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Introduction – Who are Mono Equipment?
Mono Equipment are a manufacturing company based in Swansea, who supply bakery equipment to the supermarkets and independent bakeries throughout the UK and Ireland (EV1).  Mono form part of a larger group of companies (5 in all) called the AFE Group (EV2), who supply other industries such as bars and restaurants.    Although Mono is autonomous in many ways and have their own board of directors, all companies report into the CEO of the AFE Group.  
The AFE Group have been impacted heavily over the past 18 months by the Coronavirus Pandemic for several reasons such as Furlough, staff shortages, illness, isolation and the closure of bars and restaurants (customer sites) for several months. The impact of these closures caused a vast reduction in sales and hence impacted the business and resulted in changes being made.  

[bookmark: _Hlk75112814]Lo1 Be able to plan for the implementation of change processes within an organisation 
Question 1.1 
The Pandemic has caused many companies to change their working practices whether it’s working from home or changing work objectives/practices.  The Sage Group PLC (Fuhl 2020) says that businesses must be agile and robust to survive during this time and Mono Equipment were no different.
Although Mono’s main customers (Supermarkets and Bakery’s) were open throughout the pandemic and in many cases flourished, the impact on the AFE group was so great that Mono were required to make changes to assist the overall sustainability of the AFE Group.  According to APM (2017), change is usually introduced by management to make improvements to help with business survival and is essential for lasting sustainability.  
As it was not known when restaurants and bars were to re-open, Mono directors were given objectives by the Group CEO in June 2020 to cut costs and each individual site would be impacted for the benefit of the wider group.   It was up to the Mono Directors to decide where to make these savings e.g. employee numbers, change in hours or through work processes.  
I wasn’t directly involved in the discussions with the CEO and directors, however, to keep the business operational for the foreseeable future, a balanced assessment was made and it was decided to change the organisation through a restructure via a redundancy process and this is where I became involved (EV3+EV4).  
This organisational change is due to the external driver of the pandemic having economical/financial impacts on the AFE Group due to a temporary reduction in production and demand caused by the Government mandating closures of certain businesses (Shadbolt 2020).

Question 1.2 Analyse who will be affected by the changes and their potential information and support needs 
Redundancies can have an impact on several internal stakeholders both inside and outside an organisation (CIPD 2021). Those affected at Mono by this organisational change can be seen in the Stakeholder Mapping Worksheet (EV5) all are internal stakeholders.  
Department Managers/supervisors – Play a big part in the redundancy process at Mono Equipment, they hold/run the disciplinary and consultation meetings, they support the rest of their team during the process whilst still running their department.  They require support from HR as this is a new process for all managers.  
HR – Play a big part in the process by coaching and mentoring managers, offering training and support on the redundancy process.  They ensure the company policies and external best practice e.g. ACAS is followed and enquire throughout the group if there are any vacancies that exist.  They play a support function whilst making notes on the consultation/redundancy meetings and with any letters that are distributed.  
Payroll Department – Impacted through increased work requirements, inputting payroll information, ensuring any tax implications during redundancy payments are in-line with the HMRC.  They work closely and support HR to ensure figures are correct and paperwork is signed for audit purposes.
Employees (all) – Remaining employees morale is impacted by the redundancies from losing a friend/colleague.  Some require counselling/advice through the Employee Assistance Programme (EAP).  Communication is required by management and support given on the changes being made.
Employees (Those involved in the redundancies) – are affected most by the process, they have lowered morale and some require counselling through the EAP. They require support by management, HR, their colleagues and are issued with a redundancy policy so they know what they can expect during the process.  Redundant employees also require support from the Job Centre.  The employee’s family are also affected by the process.
Trade Union representative– Are used for representation for employees during the process.  As there were only 6 redundancies being made, we were not required to consult with the Trade Union, however they were informed.  The Union was used by employees to ensure procedures are followed and no discrimination is made.  The Union require support and information from HR and management on reasons for redundancies, the criteria used and time off for any employee meetings. 

Question 1.3 Identify the resources required for the change process and how these will be made available.  
There were various resources required to make the redundancy change at Mono.
In the first instance, I reviewed the Company Redundancy Policy to ensure that it was up to date and then distributed it to managers and the selected employees (EV6, EV7).  For employees on Furlough, the policy was sent via post and discussed on the telephone/Teams’ meetings so employees could ensure that we were not in breach of our own process.
The ACAS Managers step by step guide to managing redundancies was used and reviewed regularly to ensure that Best Practice was being followed (EV8), along with the Gov.uk website and CIPD Redundancy Factsheet (EV9) being periodically reviewed by myself.
The Redundancy calculator from Direct.Gov was used as a check on employee’s redundancy payments to ensure that they were paid correctly in line with Government guidance (EV10).  This on-line tool was used in conjunction with our own workings (EV11).
A Gantt chart/timeline of events was used (EV12).  The consultation process can change in duration for individuals and depends on factors such as redeployment, questions and queries, complaints, consultations and appeals.
The Internal Trade Union representative was made available to employees who required representation for meetings etc. when requested.
The Mono Employee Assistance Programme (EAP) was reinforced to employees within their redundancy letters and through posters, to ensure they knew about the additional support throughout the process.  Details of the Job Centre were issued during the final redundancy meeting, should they be required.  
A tool on change that could have been used is the Tata Steel A3 tracker (EV13), I didn’t use it however, as I didn’t feel it was appropriate for this type of change process but more for a process with KPIs and a timeline that could have been better planned.  

