SECTION 22

REDUNDANCY PROCEDURE

What is redundancy?

Aredundancy situation arises in the following
circumstances:

« theemployerhas ceased, orintends to cease, to carry
on the business for the purposes of which the employee
was so employed; or

« theemployerhas ceased, orintends to cease, to carry
onthe businessin the place where the employee was
so employed; or

« therequirements of the business for employees to carry
out work of a particular kind has ceased or diminished
or are expected to cease or diminish; or

+ therequirements of the business for the employees to
carry out work of a particular kind, in the place where
they were so employed, has ceased or diminished or
are expected to cease or diminish.

As soon as you become aware of a possible redundancy
situation, consideration should be given to the likely number
of affected employees, the impact on the business going
forward and possible ways of avoiding the redundancies,
including short-time working and temporary working

(see section 23).Ifthereis a trade union or other employee
representative group, they should be consulted about this.

Following the right procedure when making employees
redundantis critical as an employee with at least one year’s
continuous employment has the right not to be unfairly
dismissed. Although redundancy is a potentially fair reason
for dismissal, dismissals for this reason can still be unfair,
either on the basis of the selection of employees to be
made redundant, on account of the procedure by which
the dismissals are carried out, or failure to consult affected
employees. The entire process should be planned and
communicated carefully and comprehensive records
maintained at each stage. A tick list of required actions
can help.

Redundancy can be a distressing experience for employees
anditis advisable that employers develop strategies for
managing staff in order to minimise disruption to company
performance, the impact on employee morale and to ease
the process of change.

Itisimportant toremember thatitis the job that is redundant,
not a particularindividual. If an individual is not performing
intherole and the company wishes to dismiss that person
toreplace them with a more effective performer, the reason
for dismissalis not redundancy and the procedure for managing
poor performance should be followed (see section 14).
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If several employees are doing a similar roleand it has been
decided toreduce the number of people carrying out that role
without eliminating it altogether, the implementation of a
redundancy exercise should start with proper consideration
of how employees will be selected for redundancy. In other
cases, a decision will be taken to remove an entire function
andin this case selection may not be anissue.

Individual consultation

If the employee is not being consulted under a collective
procedure, the statutory dismissal procedure must be
carried out. Thisincludes writing to the employee to invite
him/her to a meeting, stating the purpose of the meeting
inthe letter, holding a meeting and allowing an appeal.
Failure to do this will lead to a finding of automatic unfair
dismissal and anincrease in compensation awarded of
between 10% and 50%.

Case law suggests that, even if collective consultation has
taken place, individuals should be fully consulted.

The purpose of consultationis to:

« Informthe employee about the possibility of redundancy;

« Verify the basis for selection;

+ Allow the employee to comment on his/her selection for
redundancy;

+ Discuss ways of avoiding the redundancy and mitigating
the consequences of the redundancy, including any
suitable alternative employment within the company.

Theredundancy process when less than 20 employees are
being made redundant is summarised overleaf.

Further details on each of the stages are provided on
the following pages.

In a collective redundancy situation where 20 or more are
being made redundant separate provisions apply. See the
information on collective redundancy at the end of this
section.
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REDUNDANCY FLOWCHART
(20 or less employees being made redundant)

Consider the terms of the severance package — Where appropriate, make a general announcement to the
determine statutory payment entitlements. whole workforce of the:
(See Ready Reckoner at Appendix 22A.) + reasons for the redundancy; and

+ departments likely to be affected.

Determine the appropriate “pool” of employees from

which employees to be made redundant would Explain how many jobs are at risk of redundancy, how
be selected. the pools for selection and selection criteria have been
When several employees or groups of employees have determined.

interchangeable skills take care to ensure that this is taken

into accountin determining the poor”. Ask employees if they have any suggestions to avoid
redundancies.

Determine proposed selection criteria—if applicable

If appropriate, ask for volunteers.

Give out confirmation of information provided.

Voluntary Redundancy

Review applications for voluntary redundancy against
the need toretain staff vital to the continued efficient
operation of the company.

Apply the selection criteria

(See Appendix 22B for a sample selection matrix).

