REDUNDANCY APPROVAL TEMPLATE
GUIDANCE 

Note: Please remove all guidance before submitting for review.
This template is to be used to seek approval to any proposed redundancies as set out in the University’s Redundancy Procedure.  The Redundancy Procedure (updated November 2022) and supporting guidelines “Restructure and Redundancy Framework” and accompanying templates can be found at 
https://www.exeter.ac.uk/staff/employment/restructureandredundancy/
What reports are required to seek approval to redundancies prior to consultation?.
The table below summarises when approval to apply the Redundancy Procedure is required from UEB and when approval has been delegated to senior managers (paragraphs 3.1 and 3.2)
	Authority To Take Formal Action
	Redundancy Scenario
	Template Requirements

	UEB, following preliminary review by the PVC (or nominated Deputy)/PS Divisional Director, HRD and Provost/Registrar 
	Where the potential redundancies arise from organisation design/ restructure and  therefore require consultation beyond individual/s affected. 
	Where approval is required by UEB/Senate/Council the covering report and Appendix A is required. 
Note:  Any reports for UEB should be submitted to the Heather Keightley, Head of Change & Strategic Projects to review before forwarding to the Director of Human Resources. Where use of the Voluntary Severance Scheme is proposed, approval should also be received prior to drafting this report using the Approval Template which can be obtained by contacting Heather Keightley. 

	UEB has delegated authority to initiate the Redundancy Procedure to the PVC (or nominated Deputy)PS Divisional Director, HRD and Provost/Registrar in the following circumstances: 
	In all other cases, including: 
· the expiry of time‐ limited funding or time limited work requirements (and where the overall duration of the contract is more than 21 months;
· where potential redundancies are not a consequence of organisation design or restructure and there is no impact on other staff – in these circumstances consultation is only required with individual/s affected (e.g. a single role is not required). 
	Where delegated to managers please complete Appendix A for initial consideration by the Director of Human Resources or nominated officer.  Covering report NOT required.



Cover sheet and paper templates below.
Remove all guidance above when completed
COVER SHEET 

UNIVERSITY OF EXETER

UNIVERSITY EXECUTIVE BOARD, [insert date of the meeting]

COVER SHEET

	Document title: 
	Application of the Redundancy Procedure in insert name of Faculty/Professional Services Division


	Author/s:
	Manager leading proposed changes and supporting HR Representative as appropriate.

	Sponsor on UEB: 
	PS Executive Divisional Director or PVC as appropriate


	Document History: 
	Final version
Please include details of other groups/committees that have reviewed the paper before UEB, and reference any earlier papers that have been presented at UEB or other governance meetings.

	Paper Classification: 
	Confidential and not to be shared

	Type of Paper: 
	For approval 



UEB/COUNCIL/SENATE is asked to:
	Authorise:
a. the commencement of consultation on the proposals for change within xxxxxx set out in this report (as modified, if appropriate, by UEB); 
b. the implementation of the proposed redundancy or redundancies (subject to the outcome of this consultation and unless significant changes are agreed requiring a further report to UEB). 



The following issues have been considered within the writing of this paper and where directly applicable further information can be found in the relevant sections as detailed below:

	Executive Summary
	
	See Section 2

	Financial Implications
	
	See Section 4

	Risk Assessment
	
	See Section 6

	Equality and Diversity
	
	See Appendix A

	People Impacts
	
	See Appendix A 

	
	
	

	Environmental/Sustainability Impact
	
	See Section 7




UNIVERSITY EXECUTIVE BOARD, insert date of the meeting

APPLICATION OF THE REDUNDANCY PROCEDURE Insert area/Faculty/Division

1. Context
[bookmark: _Hlk87527436]Paragraph 3.3 of the Redundancy Procedure provides that, “where the potential redundancies arise from organisational design/restructure, then the HRD will submit a report to the University Executive Board (UEB), setting out the organisational design, rational for the changes and people impact, for consideration by University Executive Board (UEB). After considering the summary report, UEB will authorise the commencement of consultation on the proposals set out in the report (subject to any modifications by UEB), in accordance with the provisions of this procedure, and implementation of the proposed redundancy or redundancies.