Question 1.4. Devise a plan, including objectives, actions and timescales for implementing the required change
A change plan can help with Organisational change and is designed to help assess where an organisation is in the change process and to determine what it needs to do as it moves through the process (Mitre 2021). Change plans include basic details such as objectives of the change and how to measure its success.  
There was no written plan when going through this redundancy process, best practice was followed along with Mono’s redundancy policy.   A change plan has retrospectively been created, however, is based on the information that we had at the time (EV14).  All parts of the change plan were discussed, however not all formally documented.  Those affected by the changes are recorded in the Stakeholder map (EV5) that was also used for the process.
The plan was to make 6 employees redundant from the administration function.  The timescale we had was to complete it by the Company Year End (31st August), so 3 months in all.  The managers of each identified department were to hold the consultation and redundancy meetings with myself in presence to ensure the correct procedures were followed.

Question 1.5. Communicate the change plan, and gain agreement for its implementation, from decision makers
Regular communication on changes within a business can support employees when going through change (Heathfield 2021).  
Initial communication on the potential of redundancies was between Mono Directors and the CEO.  I was involved from the planning stage where the redundancies were discussed and planned in more detail (EV3 +EV4).
The plan for this change was communicated initially to the Managers of Mono in meetings to get buy in and so they would know what and how the redundancies were going to occur over the next few months.  The Managing Director held these meetings and asked for ideas and concerns over the process.  It was agreed that I would carry out a training session with the Managers (EV15).
During the start of the Coronavirus pandemic, the MD would communicate with the workforce through regular meetings, issuing updates on the business and taking any questions.  The potential redundancy situation was communicated to employees initially through a workforce meeting and followed up with a communication that went out to all employees plus those on Furlough at the time (EV16).  
A communications plan can be used to assist during a change project to ensure that the events are being communicated to the right people at the right time.  Again, this has been completed retrospectively, although the information within the plan is correct (EV17).  
An e-mail confirmation can be found from the MD of Mono Equipment on the communication process during the redundancies (EV18).


Evidence LO1
EV1 – Mono Equipment
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[bookmark: _MailOriginal]EV2 – AFE Group
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(EV3 e-mail from MD regarding potential redundancy situation)
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(EV4 Notes from meeting with MD and Managers)
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[bookmark: _Hlk87190720](EV5 Stakeholder Map)
Stakeholder Mapping Worksheet
Stakeholder Influence/Interest Matrix
For each key stakeholder, characterize them using the following stakeholder influence grid.

	Influence
	High
	Keep Satisfied
	Key Players

	
	Low
	Minimal Effort
	Keep Informed

	Low
	High

	Level of Interest



Stakeholder Grouping
Using the Stakeholder Influence/Interest Matrix, complete the table below. This will help determine stakeholder’s grouping for change communications. 

	Stakeholder Name
	Influence Level
	Level of Interest
	Stakeholder Grouping

	[bookmark: _Hlk87193687]Senior Managers
	High
	High
	Key Players

	Department Managers
	High
	High
	Key Players

	Human Resources
	High 
	High
	Key Players

	Department Supervisors
	Low
	High
	Keep Informed

	Employees - All
	Low
	High
	Keep Informed

	Employees – Those involved in the redundancies
	High
	High
	Key Players

	Payroll Department
	Low
	High
	Keep Informed

	Trade Union
	High
	High
	Key Player




(EV6 Sample of Mono’s Redundancy Policy)
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(EV7 E-mail sent to Managers regarding redundancy Policy, plus confirmation e-mail from MD)
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(EV8 – ACAS Employers Guide to Redundancies)
[image: Graphical user interface, text

Description automatically generated]
(EV9 CIPD Redundancy Factsheet)
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(EV10 – Gov.UK Redundancy Calculator)
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EV11 – Mono Redundancy Workings
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(EV12 – Gantt Chart)
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(EV13 – Tata Steel A3 Tracker tool)
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EV14 – Change Plan
Change Plan
	Created by
	Laura Daniel

	Date
	17th November 2021

	Version
	1



	Vision and Objectives

	Requirements for the change to initially be discussed with affected managers i.e. cutting costs to ensure sustainability of the wider group. 

Managers involved in the redundancy process include:
Production Manager
Finance Manager
Engineering Manager
Purchasing Manager
HR Manager

All remaining managers informed as soon as possible once the main managers above have been spoken to.


	Activities to achieve objectives 

	A Gantt chart of the timeline of the process.
A training session between HR and the affected managers on how to carry out a fair redundancy process.


	Business case (evidence-based - include data, benefits of change, gap analysis – difference between current and future states, issues and risks)

	The AFE Group is going through a difficult time with the Coronavirus which has impacted individual businesses.  Redundancies are a cost saving initiative to ensure the business is sustainable in the future.
Financial data has not been disclosed, however discussed with Mono’s directors and CEO.


	People affected (stakeholders – employees, particular employees, customers, shareholders)

	Stakeholder map created which includes:
HR
Redundant employees
Remaining employees
Departmental managers/supervisors
Payroll

Initially 6 redundancies from the administration/indirect function

	Scope of change

	Redundancies will only impact indirect employees from:
Accounts
Export
Quality
Process engineering
Stores
Production administration


	Roles (project manager, sponsor, team members)

	HR will be heavily involved in the process by training managers on how to carry out redundancies, support for the managers and employees, issuing payroll information and the administration function, ensuring the process is followed, attending each meeting and implementing the changes.
MD responsible for informing the workforce of potential redundancies and any appeals that may occur.
Departmental Managers are identified as those holding redundancy and consultation meetings with individuals whilst supporting the rest of their team.


	Communication strategy 

	Communication plan completed and included:
Individual employee meetings 
Workforce meetings
Letters issued to employees
Briefings with managers
Training sessions with managers on the redundancy process


	Support to be offered (advice, counselling, coaching, mentoring, representation, training - attach, for example, a training plan)

	Training for managers on the redundancy process.
Representation from the Trade Union and time to have meetings together.
Assistance for employees from the Employee Assistance Programme to offer additional support and counselling if required.
Advice on support after the redundancies such as REACT funding for training, Job centre information and assistance looking over employee CV’s.