Alternative Job Offer

Prepare and hand over letters to individuals
provisionally selected for redundancy invitingthemtoa
meeting to discuss their provisional selection.

+ Giveemployees a copy of the selection criteria where

appropriate.

The employee should be offered any available vacancy
whichis within his/her skills or capabilities. This obligation
applies evenif the existing vacancy is of lesser status and/
or with alesser remuneration package. If thereis a suitable
alternative vacancy this offer should be madein writing
and details given to the employee at this stage. Note: the
employeeis entitled to a four week trial period in the new
rolein order to determineits suitability.

If, within the trial period, either party decides the new
roleis not suitable, the employee s still entitled toany
redundancy payment they would have been due had they
not taken therole. (See Appendix 22F.)

Hold meetings with individuals provisionally selected
to discuss the decision, consult with them about their
selection and inform them of further steps in the
process.

+ Following the meeting, consider any representations
madeinrelation to scores, all suggestions to avoid
theredundancy, consider individuals affected for any
vacant positions etc.

* Where adecision has been made to make an employee
redundant, give the employee a letter inviting him/
her to afinal meeting at which the redundancy will
be confirmed if nothing has happened to change the
decision. (See Appendix 22D.)

+ Hold final meeting with the employee to confirm
theredundancy and inform of right of appeal. Allow
the employee to be accompanied by a trade union
representative or work colleague.

+ Write to the employee confirming the decision to
dismiss and advise of a right of appeal. + Ifemployee appeals, hold appeal meeting.

(See Appendix 22E.) + Notify employee of outcome of appeal.
(See Appendix 22G.)
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If offering enhanced redundancy terms, consider whether it
would be suitable to ask the Labour Relations Agency to assist
with drawing up a non ET1documentin which the employee
would waive any further claims against the company in return for
the enhanced payment.
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Detail of process

Preparation

1. Consider the terms of the severance package which
will be offered to those employees made redundant.
Will enhanced redundancy payments be made?

Will outplacement services be made available?
If so, what are these? If the employee has more
thantwo years’ service, s/he will be entitled to

a statutory redundancy payment. The amount
of redundancy pay is calculated as follows:

« 0.5week’s pay for each full year of service where
ageduring theyearis less than 22;

« 1lweek’s pay for each full year of service where age
during the yearis 22 or above but less than 41; and

+ 1.5weeks’ pay for each full year of service where
ageduringtheyearis 41+.

Thereis a statutory limit on a week’s pay which is updated
inline with economic conditions. The maximum number
of years which can be counted for statutory redundancy
payments’ purposes is 20. Length of serviceis counted
back from the date on which the notice ends.

Details of statutory redundancy payment entitlements
are available in Appendix 22A with further information on
the NI Business Info website.

Bearin mind when calculating costs of redundancy
that employees with over two years’ service will also be
entitled to a week’s notice for every year of service up
to a maximum of 12 weeks. Depending on the contract,
they may be entitled to more notice.

2. Ifitis decided that redundancies areinevitable,
the manager will need to identify the jobs/
functions which have to be made redundant.

There may be some cases where only one individual is
carrying out a particular function and it has been decided
that this role is not required. In other circumstances, all
employees carrying out a particular function may be made
redundant. In both these situations there may be no
requirement for selection.

In a case where not all employees of a particular kind are
to be made redundant the manager should identify the
names of theindividuals in the “pool” of employees who
are carrying out those jobs/ functions. This may be by
reference to department, job category or job content.
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Note that not all those in the “pool” will necessarily be
made redundant. However, the manager must identify
the pool of employees affected in order to then “select”
the employees for redundancy according to the selection
criteria and procedure mentioned below.

For example there may be a “pool” of 5 employees doing
the samejob function but only 2 are surplus to requirements.
All of the 5 employees will come within the redundancy
pool and will need to be considered in the selection
process although only 2 will then be provisionally
selected for redundancy.

Itisimportant to ensure that employees are placed
inthe correct pool. For example, it may be appropriate
to have shop floor employees in one pool, managers
inanother and administrative staffin another. If contracts
of employment are flexible and job skills are
inter-changeable then allemployees ininterchangeable
roles should be included in the pool. The pool should
alsoinclude allemployees who are on secondment, sick
leave, maternity leave or any other absence. The fact that
employees are based at different sites does not prevent
them from being placed in one pool.

