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Meeting With an Employee Following Acceptance of Voluntary Redundancy Offer

Manager Guidance

1. Purpose of this guidance

This guidance supports managers who are meeting with an employee after they have formally accepted a Voluntary Redundancy (VR) offer.
Whilst the employee has chosen to apply for voluntary redundancy and has accepted the offer, the ending of their employment remains a dismissal on the grounds of redundancy. It is therefore important that managers clearly explain the process followed, outcome, confirm the arrangements for leaving employment, and give the employee an opportunity to raise any questions or concerns.
These conversations should always be conducted with sensitivity, professionalism and respect. Employees may experience a range of emotions during this period, even though the decision to leave was their own.
This guidance should be read alongside the Councils Discretionary Voluntary Redundancy Scheme, manager guidance issued throughout the VR programme, and any advice provided by HR/OD.

2. Before the meeting

· Managers must email VR@cumberland.gov.uk and advise of; 
· the date they plan to meet with the employee, providing at least 3 days’ notice of the meeting, to enable the HR team to produce and share the notice letter, which the manager needs to carry out the meeting.
· the employees outstanding annual leave balance and outstanding time off in lieu.	Comment by Young, Richie: Did we not agree this is required here, so it goes in the notice letter?	Comment by Kent, Victoria: agreed
· The annual leave balance can be calculated using the Annual leave calculator. Managers will need to calculate the entitlement using the calculator then deduct any leave already taken to then calculate the outstanding annual leave.   

· The HR Team will provide the manager with:
· The employees leaving date, which is calculated using the employees notice period from the agreed date of the meeting.
· Confirmation that the employee’s written acceptance has been received.
· Confirmation of the final terms of the approved offer.
· The applicable notice arrangements and confirmed final date of employment.
· A copy of the notice letter.
Managers must not agree changes to leaving dates, notice arrangements, redundancy payments, pension arrangements or any other terms without prior advice from the HR team.
3. Preparation for the meeting 
Before the meeting the manager must:
· Ensure you have the notice letter from the HR Team.	Comment by Green, Jacqui: is this the same as the letter added above?  just need to refer to it consistently or it is confusing
· Review the information provided by the HR Team.
· Familiarise themselves with the confirmed notice arrangements, final date of employment and approved redundancy payment and payment details.
· Identify any handover arrangements that need to be discussed with the employee, including how any outstanding annual leave or time off in lieu will be taken.
· Arrange a meeting room, so the meeting can be held in private and without interruptions.
· Send the invitation letter using the template provided at Appendix A.   
· Advise the employee of their right to be accompanied by a recognised Trade Union representative or workplace colleague.
· Consider whether any reasonable adjustments or other support may be required. 
If the employee cannot attend, asks to rearrange, or does not attend the meeting, managers must not issue the notice letter. The manager should record the position, contact the employee to understand the reason for non-attendance, and seek advice from the HR Team before rearranging the meeting or taking any further action.
4. Conducting the Meeting	Comment by Young, Richie: There are 2 section 3s
4.1 Opening the Meeting
· Begin by explaining that the purpose of the meeting is to confirm that the employee has accepted the Councils Voluntary Redundancy offer, the details of the offer and next steps. 
· Confirm that the manager will be keeping an accurate factual record of the discussion using the template provided in Appendix C, including making a record of any questions, concerns and agreed actions.
Do not issue the notice letter before the meeting. The notice letter must be issued at the end or immediately following the completion of the meeting. 

