


[REDUNDANCY DISMISSAL LETTER]
[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]
Redundancy outcome letter
At our meetings on [dates] we discussed the fact that the LPC has identified a redundancy situation [restate the background reasons here] putting your role at risk of redundancy.  
Over the course of the consultation meetings, we have considered the issues you have raised and explored ways in which your redundancy could be avoided.
Unfortunately, we have come to the decision that your role is no longer required [and we have also been unable to identify any suitable alternative employment for you within the LPC. Please note that if any suitable alternative positions become available during the notice period, then we will let you know.] 
As a result, I am writing to give you formal notice that the LPC has decided to terminate your employment by reason of redundancy.  
This means that your contract will end on [date]. You will be paid in respect of your usual salary and benefits up until this date. You are also entitled to be paid in lieu of any accrued but untaken holiday entitlement, which will be paid to you in the usual way.  If you have taken holiday exceeding your entitlement for the year to date, then this will be deducted from your final salary, as will any other sums owing by you to the LPC. [Note: LPC to check the employee’s contractual rights and amend as appropriate]
[bookmark: _Hlk113533743][OPTION ONE – WHERE EMPLOYEE TO RECEIVE PAY IN LIEU OF NOTICE AS PERMITTED IN THE EMPLOYMENT CONTRACT)] In accordance with your contract of employment, you will not be required to work your notice period, but the LPC will make a payment in lieu of your notice of £[●]. Your pay in lieu of notice will be subject to income tax and National Insurance contributions in the usual way. Please note that in accordance with your contract of employment, any payment in lieu of notice will [not] include any sums referable to employment benefits such as pension contributions, health insurance and holiday. [Note: check compliance with contract and delete as appropriate]
[OPTION TWO – WHERE EMPLOYEE IS TO WORK THEIR NOTICE PERIOD AS PER EMPLOYMENT CONTRACT] In accordance with your contract of employment, you are required to work during your notice period but you are entitled to take reasonable time off to seek alternative employment and training.
In addition, you will be entitled to receive a statutory redundancy payment of £[●], calculated on the basis set out in the appendix to this letter. It is our understanding that under the current tax rules, the statutory redundancy payment (and ex gratia payment where the Settlement Agreement is entered) will be free of income tax and National Insurance contributions [for the first £30,000]. [Note: only include last yellow highlighted text where redundancy payment is more than £30,000, otherwise delete.]
Please note that you remain bound by your on-going duties of confidentiality towards the LPC, even after the termination of your employment. [In addition, the post-termination restrictions set out in your contract of employment dated [date] will continue to apply to you.] [Note: only include yellow highlighted text where post-termination restrictions are included in the employment contract]
Finally, you must return all LPC property, including but not limited to [all documents, papers, records, manuals, hardware and software, all electronic equipment (including mobile phones), as well as any keys, credit cards or security passes], before you leave. [Note: add/delete yellow highlighted text as appropriate]
[OPTIONAL: WHERE THE LPC IS WILLING TO PROVIDE A REFERENCE] Reference requests for future employment should be addressed to: [Name].
You have the right to appeal the decision to terminate your employment. If you would like to do so, please set out the basis of your appeal in writing and send it to [Name, title, email address], within [7] days of the date of this letter. [Note: check the LPC Staff Handbook to ensure time limit to lodge appeal corresponds]
The LPC very much regrets that it has been necessary to make you redundant and I would like to thank you for your contribution to the LPC over the course of your employment.  On behalf of the LPC, I wish you the very best for the future.
Yours sincerely



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

APPENDIX: BREAKDOWN OF REDUNDANCY PAYMENT


	NAME: ………………………………….

	LENGTH OF SERVICE: ..………………


	AGE: …………………………………….

	ANNUAL SALARY: …………………….

WEEKLY SALARY: ……………………. 	  



	Type of Payment
	Amount of Payment

	Payment in lieu of notice – total payable [•] [weeks] OR [months].  
	[INSERT] less PAYE deductions

	Statutory redundancy pay entitlement
	[INSERT]



How the Statutory Redundancy payment is calculated:
[bookmark: _Hlk110591111]A statutory redundancy payment is only payable if you have two years' continuous employment. It is based on your age, length of service and gross weekly pay (subject to a statutory maximum of £[571] per week). [Note: the statutory maximum is adjusted annually and is correct as of 6 April 2022 until 5 April 2023]
The statutory formula is:
1.5 weeks' pay for each complete year of service in which you were aged 41 or over;
1 week's pay for each complete year of service aged 22 or over but under the age of 41; and
0.5 week's pay for each complete year of service in which you were aged under 22.
You have been employed for [number] of complete years and you are [age].
You have had: [Note: delete below to correspond with employee’s length of service]
[insert number of years] at 0.5 times gross weekly salary: £[amount]]
[insert number of years] at 1 times gross weekly salary: £[amount]]
[insert number of years] at 1.5 times gross weekly salary: £[amount]]

Total: £[AMOUNT]
	.
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