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TENDRING DISTRICT COUNCIL 

 
REDUNDANCY POLICY AND PROCEDURE 

 
 
1.0 INTRODUCTION 
 

The constantly changing nature of the Council’s technological, economic 
and political operating environment requires the Council to maintain a 
constant review of organisational structures and staffing numbers. The 
Council needs to be flexible in adapting its structures and work 
organisation to ensure it has the right capabilities to deliver its services in 
the most appropriate manner.  
 
Symptoms that might indicate a need for organisational restructuring 
include:  

 New skills and competencies are needed to meet current or 
expected operational requirements.  

 Accountability for delivery of key corporate goals is confused by 
current structures.  

 Changes in service demand/provision means that parts of the 
organisation needs to be refocused or re-engineered to provide 
the most efficient mix of staffing resources.  

 Organisational communications are inconsistent, fragmented, and 
inefficient.  

 Technology and/or innovation are creating changes in workflow 
and work processes.  

 Personnel retention and turnover is a significant problem.  
 Workforce productivity is stagnant or deteriorating. 
 Funding arrangements have changed.   

It is recognised that whatever organisational change is necessary, the 
Council can only be successful through the effective employment and 
utilisation of its workforce, therefore it is necessary to have a balanced 
and fair approach to restructuring, and when necessary to redundancies. 

 
2.0 RESTRUCTURING  
 

Before any restructuring, whether minor or major, is considered advice 
and guidance must be sought from Human Resources.  
 
Those responsible for restructuring must work with Human Resources to 
establish a Transition Plan from the old to the new structure, which is clear 
and transparent and communicated to all involved.  
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The Transition Plan should identify the following elements: 
 
• Consultation (direct and with recognised trade unions) at the start of 

any review phase.  

• Details of the timescale for the review and how it will be conducted.  

• The opportunity for employees to be involved in the review process 
through appropriate consultation.  

• Regular progress reviews.  

• Compliance with the National Single Status Job Evaluation Scheme 
before any final structure is approved.  
 

Specific jobs, that have a clear match between the old and new structure, 
will be identified at the earliest opportunity, and post holders will be slotted 
into what is effectively the same job in the new structure and notified as 
soon as possible. A "directly comparable post" will be a post where a post 
in the new structure has been created from one role in the old structure 
with no significant additions or reductions and there is only one potential 
post holder at risk. On the converse, where for example a role in the new 
structure combines aspects of two or more roles from the old structure the 
post holders at risk will all be ring fenced to the new role. 

 
There may be instances where the change may take some time to 
implement, in which case maximum employee flexibility and involvement 
is required. This could result in staff carrying out different duties than 
before, which may subsequently change again, this is particularly relevant 
with the introduction of new technology. It is important that we recognise 
this fact and adopt the following principles: 
 
• We will seek the co-operation of employees to work flexibly during 

the change period.  

• Consideration will be given to the development of a change 
management programme. This may involve training and 
development about new ways of working, or aimed at developing 
new skills.  

• The grade and terms and conditions of the employee’s permanent 
post will apply until such time as they revert to their permanent post, 
or the new structure post is evaluated.  

• During the period of change, good communications are essential 
and the approach will differ according to circumstances and will 
involve a variety of methods including meetings, bulletins, and “one 
to ones” or emails.  

• Counselling, support and advice will be provided to employees at all 
times by trained Human Resources staff, and where appropriate by 
referral to the Council’s Employee Assistance Programme (EAP).  
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2.1 Approval of New Structures  

 
Before any new structure is approved, any newly defined jobs within the 
scope of the National Single Status Job Evaluation Scheme must be 
evaluated.  
 
In the case of a major restructure of Services, it will be necessary at the 
end of the process to identify any unchanged posts that appear 
inconsistent, in respect to the evaluated new posts and for check job 
evaluations to be carried out and the results implemented. 
 
A restructuring report must be provided that will include:  

• Rationale for the change  

• Before and after structure charts  

• Clear indication of which posts are being deleted, changed and 
added  

• Implications and detailed costings.  

• If appropriate the numbers and types of posts that are redundant 
and the actions to be taken to avoid/reduce these numbers. 

Job Descriptions and Universal Competency Framework based Person 
Specifications in respect of changed jobs must be completed at the 
earliest opportunity by those carrying out the review and accompany all 
letters confirming appointments, which will be sent out by Human 
Resources (unless these are to be developed in conjunction with the post 
holder as part of the consultation process).  

The report will be considered by the Chief Executive at Management 
Team utilising the power delegated by Full Council on the 31st May 2011. 

Part 3 10 Delegated to Officers No. 11 
 
“Regarding, restructuring and the fixing of staffing levels except in cases 
where Section 4 of the Local Government and Housing Act 1989 makes it 
appropriate for the full Council to consider any specific proposals of the 
Head of Paid Service in this regard.” To be delegated to the Chief 
Executive. 
 
2.2 Introducing the New Structure  

 
In cases where a new structure is introduced and the duties do not fit the 
definition of "directly comparable" as set out in 2 above, those posts will 
be “ring fenced" (where appropriate) to the Department(s) and staff will be 
invited to apply for these posts by way of Application Form and interviews 
which will take place in accordance with the Council’s Recruitment and 
Selection Policy. No post will be advertised externally until it has been 
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established that there are no suitable internal candidates. Trade Unions 
will be consulted at every stage.  