Suggested wording
"Thank you for meeting with me today. As you know, we have received your written acceptance of the Council's voluntary redundancy offer.
Today's meeting is to confirm the formal arrangements for your leaving date, notice period, handover arrangements and any practical steps that need to be completed before your employment ends. It is also an opportunity for you to ask any questions or raise any concerns."
4.2 Confirming the Outcome
Managers should clearly explain:
· The Council opened a VR window in accordance with the VR Scheme.
· The employee voluntarily applied for and accepted the Council’s VR offer.
· As a result, the employee’s employment will end by reason of redundancy.
· The applicable notice period. 
· The employee’s notice will begin on the day the meeting is held. 
· The employee’s final date of employment; and
· The employee will work their notice unless alternative arrangements have been formally approved and notified by the HR Team.
The notice letter must not be issued before the meeting. Information within the letter should be provided to the employee during the meeting and the letter formally issued by the manager immediately afterwards. If this is not possible, the manager must explain when and how the letter will be issued. 
4.3 Pay and other employment matters
Managers must provide factual information based on the approved documentation and must not make assumptions or giving advice outside their area of responsibility or expertise.
The manager should confirm:
· The approved redundancy payment, using the information provided by the HR Team. 
· The arrangements for the employee’s final salary payments and authorised expenses are:
· Expenses are to be submitted before the last date of employment and will be paid in accordance with usual expenses timelines. 
· Final salary payments will be made on the applicable scheduled pay date after the employees last day of employment.
· Outstanding annual leave will be managed before the leaving date.
· All annual leave to be taken before the employees last day of employment where possible. 
· Payment of annual leave can only be made in exceptional circumstances and on approved authorisation from the HR team.
· Payroll must be notified of any changes with regards to outstanding annual leave following the issue of the notice letter. 
· Outstanding time off in lieu must be cleared before the last day of employment and no payment will be made in respect of flexi time or time of in lieu 
Managers must not provide tax, pension or financial advice. Specialist enquires should be directed as follows:
· Pension queries: Local Pensions Partnership Administration (LPPA) using the published telephone number of 0300 323 0260 or online contact form.
· Tax queries: HM Revenue & Customs (HMRC), using the published telephone number of 0300 200 3300 for PAYE and Income Tax enquiries or use the online contact options on GOV.UK.
· Voluntary redundancy payment or general pay queries: Payroll, through the Service Centre Portal, email vr@cumberland.gov.uk., or telephone 01228 223333 for urgent queries.

If the employee asks questions regarding future employment restrictions, re-employment or Modification Order implications beyond the details provided within the VR offer letter, these should be referred to the HR Team.
Where a manager is unsure whether a question falls within their area of responsibility or expertise, they must record the question and refer it to the HR Team.
4.4 Handover and Leaving Arrangements
To support service continuity, a clear and proportionate handover should be agreed using the template in Appendix B.
The handover should identify:
· outstanding work, projects and priorities;
· responsibilities and knowledge that need to be transferred;
· key contacts and stakeholders;
· relevant records, documents and systems;
· any outstanding issues, risks or decisions;
· the person responsible for receiving each element of the handover; and
· the timescale for completing each action.
The managers should agree arrangements for the return of Council property including:
· ICT equipment.
· Identification cards.
· Access passes and keys.
· Purchasing cards; and
· Any physical or electronic records held on behalf of the Council.
4.5 Communication and Support
The manager should discuss how and when colleagues, business partners, customers or stakeholders will be informed of the employee’s departure.  The arrangements should take account of service requirements and wherever possible, the employee's preference.
The employees must be treated with dignity, fairness and respect throughout the process.
The manager should ensure the employee is aware of any available support, including:
· HR/OD support.
· Trade Union support.
· Employee wellbeing services.
· Pension information available directly from LPPA
· Any confirmed career transition or employment support provided.

The employee should be given sufficient time to ask questions or raise concerns.
Where an answer is not immediately available, managers must:
· Make an accurate record of the question or concern;
· identify the appropriate person or team to provide the response;
· confirm who will respond; and
· provide the employee with an expected response date.

4.6 Closing the Meeting
Before closing the meeting, summarise:
· The employee’s final date of employment. 
· The notice arrangements.
· Annual leave and time off in lieu arrangements
· The agreed handover arrangements.
· Arrangements for returning Council property.
· Communication arrangements
· Any queries requiring a further response; and 
· The owner and timescale for each outstanding action.
Suggested wording
To summarise, your employment will end on [date] by reason of redundancy. We have discussed your notice arrangements, leave, handover, communication arrangements and the practical steps that need to be completed before your employment ends.
Any outstanding questions and agreed actions have been recorded, together with the person responsible for responding and the relevant timescale.
Thank you for your contribution and commitment to the Council. If you have any further questions about the practical arrangements discussed today, please contact me. Specialist enquiries should be directed to the appropriate service: pension enquiries to LPPA, tax enquiries to HMRC, pay or redundancy payment enquiries to Payroll, and VR process enquiries to the VR mailbox. 
5. After the Meeting
Following the meeting, the manager must:
· Give each outstanding action a named owner.
· Send the completed meeting record to vr@cumberland.gov.uk.
· Manage the agreed handover and communication arrangements.
· Complete the required ICT, systems-access and property return notifications.
· Retain and handle information securely in accordance with the Council's governance and data protection requirements. 
 