Determine the selection criteria. Selection criteria should
take into account the future needs of the business and
should also comply with the following standards:

« they must be as objective as possible; and
+ theymustbe fairandreasonable.

Make sure your selection criteria are capable of being
objectively justified. Reasons such as being a “good team
player” and “popular with clients” are too subjective
tostand upinatribunal asthey are often based simply
onthe personal views of line managers.

Selection decisions should be based on legitimate
factors and not on prohibited discrimination grounds,
like sex, religion, race, sexual orientation or disability
(Seesection 1) Particular care should be taken with
length of service as a selection criterion. Criteria such
as LastIn First Out (“LIFO™) or those based on length

of service are likely to be age discriminatory and may
also amount to discrimination on the grounds of gender.
It will be up to employers to establish a defence of
justificationin such case.
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Common redundancy criteria are as follows:

+ those persons who have the skills and experience
necessary to carry out the remaining jobs after the
redundancy exercise has been completed —ensure
thatany assessment of skills can be objectively
justified;

« attendancerecord—ensuring that records are accurate
and not discriminatory e.g. be sure toignore any
sickness absences for pregnant women that occurred
during the ‘protected period’i.e. from the time they
conceive to the end of statutory maternity leave.
Also under the reasonable adjustment duty it may
be necessary toignore a disabled employee’s
disability-related absences. You should seek further
advice.

«  work performance—using objective evidence to support
this e.g. performancereview forms. Take care to
ensure that there are no conflicts between ratings
given during appraisals and those given for the
purposes of redundancy selection. Criteria based
on subjective opinions such as “attitude” should be
avoided;

« disciplinary recordi.e. any current warnings; and

« work experience and qualifications.

Employees must not be selected on one of the following
grounds which would giverise to a claim of automatically
unfair selection for redundancy:

+ reason(s) relating to pregnancy or maternity leave;

« membership/non-membership of a trade union,
or participationin union activities;

+ reason(s) relating to an employee’sroleasan
employee representative, or candidate for such;

« reason(s) relating to accompanying anemployeetoa
disciplinary or grievance hearing, or relating to the
exercise of the statutory right to be accompanied to
such ahearing;and

« reason(s) relating to the exercise of the statutory right
to parental leave, shared parental leave, or time off
to deal with domesticincidents.

Itis useful to define scores for each of the criteria to
ensure clarity and also to weight the criteria if appropriate.
See asample selection matrix at Appendix 22B.

. Make a general announcement of the reasons for
redundancy and affected departments. It can be useful
toread this announcement from a pre-prepared script
to ensure that allinformationis covered, particularly
since making such an announcementis likely tobe an
emotive experience. It can also be useful to provide a Q&A
document for employees to take away since they are
unlikely to be able to retain all the detail from a verbal
announcement.

. Consideration should be given to asking for voluntary

redundancies but taking care to reserve theright to
refuse an application from employees with key skills

and experience. Volunteers may be requested from
particular “pools” of employees only. Enhanced
redundancy payments may be necessary to encourage
volunteers. Also, applications from volunteers can be
difficult to manage. For example, there may be too many
applications or applications may come from the most
skilled or experienced employees. Volunteers should

be given afixed period of time to apply, e.g. one week.

. Ifapplicable, apply the redundancy selection criteria

|n

fairly and objectively to the appropriate “pool” of
employees and decide who should be “provisionally”
selected for redundancy. This means that the manager
must be able to demonstrate how, by applying the
selection criteria fairly and consistently, they have
arrived at the redundancy selections they have made.

Note: this selection must always be considered as
“provisional” until the end of the consultation process
when the redundancy is confirmed.

Ensure that the timetable has enough flexibility

to allow employees to come back for more meetings
where there are issues to discuss, or where extra
informationis needed. Failure to allow enough time
canlead to allegations that the process was a sham,
and that decisions had been madein advance.

During this time check contracts for details of bonuses
etcwhich may be due.