 
The Council’s Protection Policy will apply in the event of any downgrading 
occurring. 
 
Where there is a dispute on "directly comparability" an appeal must be 
lodged in writing to their Head of Department/Assistant Director clearly 
stating their grounds of appeal.  See the Council’s Appeal Policy for 
details. 

 
3.0 REDUNDANCY 
 

The Council will seek to safeguard the job security and prospects of all of 
its employees. However as it adapts to change, the composition and size 
of its workforce may need to be reviewed from time to time and there may 
be occasions when, as a result of the adaptations, some jobs become 
redundant. 
 
In these circumstances, the Council will seek to offer suitable alternative 
employment to any employee whose job is redundant and compulsory 
redundancy will only be instigated once all reasonable alternatives have 
been explored within an appropriate timeframe.    
 
When redundancy is unavoidable, the Council will initially seek, wherever 
possible, to select employees who volunteer for redundancy, before 
resorting to compulsory redundancy. However, because of the need to 
retain essential knowledge and skills within the Council, those who 
volunteer for redundancy will not automatically be selected. 
 
Other than in exceptional cases (e.g., cover for maternity leave), which will 
be a dismissal for “some other substantial reason,” the completion of a 
fixed term period of employment may also be a redundancy* and the 
same arrangements will apply to that of a permanent employee (*Fixed-
term employees have a right to statutory redundancy pay if they have 
been continuously employed for two years or more). 
 

The recognised trade unions will have full involvement throughout the 
procedure and employees may be accompanied by their trade union 
representative, or work colleague at any stage of the procedure. 

 
3.1 Application and Definition of Redundancy 

 
This procedure will apply where one or more employees are at risk of, or 
under notice of, redundancy by the Council. 
 
A dismissal because of redundancy is defined as follows by the 
Employment Rights Act 1996: 
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An employee who is dismissed will have been dismissed for redundancy if 
the dismissal is attributable wholly or mainly to the fact that:- 
 
(a) The employer has ceased or intends to cease: 

(i) To carry on the business for the purposes of which the 
employee was employed; or 

(ii) To carry on the business in the place where the employee 
was employed; or  

 
(b) The requirement of the business for employees: 

(i) To carry out work of a particular kind; or  
(ii) To carry out work of a particular kind in the place where the 

employee was employed; have ceased or diminished, or are 
expected to cease or diminish. 

 
This is the definition that is relevant for the purposes of determining 
whether or not a dismissal is fair and whether or not the employee is 
entitled to a redundancy payment. 

 
This definition referred to above does not in any way prejudice the 
application of the Transfer of Undertakings (Protection of Employment) 
Regulations 2006 (TUPE), where these are deemed to apply, or the 
mobility clause contained within the Staff Handbook.     
 
Redundancy may also occur where re-organisation of a service, section or 
job will result in significant changes or reduction in the nature of the work, 
the hours, the salary, the job location or status. However, redundancy is a 
complex area of employment law so managers must involve Human 
Resources as soon as they become aware that a redundancy situation 
might occur. 
 
3.2 Consultation 

 
The Council will notify, for the purposes of consultation, the recognised 
trade unions, in good time, where there is a proposal to make one or more 
employees redundant. The statutory minimum consultation periods for 
proposed redundancies set out below will always be observed – these are: 
 

 20 to 99 redundancies - the consultation must start at least 30 days before 
any dismissals take effect 

 100 or more redundancies - the consultation must start at least 45 days 
before any dismissals take effect 
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The Council will disclose in writing basic information relating to: 

 The reason for the proposals. 

 The number and description of employees affected 

 The total number of employees of that description at the 
establishment in question. 

 The proposed method of selecting the employees and carrying out 
the redundancies. 

 The proposed method of calculating redundancy payments.   

 
Any consultation will also seek ways of:- 

 Avoiding the redundancy. 

 Reducing the numbers of employees to be made redundant. 

 Mitigating the consequences of any redundancies.    

 
For details of a model consultation procedure please see Appendix A. 

 
3.3 Statutory Notification 
 
‘Collective Consultation’ rules must be followed if the organisation (defined 
as the whole of the organisation) is intending on making 20 or more 
employees redundant within any 90-day period. 
 
There are no set rules to follow if there are fewer than 20 redundancies 
planned, but its good practice to fully consult employees and their 
representatives. 
 
Notification 

 
The Redundancy Payments Service (RPS) must also be notified before a 
consultation starts. The deadline depends on the number of proposed 
redundancies. 
 
Notify RPS by filling in form HR1. Instructions on where to send it are on 
the form. 
 
The deadline for notifying RPS depends on the number of proposed 
redundancies. 

 
 20 to 99 proposed redundancies - 30 days before the first 

redundancy. 
 100 or more proposed redundancies - 45 days before the first 

redundancy. 
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The authority could be fined an unlimited amount if RPS are not notified. 
 
Rapid Response Service: rrs.enquiries@dwp.gov.uk 

 
3.4 Measures to Avoid Redundancy 

 
The Council will, wherever possible, consider all reasonable steps to 
minimise the effect of redundancy, including but not limited to:- 
 

 The restriction or suspension of external recruitment within the area 
of potential redundancy and in other identified areas where a 
potentially redundant employee may be found alternative 
employment. 

