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Cyngor Sir Powys County Council  

Redundancy Policy  
1  Introduction  

1.1  It is the policy of the Council to ensure as far as possible security of employment for 
its employees. It should however be recognised that there may be changes in 
economic conditions, organisational requirements and technological developments 
which might affect staffing needs. The Council, in consultation with our recognised 
Trade Unions (UNISON, GMB, UNITE) seeks to minimise the effect of 
redundancies including the provision of sufficient time and advice for finding 
alternative employment for displaced staff.  

1.2  This policy should be used and read in conjunction with the Council’s 
Redeployment policy and Management of Change policy.  

2  Definition of Redundancy  

2.1  Under the Employment Rights Act 1996, redundancy arises when employees are 
dismissed in the following circumstances:  

 where the employer has ceased, or intends to cease, to carry on the business 
for the purpose for which the employee was employed; or  

 where the employer has ceased, or intends to cease, to carry on the business in 
the place where the employee was employed; or  

 where the requirements of the business for employees to carry out work of a 
particular kind have ceased or diminished or are expected to cease or diminish; 
or  

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

 Redundancy may also arise where the Council no longer has the resources to 
maintain employees to carry out work of a certain kind.  

 
3  Procedure  

3.1  Any redundancy situation or restructuring that results or may result in significant 
changes to the employment terms of up to five employees will need to be 
authorised and signed off by the appropriate Head of Service. 

3.2 Any redundancy situation or restructuring that results or may result in significant 
changes to the employment terms of more than five employees will need to be 
authorised and signed off by the appropriate Head of Service, Strategic Director 
and Portfolio Holder.   

3.3 There is a Redundancy Procedure Timetable at Appendix 1 for managers to follow 
when planning restructures that may result in redundancies. 

 
4  Consultation  

4.1  Powys County Council recognises the need to work with employees and Trade 
Unions in partnership (in terms of the Council/Trade Unions Partnership 
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Agreement) and on an informal basis wherever possible.  Therefore it is appropriate 
for recognised Trade Unions to be informed of potential redundancies in advance of 
formal consultation commencing.  This will usually also include a copy of the 
business case, job descriptions, etc. – in short, as much of the detail covered in 
section 4.5 at least a week before formal consultation commences. 

 
4.2 There must be robust and meaningful engagement with staff and the recognised 

Trade Unions on all restructuring proposals that may result in redundancies.  The 
following formal consultation periods must be observed where the business case 
relates to redundancies based on the following: 

 
 45 days where 100 or more redundancies are proposed; 
 30 days if between 20 and 99 redundancies are proposed; 
 Proposed reductions of less than 5 employees can have a locally agreed shorter 

period of consultation (14 days is the recommended time frame) of less than 30 
days but no less than 5 working days. 

 
4.3 Restructurings that may collectively result in reductions of 100 or more employees 

must be subject of collective consultation. The mechanism for collective 
consultation is through the Council’s Joint Committee for Negotiation and 
Consultation (JCNC) and will be led by the manager tasked with leading the change 
supported by an HR representative, noting that no redundancy dismissals can take 
effect until consultation is complete and the minimum period of 30 or 45 days has 
elapsed. 

 
4.4 Consultation should precede any decision to terminate employment on the grounds 

of redundancy. Consultation must take place between the Council, Trade Unions 
and employees. The lead manager for the restructure will arrange and lead an initial 
pre-consultation meeting with representatives from the recognised Trade Unions. 
The meeting will be arranged at a mutually convenient time.  

4.5  The lead manager for the restructure will provide written details to Trade Unions 
outlining matters for discussion and will include the following information (at least a 
week before pre-consultation meeting):  

 the reason for the proposed redundancy (ies);  

 the number and categories of employees who are expected to be affected;  

 the total numbers in each category of employees employed at the establishment 
concerned;  

 confirmation of discussions on appropriate selection criteria with Trade Unions;  

 the proposed method of carrying out the redundancies, with due regard to the 
period over which the redundancies are to take effect;  

 suggestions on redundancy selection criteria; and 

 a copy of the Equality Impact Assessment for the restructure or change process 
that may give rise to a redundancy situation. 

 
4.6  A pre-consultation meeting will be arranged by the lead manager and HR with 

Trade Union representatives.  The purpose of this meeting is:  
 

 to discuss the reasons for potential redundancies;  

 to consider ways of avoiding redundancies;  

 to discuss and agree the selection criteria should it remain necessary to make 
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redundancies after the consultation period; and 

 to discuss the restructure/change timetable and agree dates for meetings.  
 
4.7  Detailed notes should be taken of this meeting and confirmation of the outcomes 

placed in writing to the relevant Trade Unions.  

4.8  Formal Consultation will commence with employees at the earliest possible 
opportunity following the pre-consultation meeting.  