6. HR Actions
Following receipt of the manager’s record of discussion, the HR team will:	Comment by Morgan, Ellie: managers to raise a leavers ticket via a prompt in the VR inbox
· review the record and identify any missing information or outstanding actions;
· process the employee’s leaving information through the appropriate HR and payroll systems;
· ensure that the approved termination details are recorded accurately;
· notify Payroll, Pensions and other relevant teams of the employee’s final date of employment and approved payment arrangements;
· retain the employee’s acceptance, approval, meeting record and formal notice documentation in accordance with records-management and data-protection requirements. 



7. Leaver Checklist
Before the employee leaves the Council, the manager must ensure that the following actions are completed:
☐ Handover arrangements have been completed, including the transfer of key work, responsibilities, records and contacts.
☐ An exit interview has been offered and, where accepted, completed and recorded.
☐ All final pay arrangements are in place, including salary, approved redundancy payment, expenses and any other authorised payments.
☐ Annual leave, flexi time and time off in lieu have been taken, cleared or otherwise dealt with in accordance with the approved arrangements.
☐ All Council equipment and property have been returned, including ICT equipment, identification cards, access passes, keys and purchasing cards.
☐ ICT access, systems access and other permissions have been removed or scheduled for removal at the appropriate time.
☐ Council records and information have been saved in the appropriate location, and any locally held copies have been transferred or securely disposed of.
☐ Communication and out-of-office arrangements have been completed for colleagues, customers, partners and other relevant contacts.
☐ All required leaver documentation has been completed, relevant teams have been notified, and any outstanding actions have a named owner and completion date.
8. Key Points for Managers
· Voluntary redundancy is not a resignation. It remains a dismissal on the grounds of redundancy.
· Notice is not served until the meeting has taken place and letter has been issued. 
· Do not provide tax, pension or legal advice.
· Treat every employee with dignity, fairness and respect throughout the process as employees may still find the process difficult, even though they have volunteered.
· Seek advice from HR/OD immediately if concerns are raised about the process, fairness, discrimination, health issues, grievances or any request that could affect entitlement.


Appendix A: Template Invite Letter
Private and Confidential
[Employee name]
[Employee address or email address]
[Date]
Dear [Employee name],
Invitation to a meeting following acceptance of your voluntary redundancy offer
Following receipt of your written acceptance of the Council’s voluntary redundancy offer, I am writing to invite you to a meeting to discuss and confirm the arrangements for the ending of your employment.
The meeting will take place as follows:
	Date
	[Insert date]

	Time
	[Insert time]

	Location or Teams link
	[Insert location or link]

	Meeting manager
	[Insert name and job title]

	Other attendees
	[Insert names and roles, if applicable]


The purpose of the meeting is to:
· confirm the outcome and the basis on which your employment will end;
· provide you with your formal notice letter;
· confirm your notice arrangements and final date of employment;
· discuss final pay, annual leave and outstanding flexi time;
· agree handover, communication and return-of-property arrangements; and
· give you an opportunity to ask questions or raise any concerns.
You may be accompanied at the meeting by a recognised Trade Union representative or a workplace colleague. Please let me know in advance if you intend to be accompanied and provide the name of the person attending with you.
Please confirm that you will attend by [insert date] by contacting [manager name] at [email address/telephone number]. If you require any reasonable adjustments or other support to participate in the meeting, please let me know as soon as possible.
If you have any questions about the voluntary redundancy process before the meeting, please email vr@cumberland.gov.uk.
Yours sincerely,
[Manager name]
[Job title]
[Contact details]