 The maximisation of opportunities for retraining 

 The cessation of (or a reduction in) the use of sub-contractors, 
agency staff and temporary employees within the area of potential 
redundancy and in other identified areas of potential redeployment. 

 The reduction/elimination of overtime in order to prevent or reduce 
the likelihood of redundancy. 

 Investigate any subcontracted work to see if it could cease 

 Provide employees with development opportunities to assist their 
future redeployment  

 Consult with employees and recognised trade unions about 
considering changes to terms and conditions of employment (e.g. 
converting to part time) and other ways of reducing the need for 
redundancy. 

 “Bumping” This involves a redundant employee looking for 
redeployment in a suitable alternative post and taking on the role of 
another employee who volunteers to be redundant. 

Where redundancies may arise from a restructure within or across 
services, any new posts may be “ring fenced” depending on the 
circumstances to employees at risk of redundancy according to the 
particular circumstances. If a post cannot be filled from existing employees 
within the same tier, vacancies will be opened up to the tiers below.       

 
If the above measures have not been successful and it remains necessary 
to consider redundancy, management will consider asking for volunteers 
for redundancy or early retirement. In order to maintain future service 
delivery the Council reserves the right to decide whether a particular 
employee should be allowed to leave. 
 
 
 

 

mailto:rrs.enquiries@dwp.gov.uk
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3.4.1 Redeployment  
 

The Council will take all reasonable steps to seek suitable alternative 
employment (redeployment) for employees whose jobs are deleted and 
who are at risk of redundancy. A Redeployment Guide can be found in 
Appendix B. The general principles regarding redeployment are as 
follows: 

 

 Employees at risk of redundancy may be given priority 
consideration for suitable vacant posts on the Council’s 
establishment.    

 A suitable vacant post will be a post within which the employee can 
demonstrate the ability to fulfil the competency requirements of the 
post.   

 However, it should be recognised that training may be necessary in 
order to provide the employee with the skills and knowledge to 
undertake the full range of duties and responsibilities. 

 Such appointments may be made subject to a trial period in the first 
instance, of normally, not less than 4 weeks or more than 3 months, 
which may be extended at the discretion of the Council, by a further 
period not exceeding 6 months in total in order to establish 
suitability. 

 Employees redeployed will be offered protection in accordance with 
the Council’s Protection Policy. 

 
3.5 Support Available 

 
Every employee at risk of redundancy will initially be offered support from 
their manager and Human Resources. This could include: 
 
 Counselling via the Council’s Employee Assistance Programme (EAP) 

 Guidance on CV preparation and the completion of application forms  

 Any appropriate training e.g. Interview techniques and sources of 
funding for training 

 Guidance on how to search for vacancies and follow up opportunities 

 Vacancies to be sent to employees on a weekly basis; these may 
include internal vacancies and vacancies from other local authorities 

 Skills analysis/assessment 

 Pension advice is available from the payroll team or from the Pension 
Help Desk 
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 Benefit advice is available from Jobcentre Plus and the  Citizens 
Advice Bureau  

After the initial contact has been made about the support available, it is the 
responsibility of the line manager, Human Resources and the employee to 
keep in contact with each other about ongoing support. 
 

 
3.6 Selection for Redundancy 

 
In certain cases of redundancy, selection will not be relevant, as in such 
circumstances where either one employee, or an entire group of 
employees are identified as redundant. In these circumstances, 
redeployment will be sought. Where this cannot be arranged, redundancy 
will apply. 
 
Where there is scope for selection, volunteers for redeployment or 
redundancy will be sought first, from among the group of employees 
identified as at risk of redundancy. 
 
Where it is appropriate to seek volunteers from among a wider group of 
employees across the Council, then a trawl for volunteers will be 
conducted throughout those areas, as identified previously. Any such 
volunteers will be released only on the condition that their post is filled by 
an employee who would otherwise be made redundant, subject to a 
review of all relevant circumstances. 
 
The Council reserves the right to refuse a request by any employee for 
voluntary redundancy. Such a request will not, however, be unreasonably 
refused and refusal will normally be for reasons related to the need to 
retain knowledge and skills. There is no right of appeal in the event of a 
refusal in respect of an applicant refused voluntary redundancy. 
 
Where volunteers are not forthcoming or are insufficient, then selection of 
employees for compulsory redundancy will be necessary. For purposes of 
compulsory redundancy, employees will be selected primarily on their 
ability to undertake the duties and responsibilities of the posts, which are 
retained. 
 
Management will confirm the selection criteria for redundancy in writing 
following consultation with the recognised trade unions. The aim of the 
selection will be to retain the necessary skills and competencies required, 
to maintain the level and quality of service required. 
 

The criteria must be reasonable, fair and objective and must be free from 
any discrimination or biasness. Managers must involve Human Resources 
when deciding the selection criterion which is likely to include: 
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 Qualifications, knowledge, skills and competencies 

 Standard of work performance 

 Non-disability related absence,  

 Disciplinary record,  

An example process is set out in Appendix D. 
 