	Timings and milestones (see Gantt chart)

	A Gantt chart has been produced showing the timescales, however, the project is predicted to last 3 months.


	Resources required, including cost (equipment, time, people, materials, guidance)

	Guidance from ACAS and CIPD to ensure Best Practice is followed
Redundancy Calculator from Gov.uk.


	Monitoring activities

	Feedback from employees, word of mouth on how employees are feeling during and after the redundancies.
Monitor any solicitor claims from employees for discrimination or incorrect process followed.
Appeal meetings will indicate if employees are happy with the choice and reasons for redundancies.


	Success Measures

	Successes will be if Mono and the wider group can continue once the redundancies are complete.  Will further redundancies be required??
Failures include tribunal claims or fallout from remaining employees seeking new employment.




(EV15 – Confirmation on Redundancy Training with Managers)
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(EV16 – Letter to employees regarding Furlough/redundancies
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EV17 – Communications Plan
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(EV18 – Confirmation E-mail of the Redundancy Process from the Managing Director)
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LO2 Be Able to Implement a Change Plan 
2.1 Follow the agreed plan to implement change processes. 
As this redundancy situation was new to the management team, it was essential that the plan on implementing these changes was followed.  If the plan wasn’t followed, there could have been a tribunal claim for reasons such as discrimination/unfair dismissal.  
Certain project management skills had to be implemented to ensure that the process was implemented effectively.  Skills such as using milestones to monitor and follow the process were used e.g. the communication of redundancies to the workforce and employee consultation. These milestones were recorded on the Gantt chart and includes information such as dates of implementation, what was to happen, by whom and the date of completion (EV19).  Following this Gantt chart ensured effective time management and was issued to the managers to keep track of the process (EV20).
Strong leadership was required to ensure that the process was completed effectively, I ensured that each manager knew what they needed to do at each stage of the process by always coordinating and communicating with both parties, whether by e-mail, letter or telephone call.  EV21 shows an e-mail between myself and a manager regarding a conversation I had with an employee about her consultation meeting.	

2.2 Provide information and support to stakeholders in line with their identified requirements. 
Once the MD had spoken to the workforce and those identified were informed of the pending redundancies, several staff came to speak to me, as they were worried about the situation and the future.  I spoke with each person individually to help support them, explaining in more depth the reason for redundancies.  
As the days went on, it was apparent that the workforce was struggling with the impact of redundancies.  I spoke with the MD and informed him of the questions I was being asked and I mentioned that it may be a good idea for him to speak to the workforce again to answer any questions they may have.  It was agreed that he would have departmental meetings in the hope that employees would feel comfortable to speak up with any questions they have.  An e-mail was sent to the MD with the times and dates of the meetings to which I arranged and attended (EV22).  
Training and support were required for the management team on effectively carrying out redundancies and its process.  Meetings were held, both individually and as a team on the process and I put a training session together to assist (EV23). Feedback from this training has been issued from a manager involved (EV24).  A retrospective e-mail on the training has been issued by my manager Rob Davies (EV25).
I issued Redundancy and consultation letters to employees on behalf of the organisation, to ensure the correct process was followed (EV26).

2.3 Apply techniques for maintaining positive working relationships throughout the change processes. 
To ensure positive relationships were maintained throughout this process, employees needed consistent and regular communication from myself and the MD.  When it was identified that the workforce was feeling uneasy and required additional information, it was quickly acted upon and the MD spoke to the workforce again to ensure support (EV22).  The employee consultations also ensured that affected employees had a chance to ask questions and offer an insight into how they felt about the process.
Redundancies are a difficult process for an organisation and often means uneasiness for the whole workforce not just those involved.  Due to Mono’s long-standing workforce, it was anticipated that there were going to be several employees who were going to find this process very difficult and extra support and communication was given to them (EV21).  I also ensured I sent out details on the Employee Assistance Programme (EAP) with payslips before the change commenced and once it had started to offer extra support for employees.  
Change champions were not identified, however I would put myself, the Union Representative and the managers into this category as we were implementing the change and offering support throughout.  
There are 2 change models that could be used for the redundancy process, John Kotter’s 8 Step Model and Lewin’s change model.  However, I would only use the first 5 steps for Kotter’s as I don’t feel the final 3 represent this type of change:
Step 1 - Create Urgency - Identify why this change is important and why it is required.  
Step 2 – Powerful Coalition - where the team will be formed i.e. management team, HR and the union representative who will help to push the changes through. 
Step 3 – Vision for change - The vision should align with the organisational strategies for it to work effectively.
Step 4 – Communicate to encourage support and get buy in from employees.  Ensure employees know what to expect and note any concerns and address them.    
Step 5 – Empower action by removing obstacles that will hinder the process such as identifying those who are against the redundancies and work with them for them to see the benefits.    
I feel however that the more logical model for this change is Lewin’s:
Unfreeze – Planning stage, analysing all processes for improvement (this was done by the managers before informing the workforce). If teams are aware of the issues and why change is needed, this will help to encourage and motivate them to the changes (Juneja 2021).
Action – this is where the redundancy change happens.  Employees will require support and communication when adapting for the process to run smoothly.
Refreeze stage – The new normal.  Observations on the change must be carried out by managers and HR to ensure that it has been carried out effectively.