4.9  The consultation process with employees will be led by the lead manager, who 
should arrange these meetings as a group in the first instance, with an opportunity 
for individual employees to request a “one to one” session with the manager during 
the consultation period. Employees should be advised that they have the right to be 
represented by a Trade Union official at any consultation meeting.  

4.10 An HR Advisor should be present at all the group consultation meetings. Written 
notes of these meetings should be made and all employees should sign an 
attendance sheet to confirm their attendance at the meeting.  If an employee cannot 
attend they should be sent a written record of the meeting.  

4.11 At the group consultation meeting, employee(s) should be advised of the following:  

 reasons for the redundancies;  

 the nature of the formal consultation period in which the employee has an 
opportunity to offer comments/thoughts/ideas etc. on ways of avoiding 
redundancies;  

 the redundancy selection criteria to be used to select staff for redundancy; 

 they have the opportunity to raise any questions they have on any aspect of the 
consultation or the reasons and process for the redundancies;  

 the ways in which the Council will be trying to avoid redundancies such as 
redeployment/other measures;  

 that there will be a right of appeal if the consultation results in staff reductions 
and they are selected for redundancy; and 

 that they may arrange further meetings as necessary to ensure that all relevant 
avenues are explored to avoid redundancies.  

 
4.12 Following these meetings, written confirmation will be sent to each employee 

confirming the points discussed and advising them of the date that the consultation 
period finishes.  

 
4.13 Once the formal consultation period ends all employees that have been consulted 

with will be written to and informed whether the proposals have been changed 
following consultation. They will also be given a copy of anonymised comments and 
responses to comments raised during the consultation. 

 
 
5  Measures to avoid compulsory redundancies 
 
5.1 Measures to avoid compulsory redundancies will include:  

 seeking volunteers;  

 voluntary reduction in hours, including the cessation of overtime working;  
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 job sharing;  

 natural attrition (wastage); 

 making details available of any early retirement or voluntary redundancy 
package that may be available;  

 early restriction on recruitment and non-replacement of posts;  

 redeployment within the Council; and 

 re-training of employees to meet requirements of vacant posts internally (as 
reasonable/ proportionate) 

 
5.2 Further guidance on redeployment can be found in the Redeployment Policy.  

 
6 Selection for redundancy – process and criteria  

6.1  The Council recognises that in determining who should be selected for redundancy, 
an appropriate “selection pool” needs to be determined – there are no fixed rules as 
to how this selection pool should be defined. In deciding whether a redundancy 
selection pool was fair, an employment tribunal cannot substitute its own view of the 
appropriate pool, but it can decide whether the pool chosen by an employer (in this 
case the Council) was within the range of what is termed, “reasonable responses”. 
It may be the case that the Council may wish to select a particular employee in 
isolation (a selection pool of one) and this may be done on the strict proviso that the 
employee selected occupies a unique or highly specialised job role and that there 
are no other employees performing a very similar role with similar qualifications 
and/or expertise.  

6.2  In terms of selecting the right pool, the starting point is to determine which particular 
kind of work is ceasing or diminishing and which employees perform that kind of 
work. For example, if it is determined that the work undertaken by Accountants is 
set to diminish, the Council may decide, in agreement with the recognised Trade 
Unions, that all Accountants within the entire Council, as well as those employees 
performing very similar work with similar qualifications, should be placed in the 
selection pool. “Similar work”, for the purposes of this policy only, shall mean those 
employees who, although not necessarily holding the same job title, perform two-
thirds or more of the job description of employees whose work is set to diminish. 

6.3  HR Advisers/Managers and Trade Union Representatives should be consulted in all 
cases when determining a fair selection pool and wherever possible, firm 
agreement needs to be reached, with the key proviso that the Council will, in all 
cases, genuinely apply its mind to the issue of who should be in the “selection pool”. 

6.4 Once the selection pool has been determined, it will be necessary to determine 
which employees should be made redundant. In all cases, this will be done using an 
interview process (not entirely dissimilar to a recruitment interview) but based on the 
following criteria: work performance, skill/competence, disciplinary record and 
attendance record (see Appendix 2) as well as competency-based interview 
questions. Should a manager wish to utilise additional criteria, these criteria need to 
be ratified by an HR Practitioner/Manager and subsequently agreed with the Trade 
Union representatives. However, although the interviewing and selection process 
should always include the 4 criteria specified above, for most job categories, it may 
be necessary to widen the interviewing process to include competency-based 
questions which should be developed from the job description and person 
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specification of the job that is the subject of the redundancy exercise. Competency-
based questions are used to identify the key competencies, actions and behaviours 
required for the job going forward and are particularly relevant for specialised roles 
and/or supervisory/management positions. Guidance notes will be available to 
guide the Manager and the HR Practitioner, noting carefully that clear and specific 
agreement should be reached with the affected employees and their Trade Union 
representatives as part of the initial consultation meeting(s) at the onset of the 
redundancy exercise. 