Selection will be undertaken by means of interview and (where considered 
appropriate) testing and other assessments (including psychometrics and 
the use of assessment centres) against the competency criteria for the 
post, as set out in the Person Specification. Any tests used, must be 
objective and relevant to the post(s) concerned.   
 
All employees involved must be given the same assessments, which 
should be reviewed by the same Panel. Interviews will be carried out in 
the most objective manner possible and care will be taken to ensure best 
practice in respect of equality and diversity. It is advisable to work jointly 
with Human Resources and a trade union representative and it is 
important that a thorough written record is retained. 
 
Managers should provide feedback to individuals on how they scored 
against the criteria.  Where they have not been part of the assessment 
panel copies of the results should be made available to the recognised 
trade union.  
 
Taking account of the number of jobs available, the number of employees 
who best meet the criteria, will be retained or appointed as appropriate.   
Employees who are not selected, will be dismissed for redundancy, or 
where possible redeployed to other suitable posts.     
 
The selection process above will operate to the same standards which 
would apply to the process of normal recruitment and selection in 
accordance with the Council’s Recruitment and Selection Policy. 
 
Where it is felt appropriate to use different selection criteria, this will be 
jointly agreed with trade unions in advance of the selection. 
 
3.7 Confirmation of Redundancy 

 
Once full consultation has taken place and the selections for redundancy 
have been confirmed, employees will be given redundancy notices.  
 
Redundancy notices should confirm the following information: 
 
 Reasons for dismissal 

 Date of termination of employment  
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 Details of redundancy pay, and pension information if appropriate 

 Details of notice period entitlement 

 The right to paid time off to look for work and arrange training  

 Details of the support on offer  

 Any outstanding leave arrangements. 

 Information about the Modification Order 

 The right of Appeal. 

 
3.8 Notice Periods 

 
Periods are set out in the employee’s Written Particulars of Employment.  

 
Employees will be required to work their notice period. In exceptional 
circumstances, they may ask/be asked to leave before notice expires. In 
the event that a manager feels it is not in the Council’s best interest for the 
employee to work his/her notice period, this should be discussed with 
Human Resources. All circumstances must be taken into account including 
the risk to the Council of the employees remaining in posts and the loss of 
the employee’s knowledge/skills in advance of the redundancy date.  

 
Employees can continue, and are encouraged, to look for alternative 
redeployment opportunities throughout their notice period. 

 
3.9 Redundancy Compensation 

 
Compensation will, in addition to normal remuneration to the date of 
termination, become payable to employees who are dismissed by reason 
of redundancy, subject to the provision of statute, other relevant 
regulations, the Council’s policies and procedures and according to 
individual entitlement.   
 
A redundancy payment formula, set out in Appendix E to this policy. Such 
payment will take into account 
 
(a) Previous continuous service with local authorities and other 

organisations specified within the Redundancy Payments 
(Continuity of Employment in Local Government etc). Modification 
Order 1999 and the Transfer of Undertakings (Protection of 
employment) Regulations 1981. 

 
(b) A calculation based on the employee’s actual week’s pay  
 
(c) For employees over the age of 55 the immediate release of pension 

benefits.    
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In certain circumstances a lump sum payment in lieu of statutory or 
contractual notices (whichever is the longest where the whole or part of 
the period notice is not given). However, the employee will where possible 
be required to service his or her statutory or contractual period of notice.    

 
Employees will lose their entitlement to a redundancy payment in the 
following circumstances: 
 
 Where the employee is dismissed for an act of gross misconduct. 

 Where the employee leaves before their notice period has expired 
without their manager’s agreement. 

 Where the employee unreasonably refuses an offer(s) of suitable 
alternative employment. 

 
3.10 Modification Order 

 
Managers should ask all employees to provide written confirmation that 
they will not be taking up employment with a body specified in schedule 1 
of the Modification Order 1999 in a timescale of less than 4 weeks from 
their last day of service with the Council. The most likely example of such 
an employer is another local authority. NB: this includes returning to work 
for Tendring District Council in any capacity. 
 
If the employee is redeployed by the Council or by a body covered by the 
Order under the above timescales he/she will not be paid a redundancy 
payment.  Human Resources will make the employee aware of the Order 
and discuss the potential monetary implications with them. 

 
If the employee does not qualify for a redundancy payment, the 
Modification Order does not apply. 
 
If an employee does take on a new job with a Modification Order body in 
these circumstances, the provisions relating to a trial period in the ERA will 
apply. Therefore, if the employee decides not to continue with the job 
during the first 4 weeks he or she will be able to terminate the contract 
(whether with or without notice) and receive a redundancy payment from 
the old employer. 

 
3.11 Continuous Service 

 
If there has been a break in service of eight days or more between 
employment with the Council or with a body covered by the Modification 
Order then service has been broken for the purposes of continuous 
service calculations. 
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Where an employee returns to local government service following a break 
for maternity reasons, or reasons concerned with caring for children or 
other dependents, he or she is entitled to have previous continuous local 
government service taken into account, proving that the break does not 
exceed eight years and that no permanent paid full time employment has 
intervened. Where this has occurred the period of the break itself does not 
count, although the period of continuous service prior to the break will 
count towards eligibility for, or calculation of severance payments. 

