC has considered these suggestions and [set out the outline of any response here.].
[OPTIONAL – ONLY INCLUDE IF ALTERNATE ROLES ARE AVAILABLE] We also discussed the availability of alternative employment. [You have indicated that you are not interested in any of the available roles] OR [The LPC has not been able to find any alternative employment for you yet] OR [You were unfortunately unsuccessful in your application for alternative roles].
We would like to invite you to attend an outcome meeting on [date, time, location] with [name] so that we can respond in more detail to any outstanding issues and give you the outcome of our consultation process.
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.
You should be aware that the outcome of this meeting may be that your role is confirmed as being redundant and your employment with the LPC is terminated.
If you have any questions regarding the contents of this letter, please do not hesitate to contact me.
Yours sincerely



[Name]
[Title]
On behalf of [X] LPC
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