2.4 Monitor the effectiveness of the implementation, agreeing and making justified adaptations where required. 
At the beginning of the process, I identified that the managers of Mono Equipment had never undergone a redundancy process, for this reason, I quickly put a training session together to assist with the change.  This benefitted the organisation and managers greatly (EV23) and improved their performance during both the consultation and redundancy meetings (EV25).
An employee requested his redundancy meeting to be held over the telephone instead of coming into work.  As we were in the middle of the pandemic, we adapted the process to suit.  Both myself and his manager put the telephone onto speaker and carried out the process just as effectively as if it was face to face.  It did prove to be a little difficult as we could not see his body language or facial expressions, however he assured us that there were no issues and that he understood what was happening.
There were no appeals made against any decisions or any negative feedback of the way the process was handled, this indicates that the implementation of the change was effective. 
Feedback questionnaires could not be issued to employees; however, I could see that through verbal feedback from remaining employees that even though the morale of employees was low, there was no issues with the process that was followed.
An e-mail from the MD confirming the process can be found in EV18.

2.5 Maintain records of the change process in line with organisational requirements. 
Letters were issued to the affected employees and a copy along with minutes from the meetings are in the employees personnel file (EV27).  
To ensure compliance and whilst sending e-mails to payroll, I had to ensure that any GDPR regulations were not breached.  For this reason, any e-mails sent to payroll with personal information i.e. NI numbers/names was password protected – no issues were encountered. 
Once Group redundancies were complete, payment amounts and the annual savings were shared with the group CEO.  I worked these figures out and issued them to the MD (EV28) for him to authorise.  There were no issues encountered with these payments from either the employee or management and a few months later, the AFE Group’s business improved due to bars and restaurants re-opening.  The Group CEO is still monitoring the situation, however, has informed our MD that things are slowly getting back to normal.
















Evidence LO2
(EV19 – Gantt Chart)
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(EV20 – E-mail to managers reference the Gantt Chart
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(EV21 – Communication e-mail)
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(EV22 – Support email for employees)
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(EV23 – Redundancy Training for Managers)
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(EV24 – Feedback from manager plus response from me)
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(EV25 – feedback on the training session from my manager)
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(EV26 – Sample Consultation letter)
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(EV27 redundancy letter)
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(EV28 – Annualised Savings)
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LO3 Be Able to Assess the Impact of Change Processes within an Organisation 
3.1 Measure the Effectiveness of the Change Process in Meeting the Required Objectives. 
Our objective was to reduce costs for sustainability of the AFE Group due to the Coronavirus.  Mono was informed after conversations with the CEO that this was to be carried out via a reduction in heads through a redundancy process.  I would have liked to have been more involved at this beginning stage and had more input as to ways that the redundancies could have been avoided such as reduction in hours or work/ further utilisation of the Furlough scheme.  However, this discussion was between the directors and CEO.
The redundancy process required planning, well drafted documentation and meticulous record keeping ensuring it was effective.  The methods I used to ensure its effectiveness included: - 
· Research on the redundancy process
· Updating of the current redundancy policy
· Conversations and training sessions with managers
· Administration support through the writing of letters and correspondence
· The recording of redundancy figures and redundancy information 
· Support for the affected employees and those remaining at Mono
· Support for the managers.  
I identified (through recognising behaviours and attitudes) that some employees required extra support after the process.  This was in the form of talking to them and being more visual on the factory floor and offices than I would have previously.  This was due to understanding that many of our employees had been working with each other for many years and that the changes impacted them on both a personal and work level.  I also asked the MD if he would have discussions with groups to put their queries and concerns to rest (EV22).

3.2 Identify further work required to embed changes and/or further developments required. 
This change process has come to an end, there are no on-going discussions to do with the redundancies.  The CEO has informed our directors that he is happy with the outcome and that business finances are improving.    
A year-end financial audit has occurred since the redundancies and there are no issues with the redundancy payments made.  There have been no claims made against the company for unfair dismissal/discrimination, so the process that was followed proved to be effective. 

3.3 Communicate the key outcomes and the impact of change to stakeholders.
A meeting was held by the MD on the 4th of September 2020 (a few days after the last redundancy), with me and the managers involved in the process.  This meeting was a discussion on the redundancy process and if there was any indication of appeals.  Unfortunately, there are no detailed notes on this meeting, however, each manager spoke about their own redundancy meetings and how they felt it went.  Each manager was happy with the outcome and no queries were raised.
I mentioned during the meeting that the process was followed well and felt that the training was beneficial to each of them.  The MD was very happy and said the process was effective and thanked me for assisting throughout the process. 
In hindsight, I wish I had asked the MD to speak to the workforce once the process was finalised (early September) to inform them that the process was complete.  However, this happened through word of mouth, which wasn’t the most effective way as it can sometimes lead to more questions being asked and incorrect messages issued.  If a redundancy situation was to happen again, I would ensure that this step is recorded on the Gantt chart and followed.
 
3.4 Evaluate the effectiveness of own performance in contributing to the management of change.
I feel as though this redundancy change process ran very well, there were no issues encountered and felt that I contributed well to the whole process with positive feedback from both my manager and the MD (EV18+ EV25).
I researched the redundancy process thoroughly beforehand to ensure there would be no issues.  I enjoyed training the managers on the redundancy process, I felt that they learnt from the session which gave me confidence that it would run smoothly.  
There are a few areas where I would like to improve my skills and knowledge based on the new Profession Map, these are:
Building a case for change – This change process was issued from the Group CEO, it was an initiative that we had to follow and implement. I would like to carry out another project for change and will discuss some ideas with my manager such as implementing appraisals.  This will be a project that I will carry out solely and in full should it be agreed to go ahead.  What I have learned from the modules on change will be utilised fully.  
Developing costings and measures – My manager explained the group accounts and the reasons for the proposed redundancies for this process. Rob has said he will get me more involved in the financial side of the business to gain further commercial awareness.  
Planning and delivering projects – I currently have limited experience with large projects and change.  Mono hasn’t carried out many changes over the years other than small scale ones such as changes in policy and practices.  Rob reminded me that the pandemic is a major change that has happened within the business that I have implemented very well over the past 20 months.
How to engage people and choose the right approach for that change to be effective – I feel as though I already have skills to engage the workforce.  Managers are happy with the amount of engagement I have with the workforce and feel that I already have a good rapport with all employees to implement any change going forward.  My rapport with the workforce helped with this redundancy process.  However, in hindsight, I should have kept a closer watch on how employees were coping with this process.  I think the Furlough situation with some employees being off-site, made communication difficult.  Hopefully the reason for employees being on Furlough is a one-off situation and will not happen again, however, if it does, on-line meetings will be utilised more effectively.
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From: Andrew Jones
Sent: 01 June 2020 12:21