Appendix B: Handover Template
This template should be completed by the employee and reviewed with their manager before their final day of employment.
	Employee name
	[Insert name]

	Job title and service area
	[Insert details]

	Manager
	[Insert name]

	Final day of employment
	[Insert date]

	Handover recipient
	[Insert name and job title]



1. Current Work, Projects and Priorities
	Work, project or task
	Current position and next steps
	Deadline
	New owner

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



2. Recurring Responsibilities and Key Dates
	Responsibility
	Frequency or key date
	Instructions and location of records
	New owner

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



3. Key Contacts, Meetings and Stakeholders
	Name or organisation
	Role or purpose
	Contact details
	Required follow-up

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



4. Records, Files, Systems and Access
	Record, file or system
	Location
	Access or transfer action required
	Owner

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



5. Outstanding Issues, Risks and Decisions
	Issue, risk or decision
	Action required
	Owner
	Due date

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



6. Communications and Practical Arrangements
	Action
	Details or completion date

	Colleagues, customers, partners and stakeholders informed
	[Insert]

	Out-of-office, mailbox and telephone arrangements agreed
	[Insert]

	Council equipment, identification cards, passes, keys and purchasing cards to be returned
	[Insert]

	Other practical arrangements
	[Insert]



7. Handover Completion and Sign-off
	Employee confirmation
	I confirm that the information in this handover is accurate and complete to the best of my knowledge.

	Employee signature and date
	[Insert]

	Manager confirmation
	I confirm that the handover has been reviewed and any outstanding actions have a named owner and completion date.

	Manager signature and date
	[Insert]






Appendix C: Record of Discussion Template
This template should be used by the manager to make an accurate and factual record of the meeting held following the employee’s acceptance of a voluntary redundancy offer.
	Employee name
	[Insert name]

	Job title and service area
	[Insert details]

	Date, time and location
	[Insert details]

	Manager
	[Insert name and job title]

	Employee representative or colleague
	[Insert name and role, or “None”]

	Other attendees
	[Insert names and roles, or “None”]



	Purpose of the meeting
	The purpose of the meeting was explained, including that the employee had accepted the Council’s voluntary redundancy offer and that the meeting was to confirm the arrangements for the ending of their employment.

	Outcome confirmed
	[Record confirmation that employment will end on the grounds of redundancy and that the employee voluntarily applied for and accepted the offer.]

	Notice arrangements and final date of employment
	[Record the notice period, date notice begins, whether notice will be worked or other arrangements apply, and the final date of employment.]

	Formal notice letter
	[Record whether the notice letter was provided at the meeting or when it will be issued.]



	Redundancy payment
	[Record the approved payment information discussed. Do not provide tax, pension or financial advice.]

	Final salary and expenses
	[Record agreed arrangements and any submission deadlines.]

	Annual leave and time off in lieu
	[Record balances, how these will be managed and any agreed dates.]

	Pension, tax or pay queries
	[Record any queries and where the employee was directed for further information.]



	Handover arrangements
	[Record what will be handed over, to whom and by when. Refer to Appendix C where appropriate.]

	Return of Council property
	[Record equipment, identification cards, passes, keys, purchasing cards and records to be returned, including dates and recipients.]

	Communication arrangements
	[Record how and when colleagues, customers, partners and other stakeholders will be informed, including out-of-office arrangements.]

	Support discussed
	[Record any HR/OD, Trade Union, wellbeing, pension or career transition support discussed.]

	Employee questions or concerns
	[Record questions or concerns raised and the response provided. If an answer was not available, record who will respond and by when.]



Agreed Actions
	Action
	Owner
	Due date
	Completion update

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



	Manager’s closing summary
	[Summarise the employment end date, notice arrangements, leave, handover, property returns, outstanding queries and next steps.]

	Employee comments
	[Insert any comments the employee wishes to have recorded.]

	Manager name, signature and date
	[Insert]

	Employee name, signature and date
	[Insert, where appropriate. A signature confirms receipt of the record and does not necessarily indicate agreement with every point.]

	Date record sent to VR mailbox
	[Insert date]
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