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Redundancy Consultation checklist
The aim of this checklist is to guide managers through the consultation process and decision making process, to ensure fairness and consistency.   As a rule of thumb there should be a minimum of two consultation meetings (though it is not uncommon in some situations to hold more than this) and a final meeting where any remaining issues can be dealt with and a decision made.  This checklist covers each of those meetings.  
Prior to ALL consultation meetings

Has the employee received written notification of the meeting?



(
Has the employee been advised of his right to be accompanied?



(
Has the employee had sufficient time to prepare for the meeting?



(
If applicable – are you familiar with your organisation’s redundancy procedures?

(
Has a room been booked?







(
Has a note taker been arranged?







(
If applicable have arrangements been made to support any employees with disabilities?
(
If applicable, have arrangements (eg, interpreters) been made for employees where English is not their first language?








(
At ALL consultation meetings
Introduce those present at the meeting and their roles.




(
Ensure you will not be disturbed or interrupted.





(
Explain how the meeting will be conducted.





(
Has the employee received the consultation invite letter and all the relevant documentation? 

(If there is a lot of documentation, it might be useful to have a checklist).


(
Ask the question “has the employee had sufficient time to prepare for the meeting”?  (If not, consider this and whether appropriate to postpone the meeting, either to later that day or another time, depending on the circumstances).





(
If the employee is not accompanied, check that they are aware of their right to be accompanied but do not want anyone with them.  If the employee is accompanied, remember that the accompanying person is not entitled to answer questions on the employee’s behalf. 












(
Remind the employee of the reasons why they have been provisionally selected for redundancy.









(
Prior to the FIRST consultation meeting

Has the employee received written notification of the meeting?



(
Did the letter set out the general business reasons for the proposed redundancies?
(
Did the letter explain that the employee was “at risk” and why their area is affected?
(
Did this notification explain the method used, where applicable, for selecting 
for redundancy? 








(
Have you familiarised yourself with the selection processes OR rationale for eliminating the post of the employee?








(
If a selection process was carried out, has the employee been provided with a copy of the selection matrix and a total breakdown of his scores?




(
Have you investigated whether there are any other vacancies that have arisen? If so, do you have this information available to discuss at the meeting.




(















At the FIRST Consultation Meeting
Explain, where a matrix is used, the rationale behind the scores allocated to the employee.(
Explain, where applicable, where the employee falls within the pool of employees being measured (against total anonymous scores only).





(
Give the employee the opportunity to respond to the selection scores/rationale. You may need to ask questions of the employee as part of this process.




(
Consider whether the meeting needs to be adjourned for you to investigate anything further, for example to verify if a score should be revised.  If this happens, once the investigation is completed, reconvene the meeting and present the employee with the information obtained on further investigation. Give the employee the opportunity to respond. (If the investigation is involved and much information is produced, allow the employee sufficient time to go away and consider this prior to being given the opportunity to respond.)



(
Discuss with the employee any current vacancies, answer any questions the employee may have in relation to the vacancies and explain what the employee needs to do if interested in applying for any of the positions.  






(
Before closing the meeting, ask the employee whether they have anything further to add.
(
Inform the employee that they will receive an invitation to a second consultation meeting and give them details if known.







(
Remind the employee that they are only “at risk” and no decisions have been made.
At the SECOND Consultation Meeting

Do you have responses to any outstanding questions or challenges raised by the employee in their first consultation meeting?







(
If the employee has applied for other positions have they had feedback on these?

(
Has the employee been provided with details of further current vacancies, [redundancy pay entitlements], [outplacement support]?






(
Inform the employee that they will receive an invitation to a final consultation meeting and advise them that a decision regarding their potential redundancy may be made at the end of that meeting BUT they are still “at risk” until that decision is made.


(
If the employee fails to attend the first consultation meeting without explanation

Contact the employee to ascertain their reasons for not attending.  


(
Rearrange the hearing.








(
If failure relates to second and subsequent meetings seek reasons for non attendance and take advice on appropriate action.






(
The FINAL consultation meeting and making a decision
Always adjourn for a sufficient period of time after the second consultation meeting to properly consider your decision.







(
Consider the following:

· Do you believe the employee has selected fairly in accordance with a fair procedure?
· Are you satisfied that there is enough information to support the selection exercise?
· Are there any alternatives to redundancy?

· Has the employee applied for alternative positions? What has been the outcome?
· What are the options available to you?

· What is the appropriate outcome and why?

Call a final consultation meeting and summarise the process to date 


(
Ensure the employee has no further questions or issues they wish to raise.



Give the employee any responses to outstanding issues and then advise the employee of your decision.









(
Confirm the decision in writing.  If the decision is to confirm the employee’s redundancy advise the employee of the right of appeal and the procedure to lodge the appeal.

(