  
6.5  Work Performance 

The department must be able to show that there is objective evidence to support a 
selection based on this by criteria, as demonstrated by following the procedures for 
managing performance-related matters.  

 This may include outcomes (e.g. written warnings) from formal performance 
capability hearings, where they are still valid; informal performance action plans; 
and employee review and development feedback documentation. 

 
6.6  Skill/competence 

This focuses the Council on the retention of a balanced workforce which means that 
objective selection criteria related to departmental needs are required. Employees 
should be able to see what criteria are being used and how they are to be applied. 
Formal qualifications and advanced skills can also be considered, where they are of 
direct relevance to future service provision and/or skill-mix requirements.  

 Distinction should be made in this area between those qualifications that are 
essential for the role and those that are desirable. This will be based on the 
proposed job description for the role, with due regard to the competency-based 
provisions referred to in clause 6.4. 

 
6.7  Disciplinary Records 

Only currently valid disciplinary sanctions should be taken into account. Expired 
disciplinary warnings should not be considered. It is appropriate to consider informal 
supervisory support plans but only where they were written 6 months or less prior to 
consultation. 

The department must be able to show that there is objective evidence to support a 
selection based on this criterion, as demonstrated by following the procedures for 
managing disciplinary matters.  

 
6.8  Attendance Record  

It is imperative that appropriate records have been maintained in order to use this 
criterion. On no account shall the Council take into consideration absence due 
pregnancy or childbirth when calculating absence. Similarly, account should not be 
taken of any absences which are as a result of an employee’s recognised disability 
or pregnancy. 
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The department must be able to show that there is objective evidence to support a 
selection based on this by criteria, as demonstrated by following the procedures for 
managing ill-health and attendance matters.  

 
6.9  Applying the criteria fairly 

  The Equalities Act 2010 applies in all cases of organisational change and 
redundancy situations. As such, any factors that would prevent one group of people 
unjustifiably meeting redundancy selection criteria more easily than others should 
be avoided. In addition, any employee who is engaged in asserting a statutory right, 
for example, requesting flexible working, whistle-blowing or acting as a Trade Union 
representative, should not be selected for redundancy on the basis of asserting that 
right. To avoid doubt, advice should be sought from Human Resources.  

Further details of equality impact assessments and the respective guidance and 
forms can be found at intranet page 1645.  

  
 Employees selected for redundancy have a right of access to the records that 

established their selection for redundancy following the interview process as 
described above.   

7 Avoiding Compulsory Redundancy 

7.1 The Council is required to consider and respond to all proposals to avoid 
compulsory redundancy in a reasonable and proportionate way.  

7.2 Methods the Council will utilise to avoid compulsory redundancy include those 
outlined below. 

 
7.3 Seeking Volunteers for Redundancy and/or Early Retirement  

7.4 Whilst applications for voluntary redundancy may be considered, such applications 
will be subject to, and based upon the requirements of the service. In the first 
instance, volunteers for redundancy will be requested and details of redundancy 
payments (and where appropriate, pension benefits) will be made available.  

7.5 If asking for volunteers attracts more interest than required, or employees from 
essential service areas express an interest in voluntary redundancy, or employees 
with specific skills that the Council would need to retain express an interest in 
voluntary redundancy, then the Council has the right not to accept an employee’s 
request. A proper business case that objectively weighs the positive and negative 
aspects of approving or declining the application (such as a cost-benefit analysis) 
should be undertaken by the appropriate manager. 

7.6 Employees wishing to be considered for phased or graduated retirement should, in 
the first instance, discuss their request with their line manager; further information 
and guidance can also be sought from their HR Practitioner and the Pensions 
Department. Although the default retirement age has been removed, older 
employees can choose when they wish to retire. Similarly, employees wishing to 
reduce their hours (i.e. part-time working) should discuss their proposal with their 
line manager, with further information obtainable from their respective HR 

http://intranet.powys.gov.uk/index.php?id=1645
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Practitioner or trade union representative. More information on making such 
requests can be found in the Flexible Working Policy. Furthermore, the Council, as 
part of any restructuring proposals, may invite applications from employees to be 
considered for voluntary redundancy. This will generally be undertaken on a 
Service-by-Service approach and employees are strongly urged to make 
themselves familiar with any supplementary guidance that may be in force at the 
time of making their application. 

 
7.7 Heads of Service may consider requests for “bumped” redundancies. In these 

circumstances, employees may volunteer for redundancy to make way for 
employees with transferable skills whose role may be identified as compulsorily 
redundant and who do not wish to leave the employment of the Council. 

