
University and College Union 

Yorkshire and Humberside Regional Office Advice  

Practical guidance for members involved in redundancy situations 

1. General Information 

If you are "at risk" of being made redundant you have the right to be 

consulted by your employer about the redundancy. Individual 

Consultation should take place before any final decision is made to 

dismiss you. 

A good employer will realise any threat to jobs will cause anxiety, stress 

and uncertainty to affected staff. People react differently and your 

employer should be mindful of the duty of care they owe you in respect of 

your health safety and emotional wellbeing. You should expect to be 

treated with dignity and respect throughout. 

Most employers chose to consult with staff by various methods: group 

meetings, FAQ's stored on internal IT systems, bulletins and one to one 

meetings. There is no time limit on how long consultation should last but 

the law sets minimum periods. If 20-99 staff are to be dismissed collective 

consultation should be for a minimum of 30 days before the first 

dismissal. If the numbers are greater than 100 staff then collective 

consultation should last for a minimum of 45 days before the first 

dismissal. How long the consultation period continues will vary from 

employer to employer and in any event there may be redundancy 

avoidance agreements in place that oblige your employer to consult for 

longer periods. You should not expect to be served with notice of 

compulsory redundancy until collective and individual consultation has 

concluded. You are entitled to individual consultation irrespective of the 

number of staff at risk of redundancy. 
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The following pages provide general advice in the event of you finding 

yourself in this position and because no two employers follow exactly the 

same process local variations will be experienced. 

2. What to do if you are informed that yourself and other co-workers are 

to be subject to a redundancy consultation 

 Keep written records (dates, times, notes, witnesses, e mails, letters 

etc.) of the process that is followed in your situation. This will be very 

important if you experience unfairness and you consider you have 

potentially been dismissed unfairly. 

 Attend any group meetings called by your employer and take 

notes at the meeting. 

 If a UCU Departmental Representative or a UCU Branch Officer is going 

to be in attendance at a group meeting you may want to consider the 

group preparing questions in advance and asking the rep to ask them 

on your behalf. 

 Ensure that you read any communications or information circulated by 

management and if you are not clear about something do not be afraid 

to ask further questions. Your UCU Representatives should be able to 

answer many questions. If they cannot give an immediate answer they 

will endeavour to find out and come back to you. However, bear in 

mind that the questions you have may also be the same questions that 

local officers have and that management are failing to address. 

 If you have specific personal questions for management that you 

require clarification on from the employer put them in writing and 

request written responses. Keep records of these communications and 

if you do not get a response or an adequate response ask again! 

 Your Branch Officers will probably call Branch Meetings, Departmental 

Meetings and issue Newsletters and Bulletins as appropriate to keep 

you informed of what is happening at collective consultation meetings 

and UCU's collective response. Please read UCU literature and do your 

best to get to Branch and Departmental Meetings. 

 If your personal experience of what is happening in your department 

is different to what management are claiming is going on. Please raise 

this with your branch officers so they can raise anonymously on your 

behalf any poor practice reported. 

 Your branch may decide to protest and take some form of collective 

action to defend jobs. If this happens you will be kept informed of 

what is happening, the local committee will be pleased to include you 
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if you wish to get more involved in an industrial campaign and of 

course we expect that you will support the campaign. 

 If you are on sick leave, maternity/paternity leave etc... the employer 

must ensure that you are also kept informed of what is going on so 

that you are not at detriment to colleagues at work. They should keep 

you informed of what is happening and consult with you on an 

individual basis. 

 If you work part time the employer must ensure that you have access 

to information the same as full time colleagues and also consult with 

you on an individual basis. It would be unreasonable to expect you to 

attend meetings on non-working days. Unless of course they are 

prepared to pay you to attend! 

 One of the purposes of consultation is to challenge proposals and to 

devise counter proposals. At local departmental level members are best 

placed to evaluate the business case for restructuring/redundancies 

and hopefully devise alternative approaches. Talk to your work 

colleagues and fellow UCU members to ascertain their views and also 

whether there is a possibility of working collaboratively to put forward 

alternatives. Your local branch officers should be able to help with this 

work and will be able to raise and push counter proposals at collective 

meetings. 

3. Attending Initial Meetings 

Your employer must meet with you on a one to one basis. 

 The more complex your situation is and the more questions you have 

the greater the likelihood you will need further subsequent meetings. 