2. Executive Summary

This paper seeks approval from UEB to start the redundancy procedure within xxxx Faculty/Professional Services Division.
Please summarise the key points in the paper and encapsulate the findings of the paper.]
An effective executive summary is essential to successful board-level papers. It gives an overview of a report’s purpose, methods, findings, and conclusions/recommendations.  They are an absolutely essential tool for busy board members who may not have time to read the whole report.
There is a lot of free guidance available on how to write an effective executive summary. For example:
RMIT Learning Lab: https://emedia.rmit.edu.au/learninglab/content/beginning 

Example 1

This paper seeks approval from UEB to start the redundancy procedure within ABC Division. Following a review of the management structure, the post of EFG Manager, Grade G (1FTE) and HJK Manager, Grade H (1FTE) will no longer be required.  Subject to approval, consultation and notice provisions it is proposed the structural changes are effective from 31st December 2023.    Full details relating to the People Impact, Financial Impact and Timelines are set out within this report.  

Example 2

This paper seeks approval from UEB to start the redundancy procedure within ABC Faculty.  As a result of the cessation of EFG Grant on 31st July 2023, there will no longer be a requirement for roles linked to this grant.   6FTE Staff (8 headcount) of the 25 staff (30 headcount) employed within the JKL unit are affected by these proposals.  Full details relating to the People Impact, Financial Impact and Timelines are set out within this report.  

3 Main Body of the Paper
Full details of the proposed changes required by the Redundancy Procedure to be reported are set out within Appendix A. 

4 Recommendation to UEB
[bookmark: _Hlk127362436]UEB is recommended to authorise:
c. the commencement of consultation on the proposals set out within this  report (as modified, if appropriate, by UEB); 
d. the implementation of the proposed redundancy or redundancies (subject to the outcome of this consultation and unless significant changes are agreed requiring a further report to UEB). 

5 Financial Implications: 

Briefly summarise the financial implications for the University and for Faculty’s and Professional Services Division.
· Where there are restructuring proposals, a comparison of current staffing costs vs future staffing costs over next 5 years for all roles affected by the restructuring proposals can be prepared by the Financial Accountant (see example table below).  There are usually costs associated with the release of staff in the first year and any savings do not materialise until further years.  
· The current and future salary costs should take into account as a minimum, salaries (including any ongoing allowances) Employers NI and Pension Costs.   Where future grades have been predicted ensure report clearly states “ grades subject to job evaluation procedures.”
· Our contracts do not provide for Pay in lieu of Notice (PILON), if the budget runs out before notice can be completed the additional costs will need to be included and where they will be funded from. 
· Redundancy Costs. Where employees are eligible for statutory redundancy costs (2 years’ continuous service) these will need to be paid from the Faculty/Division budget and figures should be included.   Employee Services can assist with the calculation.
· VSS payments.   Will only be paid where prior approval has been given to apply the VSS arrangements to the restructuring.   If VSS payments are to apply the report should confirm this.  VSS payments do not apply where longer term savings cannot be achieved e.g. in areas where time limited budgets/fixed-term contracts. 
· Outstanding leave.   Employees will normally take these during their notice period but if operationally this is not possible reference may be necessary in the report.

Example1 : (Where VSS does not apply)

The savings/costs associated with these changes are set out below:

	FINANCIAL IMPLICATIONS
(including on-costs)

	
	2022/23
	2023/24
	2024/25
	2025/26
	2026/27

	Current staffing budget – contracted staff  (-ve)
	
	
	
	
	

	Current Temp bank staff costs  (-ve)
	
	
	
	
	

	Current Agency Costs (-ve)
	
	
	
	
	

	Proposed establishment budget  (+ve)
	
	
	
	
	

	Difference between current and proposed staffing budget  Savings/(Additional Costs)
	
	
	
	
	



The VSS arrangements do not apply in circumstances future savings cannot be achieved (including posts related to time limited funding) as it would not be in the managerial interest of the University to do so.