 
3.12 Time Off To Look For Alternative Employment 

 
Employees under notice of redundancy will be granted reasonable time off 
with pay to look for alternative employment or to make arrangements for 
training. Such time off must be approved in advance by the relevant 
Manager. Employees must give reasonable notice of time off to their 
manager and interview expenses will not be paid. 

 
3.13 Appeal against Dismissal By Reason Of Redundancy  

 
If an employee feels aggrieved about their selection for redundancy they 
should lodge an appeal in writing with their Assistant Director/Head of 
Department, giving details of the reasons as to why the employee is 
aggrieved.  This must be submitted within the timescales required by the 
Council’s Appeal Policy. 

 
3.14 Approval Arrangements for Redundancy 

 
The dismissal of staff up to and including Management Team Member 
level as redundant, or by way of a mutually agreed Compromise 
Agreement is delegated to the Chief Executive (except where Section 4  
 of the Local Government Act 1989 applies). 

 
4.0 EARLY RELEASE 
 

Whilst the redundancy definition set out in the Council’s Redundancy 
Policy and Procedure will fit some restructuring scenarios, there may be 
other exceptional circumstances where the Council judges it necessary, in 
the interests of the efficient exercise of its function to exercise its 
discretion to offer early release to employees. These circumstances may 
include: 
 
• To facilitate an internal reorganisation or restructuring.  
• To assist the Council to effect financial savings.  

 
These terminations will be by mutual agreement.  
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4.1 Compensation Arrangements for Early Release   
 

In cases of early release, the following compensation arrangements will 
apply  
 
• A negotiated early release payment of up to the maximum 

redundancy entitlement (as set out in Appendix E) lessen the cost 
of any associated pension strain incurred by the Council.  

 
• The early release of pension for those over the age of 55 years.  
 
• Payment of pay in lieu of notice as appropriate.  
 
It will not normally be the Council’s practice to apply Regulation 52 of the 
Local Government Pension Scheme in respect of the discretion which 
affords local authorities the discretion to purchase service for an employee 
(Augmentation).  

 
This discretion relates to the ability to award up to 6 2/3rds added years at 
any age. Only in exceptional circumstances, where there are significant 
financial and operational benefits to the Council, will Augmentation be 
considered. Where augmentation is considered appropriate, the full 
approval of the Human Resources Committee will be necessary.  
 
Early release arrangements should normally provide a financial benefit to 
the Council greater than any costs associated with early release within 3 
years. 
 

5.0 CONDITIONS OF REDUNDANCY  
 
Following redundancy and receipt of a redundancy payment, 
ex–employees are not permitted to be re-employed by the Council for a 
minimum of one year. The only exception to this is in relation to 
appointments made by the Returning Officer during District Elections and 
By-Elections. 
 
For posts that are politically restricted, in line with the above, political 
restriction continues to apply for two years after leaving the employment of 
Tendring District Council. 

 
6.0 INTERPRETATION OF THIS POLICY 
 

For advice and guidance on the interpretation of this Policy and 
Procedure, contact Human Resources. 
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Appendix A 
 

MODEL REDUNDANCY CONSULTATION PROCEDURE 
 

1. As soon as an Assistant Director/Head of Department becomes aware that 
redundancies might occur the situation is reported to Management Team 
as a matter of urgency. Management Team asks Human Resources to 
support the process including consultations with recognised trade unions 
and the employees likely to be affected.  

 
2. At this stage the Assistant Director/Head of Department may not have 

detailed information but they still consult as soon as possible and do not 
wait for the statutory minimum time-scale to start. 

 
3. When more detailed information becomes available the Assistant 

Director/Head of Department and a member of the Human Resources 
team meets with the recognised trade unions and put the following in 
writing: 
 
 The reasons for the redundancy proposals, including the business 

case. 

 The numbers and descriptions of types of jobs at risk of redundancy. 

 The total number of employees of that description and their 
workplaces. 

 The proposed criteria for selecting employees for redundancy for the 
purposes of consultation. 

 The proposed method of carrying out the redundancy dismissals 
including the time scales. 

 
4. The purpose of consultation is to seek ways of avoiding redundancy 

dismissals. 
 
5. In addition to consulting with the recognised trade unions, the Assistant 

Director/Head of Service meets with individuals at risk of redundancy to 
explain: 
 
 The reasons for the proposals 

 The redundancy process and time scales 

 What options are available  

 What support is available 

 The employees’ right to have a trade union representative or work 
colleague at all stages of the redundancy process. 
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(Only once meaningful consultation has been carried out can notices of 
redundancy be given.) 
 

6. Human Resources make available to the employees at risk of redundancy: 
 
 the current vacancies list (which will then be sent weekly until the 

employee is re-deployed to a suitable alternative position or ceases 
to be employed by the Council); 

 the redundancy and redeployment procedure 

 details of the support available, including Employee Assistance 
Programme. 
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 Appendix B 
 

REDEPLOYMENT GUIDE 
 
1.0 Offers of alternative employment 
 
1.1 All reasonable efforts will be made to re-deploy employees at risk of 

redundancy into suitable alternative employment within the Council. 

1.2 When considering suitable alternative work the following should be taken 
into account: 
 
 Pay – terms and conditions equivalent to those the employee currently 

receives. 