 
7.8 Redeployment  

 The Council has a Redeployment policy that sets out the approach that should be 
taken with employees who face a possible redundancy situation. Reference must be 
made to this policy to avoid unnecessary redundancies and to retain the required 
skills. 

8 Notice Periods  

8.1  Unless the employee’s contract of employment states otherwise, the statutory 
period of notice is as follows:  

 One month or more but less than two years service – one week notice;  

 Two years or more but less than 12 years service – one week’s notice for each 
year of continuous employment; and 

 Twelve years or more service – twelve weeks notice 
 
8.2  For the purpose of assessing service, any continuous service from previous Local 

Authorities and certain other agencies may be counted in terms of the Local 
Government Modification Order - Redundancy Payments (Continuity of 
Employment in Local Government, etc.) (Modification) Order 1999. 

8.3  The notice of redundancy must be issued at the Statutory Dismissal (Redundancy) 
Interview and confirmed in writing to each individual affected including the following 
details:  

 reasons for the redundancy;  

 effective date of redundancy;  

 redundancy payment and how that has been calculated; and  

 right of appeal  
 
8.4  If an employee leaves early without serving the requisite notice or without the 

Council’s agreement then this counts as a resignation and the employee may lose 
the right to a redundancy payment. Guidance must be sought from the HR 
department in such instances.  

9 Appeals against Redundancy  

9.1  An employee of the Council wishing to appeal against selection for redundancy 



 10 

should do so in writing to the Professional Lead for HR within 10 working days of 
receiving written notification of the redundancy.  

9.2  Appeals against redundancy will be heard by an Appeals Panel consisting of 
Elected Members of the Employment Committee with the necessary background 
and training. They will be advised by an HR Practitioner in the appeal. 

9.3  The Appeals Panel will hear the appeal as soon as practicably possible. Generally, 
this will be within 30 working days of registration of the appeal with the Professional 
Lead for HR. However, it must be recognised that in some cases there may be 
delays on either side due to numerous reasons. 

9.4  The employee shall be given not less than 10 working days' notice of the date of the 
hearing and may call witnesses and produce documents that are relevant to the 
appeal. All documentary evidence produced in pursuance of an appeal will be made 
available to all parties. The procedure to be followed at the Appeals Panel is the 
same as the appeal process outlined in the Council’s Disciplinary policy.  

9.5  The grounds for an appeal may include:  

 the selection procedure used;  

 the application of the procedure.  
 
9.6  Where the appeal is not upheld, the employee will be informed in writing within 5 

working days of the hearing and the panel will then notify the employing department 
of the decision.  

9.7  Council employees are entitled to be represented by a fellow colleague or Trade 
Union representative at any stage of their respective appeal hearing procedure. 

 
10 Misconduct by Employees during Notice Period 

10.1  If an employee is found to have breached their conduct in such a way as to justify 
summary dismissal, the employee loses their right to a redundancy payment.  

10.2  The Council is thus entitled to terminate the employee's contract by reason of the 
employee's conduct in accordance with the Council’s Disciplinary policy.  

 
11  Assisting Employees ‘At risk of Redundancy’ 

 
11.1  The following list is not exhaustive but gives guidance on the areas of assistance 

that may be given to employees whose posts have been declared redundant. 
Information and guidance on accessing support should be sought from the 
Council’s Recruitment Team in the first instance.  

11.2  Employment options 

 redeployment register & support; 

 redundancy counselling; 

 CV writing training;  

 interview skills training; 

 advice on retraining;  
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 circulation of internal vacancy details; and  

 where possible, advice on external vacancies/organisations. 
 

11.3 Reasonable Time Off 

An employee who is under notice of redundancy is entitled to reasonable time off 
during working hours to look for new employment or make arrangements for training 
for future employment. The employee is entitled to be paid at the appropriate 
contractual rate for the period of absence. 

11.4 External assistance 
 
 For employees who live in Wales, the Welsh Government’s ReAct Programme, 
 provides a package of support to help people gain new skills, overcome obstacles 
 and improve their chances of returning to work in as short a time as possible after 
 redundancy. Further information can be obtained on their website 
 www.wales.gov.uk or by contacting the ReAct Helpline on 01792 765888. 
 Furthermore, Jobcentre Plus has a “Rapid Response Service” which helps 
 individuals to move quickly into alternative employment without the need to claim 
 welfare benefits. They also help employees write CVs and find employment. 
 
12  Redundancy Payments  

` 12.1  The Council will base redundancy payments on actual pay.  

12.2  Subject to the provisions of section 13 below where applicable, employees with at 
least two years’ continuous service are entitled to a redundancy payment as 
detailed in the “ready reckoners” in the appendices of this policy. 

12.3  Employees are encouraged to apply for vacant posts both within the Council and 
with external organisations, including other local authorities as a way of avoiding 
redundancy. Prior to making any such application to other public sector 
organisations, consideration should be given to the relevant conditions set out in the 
Local Government Modification Order and how this may affect any redundancy 
payment and/or continuous service.  Details of the Local Government Modification 
Order are obtainable from Employment Services. 