Other financial implications for the Faculty are in respect of redundancy payments and outplacement costs.   The Statutory Redundancy Payments associated with these changes will be £xxxxx……………………….  If the employee/s elects to use the Outplacement Support arrangements, there will be additional costs of £300 +VAT per employee (total £xxxxx).   In addition, there may be the need to pay outstanding leave if there are operational reasons the employee/s cannot use this prior to the leaving date.  These payments will be met from the xxxxxxxxx budget  (cost code: xxxxxxxxxxxx).

Example 2 (Where VSS applies)

The savings/costs associated with these changes are set out below:

Example of showing costs/savings – finance to prepare/provide details according to proposals.
	FINANCIAL IMPLICATIONS
(including on-costs)

	
	2022/23
	2023/24
	2024/25
	2025/26
	2026/27

	Current staffing budget – contracted staff  (-ve)
	
	
	
	
	

	Current Temp bank staff costs  (-ve)
	
	
	
	
	

	Current Agency Costs (-ve)
	
	
	
	
	

	Proposed establishment budget  (+ve)
	
	
	
	
	

	Difference between current and proposed staffing budget  Savings/(Additional Costs)
	
	
	
	
	



Approval has been given to adopt the VSS arrangements to facilitate the required changes, including mitigation of any compulsory redundancies wherever possible.  

All severance costs, notice payments (if applicable under the terms of the scheme), outstanding annual leave and outplacement costs (£300 +VAT per employee)  will be met from the Facilitation Budget or Faculty/Professional Services Division budget where business cases which include financial costs demonstrate it is in the managerial interest of the University to release the employee, and it is supported by the Registrar/Provost and Director of Human Resources (or their representative).

Example 3: (VSS does not apply/ where funding ceases prior to end of contracts)

The savings/costs associated with these changes are set out below:
	FINANCIAL IMPLICATIONS
(including on-costs)

	
	2022/23
	2023/24
	2024/25
	2025/26
	2026/27

	Current staffing budget – contracted staff  (-ve)
	
	
	
	
	

	Current Temp bank staff costs  (-ve)
	
	
	
	
	

	Current Agency Costs (-ve)
	
	
	
	
	

	Proposed establishment budget  (+ve)
	
	
	
	
	

	Difference between current and proposed staffing budget  Savings/(Additional Costs)
	
	
	
	
	



The VSS arrangements do not apply in circumstances future savings cannot be achieved (including posts related to time limited funding) as it would not be in the managerial interest of the University to do so.

Other financial implications for the Faculty are in respect of redundancy payments and outplacement costs.   The Statutory Redundancy Payments associated with these changes will be £xxxx……………………….  If the employee/s elects to use the Outplacement Support arrangements, there will be additional costs of £300 +VAT per employee (total £xxxx).   In addition, there may be the need to pay outstanding leave if there are operational reasons the employee/s cannot use this prior to the leaving date.  These payments will be met from the xxxxxxxxx budget  (cost code: xxxxxxxxxxxx).

The current funding ceases on xxxxxx, and as the notice periods for staff extend beyond this, any additional salary costs will be approximately £xxxxx per month (including NI and pension costs). The additional costs will be met from xxxxxxxx budget (cost code: xxxxxxxxx).


6 Risk Assessment: 

Briefly summarise key risks and how they will be managed/mitigated, for example:
· financial consequences of not implementing the proposed redundancies;
· operational risks/impact on services of not implementing the proposed redundancies and associated restructuring;
· operational risks/impact on services while the proposed redundancies are being implemented and restructuring is taking effect;
· employee relations risks (which will be managed though constructive engagement with trade unions);
· press and public relations risks.