Stagel
1. Onceselection decisions have been made, prepare

letters to the provisionally selected employeesin

any affected departments notifying them that they

are “atrisk”, explaining the commercial reasons for

the potential redundancy, and invite them to a meeting
to discuss the matter (Appendix 22C). The letter should
alsoinform them of their right to be accompanied by a
trade union representative (even if the company does
not recognise any particular trade union), or a colleague.
Any trade union representative should be certified in
writing as competent to act as a representative by their
union.

These letters should ideally be handed to the relevant
employees in person and in private with a brief
explanation of their content, i.e. that the letteris an
invitation to a meeting to discuss provisional selection
for redundancy. Further discussion should be avoided
at this stage and care should be taken to handle this
stage sensitively.

Employers’ Handbook 207



SECTION 22

2. Consider the suitability of the employees for other

open positions within the company. If an employee
may be suited to an alternative role with a small amount
of training, the employee should be offered that role.

If several employees would be eligible for a particular
vacancy itis best to hold interviews to determine who
will fill the vacancy.

Employees on maternity leave have priority over other
employees for any alternative vacancies.

Stage 2
1. Afewdays later, hold meetings with the affected individual

employees to discuss the potential redundancy and
consult with theindividuals about their provisional
selection.

Meetingsinrelation to possible redundancy are likely

to be stressful for both parties. Managers holding the
meetings should prepare carefully in advance, anticipating
any likely questions and issues and also anticipating

and preparing for any possible emotional reactions.

Careful consideration should be given to sensitive timing
of the meeting. Avoid the end of the working day, Fridays,
pre-holidays and significant dates such as birthdays or
anniversaries.

The meeting should be held away from the individual’s
working area where privacy can be assured and where
there are not likely to be interruptions. Consider having
tea, coffee or water available and a box of tissues (out of
sight).

Itisimportant to approach the meeting on the basis that
you are willing to consider other alternatives not involving
redundancy and that no decision has yet been reached
concerning the employee’s redundancy. At this stage any
selection is provisional.

The meeting should cover the following points:

(i) thereasonforredundancyinappropriate detail;

(i) the basis of provisional selection, i.e. the selection
criteria used;

(ifi) the basis upon which the employee has been
provisionally selected should be checked with the
employee and his/her comments sought. Individual
scores from any selection process should be
provided. This gives the individual an opportunity
to challenge any data upon which the manager is
relying;

(iv) the employee should be asked if he/she has
any suggestions to avoid redundancy;

(v) the employee should be given details of the
severance terms (i.e. how their payment would be
calculated) in the event the redundancy is confirmed.
If outplacement services are to be made available
this should also be confirmed;

(vi) the employee should be offered any available
vacancy whichis within his/her skills or capabilities.
This obligation applies even if the existing vacancy
is of lesser status and/or with a lesser remuneration
package.If thereis a suitable vacancy this offer
should be madein writing and details given to the
employee at this stage.

Note: the employeeis entitled to a four week trial
periodinthe new rolein order to determineits
suitability. If, at the end of the trial period, either
party decides the new role is not suitable, the
employeeis still entitled to any redundancy payment
they would have been due had they not taken the
role (see Appendix 22F);

(vii) the employee should be informed that this meeting
represents the beginning of a consultation period
which will last for a fixed period;

(viil) if so decided, the employee should be told he/she
canremainat home or that it would be better if they
remain at home with full pay for the consultation
period. The employee may prefer to remain at work
and should have that choice;

(ix) the employee has the right to appeal the decision,
they should be informed of how long they have to
lodge an appeal and who to lodge it with. The appeal
should beinwriting.

The employee has the right to be accompanied at this
meeting. The person accompanying them may advise
them during the meeting.

During the meeting:

+ Display empathy and show you care;

« Befirmand honest but allow the employee to have
their say;

+ Donotengageinsmall talk, blame others or talk
about your own feelings or problems;

« Takethetimetoanswerany questionsthatarise but
avoid lengthy justification of the decision unless the
employeeis requesting it. The meeting should ideally
last between 10 and 15 minutes. A longer meeting is
generally one that makes matters worse, not better.
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Notes should be kept during the meeting. A list of issues to
cover with space for notes can be useful. All relevant
comments should be recorded along with details of any
otherissues raised. All those attending the meeting should
signthe form as a true record of the meeting.