 Location – within reasonable travelling distance or within the 
constraints of a contractual mobility clause. 

 Working environment – taking account of any employee with health 
problems or disability needs. 

 Hours of work – e.g. changes in shift pattern, total number of hours or 
days. 

 Competencies – the key competencies required in alternative the 
role.  

1.3 A member of Human Resources will advise the employee of his/her rights 
under the redundancy and redeployment policy and procedure and will 
interview the employee at risk to ascertain their skills, competencies and 
personal preferences for redeployment.  This information will be recorded 
and retained on a “redeployment register”.  The employee will be sent a 
job description and person specification and will be invited to express their 
interest in roles that are within their capability.  They are expected to 
attend any interviews for jobs if they meet the competency criteria outlined 
on the Person Specification. 

1.4 Where there is only one short-listed applicant for a post, an informal 
interview will be arranged.  Where more than one “at risk” employee is 
short-listed the Council’s recruitment and selection code of practice must 
be followed.  Please see Protocol for redeploying employees, Appendix C. 

1.5 An employee at risk of redundancy will be considered before any other 
applicants for vacant posts. 

1.6 The Workforce Planning Panel will have a positive regard for the 
Redeployment Register when considering vacancy requests and service 
restructuring. 

1.7 Managers will not advertise externally any positions where there are 
employees at risk of redundancy who meet the competency requirements 
of the person specification. 
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1.8 The Council will provide appropriate and reasonable training required by 
the employee to adapt to the duties of a suitable post. The costs of such 
training will be borne by the restructuring service and will not exceed the 
costs of redundancy. 

1.9 Consideration should be given to retaining an employee in a temporary 
capacity until permanent vacancies arise.  This is particularly appropriate 
where vacancies arise regularly and does not affect the employee’s right 
to a redundancy payment should a permanent vacancy not be found. 

1.10 Any offer of an alternative position should be made in writing before 
employment ends and to start within four weeks of the date of redundancy.  
If these time scales are not adhered to, then the employee will be entitled 
to a redundancy payment.  The offer should make it clear how the new 
employment differs from the old. 

1.11 Where an employee has been offered what Human Resources considers 
suitable alternative employment and he/she has unreasonably refused, 
then the right to a redundancy payment may be forfeited. 

1.12 In deciding whether a refusal is unreasonable each case will be judged on 
its own merits taking into account the employee’s circumstances.The 
employee must demonstrate to the HR Manager why they feel it is 
unsuitable. 

1.13 Where an employee accepts an offer of alternative employment they will 
be entitled to a four-week trial period. This is a two way process to assess 
the employee’s suitability for the job. Trial periods may be extended by 
written agreement for training purposes only and must be agreed before 
the start of any trial period.  The trial period must be for a set length of 
time, and take service needs into account. 

1.14 At the end of the trial period the employee will either be confirmed in the 
post, or if the new job is found to be unsuitable on the part of the 
employee or employer then further suitable alternatives will be looked for 
(see 1.12 above).  An employee will only be made redundant and receive 
the appropriate redundancy payment if all reasonable attempts to re-
deploy them have failed or they are unsuccessful. 

2 Redeployment to a lower graded post 
 
2.1 All reasonable efforts will be made to re-deploy employees to similarly 

graded posts. However, situations may arise where the only redeployment 
opportunity, which can be offered, is to a lower graded post. It is in the 
Council’s interest to encourage employees who have valuable skills, 
experience and competencies to remain employed.  If this situation arises, 
the Council will pay a protection payment based on the following: 

 The employee will be paid a monthly amount, which will start from the 
date the employee commences the post for a period of 1 year.  This 
sum will be calculated in accordance with the following formula: 
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 The difference between the current and the proposed salary will be 
calculated and divided into 12 equal payments that reduce by 25% 
every 3 months.  This figure will be based on the actual and proposed 
pay at the time of the transfer. If the employee is due to retire in less 
than 12 months, the payment will be made pro rata up to the date of 
retirement. 

 
2.2 In calculating the payment protection, all elements of contractual pay will 

be included, i.e. basic pay, contractual overtime, and any other contractual 
allowance.  Any non-contractual overtime will not be included.  Annual 
leave entitlement will not be protected. 

2.3 The monthly payment will be subject to statutory deductions, in the normal 
manner. 

 

2.4 After redeployment to a lower grade, the employee may request continued 
priority for vacancies where they meet the competency criteria of the 
person specification.  This will be provided for a period of up to 12 months 
following the redeployment. 

 
3 Reduction in hours of the current post / redeployment to a post on 

fewer hours 
 
3.1 If the hours that the employee works are reduced, due to a change in the 

service requirements, or the employee is re-deployed to an alternative 
post on fewer hours the payment protection will apply as above. 

 
4 Redeployment to a higher graded post 
 
4.1 Where a post or a number of posts are deleted, and a new post is created 

at a higher level, those employees whose existing post is deleted will be 
given prior consideration, provided that: 

 The employee must meet the competency criteria on the person 
specification. 

 Recruitment to the new post must comply with the Council’s 
recruitment and selection code of practice. 