To: Laura Daniel
Subject: potential redundancy situation

Laura,

Are you around at 3pm to discuss a potential redundancy situation we are being faced with from
group? We are hopefully able to keep numbers to a minimum but need to discuss how to proceed.
If you have a meeting please see if you can cancel to attend.

Andrew

P: +44 (0)1792 561 234
E: ajones@monoequip.com

MONO Equipment
Swansea West Business Park

| Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Wwww.monoequip.com
Managing Director

This e-mail, and any files transmitted with it,is confidential and intended solely for the individual or org{ _|ation to whom it is
addressed. If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the
System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem
inappropriate and to also reject any inbound connections from blacklisted servers. Any email mesting the above criteria will be
automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the
sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.
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April 2020

April 2020

Redundancy Policy

Page 1

MONO Redundancy Policy

Page 2

This policy sets out what we will do if compulsory redundancies become necessary,
including the steps we will take to try to avoid redundancies.

This policy

Wherever possible we want to avoid compulsory redundancies but sometimes this is
unavoidable. Things about our business may change, which may be the result of
alterations to how we do things, technology moving on or a change in the market.
These, and other changes, could all lead to a different requirement for employees.
Where this happens and a reduction in employee numbers becomes necessary, we
want to communicate this clearly to people who are affected and to take steps to
deal with the process reasonably.

We will look to find ways of avoiding compulsory redundancies and will consult with
employees and the Union/employee representatives.

Where any selection for compulsory redundancy is carried out, we will deal with this
fairly, reasonably and without discrimination.

This policy is applicable to employees only.

Avoiding redundancies

+ Where we are proposing to make redundancies, we will consult with all affected
employees on an individual basis and, where appropriate, with the Union/employee
representative.

« Before we reach the stage where redundancies are proposed, we will look to avoid
the need for compulsory redundancies. Where it is appropriate, we will consider
steps like:

— Reviewing our use of any temporary staff and consultants

— Freezing salary levels fo

f i

volunteer for redundancy will be our decision. We can refuse an application for
voluntary redundancy where it does not meet the needs of the business

Where we h;

» make redundancies

« In some circumstances, we won't have any realistic alternative to compuisory
redundancies. Where this is the case, we will inform affected employees, the
Union/employee representative

+ We will consult with the Union/employee representatives on the process and the
criteria that will be applied

« We will not discriminate directly or indirectly on grounds of race, colour, nationality,
ethnic or national origin, religion o belief, disability, gender, sexual orientation,
marital or civil partner status, gender reassignment or age:

« Part-ime employees and those working under fixed-term contracts will not be
treated differently to comparable permanent, full-time employees.

« Where it is appropriate to select employees who will be at risk of being made
redundant, the criteria adopted will be objective, f t and fair and based on
the skills required to for our business.

« Individuals who have been provisionally selected for redundancy will be consulted.
« Where an employee is selected for redundancy, he or she will be given notice of
termination of employment in accordance with their contracts as well as notification
of the payments that they will receive

« There will be an opportunity to appeal against this decision.

« We will continue to look for alternative employment either at Mono Equipment or
within the AFE Group for redundant employees until their employment ends.

+ How redundant employees apply for and are assessed for vacancies will depend
on the relevant circumstances.
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From: Laura Daniel
Sent: 18 June 2020 14:23

To: Saaid Ostad, Rob Davies, Andrew Williams
Subject: Redundancy Policy

Att: SRedundancy Policy
Hi All,

Please see our attached redundancy policy, | will be sending it to selected employees as and
when the process starts. Any questions on it, just let me know.

Thanks Laura

P: +44 (0)1792 561 234
E: Idaniel@monoequip.com

MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel

HR Manager WWww.monoequip.com

This e-meail, and any files transmitted with it, is confidential and intended solely for the
individual or organisation to whom it is addressed. If you received this e-mail in error or are
having problems sending emails to MONO Equipment personnel, please notify the System
Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block
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From: Andrew Jones
Sent: 20 June 2020 10:23

To: Laura Daniel
Subject: Redundancy Policy

Laura,

I have had a look a the redundancy policy you have amended and have no comments to add, all
looks good. | understand you have spoken to Saaid and others regarding doing some training, please
make sure you do this. | can’t remember us doing any redundancies since | have been here and is
going to be a challenge for everyone. A difficult process, however a necessity for the business.

Thanks for taking charge with this
Andrew
P: +44 (0)1792 561 234
E: ajones@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Wwww.monoequip.com
Managing Director

is confidential and intended solely for the individual or org:
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Redundancy: an introduction

Learn how to use redundancy as a last resort when all alternative approaches have been considered

On this page

Introduction
& The costs of redundancy and redundancy payments

What is redundancy?
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redundancy pay

Calculate how much statutory redundancy you can get. It’s based on age,
weekly pay and number of years in the job.

