
Script: redundancy consultation meeting
1 Introduce all the parties and their respective roles.

2 Explain that the organisation is considering making the member of staff's position redundant as a result of [details].

3 Confirm that no final decision will be made until the conclusion of the consultation process.

4 The employee has been identified as at risk because [explain selection pool and scoring].

5 The purpose of this meeting is for the employee and / or their representative to ask any question and in particular:
to discuss the redundancy situation, the selection pool and the proposed scoring;
to put forward any suggestions for ways to avoid the need for compulsory redundancies;
to consider any alternative employment positions that may exist;
to provide an opportunity for the employee to address any other matters or concerns that they may have.
6 Handover for the employee and their representative to make any representations or comments.

7 Although this should not be seen as pre-determining matters individuals can find it helpful to understand what they would receive in the event of redundancy.  Accordingly you may wish to have available any details of statutory or enhanced redundancy payments.
8 Confirm that in the event of redundancy, the member of staff would be entitled to receive notice in accordance with their contract of employment and it is proposed this would be issued to take effect on [• 00 month year].

9 Confirm that the organisation will keep the employee informed of all job vacancies during the course of the consultation and any notice period.  Confirm where the employee will find any future vacancies.

10 Thank the member of staff for their time and contribution.  Are there any other points they wish to raise now?  If not, confirm next steps in the process and when decision will be made.

11 Ask that the members of staff keep this ongoing process confidential.
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