The employer should not seek to limit the number of one to one 

meetings, so, do not be afraid to ask for follow on meetings. 

 Consultation should be meaningful. 

 You should be given notice of meetings and they should take place on a 

reasonable day and time. The meeting should be in a private location 

and there should be sufficient time available. 

 You should be offered the right to be accompanied by a colleague or 

trade union representative. In large scale redundancy situations it may 

not be possible for UCU representatives to service every single early 

one to one meeting(s) and to some extent the branch committee will 

have to triage requests from members. Realistically it will not be 

possible to attend every single one to one meeting. 
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 Please contact a branch officer to discuss forthcoming one to one 

meetings and raise any queries or problems that you feel may 

come up. Hopefully this guide will help you prepare. 

 If you cannot secure the services of a UCU Representative you may 

decide to go ahead without a rep or seek an alternative date and 

time (always discuss this with your local representative first and do 

not commit reps to meetings without their prior agreement). 

Another option would be to take into the meeting a trusted work 

colleague or friend. 

 If you decide to go it alone or attend meetings with a colleague if 

you have any queries beforehand please telephone or e mail a 

branch officer for advice. 

 Early meetings tend to be more general in nature and cover things 

like the reason for the proposals, how they affect you, your views, 

timelines, voluntary redundancy schemes if they are available, how 

to apply etc... 

 It is likely your line manager will chair the meeting and someone 

from HR will be in attendance to keep notes and answer procedural 

questions. It may appear quite informal but you should treat it 

seriously. 

 If a UCU Representative is attending with you it would be advisable 

to allow time beforehand for a pre meeting. 

 You should prepare for the meeting and think about your questions 

in advance. If management cannot answer your questions be clear 

about when you can expect a response. 

 Ask your representative or work colleague to take notes for you. 

 You should be treated respectfully. 

 If you are not been accompanied by a UCU representative and your 

manager makes statements or asks questions that you consider to 

be inappropriate it would not be unreasonable to say that you are 

not happy to continue with the meeting without a union 

representative in attendance and request another meeting so that 

you can be accompanied. 

 Do not allow your manager to coerce or pressurise you into making any 

commitments or quick decisions. If you are asked anything that you are 

unsure about say you need to consider this more and/or take advice. 

 If you feel that management's proposals are unclear and/or are not 

taking into account particular developments or opportunities raise 

them. You will be surprised how many Institutions develop plans 

and are not fully appraised of what is going on. 
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 Your employer by law has to try and mitigate, avoid and reduce the 

need for redundancies and you may be asked whether you have any 

suggestions as to how this can be achieved. Alternatively you could ask 

your manager if he /she has any suggestions. 

 We would advise that unless you properly understand the situation 

and have some clarity about possibilities/options you do not rush into 

giving any firm suggestions or commitments. 

Questions you may wish to ask: 

 Has natural turnover been considered to avoid the need for cuts? 

 Have all agency workers been taken out of the equation? 

 Has the work genuinely disappeared? 

 Establish whether redeployment opportunities may or may 

not be available. 

 If other jobs are available what process will be followed 

regarding redeployment? 

 Will new posts be on different contractual terms and if so 

what are they? 

 What salary protection arrangements are in place for lower 

grade posts? 

 Is early retirement an option? 

 Would the employer accept as an alternative to redundancy requests 

to reduce contract size or job share? And if so would there be any 

recompense for such voluntary reductions? Would that have an impact 

on continuity of service? 

 Would the employer consider you taking a sabbatical or secondment? 

 In short try and get as much information as possible out of your 

manager so that you are in the best possible position to ensure a fair 

process is been followed, have a full picture of what options are open (if 

any) and are therefore able to make decisions about your future in a 

measured way. 

 If you require reasonable adjustments to be put in place because 

of a disability ensure this has been considered and the employer 

is putting provisions in place. 

 ALWAYS request the formal notes from every meeting you attend. 
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4. Selection Processes 

The recognised trade unions will be consulted about selection processes. 

Criteria should be clear, measureable and objective. UCU is very clear that 

while we may make comments about proposed criteria we will never 

agree selection criteria that might lead to the compulsory redundancy of 

members. How your employer chooses to make decisions about sacking 

people is up to them. 