2. Following the meeting, time should be allowed for the
employee to absorb the information given and to make
any suggestions for avoiding the redundancy. Take
whatever timeis necessary to consider any suggestions
or check otherissues which arise during the meeting and
to decideif the employeeis suitable for any alternative
roles. Notes and records should be kept to show why
the company has not accepted any suggestions.

The employee is entitled to time off to look for new work
or for re-training during this period. If they take the
time off the employee is only legally entitled to be paid
two fifths of a week’s pay, no matter how much time off
they take.

If the employer is proposing to offer an enhanced
redundancy package in addition to any statutory
entitlement, itis sensible to make such payments
conditional upon entering into a binding agreement
which would preclude any further claims against the
company. This can either be done through a compromise
agreement which would require the redundant employees
to obtain legal advice or through a non ET1 agreement
with the assistance of the Labour Relations Agency.

3. Afterafewdays,if nothing has emerged to change the
decision to make the employee redundant, prepare
aletterinviting the employee to a second meeting
(see Appendix 22D). The employee has theright to
be accompanied to this meeting.

Calculate and check the details of redundancy and notice
payments if applicable. Up to £30,000 of redundancy
pay is tax free. Any non-cash benefits that form part

of the redundancy package, such as a company car or
computer, will be given a cash value and added to the
redundancy pay for tax purposes. This may then take

it over the £30,000 limit.

Once consultationis complete, consider making an
announcement to other departments to allay their fears.

4. Followingthis second meeting give the employee a
letter confirming the redundancy and the severance
terms and the date employment will end. This must take
into account any relevant notice period. If the contract
allows for payment in lieu of notice, employment can end
immediately provided payment is made for the notice
period. The letter should also inform the employee of the
right of appeal. See Appendix 22E.

Stage3

1. Iftheemployee wishes to appeal hold an appeal meeting
at which the employee has the right to be accompanied
and inform the employee of the final decision after this
meeting. See appendix 22G.

Notes should be kept of all meetings, emails and
telephone conversations throughout the process
and copies of all correspondence should be retained.

Note: Failure to follow the statutory dismissal procedure
(writing to the employee to set out the issue and invite
him/her to ameeting, holding a meeting at which the
employee can be accompanied, informing the employee
of theright of appeal and holding an appeal hearing
if requested) could lead to a claim for unfair dismissal.

Following any redundancy exercise it is natural for remaining
staff to feel anxious, possibly shocked orangry and as aresult,
productivity may suffer. Itis worthwhile to arrange meetings
with all employees to explain the plans for the future and to
help the company to move forward. It is particularly important
atsuchtimes that leaders are visible and available to employees
to answer their queries and to address their concerns.
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COLLECTIVE REDUNDANCY PROCEDURE

Applicable when proposing to make 20 or more employees
redundant at one establishment within a period of 90
days or less.

In these circumstances, employers have a duty to consult
with appropriate representatives prior to making selection
forredundancy. Representatives can be either trade union
representatives or employee representatives who have

been specially elected for the purposes of a redundancy
consultation. The election of employee representatives must
satisfy specific obligations on the employer, for instance to
ensure that the electionis fair and that no affected employee
should be unreasonably excluded from standing in the
election.

To ensure a fair procedure, it is advisable to consult with

any recognised union as to the selection criteria and their
application. Compliance with this duty is afurther factor
tobetakenintoaccount when assessing the reasonableness
of any dismissal. Compliance with collective consultation
obligations does not make individual consultation
unnecessary and the collective consultation obligation
isindependent of, and in addition to, the individual
consultation obligation.

The duty to consult is triggered when an employer proposes
to dismiss. Employee representatives should therefore
be given the opportunity to understand the proposals,
and employers should give proper consideration toany
counter-proposals before reaching a final decision on the
redundancies, although the employer will not be in breach
ofits duty ifagreement is not actually reached.