Your weekly pay is the average you earned per week over the 12 weeks before
the day you got your redundancy notice.

If you were paid less than usual because you were ‘on furlough’ because of
coronavirus, use what you would have earned normally when calculating
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Name

Age

Years Service

Weekly Pay

Statutory Redundancy

Notice Period (12 weeks)

As at 31st August 2020

Alban Williams Amount

63

13

£538.00'

Weeks

13 years @ 1.5 weeks= 195 @ £538.00 £10,491.00
Maximum 12 @ £667.38 £8,008.56
£18,499.56

Holidays up to 22nd November (12 weeks notice) = 17 days pro rata.
Taken 12.5 days = 4.5 days holiday to pay.
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From: Laura Daniel

Sent: 29 June 2020 10:55

To: Saaid Ostad; Andrew Williams; Rob Davies; Alex Davies; Rob Thomas
Subject: Redundancy Training

Morning All,

As mentioned, earlier in the month, | will be arranging a training session on redundancies and its
process in readiness for the potential redundancies we will be facing in the coming months. |
understand that many of you haven’t carried out redundancies previously, so | wanted to ensure
that you know the process and feel confident going into the meeting.

The training room is free on Friday at 10am so | plan on doing it then. Please can you make sure that
you all attend, this can become a difficult process if not followed correctly, it should probably take
around an hour or so (the slides from the presentation will be issued to you all afterwards for you to
look back on if required).

We will also have regular discussions throughout the process and afterwards as redundancies can
sometimes be difficult for those involved, especially as you have all worked with the employees for
many years.

Can you please let me know if you can’t attend.

Thanks

Laura

P: +44 (0)1792 561 234
E: Idaniel@monoequip.com

MORNO MONO Equipment
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To All Furloughed staff, 01 July 2020
Dear Alban,

I hope you remain fit and well as we appear to be approaching the end of the lock down period.
From discussions with Laura, | appreciate that most of you are looking forward to returning to work
and thus taking a further step toward normality.

I also appreciate that you may now be asking the question “why am I stll furloughed?” especially as
you may have heard that the factory is currently operating at more normal levels. | would say as a
business, we are still facing many challenges and whilst Mono has fared better than many companies
in the food service industry, we have in some periods over the last three months seen revenue fall
by over 60%. Charting our way through the pandemic has been exceptionally difficult; maintaining
acceptable levels of profitability and cash flow management has and continues to be critical to our
future trading prospects.

Ialso remind you that despite the factory operating at near normal levels of activity, the general
business community is not. We have fewer orders, invoices, enquiries and visitors to deal with. With
all these factors to consider, it is possible that you may continue on furlough until the end of
October, when the scheme ends.

The Furlough scheme was designed to allow companies like ours to bridge the gap until the
“commercial world" returns to ‘pre crisis’ levels of activity. Therefore | assure you it is in our best
interests to continue to take advantage of this scheme to prevent the business making premature
cuts in its workforce during this period. I fully appreciate that this situation is unsettling but please
be assured that if there is a pickup in business activity or specifically in the role you perform, then
‘we will be asking you to return before October. Should the situation not have improved by the end
of the Furlough scheme then we as a Company will face some very difficult decisions on how we
move forward,

Inevitably these difficult decisions may involve a reduction in our workforce. | assure you that the
fact that you remain on furlough will have no bearing on how and who these potential job loses will
impact. Job losses are always a last resort and | stress that we will be doing everything in our power
to avoid such action

Thank you for your understanding and patience during this difficult period. As ever, Laura remains
available to answer any specific queries you may.

Yours Sincerely

Andrew
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From: Andrew Jones

Sent: 22" November 2021 10:55

To: Laura Daniel

Subject: Confirmation of Redundancy Process

Laura,

This is to confirm that the role you played in the Redundancy Process in July/August 2020 was
completed and planned very well. You took control over the situation and ensured that all managers
knew what they had to do. The training that you run on the process really helped the managers
involved.

You took control over the situation knowing that redundancies were new to many members of the
team and kept a calm manner throughout.

The plan that we agreed on the redundancies was clearly communicated and followed. There were
no appeal meetings so clearly the plan was followed. You coached the managers well and had the
situation under control and met the requirements from the objectives given from Tim at the start of
the process.

Well done and thankyou for your support during the difficult time.

AndreM
P: +44 (0)1792 561 234

S ajones@monoequip.com

e

[) 0 MONO Equipment
L A Swansea West Business Park

Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Www.monoequip.com
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From: Laura Daniel

Sent: 15 June 2020 17.25

To: Rob Davies; Saaid Ostad; Andrew Williams; Andrew Jones; Alex Davies
Subject: Gantt Chart

Hi All,

As mentioned, | am in the process of putting a Gantt chart together, so we have a timeline for us all
to follow the redundancy process through to the end. | will aim to get this over to you tomorrow.

,_
o
c
B

P: +44 (0)1792 561 234
E: Idaniel@monoequip.com

MONO Ea maent
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From: Laura Daniel

Sent: 17 August 2020 13.29
To: Rob Davies

Subject: Sandra

Hi Rob,

Just letting you know that | have just spoken lunchtime on the phone to Sandra regarding her
redundancy consultation meeting later this week. As we anticipated, due to the length of time she
has been with us, she is very worried about the meeting and broke down in tears.

| have gone through the process and policy again with her our redundancy policy with her and hope |
have settled her nerves and calmed her a little. She stated that she doesn’t want anyone in the
meeting with her, however | said that she may find it useful to have someone in there as support so
she will have a think about this.

| said that we will support her as best as we can throughout the process and if there are any
questions before the meeting for her to come to me or yourself (I hope this is ok?)

