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REDUNDANCY CHECKLIST
Managing the retrenchment of employees requires careful planning and skilled implementation.  Whether 
making one role or a group of roles redundant, this Redundancy Checklist will assist Executives and Human 
Resources professionals to manage the difficult and complex task with ease. 

Remember:  For the majority of employees, redundancy is a shock that brings major change. Where 
possible throughout the process, allow the employee to make decisions for themselves. This can empower 
employees when feelings of rejection and disempowerment are common, as well as respecting the 
employee’s needs as an individual to make their own choices.

For more information, please email us at 
careerandchange@chandlermacleod.com.

Have you decided who will deliver the decision and how this will occur?

Have you coached the employee’s manager in the way to best conduct the meeting and what to 
avoid? 

Have you provided the manager with a simple script to assist them navigate the meeting?

Ensure the time of day and location for the meeting are considered to avoid awkward or 
embarrassing  situations for the employee. Arrange the termination meeting early on in the week, 
avoiding Friday.  Meetings should be held first thing in the morning or at the end of the day when 
there are less people around.

Is the employee required to serve out their notice period or can they leave following the meeting? 
Check this is in line with what is included in the employee’s contract. 

If the employee is leaving immediately, will they collect their belongings or will the organisation 
pack them up and send it to the individual’s home?

What company property does the employee have and how do you plan to have it returned?

Have you considered the terms that will apply to each redundancy?

Have you organised an outplacement provider to be on site on the day and to provide 
outplacement support to the affected individuals? 

Have you arranged for the employee to have access to an EAP provider and for how long after they 
leave?

How does the person travel to and from work? If necessary, have Cabcharge cards or transportation 
available for the employee.

Do you have redundancy letters and payout figures (including bonuses and annual leave) ready to 
provide to the employee in the meeting?

Have you sought legal advice on the redundancy process, the requirements for a consultation 
period and notice periods?

Have you advised the IT department on the employee’s departure date to restrict access to systems?

Is there anything in the individual’s background you need to be aware of, such as anniversary dates, 
birthdays, other significant dates or events, health/financial situation and family situation? Could 
this information influence timing? Should the outplacement consultant be briefed on this 
information?

Have you worked out the logistics of communicating the decision to the wider 
organisation/audience?

Depending on the level on seniority, would it be appropriate for the individual and the organisation 
to jointly issue a statement announcing the separation?