 
13 Early Retirement/ Redundancy  
 
13.1 Those employees aged 55 or over who are made redundant will be able to access 

their benefits under the Local Government Pension Scheme and will also qualify for 
a statutory redundancy payment (at actual pay) of up to a maximum of 30 weeks, 
dependant on age and length of service. This is in accordance with the attached 
tables (“ready reckoners”) – appendix 4. 

 
13.2  In circumstances where the cost of the total package (including pension strain) for 

an employee in the over-55 category amounts to less than that for an employee 
aged 54 in the under 55 category (with the same amount of service), the Council 
will make a payment equivalent to the difference in cost.  

 

http://www.wales.gov.uk/
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13.3 In more detail this can be explained as employees aged 55 or over at the date of 
redundancy are entitled to statutory redundancy compensation based on actual pay 
and access to their Pension (if scheme members). Employees under the age of 55 
are entitled to redundancy compensation based on the Council scheme. Employees 
who are 55 and over at the time of redundancy can access their pension early with a 
cost attributed to the Council known as pension strain. The total redundancy package 
inclusive of pension strain for employees aged 55 or over on the statutory scheme will 
not be less than the redundancy package if the employee was under 55 and on the 
Council scheme. In the event of the statutory package plus pension strain being less 
than if the individual was under 55 the difference will be paid. This ensures equity 
across the scheme. 

 
Please see the two examples given below; 
 
Example 1 – Demonstrates a shortfall position that would be made up by the 
Council. 
 
Example 2 – Demonstrates no shortfall and therefore no “top-up” is required. 

 

 
 

Example 1     Example 2     

Age 59   Age 59   

Length of Service 20 Years   Length of Service 22 Years   

            

Annual Salary £53,173.00  Annual Salary £21,519.00  

Weekly Pay   £1,019.76   Weekly Pay   £412.69   

            

Statutory Weeks 29   Statutory Weeks 29   

            

Statutory Redundancy Payment £29,573.04   
Statutory Redundancy 
Payment £11,968.01   

Pension Strain £13,654.89   Pension Strain £14,815.81   

            

Total  £43,227.93   Total  £26,783.82   

            

            

Council Redundancy Scheme 
Weeks 45   

Council Redundancy Scheme 
Weeks 45   

            

Council Redundancy Payment £45,889.20   Council Redundancy Payment £18,571.05   

            

Shortfall £2,661.27   Shortfall £0.00   

            

            

Total Package Due     Total Package Due     

            

Pension Strain £13,654.89   Pension Strain £14,815.81   

Redundancy Payment £32,234.31   Redundancy Payment £11,968.01   

            

Total £45,889.20   Total £26,783.82   
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13.4 Where voluntary redundancy has been granted, accrued pension rights in the Local 

Government Pension Scheme (LGPS) and from 1 April 2014 the LGPS 2014, will 
be frozen. These ‘preserved benefits’ may be transferred, at any time before age 
65, to another approved pension arrangement. Alternatively, pension benefits in the 
Local Government Pension Scheme may be drawn from age 60 (with actuarial 
reductions) or from age 65 unreduced.  

 
 
 
 



 

Appendix 1 
 

PROPOSED REDUNDANCY TIMELINE - (SERVICE NAME) 
 

(PROPOSED DATE REDUNDANCIES TAKE EFFECT) 
 

ACTION Date (s) 

Business Case Report to Head of Service and/or Strategic Director/Director 
and Portfolio Holder for ratification of restructure/redesign process 
(dependent on whether less or more than 5 posts are at risk of redundancy 
and/or change) – refer to section 3.   

 

Business Case and associated paperwork forwarded to Trade Unions at 
least a week before pre-consultation meeting. 

 

Pre-consultation meeting with Trade Unions to discuss the proposals, 
discuss selection criteria for any redundancies and agree subsequent 
meeting dates.  

 

Consultation meeting date arranged and letters sent confirming the VENUE 
and TIME. Written reasons to be sent to each individual employee affected, 
including copies of the business case/report and any revised job 
descriptions/ structures and relevant financial information. 

 

Consultation period commences with group meeting with employees and 
Trade Union representatives and subject to statutory time frames. 

 

Individual consultation meetings with employees (during consultation 
period) – HR Practitioner and Trade Union representative can attend. 

To be arranged 
on request. 

Formal Consultation period ends.  Comments and feedback to be submitted 
to Head of Service or nominated manager by 3.30p.m.    

 

Head of Service or nominated manager and HR Practitioner to meet to 
consider comments received during consultation process and consider any 
voluntary reduction/redundancy/retirement requests from staff. 

