8.1.1
Retrenchment policy and process  

	Steps to be followed
	Checked

	1. Take decision that due to operational requirements, staff numbers must be reduced.
	 FORMCHECKBOX 


	2. Consult with:
	

	· a workplace forum
	 FORMCHECKBOX 


	· a registered trade union whose members are likely to be affected
	 FORMCHECKBOX 


	· the employees likely to be affected.
	 FORMCHECKBOX 


	3. Address discussion points during consultation process:
	

	· Can dismissals be avoided?
	 FORMCHECKBOX 


	· How can the number of dismissals be minimised?
	 FORMCHECKBOX 


	· What is the timing for dismissals?
	 FORMCHECKBOX 


	· In what ways can the effects of the dismissals be minimised?
	 FORMCHECKBOX 


	· What method will be adopted for determining which employees are to be retrenched?
	 FORMCHECKBOX 

 FORMCHECKBOX 


	· Has severance pay been determined? 
	 FORMCHECKBOX 


	4. Send out letter notifying the employees of the retrenchments including the following information:
	 FORMCHECKBOX 


	· Reasons for retrenchment
	

	· Alternatives considered and why they were rejected
	

	· Number of employees likely to be affected and their job categories
	

	· Proposed method of selection
	

	· Timing
	

	· Proposed severance pay
	

	· Any assistance that the employer will be offering. 
	

	5. Give employees an opportunity to make presentations and offer alternatives.
	 FORMCHECKBOX 


	6. Consider employees’ comments and alternatives.
	 FORMCHECKBOX 


	7. Select the employees who will be retrenched.
	 FORMCHECKBOX 


	8. Determine retrenchment package taking the following payments into account:
	 FORMCHECKBOX 


	· Severance pay 
	

	· Outstanding leave must be paid out.
	

	· Notice pay 
	














