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Redundancy Checklist for Third Sector Organisations in Greenwich 

 
This checklist has been adapted by GAVS from the LVSC Redundancy Checklist, in order to 
advise Greenwich third sector groups affected by Greenwich Council Commissioning 2011-14 
funding decision delays. It outlines recommended steps and a timeline to take regarding 
potential redundancies as a result of uncertain future funding.  

On pages 3&4 there is further guidance. However, it is important, that you refer to the full 
guidance on redundancies, which may be found on the LVSC website here and that you seek 
advice to ensure that you are able to meet your legal obligations. LVSC offer free 1:1 advice to 
organisations via their telephone helpline, 0203 349 8921. GAVS and LVSC are also offering free 
1:1 surgeries on Thurs 16th Dec. Places are limited, so to book call GAVS on 020 8858 1363. 

 
 
 

 

3rd Dec 2010: Letter received from Greenwich Council informing of delays in 
Commissioning funding decisions. 
 

6-10th Dec: Your Management Committee/Trustees/Chief Executive (as 
appropriate) meet to discuss implications of delayed funding decisions on your 
projects, service delivery, staff, contracts, other donor grants and organisation. 
 

Before you act: 

 Check whether your organisation has a redundancy policy and ensure that 
employees are made aware of its contents. A model policy can be found here. 

 Have you considered ways of avoiding redundancy e.g. freezing vacant posts, 
reducing temporary staff, reducing hours of work, finding alternative funding? 

 Take advice: make sure you have the necessary information to act prudently, 
to protect jobs where possible and to ensure that all the legal obligations are 
met. Book a 1:1 surgery with LVSC at GAVS or call the LVSC Helpline. 

 

6-10th Dec: Invite staff to an open meeting to inform them of the Council 
delays, what implications this may have for the organisation/project and staff 
and the next steps that will be taken. 

http://www.lvsc.org.uk/Templates/information.asp?NodeID=90189&i1PNID=90016&i2PNID=90165
http://www.lvsc.org.uk/files/101754/FileName/ModelRedundancyAgreement.pdf
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13-17th Dec: Hold open meeting with staff. Note this is a general meeting and no 
questions relating to individual queries can be answered at this stage (these will be 
answered in the 1:1 consultations - see below) 

17-31st Dec: Send letters to employees individually inviting them to a 1:1 
consultation meeting in January (arrange these as soon as you can). This written 
notification to the individual should inform them that they are likely to be made 
redundant and explain the process that will be followed. (See full guidance and 
template letter here - Appendix 1, pg 22, and also summary guidance below.) 
 

Early-mid January 2011: Hold individual consultation meetings. 
 
 Employees should be consulted individually, no matter how many staff are 

being made redundant, whether they are members of a trade union or not, and 
however inevitable the redundancy may seem. 

 It is recommended that at least 2 consultation meetings are held with 
individuals with at least a 2-week gap between them. The first meeting would 
follow the sending out of written notification to the individual that they are 
likely to be made redundant. Not until a second meeting (at least) has taken 
place should notice be given.  

 To help ensure a fair redundancy process, the employee can be accompanied by 
a work colleague or trade union representative at these meetings, and allowed 
to appeal against the decision made following the meetings. 

 If 20 or more employees are to be made redundant, consult with any recognised 
trade union or with employee representatives in an attempt to avoid or minimise 
the need for redundancies as soon and as fully as possible.   

 It is worth reminding staff that should funding be secured from the Council for 
2011-14 or from alternative donors, which would enable staff positions to be 
funded, then the redundancy process would be overturned. In addition, 
guidance on renewal of contracts or re-engagement can be found here. 

 

Jan/Feb 2011: Formal notice given to employees, only after at least 2 consultation 
meetings have been held. See full guidance here, including template letter 
(Appendix 2, pg 23).  

 The statutory minimum notice periods after an employee has worked for one 
month, is one week for each year of service up to a maximum of 12 weeks for 12 
years or more continuous service. If the employee's statement of terms and 
conditions of employment gives a longer notice period than the statutory 
minimum, then that would be the employee's contracted right, unless the 
statutory entitlement exceeds the contractual notice period. 

 Redundancy payments: You will need to carefully consider this in your budgeting. 
This includes considering payments in lieu of notice. See below and also for full 
guidance see sections 3D & 3E here. 