 

Notes of all consultation meetings, comments received and responses 
given to be sent to affected staff. 

 

Selection pool exercise for redundancy as described in section 6  

Selection for redundancy interviews using prescribed criteria as per section 
6 

 

Meet with the selected employee(s) and provide written notice confirming 
the outcome of selection for redundancy detailing the notice, date of leaving 
and advice on right of appeal. 

 

Send redeployment questionnaire – must be returned within 5 working days  

Employee, Line Manager, Recruitment Team, & HR Advisor collectively 
look for redeployment options. 

 

Deadline for appeals  

Appeal Hearings to be arranged 
As and when 

required 

Leavers to be processed  
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Appendix 2 
Redundancy Selection Assessment by Interview  
 
Senior Managers, Heads of Service and Directors are strongly advised to seek advice 
from Human Resources regarding consistency and fair application of this assessment 
process and of the potential costs before finalising any decisions regarding which 
employees are selected for redundancy.  

 
Volunteers for redundancy 

If an employee is volunteering for redundancy/ retirement and that volunteer will save a 
redundancy situation, there is no need to complete the remainder of the assessment in 
most cases, although HR advice should be sought. Should the department find, however, 
that there are too many volunteers or they are in areas where reductions cannot be made, 
then the interview assessment process will be required to take place in order to select 
those employees for redundancy – there shall be no exceptions to this provision. 

 
The Interview Selection process 

As stated under section 6 of the policy, all employees in the “selection pool” will need to be 
interviewed in order to fairly and equitably select those who will be made redundant. The 
interview shall be conducted by a senior manager assisted by an HR practitioner. If 
necessary and where appropriate, the employee’s line manager can be present or can be 
consulted with before the final scores are ratified. 

 
It is important to note that the interview will take the form of a structured, recruitment-style 
interview that encompasses both the criteria referred to in section 6 of this policy as well 
as the competency-based questions. 

 
Employees can be assisted by a Trade Union representative or work colleague at the 
interview provided that they are not part of the selection pool. However, representatives 
shall not be permitted to answer questions on the employee’s behalf. Note also that due 
regard must be given to accommodating an employee’s disability – this may mean, for 
example, a ground floor interview room to accommodate an employees’ or a 
representative’s mobility problems and includes any other reasonable adjustments that 
may need to be made. 

The interviewer(s) must follow the interview format as set down below: 

 Welcome and introductions; 

 Purpose of the interview; 

 Ensure all paperwork has been submitted, i.e. Employee Development Reviews, 1 
to 1/ supervision notes, attendance records, employee’s personal file, etc.; 

 Use a minimum of 4 to a maximum of 10 selection competency-based questions; 
(see below); 

 Record the employee responses taking the utmost care to use professional and  
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appropriate language (these notes may be used at any subsequent Redundancy 
Appeal!) 

 Conclude the interview and explain the next steps to the employee 

 Ensure that all parties to the process are satisfied that a fair interview has been 
conducted. 

 
 Thank all parties for their participation and inform when the final results will be 

made. 
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Appendix 3 
 

BASIC SELECTION CRITERIA AND SCORING SYSTEM  

 
 

Work performance          Points 
 

1. Outstanding – consistently exceeds company standard    15 
2. Exceeds objectives of the role        12 
3. Meets all objectives of the role        9 
4. Meets some objectives of the role        6 
5. Fails to meet objectives of the role       3 

 
 
Skill/ Competence 
 

1. Fully competent, multi-skilled, supports others on regular basis   15 
2. Fully competent in current role        12 
3. Competent in most aspects of role, requires some supervision   9 
4. Some competence in role, requires regular supervision and guidance  6 
5. Cannot function without close support and/or close supervision   3

  
 
Disciplinary record 
 

1. No record of disciplinary action        5 
2. Record of informal disciplinary action       4 
3. Verbal warning (current)         3 
4. Written warning (current)         2 
5. Final written warning (current)        1 

 
 
Attendance record* 
 

1. No recorded absences         5 
2. Some absence but below average of selection pool     4 
3. Attendance in line with selection pool average/ Council “trigger points”  3 
4. Absence level above selection pool average/ reached Council “trigger points” 2 
5. High/ unacceptable level of absence – subject of corrective action   1 

 
 * Ignore all absences related to disability or pregnancy 
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Appendix 4 
 

Redundancy Payments Ready Reckoner 
 

55 years and over 
 

Service (Years) 

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

                    
55 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22 23 24 25 26 27 

56 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 23½ 24½ 25½ 26½ 27½ 

57 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25 26 27 28 

58 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 26½ 27½ 28½ 

59 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28 29 

60 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 29½ 

61+ 3 4½ 6 7½ 9 10½ 12 13½ 15 16½ 18 19½ 21 22½ 24 25½ 27 28½ 30 

 