 
5 Redeployment to an alternative location  
 
5.1 In the event that the employee is redeployed to an alternative location, the 

Council will reimburse travel costs as outlined in the Disturbance Policy. 
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Redeployment Process Chart 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Job must be offered 
to employee 

Individual identified as at risk 
of redundancy 

Is there a suitable alternative 
position in the employee’s 

service unit? 

 Job Description (JD) and Person Specification (PS) to 
employee 

 Current managers assessment against the JD and PS to 
recruiting manager 

 Employee invited to attend interview  

Is the employee capable of 
undertaking the essential 

duties of the post with 
reasonable training? 

Job must be 
offered to 
employee 

Employee interviewed by HR 
representative & application form 
completed  

 

HR to assess suitability against all 
current vacancies &. 
To contact Heads of Department 
about imminent vacancies 
To send current vacancy listing to 
employee as and when.  

Suitable alternative 
position identified? 

 JD and PS to employee 
 Send current managers assessment 

against the  JD and PS to recruiting 
manager 

 Conduct selection interviews  

Is the employee capable of undertaking the 
essential duties of the post with reasonable 
training? 

 Feedback given 

 HR and individual to look for 
suitable alternative 
employment  

HR and individual to 
continue to look for 
suitable alternative 
employment 

Redundancy 

Yes No 

Yes No 

No Yes 

Yes No 



 

 
23

 
Appendix C 

 
PROTOCAL FOR REDEPLOYING EMPLOYEES 

 
This protocol must be read in conjunction with the Council’s redundancy and 
redeployment policy and procedure. 
 
1. If a new job is created and comprises a substantial amount of one or more 

employees’ current duties it will be considered as ring-fenced to these 
employees. 

 
2. If there is only one employee ring-fenced, the manager will discuss with 

Human Resources whether or not it is necessary for the employee to be 
interviewed, or whether he/she can be ‘slotted in’ automatically. 

 
3. The procedure for redeployment: 
 

All ring-fenced employees will receive the job description and person 
specification for the job and be asked to demonstrate how they meet the 
essential criteria in the person specification. 
 
If an employee doesn’t meet one or more of the essential criteria they must 
state what support/training they will require in order to meet it/them. This is in 
line with the Council’s intention to provide appropriate and reasonable 
support and development opportunities to an employee at risk of redundancy 
as detailed in this Policy. 
 
All ring-fenced employees who apply will be interviewed in line with the 
criteria set out in the Council’s Code of Practice on Recruitment and 
Selection.  The highest scoring employee will be offered the job. 
 

4. An employee who is not successful for redeployment at his/her current level in 
the Council will be considered to be ‘at risk’ of redundancy. He/she may apply 
for redeployment to a lower graded post in line with 3 above. 
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Appendix D 
 
 

EXAMPLE REDUNDANCY SELECTION PROCESS & CRITERIA 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Decide who will be on the selection panel (There must be 3 people.) 

Selection panel agree selection criteria, scoring & weighting based on: 
 Skills & competencies (weighting x 2) 
 Qualifications (weighting x 2) 
 Relevant experience (weighting x 2) 
 Formal ‘live’ conduct & capability records (weighting x 2) 

(Final written warning - 1 point, 1st written warning - 2 points, no warnings – 3 points) 
 Attendance records taking account of equality issues e.g. industrial injury, maternity leave, 

reasonable adjustment (weighting x 1) 
 Performance appraisal i.e. appraisal notes & letters (unless disputed) (weighting x 1) 
 Length of service – maximum 5 years (weighting x 1) 

(4 years+ = 3 points, 2/4 years = 2 points, 0/2 years = 1 point) 

Show selection criteria to candidates 

Panel score each candidate against criteria as follows: 
1. Does not match agreed criteria 
2. Matches agreed criteria in some areas 
3. Matches agreed criteria 
The lowest scoring candidate/s will be redundant from his/her/their post/s 

Notify successful candidate(s).   
Give unsuccessful candidate(s) his/her/their individual score/s 

Consider if it is possible to apply ‘bumping’ under voluntary redundancy? 
Consider level of post & any specialist skills. Ask unsuccessful candidate if wishes ‘bumping’ to be 
investigated & discuss which post considers suitable.  Ask for volunteers within service area or 
from employees in comparable jobs. 

A process like the one above will be applied in the following situations: 
 Where there are 2 or more volunteers in the same group of staff who are ‘at risk’ 
 Where there are 2 or more volunteers outside of a group (bumping) 
 Where there are insufficient/no volunteers in a group identified ‘at risk’ 

 
Where staff are identified ‘at risk’ & there is a new job, they will be asked to apply for the job and 
the Council’s normal recruitment process will apply.  In the event that there are no applicants the 
above process will be applied and the successful candidate will be offered the job as ‘suitable 
alternative employment’. 
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Appendix E 

REDUNDANCY FORMULAE 
 
Provided below is a ‘Ready Reckoner’ for calculating the number of weeks’ pay 
due (Statutory entitlement multiplied by 1.5)  
Read the Employee’s age and number of complete years’ service. The table will 
then show how many weeks’ pay the employee is entitled to.  
 