Thanks

Laura

P: +44 (0)1792 561 234
E: Idaniel@monoequip.com

MONO Eauinment
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From: Laura Daniel

Sent: 17 August 2020 11.23

To: Andrew Jones

Subject: Departmental Meetings

Hi Andrew,

As discussed earlier, it is felt that the workforce require support with some questions they have over
the redundancies. | am assisting as much as | can, however the times for your meetings to answer
any questions are below:

Sheet Metal -~ 13.40
Machine Shop — 14.10
Assembly —14.40

Small Ovens — 15.10

Stores + Warehouse — 15.40
Bottom Office — 16.10

Middle and Top Office — 16.40

I have already spoken to the supervisors so have arranged for employees to gather in their
departments (2 metres apart of course). | also plan to be there with you.

Thanks again

Laura

P: +44(0)1792 561 234
E: Idaniel@monoequip.com

MONO MONO Equipment
Quwancea \Weet Riicinace Park
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Redundancy Training

For Managers at Mono Equipment

June 2020
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To explain the full process of redundancies MQNQ

To assist managers with the pending redundancies
that are being faced due to cutting costs for the
sustainability of the AFE group.

Why are we :
4 h To ensure that the correct process are being followed
having this by managers
5 o 5
tralnlng' This training is based on the ACAS Code of Practice
and should be followed to ensure the process is fair.

NB: This training has been put together for individual
redundancies (where individual roles are being made
redundant), not collective redundancies.
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Are the Redundancies Necessary?

Move employees into
other roles within the
business

Finish contracts for
contractors or temporary
staff

Reduce or stop overtime
working

Recruitment freeze
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What is the Process for the
Redundancies?

Make a redundancy plan
This plan should be shared with all staff - this is to avoid any claims.
Speak to the Union when implementing the plan - they will be representing the employees
The redundancy plan should include:
Options considered before deciding on redundancies
The number of redundancies you're considering
How to keep employees informed
How to consult with the employees affected, including those off work, e.g. Furlough leave
How long the process will take - make sure consultation is included
Agree to what selection criteria is being used
Are payments statutory or does the contract say different?

An appeals process in-case the employee feels as though they have been treated unfairly.
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What is the Process
for Redundancies?

Managers must be supported and frained

* Managers will often require help from HR on the situation and
assistance to ensure employees are kept informed.

Managers should:
= know why we are having the redundancies
* Have an understanding on what the plan is

= Are competent and confident to talk with employees about the
redundancy process

* Know who to go to with issues and questions (HR)
« Be trained to carry out redundancy meetings

= know where to go for further support (HR/ACAS)





image28.png
Inform All Employees
of the Potential
Redundancies

Ameeting should be held with all employees not just those affected, where the following is
explained:

Why there is a risk of redundancies
How many redundancies are being considered
What the process is with regards to consultation

Encourage questions form employees, for those on Furlough, the meetings can be held in
person or remotely.

For those who are at risk of redundancy, the following should be confirmed in wri
That they're at risk of redundancy

If there are any options e other roles or voluntary redundancy

How the consultation will be handled

Employees should be kept informed throughout the process.
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Consultation
Meetings

Ifgenuine consltation meetings are not held before making redundancies, there
could be a chance of the employee claiming unfair dismissal.

A redundancy consultation is when you talk and listen to affected employees and where
try to agree on actions e.g. the selection criteria.

During consultation, the following should be discussed:
- What changes are required, what the plans are and why

- Potential ways to reduce the number of redundancies or avoid them completely
- Why they have been selected for redundancy

- What concerns the employee may have

- How they will be supported throughout the process e.g. time off to look for new
roles/training and the Mono EAP system.
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Consultation Meetings

How to hold individual consultation meetings

These consultations will be held individually, however, they can also be carried
out in small groups.

Each employee should be met at least once individually and in private.

Consultation meetings can be on the phone if both parties agree (e.g. if they are
on Furlough, or feel they are putting themselves at risk coming into Mono due to
the Coronavirus).

Employees will be allowed to be accompanied at any one-to-one meeting to give
the employee support, observe and to speak for the employee if required.
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Select the Employees for Redundancy

As there are 6 potential
redundancies from the
Administration/Indirect side
of the business, there will be
no pooling required as each
role on this side of the

business is individual.

Andrew will be speaking to

us to get an update on what
departments will be
affected.
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Redundancy Payments
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Giving Notice to
Employees

Employees can only be given notice when the consultations have been completed.

For those employees on Furlough, they still have the same employment rights as those not on Furlough

Ideally employees will be met face to face to be given notice, however due to Coronavirus, if they prefer,
this can be done over the phone.

Employees can be accompanied for this meeting.

Details of the redundancy should be put in writing e.g. letter or e-mail

Letters should include the following:

The employees notice period and leaving date
How their redundancy pay has been calculated with the amount
Any additional amounts such as holiday pay.

When they will be paid.

They have the right to appeal the decision and how they can do this.
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Appeals Process

Employees will be given the chance to appeal
the decision if they feel the process has been
unfair.

If an appeal is received, it should be heard
asap and will be listed to by a senior member
of staff who has not been involved in the
process (the manager will not be involved in
this process).

Again, employees can be accompanied should
they wish.
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Any Alternative Roles

If there are any suitable jobs available
within the organisation (including the
Group) these must be offered as
“suitable alternative employment”.

If there is a suitable role, this should
be offered instead of offering
redundancy. If a suitable role is not
offered when it is available, the
employee could claim for unfair
dismissal.

Jobs must be identified and
discussed with individuals.

HR will check with the rest of the
group at the time to see what roles (if
any) are available.
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Employee Support HONG

Employees should be supported throughout the redundancy process. This support
should not only be made available to the affected employees but also the managers
involved, representatives and the employees remaining.