Source: Department for Business, 
Innovation and Skills 

 

 

 

Redundancy Payments Ready Reckoner 
Compulsory redundancy – below 55 years 

 

Length of Continuous 
Local Government 
Service (completed 

years) 

Number of Weeks 
Redundancy Pay 

2 4.5 

3 6.75 

4 9 

5 11.25 

6 13.5 

7 15.75 

8 18 

9 20.25 

10 22.5 

11 24.75 

12 27 

13 29.25 

14 31.5 

15 33.75 

16 36 
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APPENDIX 5 
 

Voluntary Redundancy Payments Ready Reckoner 
(up to 55 years) 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 

Important: 
 
Those employees aged 55 or over who are made redundant will be able to access their 
benefits under the Local Government Pension Scheme and will also qualify for a 
statutory redundancy payment (at actual pay) of up to a maximum of 30 weeks, 
dependant on age and length of service.  
 
In circumstances where the cost of the total package (including pension strain) for an 
employee in the over 55 category amounts to less than that for an employee aged 54, in 
the under 55 category (with the same amount of service), the Council will make a 
payment equivalent to the difference in cost.  

 
 
 

17 38.25 

18 40.5 

19 42.75 

20 45 

Length of 
Continuous 

Local 
Government 

Service 

No of weeks 
Redundancy 

Pay 

2 5.5 

3 8.25 

4 11 

5 13.75 

6 16.5 

7 19.25 

8 22 

9 24.75 

10 27.5 

11 30.25 

12 33 

13 35.75 

14 38.5 

15 41.25 

16 44 

17 46.75 

18 49.5 

19 52.25 

20 55 
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APPENDIX 6 
 
 

Template – communication to employees inviting applications for 
voluntary redundancy 

 
 

As your service area embarks on a restructuring exercise in line with the Council's overall 
business strategy, voluntary redundancy applications from employees may be accepted 
from (DATE). It is the intention of the Council to avoid compulsory redundancies where at 
all possible but in some circumstances, this may be unavoidable due to the enormous 
pressure on our financial resources. You may be aware that the Cabinet approved a 10-
week enhanced redundancy payment for employees who voluntarily request redundancy.  
  

Each application for voluntary redundancy will be carefully assessed and an objective 
cost-benefit analysis will be undertaken to determine whether it is in the best interests of 
the Council to approve the application or decline it. Respective Heads of Service will make 
the final determination on each application. 
  

All applications must be in writing and be submitted to your line manager who should 
discuss your application with you within two weeks of receipt of your written application. 
Managers may wish to consult their HR Adviser for advice in this regard. Employees are 
reminded that this is not a new Voluntary Severance Scheme. All voluntary redundancy 
applications will be considered in terms of the Redundancy Policy and this guidance/ 
memorandum must be read in conjunction with the provisions of the policy, particularly 
section 7. 
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Appendix 7 
 

Guidance notes on Unfair Selection 
 

 
Discriminatory or unfair selection 
 
A redundancy dismissal may be found to be discriminatory under employment equity 
legislation where selection was on the grounds of sex, marital status, race, disability, 
sexual orientation, age, religion or belief. 
 
For example, selecting part-timers for redundancy may amount to indirect discrimination 
against women. In such circumstances the Council will have to show that the selection is 
justifiable. For example, this may be possible if the Council can demonstrate that it is not 
practicable to fit part-timers who are predominantly female into revised shift patterns. 
 
The Council will need to be able to show that in selecting a particular employee they had 
compared him or her in relation to the agreed selection criteria and interview with those 
others who might have been made redundant and that, as a result, it emerged that the 
employee was fairly selected. A claim for unfair selection may also arise where Managers 
have failed to undertake a reasonable search for alternative work throughout the Council  - 
see section 7 of this policy or the Council’s Redeployment Policy. 
 
 
Fixed-term employees 
 
The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 
(SI 2002/2034) give fixed-term employees the right:  

 

 
 not to be treated less favourably than a comparable permanent employee with 

regards to terms and conditions of employment  
 

 to be informed of suitable permanent vacancies in the organisation  
 

 to have their contracts automatically converted to indefinite ones after four years 
(the four years must start after 10 July 2002 and the employee must have been 
employed on successive contracts) unless the employer has a good reason not to 
do so  

 

 the right not to be selected for redundancy or be unfairly dismissed if the principal 
reason for the selection was because they were a fixed-term employee  

 

 to make a complaint to a tribunal seeking a written statement which sets out the 
reasons for the less favourable treatment complained of.  

 
 

The right to no less favourable treatment applies where:  

 

 the less favourable treatment is on the grounds that the employee is on a fixed-term 
contract and the difference in treatment cannot be justified on objective grounds. 
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Appendix 8 

 
GUIDANCE NOTES ON CONDUCTING COMPETENCY-BASED INTERVIEWS AS 

PART OF A REDUNDANCY EXERCISE 
 
 

Introduction 
 
As outlined earlier, once applications for volunteers have been received and further job 
cuts are still necessary, the decision as to which employees will be dismissed due to 
redundancy will be made through a proper structured interview process. 