If the Faculty/Professional Services Division follows the University’s Redundancy Procedure, including any opportunities for redeployment elsewhere in the University, or if any of the employees leave under the voluntary severance arrangements, then risks of legal challenge are minimal.

7 Environmental/Sustainability Impacts:

Briefly summarise any environmental and sustainability implications and how the proposal is aligned with the Climate Emergency strategy

8 Next Steps and Communications
The consultation and communication plans are set out in section 3 above. 

[Insert name of author]
Manager and (if appropriate) name of supporting HR Senior Partner, HR
Date (and version)








Appendix A 

CONFIDENTIAL
UNIVERSITY OF EXETER HUMAN RESOURCES
BUSINESS CASE FOR APPLICATION OF THE REDUNDANCY PROCEDURE
Where the dismissal of an employee or employees by reason of redundancy is being considered, a business case must be submitted to the Director of Human Resources in the first instance. The business case must be approved by the Pro-Vice-Chancellor (or nominated Deputy)/Executive Divisional Director of Service before it is submitted to the HRD.
After consideration, the HRD will refer the business case to the Provost (for Faculties) or the Registrar (for Professional Services) for additional approval. Additional approval may also be required by UEB  under paragraph 3.3 of the Redundancy Procedure, in which case this paper will be included with the UEB papers. 
	Faculty/Professional Services Division:  Insert details 

	Department/Team:                                  Insert details 

	Background/Reason/Drivers associated with proposed changes:
                                                                Insert details 


	Overview/details of structural changes arising from proposals (e.g. current structure and proposed structure with rationale/benefits associated with proposed changes)
                                                                Insert details 


	Total numbers of employees currently employed in the affected unit of each such category or description, including details of any agency or casual workers if applicable (i.e. job titles, job family, grade, FTE, contract type/s, funding):
Example Table 
The proposals affect the current structure and associated staffing as follows:
	ROLES/STAFF OUT OF SCOPE – CURRENT STRUCTURE 

	

	Job Title 
	Grade 
	Perm FTE (Headcount)
	Fixed-Term Contract (Headcount)
	Reason 

	Job Title A
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	Reason 

	Job Title B
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	Reason 

	Job Title C
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	Reason 

	Job Title D
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	Reason

	Job Title E
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	Reason 

	Agency/ Temp Staff
	
	
	

	Totals 
	
	

	Notes:
(1) Current Agency/Temp staff – job titles/FTE/length of assignment



	STAFF IN SCOPE

	CURRENT STRUCTURE
(including current vacancies)
	PROPOSED STRUCTURE
(including current vacancies/new roles)
	PEOPLE IMPACT
(Matched/slotted /ring-fenced- (a),(b) or (c) applies / displaced

	Job Title 
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount) FTC

	Job Title
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	

	Job Title A
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	Job Title
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	

	Job Title B
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	Job Title
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	

	Job Title C
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	Job Title
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	

	Job Title D
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	Job Title
	Grade 
	Perm FTE (Headcount) FTC FTE (Headcount)
	

	Totals 
	
	
	Totals 
	
	
	

	
(1) Details of any current vacancies – job titles/grade/FTE  - (Note these are also included in the FTE figures above)


	People Impact Definitions

Matched:  Current roles would remain unchanged and in the same quantity or higher quantity (staff are matched)
Slotted: Current roles where changes proposed but are suitable alternative employment and in the same or higher quantity
Ringfenced  (a) Current roles would remain the same but with more/fewer roles  or (b) Changes to current roles/staff assessed against changed requirements or (c) displaced but ringfenced for other vacant roles 
Displaced  - Current roles would no longer exist in the proposed new structure/as a result of the redundancy situation – no suitable roles available.