At the point when it becomes likely that selection processes 

will commence 

You should: 

 Ensure you understand how the selection process will work. Employers 

follow all sorts of processes and procedures to reorganise and 

restructure. They might chose to follow a desk top selection process 

and select against specified criteria especially if they are just looking to 

reduce the number of people. If current post are been removed and 

new posts been created an employer may select people by a slotting 

and matching process whereby anyone who is judged to be doing a set 

percentage (e.g. 70%) of a new role within their current role they are 

matched to the new post(s). Sometimes this process results in more 

people been matched then there are posts available. In which case the 

employer then has to determine further selection methods to 

determine who gets a job. This frequently results in members having to 

attend selection events where they are put through interviews and 

required to deliver presentations. 

 If a desktop selection process is been followed give consideration 

to how you anticipate you will score against each criteria and score 

yourself. 

 If a slotting and matching process is been followed look at your 

current job description and compare it with the proposed new job 

description and see if your role maps across. 

 If you have not got a copy of your current job description request 

one. If one cannot be provided it is perfectly legitimate to ask how 

the employer will make slotting judgements. If your JD is out of date 

raise this with your manager. 

 In all scenarios make sure your employer has accurate records of 

all your CPD, qualifications, knowledge, duties, achievements and 
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experience. If other data such as lesson observation grades, 

sickness data, disciplinary warnings are been used you could request 

your records to ensure the data being used is correct. 

 Spent disciplinary/capability warnings should not be relevant. 

 Disability and maternity related sickness absences should be discarded. 

 We would strongly argue that any sickness absence related to a 

work related accident or injury should be discarded including 

absence related to work related stress. 

 After selection panels have met we would expect that your 

employer will provide to you written information about the 

outcomes of processes. 

 Where selection has been against a matrix you should be provided 

with the personal scores for each criteria and how you have ranked 

against other colleagues in your area (pool). This may be in an 

anonymised league table style. 

 You may request the written records that relate to how your 

personal score was arrived at. 

 You should compare the scores you arrived at with the scores 

managers have applied to you and of course any significant differences 

will be the areas where you should focus on in the event of needing to 

lodge an appeal in the event of you being given notice of redundancy. 

 Similarly if you disagree with slotting and matching outcomes 

you should challenge decisions as early as possible. 

 You should be called to a meeting to discuss your score or the 

outcome of slotting and matching. If you have not scored well or it 

appears that you have not been matched to an available new post we 

would strongly advise that you are accompanied by a UCU 

representative to this meeting. 

 We would expect that in the event of any mathematical calculations 

been incorrect or obvious mistakes such as qualifications etc.. not been 

correct this would be immediately rectified and your score changed 

 The outcome of this process may mean that you are in a safe zone 

or that you in a position that means you are at risk of redundancy. 

 We always press upon employers to not confirm immediately 

outcomes of selection as mistakes do happen and if early challenges 

to rankings or matching results in changes to other colleague's 

positions in a restructure / redundancy process this is very difficult 

for all concerned. 
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WE WOULD NOT EXPECT THAT YOU WILL BE SERVED NOTICE OF 

REDUNDANCY AT THIS POINT 

5. What next? 

Clearly if as a consequence of selection processes you have been 

displaced from your role you are now very definitely designated at 

risk of redundancy. 

If you have not already done so you should contact a UCU representative 

for advice and support. 

If earlier individual consultation has been carried out to a decent 

standard you should have an idea of your options and likely timescales 

the employer is working to. In other words you should not be hit with 

any big surprises. 

Your employer should continue to work closely with you to try and 

avoid your compulsory redundancy. We would advise you to engage 

with the employer where possible. 

Your employer might not serve notice of redundancy immediately —

more hawkish employers unfortunately might move to this position 

quickly. 

You might be added to a redeployment register and at this point you will 

receive regular automated updates on new posts. In any event your 

employer should make you aware of all vacant posts within the 

organisation. The employer should not just provide information on posts 

they think are suitable to you. It is for you to decide whether a post 

might be something you want to be considered for. 

Some jobs may be suitable alternatives i.e. similar pay, terms and 

conditions and skill set in which case we would expect your employer to 

put you at an advantage against other employees who are not at risk of 

redundancy. 