If between 20 and 99 employees are likely to be affected,
consultation should start at least 30 days before thefirst
dismissal takes place. If more than 100 employees are likely
to be affected consultation should start at least 90 days
before thefirst dismissal takes place. The total number of
redundancies proposed by an employer may be unimportant,
as the obligation to consult depends on the number of
redundancies at one establishment. Thereis no statutory
definition of establishment and so tribunals have taken
apractical approach when deciding whether to add
together the number of employees to be made redundant
in a business which has several sites. There are a number of
factors that willinfluence a tribunal’s view on this question
anditis advisable that employers take legal advice as
appropriate.
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During the collective consultation process the employer
must provide information to the representatives on the
following:

« Thereason for the proposals;

« Thenumbers and descriptions of employees proposed
to be made redundant;

« The proposed method of selecting employees to be
made redundant;

« The proposed method of carrying out the redundancies,
including thetiming;

« The proposed method of calculating any redundancy
payments —beyond the statutory minimum payments
required.

An employer who proposes to dismiss 20 or more employees
as redundant at one establishment within a period of 90
days or less has a statutory duty to notify the relevant
government department before any of the redundancies
are made. This is so that government departments and
agencies and the Jobs and Benefits offices can be alerted
and prepared to take any appropriate measures to assist or
retrain the employees in question.

A notification must be made a specified minimum time
before the first dismissal takes effect.

The minimum times are:

« ifbetween 20 and 99 employees may be dismissed as
redundant at one establishment within a period of 90
days or less - at least 30 days and in any event, before
giving notice to terminate an employee’s contract; or

« if100 or more employees may be dismissed as redundant
at one establishment within a period of 90 days or less -
atleast 90 days andin any event, before giving notice
toterminate an employee’s contract.

Seetherelevant Advance Notification Form HR1 form for this
notification at Appendix 22H. Search www.economy-ni.gov.uk
for further advice on completing the form.
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APPENDIX 22B continued

Attendance 0 | very high number of days absence

1 | high number of absences/unexplained absence/regular short periods of absence

2 | someabsence

3 | very few absences - with substantiated reasons

4 | minimal absence - substantiated reason always provided

Timekeeping 0 | very poor timekeeping

1 | frequent lateness

2 | some examples of lateness

3 | few examples of lateness and reasonable explanation provided

4 | excellent timekeeping

Disciplinary 0 | final written warning

1 | firstwrittenwarning

2 | verbalwarning

3 | informal disciplinary discussion

4 | nodisciplinary record

Performance 0 | unsatisfactory

1 | performance fails to meet objectives

2 | performance meets most of the objectives

3 | performance meets all of the objectives of the role

4 | performance consistently exceeds the required standard

Flexibility/ 0 | nocompetence beyond immediaterole
Adaptability

1 | limited competence beyond immediate role

2 | ableto provide some assistance in other areas

3 | multi-skilled and able to provide reqular support beyond own role

4 | fully competent, multi-skilled and able to take on a range of different roles

Skills/ 0 | poor skillsin current role - unable to perform effectively and close supervision required
Competencies

1 | limited skillsin current role and unable to operate without close supervision

2 | competentin most aspects of current role but requires some supervision

3 | fully skilledin current role and able to operate without supervision

4 | fully skilledin current role, role model and source of advice for others
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APPENDIX 22C

LETTER-PROVISIONAL SELECTION FOR REDUNDANCY

Date

STRICTLY PRIVATE & CONFIDENTIAL

Dear

Insert background and reasons for provisional selection for redundancy.
Unfortunately, this has resulted in your provisional selection for redundancy.

The Company will now enter a period of consultation with you to ensure that we have fairly applied the selection
forredundancy process, and to look at any alternatives to making you redundant.

Inthe meantime, Iam sure that you will want to take time to consider your options. The following to be used only if applicable:
We will give you the time and opportunity to consider any suitable alternative opportunities both within the Company

and externally, and to enable you to consider any points you wish to raise with the Company concerning your provisional
redundancy. You will, of course, continue to receive your full pay and contractual benefits during this period.

