




Redundancy Checklist

	Sequence of tasks

	Preliminary steps — Prior to making a definite decision to make a position redundant

	1.  
	Assess the motivating reasons for the redundancy. Consider whether the reason for the redundancy would amount to a genuine redundancy.
	

	1.  
	Do you no longer wish the job to be performed by anyone because of changes in the operational requirements of your enterprise or due to insolvency or bankruptcy?
	

	1.  
	Are there reasons of an economic, technological, structural nature that necessitates a restructure of the business? Obtain data to support those reasons.
	

	1.  
	Consider alternatives to redundancy, such as transfers, retraining or redeployment (within the employer’s enterprise or the enterprise of an associated entity of the employer).
	

	1.  
	Do you still need to consider redundancies?
	

	Selection of employee to retrench

	1.  
	Select employees for redundancy, in a fair and non-discriminatory way.
	

	1.  
	Identify employees for redundancy by objective selection criteria which are applied consistently to employees whose position may be made redundant. Relevant factors may include a consideration of an employee’s:
(i) qualifications
(ii) skill set
(iii) experience
(iv) performance
	

	Consultation

	1.  
	Consider obligations contained in awards, agreements, contracts, legislation and employer policies that mandate consultation and notification with employee(s) and/or unions about the proposed redundancies before they take effect.
	

	1.  
	Consider whether you are obliged to, or will elect to offer voluntary redundancies.
	

	1.  
	Discuss re-deployment opportunities with employees.
	

	1.  
	Comply with obligations in awards, agreements, contracts and legislation.
	

	1.  
	Notify affected employee(s) and relevant unions (where required) of impending redundancies.
	

	1.  
	Ensure affected employee(s) understand the genuine operational reasons for the impending redundancies.
	

	1.  
	Notify the employee of his/her redundancy and final date of employment in writing.
	

	Entitlements

	1.  
	Identify any entitlement to redundancy/severance pay an employee might have under an applicable award or agreement, contract of employment, employer policy or legislation.
	

	1.  
	Consider whether there are exclusions from paying redundancy pay under the applicable award or agreement, contract of employment, employer policy or legislation.
	

	1.  
	Discuss with an accountant or tax adviser any applicable tax free components of the redundancy/severance payments.
	

	1.  
	Consider whether you will offer additional severance payments to employees above their legal entitlements. If so consider using a Deed of Release.
	

	1.  
	Check applicable award or agreement, contract of employment and legislation for minimum notice periods. Comply with these notice periods.
	

	1.  
	Calculate termination entitlements.
	

	General

	1.  
	Notify other parties affected by the redundancy, eg employee’s superannuation fund, workers’ compensation and other insurers (where relevant), other employees and managers, payroll, key customers etc.
	

	1.  
	Issue an employment separation certificate.
	

	1.  
	Check the applicable award, agreement or contract of employment, employer policies and legislation to see whether you must issue a statement of service.
	

	1.  
	Notify Centrelink where a decision has been made to terminate the employment of 15 or more employees for reasons of an economic, technological, structural or similar nature before termination.
	

	1.  
	Arrange the return of any property of the employer which is in the employee’s custody, possession or control (eg company vehicle, mobile phone, laptop, business cards, office keys, security passes etc). Also, change any passwords and other security measures, which would allow the employee in question to continue to gain access to the business or its computer network.
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REDUNDANCY CHECKLIST

An overview

This Redundancy Checklist Template is useful ensuring that any redundancy is a genuine redundancy and
exploring redeployment opportunities will assist employers in defending an unfair dismissal claim brought

by an employee on the basis that the redundancy was not genuine and the termination of employment was
harsh, unjust or unreasonable.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at

law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





