Attachment 6: Letter to staff member proposing redundancy


	(Delete heading and guidance notes before printing)

Guidance notes:

· Read clauses 5, 6 and 7 of Appendix 2 of the Victorian Catholic Education Multi Enterprise Agreement 2018 (VCEMEA).
· Use only for staff member/s declared redundant. 

· After sending this letter, allow one week for a response:

· If there is no response or you have considered the response and decided to proceed with the redundancy, send the ‘Letter to staff member confirming redundancy’ (Attachment 7) and the ‘Letter to CEO Director, IEU & ER Unit confirming redundancy’ (Attachment 8). 

· If, after considering the employee’s response, you decide not to proceed with the redundancy, reconvene the Step 3 redundancy meeting. 

· Ideally, this letter should be provided to the staff member in person, after personally advising them that you are proposing to make their position redundant. 

· Timing: as soon as practicable after the redundancy meeting. 


[Insert date]

[Insert employee’s name]

[Insert employee’s address]

Dear [Insert employee’s name]

Proposed Redundancy 

I refer to my letter to staff dated [Insert date] in which I advised you of a potential redundancy situation at [insert name of School/College] (School/College). Since that time, the School/College has continued to follow the process in Appendix 2 of the Victorian Catholic Education Multi Enterprise Agreement 2018 (VCEMEA). This has included investigation of alternatives to redundancy and meetings with representatives from the [Insert Catholic Education Office if relevant], Independent Education Union Victoria Tasmania and the Industrial Relations Unit of the Catholic Education Commission of Victoria.

It is with deep regret that I must formally propose that, effective [Insert date, including notice period], your employment will cease on the grounds of redundancy. 

Based on your years of service in Catholic Education, you are entitled to a [Insert number of weeks] redundancy payment (to be paid 15 working days after the end of your employment). You are also entitled to be given [Insert number of weeks] notice of termination (or payment in lieu of such). 

If there is any reason why you believe that your employment should not be terminated, please provide me written reasons no later than 4pm on [insert date, five working days from date of this letter]. 

I confirm that the School/College will provide assistance to you with a view to helping you obtain a position elsewhere in Catholic education, including [include all relevant forms of assistance]:
· Provision of paid leave to attend job interviews etc.
· Access to counselling. 
· With your agreement, I will contact neighbouring schools for redeployment opportunities.
· With your agreement, I [or Business Manager or another member of leadership team as appropriate] will meet with you regularly to discuss pastoral and professional issues.

Any requests by you for other forms of assistance will also be considered.

Leave without pay 

I confirm that you may avail yourself of leave without pay (LWOP) for [Insert following school year or relevant period] in order to defer, or possibly avoid, the redundancy.  

If you choose to take LWOP, I will notify you if a suitable position becomes available during your LWOP. You may elect to either accept the position immediately or continue on LWOP for the remainder of the year and accept the position at the conclusion of the LWOP (in which case I will keep the position open for you).

If no suitable position becomes available during your LWOP and there is no change to the redundancy situation, I will provide you with notice that your employment will terminate by reason of redundancy at the end of the LWOP. 

If you wish to take up the option of LWOP, please confirm this in writing as soon as practicable.

If you have any questions or wish to further discuss the proposed redundancy please make a time to speak with me. 

[Include any additional personal comments.]
Yours sincerely

[Insert principal’s name]

Principal