Ialso attach a sheet setting out your entitlements on termination of your employment, in the event that your provisional
redundancy is confirmed, and you are not offered, or you do not take up, an alternative position within the Company.

[ propose to meet with you at on when we can discuss further your views and comments in relation
tothe contents of this letter and, in particular, whether we can take the issue of looking for alternative employment for youin the
Company any further. You have the right to be accompanied at this meeting by a colleague or a trade union representative.

Please do not hesitate to call me if you have any further questions about the contents of this letter.

Yours sincerely

We confirm that your final payments would be as follows: Optional
Calculation of Severance Payments £
*Redundancy payment —inclusive of any statutory redundancy entitlement
weeks pay in lieu of notice
Payment for pension during notice period

Payment for car allowance during notice period

*This payment assumes that the last day of service would be

In addition to the payments above you would also be entitled to payment for any holidays accrued but not taken.
The Compensation for your notice period will be subject to deductions for tax and national insurance contributions.

We believe aredundancy payment of less than £30,000 is not taxable but you are advised to seek further guidance
from HMRC for your specific circumstances.
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APPENDIX 22D

LETTER-INVITATION TO FINAL CONSULTATION

Date

Dear

REDUNDANCY CONSULTATION

Further to my letter of and our recent meeting/s on ,Ican confirm that we have agreed
to pay you (e.g. bonus or other benefit payments).

You have indicated that you have had no additional questions or alternatives to propose, nor have we any alternative role
foryou at this time. In light of this there are no changes to the proposal to make you redundant, I am therefore inviting you
to attend a meeting on dd/mm/yyyy at [insert time] at [insert location] where we will confirm your redundancy in absence
of any alternatives arising between now and then.

You have theright to be accompanied at this meeting. You may choose to be accompanied by either a work colleague
or atrade union representative.

Please do not hesitate to contact me should you have any questions.

Yours sincerely
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APPENDIX 22E

LETTER-CONFIRMATION OF REDUNDANCY

Date

Dear

Following our meetings on dd/mm/yyyy and dd/mm/yyyy and due to the fact that we have been unable to identify
ameans of avoiding redundancy or to identify a suitable alternative role for you within the organisation, I regret to now
inform you that your redundancy is confirmed.

Final details of the redundancy payment which will be available to you are included overleaf. This payment includes
payment for x weeks’ notice. Your last day of work will therefore be dd/mm/yyyy. Please ensure that all equipment,
keys etc arereturned to [insert name] on or before that date to enable the final payment to be made.

You also have the right to appeal the decision in relation to your redundancy. The request for a review should be in writing
and lodged with me within five working days of receipt of the written confirmation of the action. The written notice of appeal
should state whether you are appealing against the finding and/or the process. This appeal will be held by a senior manager
who has not been involved in the case to date.

The exercise of the right to appeal does not prevent any dismissal from being effective fromits stated date. If it is subsequently
decided torescind any dismissal, any re-instatement would be made in accordance with the terms decided by the level of
management hearing the appeal.

Iwould like to say that I very much regret that the current Company situation has necessitated your redundancy. On behalf

of the company, I would like to thank you for your loyalty and contribution to the Company in the past and to wish you the
very best of luck for the future.

Yours sincerely

Enclose letter with details of final payment including where applicable:

- Calculation of Severance Payments

- Redundancy payment, inclusive of any statutory redundancy entitlement to pay in lieu of notice.
- Payment for pension during notice period.

- Payment for car allowance during notice period.

- Payment for any holidays accrued but not taken.

216 Employers’ Handbook



APPENDIX 22F

LETTER—-OFFER OF ALTERNATIVE ROLE

Date

Dear

OFFER OF ALTERNATIVE POSITION OF EMPLOYMENT

We are pleased to conclude our recent discussions and formally offer you the position of JOB TITLE
reportingto MANAGER NAME AND TITLE.

The offer of this position is subject to a four week trial period on both sides from the date of commencement,
which will be upon written acceptance of this offer. Should either party decide at the end of this period that
you are not suitable for this position you will be entitled to a full redundancy package as stated in my letter
of DATE.

As we discussed, this roleis within the and as such you are eligible for the
bonus plan, plan terms are attached. In addition there may be a requirement to carry out some on-call duties,
an outline of responsibilities is attached.

