
 [On headed notepaper of organisation]
	[Name of employee]

[Address of employee]


	
	

	
	[00 month year]


Dear [• name of employee]

Provisional selection for redundancy

Further to our previous correspondence regarding the redundancy situation affecting [name of organisation], I am writing to let you know that outcome of the provisional selection stage of the process. 

[• We have now applied the selection criteria to the pool of colleagues identified as at risk of redundancy. I have enclosed your score and the anonymised scores of the others in the pool. I regret to inform you that as a result of the scoring process you have been provisionally selected for redundancy.] OR [• As you know employees identified as at risk were invited to apply for roles in the proposed new structure. Details of the proposed structure and job descriptions were shared with you. You applied for the role of [•INSERT ROLE] and were invited to an interview.  I regret to inform you that you were unsuccessful in securing the role applied for and as a result you have been provisionally selected for redundancy.] 
I should stress that you are only provisionally selected and we will consult with you fully before a final decision is made. It is still our hope that an alternative to redundancy can be found.
Consultation meeting

I have arranged a consultation meeting on [• 00 month year] at [• time].  You are welcome to be accompanied by a trade union representative or work colleague at the meeting to support you.  If you wish to do so, please let me know the name of your companion as soon as possible.
The purpose of the consultation meeting is to provide an opportunity to discuss the redundancy situation in more detail and in particular how it may impact you personally. It is also an opportunity to discuss the selection process and any ideas you may have for avoiding redundancy or reasons why you think the organisation should not select you for redundancy. The meeting will also provide a forum to discuss whether there are any suitable alternative roles within the organisation that could provide an opportunity for redeployment and any trial period or training that might be required. For completeness details of the terms on which any redundancy, if confirmed,  would take place will also be discussed such as notice arrangements, statutory redundancy payments and any other entitlements. 
Please ensure that you use the consultation meeting as an opportunity to make any representations or raise any comments you would like us to take into account.

Following that meeting we will consider any submissions you made at the meeting, prior to making a final decision. It may be that further consultation meetings are scheduled as appropriate to provide feedback or explore options.
Timeline

In the event that a decision is made to make your role redundant it is envisaged that you will be issued with notice of redundancy on [• 00 month year].
I appreciate that this is a very difficult situation.  If you have any questions or issues that you want to discuss prior to the meeting, please do not hesitate to contact me. [I also remind you of the support available through the Employee Assistance Programme [•INSERT DETAILS].]
I would also like to thank you for your hard work and professionalism during this difficult period.

Yours sincerely

[Name]

On behalf of [name of Organisation]
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