Employees can be supported in the following ways:
« Providing counselling through the Mono EAP scheme
« Extra meetings

- ldentify where employees can get financial advice

« Time off work to look for new jobs or training

« Assistance with CV writing
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Management support

This was a brief overview on the redundancy process and its best practice.

| will speak with each of you leading up to the potential redundancies where we will
look more specifically at identified departments.

Please let me know if there are any questions or queries either now or later during
the process, | will answer any queries you may have.

If you would prefer to read some further information yourselves, the following link is
to the ACAS website Redundancy | Acas

Thanks very much.
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From: Saaid Ostad
Sent: 07 July 2020 12:05

To: Laura Daniel
Subject: Redundancy training

Hi Laura,

Thanks for the training yesterday on how to carry out redundancy meetings, | am double checking
that you will be in the meeting with me when | do my departments just so you can guide me on the
right track if anything goes wrong or they ask questions that | am not sure on?

Regards

Saaid

1 +44 (0)1792 561 234
Sostad@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Saaid Ostad Wwww.monoequip.com
Purchasing Manager

e T S S S S B T R S S N TR
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From: Laura Daniel
Sent: 07 July 2020 12:10

To: Saaid Ostad
Subject: Re: Redundancy training|

Hi Saaid,

Of course | will be in the meetings with you. | will guide you through and probably have a sit down
with you beforehand to go through the format with you again. No problem with the training, if you
want to go through it again, just let me know. This is a horrible process | know, probably even worse
for you as these are your first ones.

I am here to support so let me know if you need anything.

Thanks

Laura

P: +44 (0)1792 561 234

D: +44 (0)1792 564 034
E: Idaniel@monoequip.com

MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB

United Kingdom
Laura Daniel

HR Manager Www.monoequip.com
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From: Rob Davies

Sent: 29" November 2021 11.23
To: Laura Daniel

Subject: Redundancy Training

Laura,

With regards to your training carried out with the management team last year on the redundancy
process; | can confirm that you carried it out effectively and was well set out. The slides were
followed and the information and advice given supported the managers very well during the

process.
Rob
]
— P: +44(0)1792 561 234
— E: robdavies@monoequip.com
—
MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom
Rob Davies WWWw.monoe: com

Finance Director
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Fforestfach, Swansea 187 August 2020
SAS SAW

Dear Peter,

T am writing to invite you to a redundancy consultation meeting on Thursday 20* August at
14.30pm in reception with myself.

If you wish, you may bring a work colleague or a trade union representative along with you
to the meeting.

The purpose of the meeting is to:
o discuss and explore ways of avoiding or reducing the number of redundancies and
reach agreement if possible
give you the opportunity to make suggestions and raise any questions you may have
consider possible suitable alternative employment within the organisation
identify your necds during the process and provide you with any necessary support
or assistance

In advance of the meeting please have a think about anything specifically that you would like
to discuss in more detail and let me know beforehand if possible if there is anything that you
wish to raise prior to the meeting.

After the meeting, we will consider all the representations that you have made. It may be
necessary to have a further consultation meeting with you if there are any outstanding issues
or concerns. However, we will keep you informed and involved whatever decision we
ultimately take.

If the time or date of the proposed meeting is not suitable for you, please contact me and I
will try to reschedule the meeting to sut all parties.

In the meantime, if you have any questions, please do not hesitate to contact me. 1
understand this may be an upsetting and worrying time for you. I would encourage you to
consider using the support services available such as the Employee Assistance Programme
from Life Works whose details I gave you in our last meeting.

Yours sincerely

b

Laura Daniel
HR Manager
MONDEaimont i s e TP G L

a1 Engand o, 3872673 Vot Regibotion o, G323 4281 35
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Fforestfach, Swansea 21% August 2020
SAS SAW

Dear Peter,

Thank you for your time in our meeting yesterday. As discussed, you had no objections and
was happy to proceed with the Redundancy process; therefore I am very sorry to confirm that
you have been selected for redundancy.

Unfortunately, we have not been able to identify any suitable alternative work for you
throughout the business

Your employment with Mono Equipment will cease on 31 August 2020. You will not be
required to work your notice period and the organisation will make a payment in lieu of
notice to you,

You are entitled to 7 weeks’ pay in Lieu of notice to end your employment with Mono
Equipment. This is based on your length of service and will consist of a payment of
£3445.75 (taxable).

You have accrued 2.5 days holiday up to the end of your notice period which have not been
taken and will be added to your final pay.

Due to your length of service, you are entitled to a statutory redundancy payment of £5168.63
(non-taxable), which will be paid to you in your final pay instalment, which you have agreed
with me will be September 25% 2020.

If you believe you have been selected unfairly, you can appeal against the organisation's
decision to select you for redundancy. You should do so in writing, setting out the reasons for
your appeal, within 5 days from receipt of this letter to Andrew Jones ~ Managing Director.
You will then be invited to an appeal meeting so that the basis of your appeal can be
discussed and considered.

In the meantime, we would like to thank you for the contribution you have made in your time
with mono Equipment and to wish you every success for the future. IfI can be of any
assistance in the future, please do not hesitate to contact me.

Yours sincerely

Laura Daniel
HR Manager
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Peter Glover
Sandra Cook
Gary Fowler
Chris Williams
Alban Williams
Daniel Kerslake

Total

total savings

Annual
Salary

25,597
14,794
22,847
30,804
34,703
22,000

150,745

180,593

Ers Pension

1,536
888
1,371
1,848
2,082
1,320

9,045

Ers NI

3532.39
2041.57
3152.89
4250.95
4789.01
3036.00

20802.81
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