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REDUNDANCY & RESTRUCTURING
Redundancy Process Checklist
Managing redundancy is a legally complex process. This checklist is a guide only and does not constitute legal advice. Always consult HR and/or employment law specialists before commencing any redundancy process, particularly where 20 or more roles are at risk (collective redundancy obligations apply). Failure to follow a fair process may result in claims of unfair dismissal. 
 
	
ORGANISATION / DEPARTMENT
	
[Name]

	
HR LEAD
	
[Name]

	
SENIOR MANAGER / DIRECTOR
	
[Name]

	
NUMBER OF ROLES AT RISK
	
[Number]

	
COLLECTIVE CONSULTATION REQUIRED (20+)?
	
□ Yes    □ No

	
DATE PROCESS COMMENCED
	
[Date]


▪ 1. Establish the Business Case			
☐ Identify and clearly document the business reason(s) for the proposed redundancies
☐ Confirm the reason is genuine — e.g. restructure, downsizing, cessation of activity, reduced workload
☐ Obtain approval from senior leadership / the Board for the proposed changes
☐ Define the pool(s) of employees at risk and the rationale for the pool selection
☐ Consider alternatives to redundancy — reduction in hours, redeployment, voluntary redundancy, recruitment freeze
☐ Document all alternatives considered and the reasons for any that have been ruled out
☐ Take HR and/or legal advice before proceeding further
▪ 2. Collective Consultation (where 20+ roles at risk)	
☐ Notify the Secretary of State via HR1 form at least 30 days before the first dismissal (20-99 redundancies) or 45 days (100+ redundancies)
☐ Elect or identify appropriate employee representatives if no trade union is recognised
☐ Begin collective consultation with representatives within the required timescales
☐ Provide representatives with the required written information (reasons, numbers affected, selection criteria, procedure and timing)
☐ Engage meaningfully in consultation — be open to alternatives and suggestions
☐ Document all collective consultation meetings and outcomes
☐ Arrange individual meetings with each employee at risk — invite in writing with reasonable notice
▪ 3. Individual At Risk Notification
☐ Inform employees they are at risk of redundancy in a sensitive and private setting
☐ Confirm the employee's right to be accompanied at all formal consultation meetings
☐ Provide employees with the at-risk notification letter confirming the situation in writing
☐ Explain the proposed selection pool and selection criteria to each individual
☐ Begin the individual consultation period — minimum of one meaningful consultation meeting
☐ Allow employees the opportunity to ask questions, raise concerns and propose alternatives
▪ 4.  Selection
☐ Apply objective and fair selection criteria — ensure criteria are not discriminatory
☐ Common criteria include skills and experience, performance record, attendance record, disciplinary record, flexibility
☐ Conduct and document an equality impact review of provisional selection outcomes
☐ Score all employees in the pool consistently against the agreed criteria
☐ Have scores reviewed and verified independently (e.g. by a second manager or HR)
☐ Document all scoring decisions with clear rationale
☐ Identify those provisionally selected for redundancy based on the scores
☐ Check that the selection does not disproportionately impact any protected characteristic group — take HR or legal advice if concerned
☐ Calibration meeting held between assessors before finalising scores.
▪ 5.  Individual Consultation — Provisionally Selected Employees
☐ Notify provisionally selected employees individually and in writing
☐ Hold individual consultation meetings with each provisionally selected employee
☐ Consider priority access obligations for employees on maternity, adoption or shared parental leave where applicable.
☐ Provide employees with their individual selection scores and allow them to challenge the scoring
☐ Consider any representations made and genuinely review the selection if appropriate
☐ Explore suitable alternative employment / redeployment opportunities across the organisation
☐ Confirm all suitable alternative vacancies have been reviewed and considered
☐ Allow a trial period in any alternative role offered (minimum 4 weeks statutory trial)
☐ Document all consultation meetings and any representations made


▪ 6. Redundancy Confirmation and Notice
☐ Following meaningful consultation, make the final redundancy decision and notify the employee in writing
☐ Issue the redundancy confirmation letter confirming the termination date and payment details
☐ Calculate and confirm the statutory redundancy payment (or enhanced payment if applicable)
☐ Confirm notice entitlement (statutory or contractual, whichever is greater)
☐ Confirm whether notice will be worked or paid in lieu
☐ Confirm holiday entitlement accrued and outstanding
☐ Advise the employee of their right of appeal against the redundancy decision
▪ 7.  Employee Support and Practical Arrangements
☐ Offer access to outplacement support where possible (CV writing, job search, interview coaching)
☐ Allow reasonable paid time off during notice period to seek alternative employment
☐ Arrange return of company equipment and property
☐ Arrange access to final payslip, P45 and any references
☐ Conduct an exit interview where appropriate
☐ Brief remaining employees sensitively on the changes — avoid speculation and rumour
▪ 8.  Post-Redundancy Review
☐ Retain consultation notes, scoring matrices, correspondence, appeal records and calculations securely for a minimum of 6 years.
☐ Review the process to identify any lessons learned
☐ Communicate organisational changes clearly to remaining employees
☐ Monitor the impact on remaining employees and team morale
☐ Ensure ongoing business restructure plans are communicated clearly
☐ Consider whether any further HR support or occupational health input is needed for the remaining team
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