
Redundancy Checklist 

	
	Step
	Date

	1 
	Finalise business case for the redundancy situation.

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

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

If conducting a restructure, prepare draft organogram for proposed new structure and new job descriptions and person specifications (if relevant).
Identify who is potentially at risk.

Consider selection pools. 

Establish draft objective selection criteria.


	

	2 
	Initial meeting with affected members of staff, explain the background to the redundancy situation and the employer'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 employees a period of time to volunteer for redundancy or suggest any alternatives.

Advise that affected employees will be invited to elect representatives following which collective consultation will begin.
Following meeting, hand out letters to all affected employees confirming the proposal to make redundancies and reasons why.

Invite staff to nominate candidates to act as representatives in the collective consultation process.
	

	3 
	Appoint nominated staff as representatives or if too many representatives are nominated arrange a secret ballot.
	

	4 
	Provided elected staff representatives with the statutory prescribed information in accordance with section 188 of the Trade Union Labour Relations (Consolidation) Act 1992. See letter to employee representatives with s.188 information 
	

	5 
	Notify the Secretary of State of the proposal to make redundancies (form HR1).
	

	6 
	Training for representatives see letter to representatives explaining role 
	

	7 
	First collective consultation meeting

Confirm again the reasons for the proposal to make redundancies.  Discuss the rationale for the proposed redundancies, ways and means of avoiding or reducing redundancies and mitigating the consequences of redundancies, any alternatives to redundancy that might be available, the availability or uptake of any voluntary redundancy package, the new draft job descriptions and person specifications (if relevant), the proposed objective scoring criteria.
Provide representatives with a copy of completed form HR1.

Share agenda and proposed timetable of dates for the collective consultation meetings.

Representatives in turn meet with their affected category of staff in preparation for the second consultation meeting.
	

	8 
	Report back to representatives on any representations made
	

	9 
	Consider Q & A document which can be updated and circulated.
	

	10 
	Second collective consultation meeting

The purpose of the meeting is to seek comments / representations on the proposal and any alternatives, and to answer any immediate questions.
Explore ways of avoiding the proposal, and / or any dismissals, and consider other representations made.
Representatives in turn meet with staff in preparation for the next consultation meeting.  Written representations can be submitted in advance of the next consultation meeting.
	

	11 
	Report to representatives with comments on any counter proposals or other comments
	

	12 
	Third / Fourth collective consultation meetings

The purpose of these meeting is for representatives, having again received feedback from affected staff, to respond.  Alternative proposals put forward should be considered throughout the process.
	

	13 
	Report on any representations made
	

	14 
	If notwithstanding the collective consultation redundancies are needed, finalise the selection criteria.

Apply the objective selection criteria to staff within the selection pool.

If provisional selection will be made following an application and interview process, confirm deadline for applications and conduct interview.
	

	15 
	Individual meeting with staff to advise if they are provisionally selected for redundancy or not.

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

Provide the member of staff with a letter confirming the above and inviting them to an individual consultation meeting.  See letter advising employee of provisional selection for redundancy
	

	16 
	Individual consultation meeting

The members of staff should be given the right 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.  All alternatives should be considered.  Staff should be allowed to make representations and consider any alternatives .  See Draft script: redundancy consultation meeting.
	

	17 
	Follow up consultation meetings with members of staff as needed.
	

	18 
	Consider all points raised and confirm decision to proceed.
	

	19 
	Redundancy notice issued.  See redundancy notice 
	

	20 
	Date for appeal to be lodged.
	

	21 
	Appeal hearing

Notification of final decision.
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