The funding arrangements for the above roles are xxxxx


	People impact: total number of redundancies proposed and their categories or descriptions (ie job titles, job family, grade, FTE, contract type/s, funding):
The proposals therefore result in potential redundancies as follows:

Example Table 

	
	POTENTIAL REDUNDANCIES

	Job Title 
	Grade
	Permanent FTE (Headcount)
	FTC FTE (Headcount)
	REASON 

	Job Title A
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title B
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title C
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title D
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title E
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title F
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Job Title G
	Grade 
	FTE (Headcount)
	FTE (Headcount)
	

	Totals 
	
	
	



The above posts are funded from xxxxx


	Proposed timescale over which it is proposed that the redundancies would take place subject to UEB approval :
	ACTIVITY
	TIMELINE

	Approval to proposals 
	Subject to UEB approval on xxxxx

	Formal consultation commences /TERS Scheme opens to staff 
	Insert date

	Closing date for TERS Estimates
	Insert date   (normally 2 weeks after consultation opens)

	Formal consultation closes/closing date for TERS applications/TERS Scheme closes to staff 
	Insert date (normally 4 weeks after consultation opens)

	Management review of consultation feedback  and TERS applications 
	Following end of consultation period

	Feedback to staff and implementation arrangements/meetings with staff as necessary
	As soon as possible after review of feedback and TERS applications have been reviewed

	Implementation arrangements - Slotting, ring-fencing/selection processes progressed and/or at risk meetings 
	As soon as possible after review of feedback and TERS Applications

	New structure commences (Target Date)
	Insert date




	Proposed pool for selection
The proposed pools for selection are set out within the staff is scope table above 
Or (if table adapted and not included)
The proposed pools for selection are as follows:  

Insert details including if a pool of one – displaced.




	Proposed criteria for selection
Selection will be based on staff demonstrating how they meet the knowledge/skills and experience requirements set out in the job description/person specification.  
Or 
Insert details if using different approach to selection criteria.

	Proposed method of selection
(including an explanation why there is a ‘pool of one’)
Where a pool of one exists and no alternative employment available, no selection processes will be required.
Where a pool of more than one employee exists, selection will be:
(1) assessment of evidence submitted on how the employee meets the knowledge/skills and experience requirements set out in the job description/person specification within a standard proforma, 
(2) interviews where selection cannot be determined from assessment of the proforma
(3) xxxxx  insert any other details if applicable.  


	Equality impact: confirm that an equality impact has been undertaken and that any issues identified have been fully considered:

The Equality Impact Assessment has been undertaken and   
 Either 
we are satisfied that the proposed criteria and method of selection has a neutral impact for all protected characteristics and therefore it will not have a positive or negative impact on employees with any protected characteristics compared to others.
Or 

it has identified   xxxxxxxxxx . 
The management of XXXX (insert name of Faculty/Professional Services Division) will work closely with HR to ensure that the redundancies will be implemented in accordance with the University’s equality and diversity standards.


	Steps that will be taken to avoid compulsory redundancies:
The above proposed redundancies have been mitigated, by the following measures:
Examples 
· freezing vacancies as a result of leavers/retirements
· supporting requests for part-time working/flexible working arrangements
· secondments
· Other insert detail
If approval has been given:
Approval has been given to adopt the VSS arrangements to facilitate the required changes, including mitigation of any compulsory redundancies wherever possible.  
Opportunities for avoiding further redundancies will continue throughout the consultation and implementation period and redeployment will be considered in accordance with the University’s Redeployment Procedure.

	Consultation which will take place with the employee(s) and appropriate representatives of the employee(s):
Consultation with trade unions and staff will take place between xxxxxx and xxxxxx. 


	Cost centre from which any redundancy payments and/or voluntary severance payments will be made from:
xxxxxxxxxx


	Will TERS or similar arrangement apply?     
Either 
The VSS arrangements do not apply in circumstances future savings cannot be achieved (including posts related to time limited funding) as it would not be in the managerial interest of the University to do so.

Or 

Approval has been given to adopt the VSS arrangements to facilitate the required changes, including mitigation of any compulsory redundancies wherever possible.  