 

http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf
http://www.lvsc.org.uk/files/101760/FileName/Redundancy-RenewalRe-engagement.pdf
http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf
http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf
http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf
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Further information is given below.  
More detailed guidance may be found in LVSC's Redundancy - A Guide 
 
 
Written information provided to the employee at the start of the consultation period  
 This should include: 

 The reason for the redundancies; 

 The proposed method of selecting the employees who may be made redundant; 

 How the dismissals are to be carried out, taking account of any agreed procedure, 
including the period over which the dismissals are to take effect; 

 Information on how redundancy pay will be determined. 
 

 It is good practice to provide information to individuals on other aspects of the way 
redundancies will be handled such as: 

 Can redundant employees leave before their notice expires? 

 What arrangements are there for redundant employees to have time off to seek 
alternative work? It is a statutory entitlement for employees who have been 
continuously employed for at least 2 years to be allowed reasonable time off to look 
for another job or to arrange training. 

 Would an employee's earnings be protected if they accepted another post at a lower 
grade? 

 
 
Selection Criteria 

 Establish the selection criteria and how such criteria will be applied.   

 Ensure that the criteria are fair and objective and not dependent on individuals' opinions. 

 Examples of selection criteria include work performance (but needs to be supported by a 
detailed appraisal system to provide sufficient objective evidence), disciplinary or absence 
records (but must be accurate and not be discriminatory so take account of reason for absence 
e.g. maternity leave, disability-related), level of skill/qualification (but must be seen to be 
relevant to the future of the organisation). 

 
Alternative employment 

 Could the employee be offered a suitable alternative job? They may be assimilated to a job 
very similar to their own, or redeployed if a job is broadly suitable. Further guidance here. 

 If so the offer must be made in writing before the termination of the job from which the 
employee is being made redundant, and it must show how the new employment differs from 
the old. The new contract must take effect within 4 weeks from the old contract ending and 
the employee has a statutory right to a trial period of four weeks.  

 

http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf
http://www.lvsc.org.uk/files/93905/FileName/Redundancy-SuitableAlternativeEmployment.pdf
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Appeal 

 In order to help ensure a fair procedure, the employer should allow the employee to appeal 
against the decision to make her or him redundant if they wish. The appeal can be on the 
grounds that they feel that they have been unfairly selected for redundancy; or that the 
redundancy process has not been carried out properly; or that a job they considered suitable 
has not been offered to them.   

 
 
Redundancy Payments and Notice 

 An employee who is made redundant with a length of continuous service of at least 2 years 
(including those on fixed term contracts) is entitled to receive as compensation from her/his 
employer statutory redundancy payments. A guidance table for payments can be found here. 

 The amount of payment is dependent on the average weekly wage up to a maximum statutory 
limit of £380 per week (from October 2009). This figure normally increases each year, next 
increase expected in February 2011. 

 For each year of service up to a maximum of 20 years, eligible employees are entitled to: 

 up to and including the age of 21 - half a week’s pay; 

 for each year of service at age 22 or over but under 41 - one week’s pay; 

 for each year of service at age 41 or over - one and a half weeks’ pay.  

 Many contracts of employment will provide for larger payments to be made to employees in 
the event of a redundancy. An employer should check what the statement of terms and 
conditions of employment states in relation to redundancy payments. 

 Organisations will also need to consider whether to make payments in lieu of notice, so that 
an employee does not have to work out their full notice (this may be particularly relevant 
where an employee's notice period is due to end after 31st March 2011). 

 For full guidance on notice periods and redundancy payments see sections 3D & 3E here 

 
 
 
 
Please note: 
This checklist is adapted from the LVSC/PEACe Redundancy checklist, September 210. The material 
in this document does not give a full statement of the law, nor does it reflect changes after 
September 2010. It is intended for guidance only and is not a substitute for professional advice. No 
responsibility for loss occasioned as a result of any person acting or refraining from acting on the 
basis of this material can be accepted by the author or by LVSC or GAVS. 
 
GAVS, December, 2010 

http://www.lvsc.org.uk/files/101763/FileName/RedundancyCalculationTable.pdf
http://www.lvsc.org.uk/files/101768/FileName/RedundancyGuide.pdf

