Redundancy Checklist
(Where fewer than 20 dismissals are contemplated within a 90 day period)
	
	Step
	Date

	1 
	Preparation

Finalise business case for the redundancy situation including thorough consideration of any alternatives to redundancy.

Determine how many redundancies are likely. If there could be 20 or more dismissals, ensure that the collective consultation requirements are followed. See Collective Redundancy Consultation for further guidance.

Identify who will undertake the process on behalf of the organisation and who will hear any appeals.

Identify which employees will be at risk and the appropriate redundancy selection pools.

Establish objective selection criteria.

Consider whether there are any parameters around enhanced redundancy payments for volunteers or otherwise.

Consider any special circumstances such as affected employees who are absent from work on long term sick leave, maternity leave, shared parental leave or other family leave. 
Prepare (and keep up to date) a list of vacancies within your organisation. 
	

	2 
	Announcement

Hold an initial meeting with all affected employees, explain the background to the redundancy situation and the organisation's proposals.

Explain that no final decisions have been made and that this will be subject to a consultation process.

You may wish to give them a period of time to volunteer for redundancy or suggest any alternatives.

You may wish to share the proposed criteria (in the event redundancies are necessary) and give them an opportunity to comment.
Send out initial 'at risk' letter to all staff potentially affected.
	

	3 
	Provisional Selection

If redundancies cannot be avoided, finalise the selection criteria.

Apply the objective selection criteria to the employees within the selection pool(s).

Where possible ensure that the scoring exercise is undertaken by two managers to avoid  any suggestion of bias.
	

	4 
	Notification

Arrange individual meetings with staff to advise them of their selection scores and to notify them if they have been provisionally selected for redundancy based on the scoring process.

Explain that no final decisions have been made and that provisionally selected employees will be invited to a formal consultation meeting to discuss this further and make representations or suggestions.

Provide the provisionally selected employees with a letter confirming the above and inviting them to an individual consultation meeting.  
	

	5 
	Consultation

Ensure the employees are given the option to be accompanied by a colleague or trade union representative.

The purpose of the meeting is to explain the background to the redundancy situation, the rationale for the proposals and the basis for the employee's selection. It is an opportunity to discuss the employee's selection score, consider any challenge in relation the score and also to explore alternatives to redundancy including alternative working arrangements and redeployment opportunities.  Staff should be allowed to make representations and consider any alternatives . 
	

	6 
	Follow up/ Consideration
Follow up consultation meetings with provisionally selected employees as needed to provide feedback on any issues raised or alternatives suggested. Give thorough consideration to all options proposed to avoid redundancy.
	

	7 
	Outcome 
Consider all points raised and invite the employee to a final consultation meeting to discuss outcome and confirm decision. This may include confirmation of redundancy, an offer of redeployment or the implementation of new working arrangements such as reduced hours. 
	

	8 
	Confirmation 

Redundancy notice issued, if redundancy cannot be avoided.  If redeployment offered or new working arrangements, details of the terms and any trial period. 
	

	9 
	Appeal

Date  provided to employee for appeal to be lodged if they wish to challenge the outcome.
	

	10 
	Appeal hearing

Arrange appeal hearing to consider grounds of appeal. 

 Confirm out of appeal in writing.  
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