 
 
General Principles of competency-based interviews 
 
Competency-based interviewing (also called structured interviewing) is a technique that 
uses specific questions designed to test one or more specific skills that are required for the 
job role. The answer(s) provided by the employees are then matched against pre-
determined criteria and scored accordingly. For example, a common skill or competency 
tested for is the ability to work under pressure in a stressful environment; in this case, the 
question may be posed by asking the employee how he/she deals with stress and then 
asking them to provide an example of a situation where he/she worked under pressure 
and how he/she dealt with the pressure. 
 
Put another way, employees will be asked questions relating to their behaviour in specific 
circumstances, which they will need to back-up with firm examples from their own 
experiences. Each question will target a specific skill or competency. Candidates will be 
asked specific questions relating to their behaviour in specific circumstances, which they 
then need to back-up with concrete examples from past experiences. The interviewers 
may then dig deeper into the example provided by the candidate by asking them specific 
explanations about the candidate’s behaviour or skills. 
 
 
What skills and/or competencies is the interviewing manager looking for? 
 
The list of skills and competencies that can be sought and tested varies depending on the 
post the candidate wishes to apply for or retain. For example, for a Personal Assistant 
post, skills and competencies would include communication skills, the ability to organise 
and prioritise workload and the ability to work under pressure. For a Senior Manager, 
required skills and competencies may include an ability to influence and negotiate, and 
ability to work under pressure, an ability to lead and the capacity to take calculated risks. 
 
The following is a non-exhaustive list of the more common skills and competencies that 
may be tested: 
 

 adaptability; 

 change; 

 compliance; 

 communication; 

 conflict management; 

 creativity and innovation; 

 customer needs and service; 

 decisiveness; 

 delegation; 
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 external awareness; 

 flexibility; 

 independence; 

 influencing and leading; 

 integrity; 

 leadership; 

 leveraging diversity; 

 organisational awareness; 

 resilience and tenacity; 

 risk-taking; 

 sensitivity to others; and 

 team work. 
 
 
Types of competency-based questions 
 
Although most competency-based questions tend to ask for examples of situations where 
a candidate can demonstrate specific skills, they can be asked in numerous ways: 
 

 How do you ensure that you maintain good working relationships with your senior 
colleagues? 

 Give us an example of a situation where you had to deal with conflict involving an 
internal or external customer? 

 How do you influence people in situations where there are conflicting agendas? 

 Tell us about a situation where you made a decision and then changed your mind. 
 
In many cases, the interviewers will start with a general question, which they may then 
follow-up with more specific example-based questions, such as, “give us an example of a 
situation where you had a fundamental disagreement with one of your seniors?” 
 
Interviewers will need to ascertain that the candidate has demonstrated that they have 
required skills for the role. 
 
 
How competency-based interview questions are scored 
 
Before the interview, the interviewers will have determined which types of answers would 
score positive points and which types of answers would count against the candidates. For 
example, for questions such as “Describe a time when you had to deal with pressure at 
work”, the positive and negative indicators may be as follows: 
 
Positive indicators: 
 

 Demonstrates a positive approach towards the problem; 

 Considers the wider need of the situation/ holistic view; 

 Candidate recognises their own limitations; 

 Is able to compromise; 

 Is able to prioritise workload; 

 Is willing to seek help when necessary; 

 Uses effective strategies to deal with pressure/stress. 
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Negative indicators: 
 

 Perceives challenges as problems; 

 Attempts unsuccessfully to deal with the situation alone; 

 Uses inappropriate strategies to deal with pressure/stress; 

 Unable to demonstrate how competing demands are dealt with. 
 

 
Marks are then allocated depending on the extent to which the candidate’s answer 
matches the pre-determined indicators. Such as the following: 
 
0 No evidence   No evidence demonstrated 
 
1 Poor    Little evidence of positive indicators; mostly negative 
     indicators, some evidence of serious problems 
 
2 Areas of concern  Limited number of positive indicators, many 
     negative indicators, some serious 
 
3 Satisfactory   Satisfactory or average display of positive indicators, 
     Some negative indicators but non-serious 
 
4  Good to excellent  Strong display of positive indicators 
 
 
If the interviewers feel that there are areas that the candidate may have failed to address 
in their answers, the interviewers may assist the candidate by probing answers 
appropriately by asking clarity-seeking questions. Interviewers must ensure, however, that 
all interviews are conducted fairly and consistently – in short, if one candidate is prompted 
then all candidates should be offered the same level of prompting where required and if 
appropriate. 