Some jobs may be a promotion and while we would argue that 

you should be given an interview you would have to go 

through a recruitment process. 
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Some jobs may be an alternative to redundancy but may not be suitable 

because they are at a reduced pay grade, may be on different terms and 

conditions or may even have a different workplace location. If you have 

the skills and experience to do these jobs you cannot be forced to accept 

redeployment into such a role but if you were interested in a post we 

would support you been given priority over others not at risk of 

redundancy. 

Your employer should also consider reasonable access to training and 

CPD to enable you to take on other roles if your current skill set do not 

quite match the requirements of alternative roles. 

You should read up on your Institutions Redeployment Policy and be 

clear about entitlements to pay protection on all the scenarios set out 

above that might lead to a pay cut. Please take advice from your UCU 

Representative or HR if you are unsure. 

You may wish to establish whether voluntary redundancy remains open to 

you. Many employers do not rule this out even if the window for VR has 

formally shut. If negotiations are opened over a voluntary exit package 

always seek advice from the union. Make sure any offer is put in writing so 

that you are clear about any calculations been applied. 

If you need to sign a settlement agreement you will need to use the 

services of a solicitor. UCU can organise this for you and provide advice 

before you reach a final agreement. 

If VR is not available and your Institution is only prepared to release you 

on compulsory terms you should request a written statement of how this 

will be calculated and your entitlements. 

6. Statutory Redundancy Pay, Notice and Holiday Pay 

You'll normally be entitled to statutory redundancy pay if you've worked 

continuously at your Institution for 2 years or more. 

You'll get: 

 half a week's pay for each full year you were under 22 

 one week's pay for each full year you were 22 or older, but under 

41 
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 one and half week's pay for each full year you were 41 or 

older Length of service is capped at 20 years. 

Your weekly pay is capped at £479 and the maximum 

statutory redundancy pay you can get is £14,370. 

Redundancy pay (including any severance pay) under £30,000 

isn't taxable. 

You're not entitled to statutory redundancy pay if you are redeployed 

into another job or your employer offers you suitable alternative work 

which you refuse without good reason. 

The Redundancy Modification Order may be relevant and has the effect 

of enabling employees who have worked for other publicly funded 

organisations to have past service included in a redundancy calculations 

There are of course provisos to eligibility — employment must have been 

continuous i.e. no breaks in service (temporary cessation of work due to 

term arrangements would not impact on continuity) and an individual 

must not have taken a redundancy payment in-between jobs as this 

would have the effect of breaking continuity. More information about 

Institutions covered by the Order can be found on the internet. You may 

be required to provide evidence of your previous employment start and 

end dates (remember though your past employment should have been 

on your application form when you were first employed so your current 

employer should have some form of record). 

You must be clear about your notice entitlement — this information 

is contained within your contract. Your employer may be prepared 

to pay this in lieu and potentially add this on a tax free basis to your 

redundancy payment. Some employers are reluctant to do this but 

others are open to this sort of package. 

You also should be clear about holiday entitlements and how much 

holiday you have accrued and has not been taken. This will generally be 

paid in a final pay slip and is subject to NI, tax and pension. 

You have a right to request time off for job search activities including CV 

production, look for jobs and attend interviews. Some employers may 

organise other training to assist you and work with other organisations 

to help with securing other work outside your Institution. 
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Many employers will provide access to counselling services and 

financial planning during redundancy processes. 

Regrettably the employer will if no progress is made call you in for a 

meeting to terminate your employment. This is a very formal meeting 

to which you have the right to be accompanied. The reasons for the 

redundancy will be explained and the employer will explain what will 

happen next including when the dismissal will be effective from. You 

may continue to put forward counter proposals / offers. You will be 

served notice of termination of employment on the grounds of 

redundancy and provided with a letter confirming what has been said. 

You have a right of appeal against your dismissal and you need to be 

clear of the grounds you can appeal on and the time period you will 

have to lodge an appeal. 

Further advice will be offered by UCU in the event of you deciding 

to appeal against your redundancy. 

You may be required to work the full notice period and it is not 

unknown for hawkish employers to insist that staff use up their 

holidays during this period. 

Your employer must continue to consider you for redeployment 

opportunities right up to the last date of your employment. 

Finally in the event of you considering that you may have been 

wrongfully or unfairly dismissed or discriminated against you should 

take further advice from UCU. 

You have 3 months less 1 day from the date of your dismissal to seek 

legal advice and lodge a claim against your employer. It is therefore 

very important that you seek advice from UCU quickly. 
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