All other terms and conditions remain as set out in your contract of employment.

I hope very much that you will accept this offer. To accept this position, please sign and date one copy of this letter
and return to me, retaining the other for your records.

In the meantime should you have any questions regarding this offer please contact me or MANAGER NAME.

Yours sincerely

Iaccept the transfer and terms stated in this letter:

Signed: Date:
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APPENDIX 22G

LETTER - RESULT OF APPEAL

Date

Dear

I refer to our meeting on (date) which was held under appeal stage of the Company’s Redundancy Procedure.
You were accompanied at the meeting by (name), your union representative/work colleague®.

You appealed against the decision to terminate your employment by reason of redundancy.

Iam now writing to inform you of the decision taken by, [Insert the name of the person]
who conducted the appeal meeting, namely that the decision to terminate your employment

*still applies.
*will be revoked.

Delete as appropriate.

You have now exercised your right of appeal under the Company’s Redundancy Procedure and this decision
isfinal.

Yours sincerely
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APPENDIX 22H

EMPLOYMENT RIGHTS (NORTHERN IRELAND) ORDER 1996 (AMENDED 8 OCTOBER 2006)
Advance notification of redundancies
What you are required to do

As an employer, you are required by law from 8th October 2006 to notify of a proposal to make 20 or more

employees redundant

a) before giving notice to terminate an employee’s contract of employment in respect of any of these dismissals and

b) within a 90 day period as follows:

« If 20 to 99 redundancies may occur at one establishment, you must notify us at least 30 days before the first dismissal.

« If 100 or more redundancies may occur at one establishment, you must notify us at least 90 days before the first dismissal.
« We will treat the date on which we receive your completed form as the date of notification.

How to complete this form

+ Pleasetype or write your answers in CAPITAL letters and tick boxes where appropriate.

« Ifthereis not enough space for your answers, please use a separate sheet of paper and attach it to this form.
+ Youmust send a copy of this notification to the representatives of the employees being consulted.

« Ifthe circumstances outlined in this form change, please notify usimmediately.

1. Employer’s details

NGIMIE ettt er et ssereneens TEINO e
AQAIESS vttt se s L7530 T
...................................................................................... POStCOAE .ottt

Total Workforce of the organisationin Northern Ireland. E
2. Employer’s contact

NAME ..irieeeereireeeeseeseeseeseeseeseeseaseaees Telno (if different from that given @t 1)......cceccveverererereerereseserene
Address (if different from that GIvEN At 1) ...t sessessesseees

3. Site(s) Where Redundancies Proposed

Section 3(A) a*gsr'g;fi ol
Postal Address of Site(s) Postcode V\/CoLJrIII;) r;::e Rezrtj)r?(;)asr?ges Closure of Site
1. Yes/No*
2. Yes/No*
3. Yes/No*
4. Yes/No*
Totals
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APPENDIX 22H continued

4. Reasons for redundancies

Reduced demand for products or services D Changes in work methods or organisation D
Transfer of work to another establishment D New plant, equipment or new technology D

« If other reason(s) please give details...

5. Timing of redundancies

Date of first proposed redundancy DDD Date of last proposed redundancy DDD

6. Consultation

Are any of the groups of employees who may be made redundant represented by a recognised trade union?

Yes D No D
List trade unions below

Start date

Yes No
Have you consulted any of the trade unions above? D D DDD
Have you consulted elected representatives of the employees? D D DDD

Declaration

I certify that the information given on this form s, to the best of my knowledge, correct and complete.
NaAME/SIGNATUIE. ..o saseseees Date .

POSTEION 1.ttt nne

Please return completed form to:

Department for the Economy

¢/0 Economic & Labour Market Statistics Branch
NISRA, (Department of Finance)

Room 115 Netherleigh

Massey Avenue

Belfast BT4 2JP.

Email: redundancies@finance-ni.gov.uk  Tel: 02890529412  Fax: 028 90529658
Website address: www.economy-ni.gov.uk

Acting on behalf of the Department for the Economy for the collection and dissemination of redundancy information.
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