Length of Service

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20

Age

17 1½ - - - - - - - - - - - - - - - - - -

18 1½ 2¼ - - - - - - - - - - - - - - - - -

19 1½ 2¼ 3 - - - - - - - - - - - - - - - -

20 1½ 2¼ 3 3¾ - - - - - - - - - - - - - - -

21 1½ 2¼ 3 3¾ 4½ - - - - - - - - - - - - - -

22 1½ 2¼ 3 3¾ 4½ 5¼ - - - - - - - - - - - - -

23 2¼ 3 3¾ 4½ 5¼ 6 6¾ - - - - - - - - - - - -

24 3 3¾ 4½ 5¼ 6 6¾ 7.5 8¼ - - - - - - - - - - -

25 3 4½ 5¼ 6 6¾ 7½ 8¼ 9 9¾ - - - - - - - - - -

26 3 4½ 6 6¾ 7½ 8¼ 9 9¾ 10½ 11¼ - - - - - - - - -

27 3 4½ 6 7½ 8¼ 9 9¾ 10½ 11¼ 12 12¾ - - - - - - - -

28 3 4½ 6 7½ 9 9¾ 10½ 11¼ 12 12¾ 13½ 14¼ - - - - - - -

29 3 4½ 6 7½ 9 10½ 11¼ 12 12¾ 13½ 14¼ 15 15¾ - - - - - -

30 3 4½ 6 7½ 9 10½ 12 12¾ 13½ 14¼ 15 15¾ 16½ 17¼ - - - - -

31 3 4½ 6 7½ 9 10½ 12 13½ 14¼ 15 15¾ 16½ 17¼ 18 18¾ - - - -

32 3 4½ 6 7½ 9 10½ 12 13½ 15 15¾ 16½ 17¼ 18 18¾ 19½ 20¼ - - -

33 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 17¼ 18 18¾ 19½ 20¼ 21 21¾ - -

34 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 18¾ 19½ 20¼ 21 21¾ 22½ 23¼ -

35 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 20¼ 21 21¾ 22½ 23¼ 24 24¾

36 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 21¾ 22½ 23¼ 24 24¾ 25½

37 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 23¼ 24 24¾ 25½ 26¼

38 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 24¾ 25½ 26¼ 27

39 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 26¼ 27 27¾

40 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 27¾ 28½

41 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 29¼

42 3¾ 5¼ 6¾ 8¼ 9¾ 11¼ 12¾ 14¼ 15¾ 17¼ 18¾ 20¼ 21¾ 23¼ 24¾ 26¼ 27¾ 29¼ 30¾

43 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 30 31½

44 4½ 6¾ 8¼ 9¾ 11¼ 12¾ 14¼ 15¾ 17¼ 18¾ 20¼ 21¾ 23¼ 24¾ 26¼ 27¾ 29¼ 30¾ 32¼

45 4½ 6¾ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 30 31½ 33

46 4½ 6¾ 9 11¼ 12¾ 14¼ 15¾ 17¼ 18¾ 20¼ 21¾ 23¼ 24¾ 26¼ 27¾ 29¼ 30¾ 32¼ 33¾

47 4½ 6¾ 9 11¼ 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 30 31½ 33 34½

48 4½ 6¾ 9 11¼ 13½ 15¾ 17¼ 18¾ 20¼ 21¾ 23¼ 24¾ 26¼ 27¾ 29¼ 30¾ 32¼ 33¾ 35¼

49 4½ 6¾ 9 11¼ 13½ 15¾ 18 19½ 21 22½ 24 25½ 27 28½ 30 31½ 33 34½ 36

50 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 21¾ 23¼ 24¾ 26¼ 27¾ 29¼ 30¾ 32¼ 33¾ 35¼ 36¾

51 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24 25½ 27 28½ 30 31½ 33 34½ 36 37½

52 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 26¼ 27¾ 29¼ 30¾ 32¼ 33¾ 35¼ 36¾ 38¼

53 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 28½ 30 31½ 33 34½ 36 37½ 39

54 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 30¾ 32¼ 33¾ 35¼ 36¾ 38¼ 39¾

55 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33 34½ 36 37½ 39 40½

56 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 35¼ 36¾ 38¼ 39¾ 41¼

57 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 36 37½ 39 40½ 42

58 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 36 38¼ 39¾ 41¼ 42¾

59 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 36 38¼ 40½ 42 43½

60 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 36 38¼ 40½ 42¾ 44¼

61+ 4½ 6¾ 9 11¼ 13½ 15¾ 18 20¼ 22½ 24¾ 27 29¼ 31½ 33¾ 36 38¼ 40½ 42¾ 45  
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To calculate an individual’s redundancy pay, cross reference the person’s age 
and complete years’ of service to identify the number of week pay and multiply 
that number by their weekly salary.  

For example a person with a salary of £200 aged 22 with 4 years of service will 
be entitled to three weeks’ salary e.g. a total redundancy of £600.  

 
17* - The table starts at age 17, as it is possible for a 17 year old to have 2 years’ 

service. Compulsory school leaving age can be 15
3/4 

or 15
4/5 

where a child is 16 
before 1 September.  
 
Particular care should be taken when calculating an individual’s redundancy pay 
when they joined as an employee below the age of 16.  
 
61+ The table stops at age 61 because for employees age 61 and over, the 
payment remains the same as for age 61.  
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