Contents

APPENIX = FOIMS ...eiiiiniiiiieiiinetisnetisseeisssesssssesssssssssssssssssssssssssssssssssssssssssssssssasssssass 4
Section One - Introducing Significant Change...........ccccccoevviriiviiinvriinvercnscicnsccessnenen. 7
Significant Change/Effects DefiNed......c.uoiriirienieeeeeeee s 7
Change that is NOL SIZNIFICANT ....uiiiiiiie e 14
CONSUITATION .ttt ettt ettt et s bt e bt st sbe e beebesanesbeens 15
Section Two - Strategy before Implementing Redundancies.........c.cccceecurreruerennncn. 20
PLANNINEG ettt ettt ettt e h e b et h e bt et e et bt e be et e eheenaeenee 20
VOolUNtary REAUNGAANCY ..cuuiiuiiiiiiieieritei ettt sttt sttt ettt st sbeesbe e saees 23
WHO t0 REEAINT ..ottt st bbb e eaees 24
Competency Based SEIECHION ......oviiiriiiiierieete ettt st saa e 25
Performance Based SeIECLION .....ooiiiirierieieete ettt st 25
Seeking AlterNatiVe ROIES.......ooiiriiiiieiereeeeeeee ettt sttt et s naeens 26
WHhO to AQViSE aNd WREN ....oouiiiieiiieeteteeee ettt sttt st sae s 28
TIPS 0N COMMUNICATION ceeiiiiiiiiieeitee ettt e s sba e s bt esbbeesbaeesnseesanees 30
Section Three - Managing the “Human Element” ...........ccccccovvvirivvirinvercnscrcnseeccnnnens 32
Change ManAgEMIENT......cccuiiiiiiiierieeieeste ettt st sab e s be e sabe e ba e st e e saaesabeesssesbaesatees 32
Preparing Answers to Difficult QUESTIONS ...ccveiiiiiirieriieieeeitee e 34
Employee ASSIStanCe PrOZram ....cc.eeiieiereeiieiesieeieete sttt sttt sttt st sbe et sae e 34
OULPIACEMENT SEIVICES ..eeiiiiiieeieerite ettt sttt e s e e ba e sabeesbaessbeesasesbaesasees 35
L= 1111 = PP P PP PP PRRPPRRROP 35
EX-8ratia PayMENT.....coo ittt sttt e st s bt e e s nbe e s nbeesanes 35
Extended NOTICE PEriOM ....cc.eouiiiiriiiieieeteseeee ettt sttt st 36
Section Four - The Legal Framework and Other Derivatives .........cccccceeeuerveuercnnnen. 38
LEEISIATION 1.ttt sttt st sat e e be e s abeenbaesabeenaaeea 38
INAUSEIIAl INSEFUMENT ..ottt b e 39
National SYStem EMPIOYEIS ..ottt sttt sbe e s aaesbee e 40
State SYSteM EMPIOYEIS. ..ottt sttt st st saeens 41
COMPANY POLICIES ettt sttt ettt et s bt et st e sbeesbeenbesaaesbeens 42

Section Five - The Process of Implementing Redundancies for National System
[ 0T o1 oY= 44

O U AT DN e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 44

Chamber of Commerce
and Industry WA 2



15 or More Employees ReAUNTANT .......cocueviiiiieiiiienicieeceeee et 44

AVOIAING ClAIMS «.eeiiiiieeieeite ettt st s bt e st e e sbeesabeesbbessbeesabesnbeesabeenbaenns 45
PAYMENT L. e e e st s e s 49
Section Six - The Process of Implementing Redundancies for State System

[ 0T o1 oY= 60
Significant Change and Redundancy Obligation and Entitlement Derivatives.................. 60
CONSUITATION ...ttt sttt sb e s bbbt nn e 61
NOTITICATION ..ttt 62
AVOIAING ClAIMS 1ottt ettt sttt s bt et e it e s bt e be e st e sbt e beenbesasenbeensesaees 62
PAYIMEBNT ot s e st e e s e e s s e e e nbar e e s e enrnees 65
Transfer to LOWer Paid DULIES .......oviiiiiiieieieeeenteee e 66
Section Seven - Managing the Workforce Following Significant Change................. 68
WOTKIOGAS ..ottt sttt aesaenne s 68
SEFESS LOVEIS ..ttt st ne e 69
Uncertainty and Concern over JOD SECUNILY .....ooiiiirierieiiiniciceeeesteeeeseese e 70
Staff Engagement and MOtiVation LEVEIS .......c..coivviirieriiniiiiiceceee e 71
MeNtal HEAITN ....c.eoiiiiii e 71
Section Eight - Stand DOWN .........ciiceiiiieiiiiceiiinetiineetennetesnessssaessssasssssssssssssssssssssssnens 73
National System Employers and Stand DOWN.........covererienienienienieneeieeee st 74
State System Employers and Stand DOWN .........oocuiiriiiiieniiiieeniecte et 77
Section Nine - Transfer of BUSINESS..........couiiiieiiiiiiiiiiiniiinninecenensessecneesnees 80
National System Employers and Transfer of BUSINESS.........cccvvvierieniiienicnicienicseceen 81
State System Employers and Transmission of BUSINESS........ccovevirvienieninnienicneerieeienens 96
National System Purchasing State Public Sector Organisation .......c..ccoceevevvieneeneniienenne 100
Practical Management Tips in Transfer of BUSINESS.......cccoovvvriiiiieniinnieniece e 103
SChedule Of RALES.......cciviiiiiic e s 100

Chamber of Commerce
and Industry WA 3



Appendix - Forms

Checklist - Redundancy - Employers

Checklist - Significant Change - Employee Communications

Checklist - Significant Change - Introduction

Checklist - Significant Change - Job Redesign

Checklist - Stand Down - Employers

Form - Redundancy- Notice to Services Australia of Proposed Dismissals

Form 1 - Notice to Centrelink of Proposed Terminations (National System
Employers)

Form 2 - Unfair Dismissal Application (State System Employers)

Form 2A - Employer Response to Unfair Dismissal Application (State System
Employers)

Form 4.40 - Centrelink - Notification of Redundancy (Non-National System
Employers)

Form 4.41 - Statement of Service

Form F45A - Redundancy - F45A (Application to Vary Redundancy Pay)

Letter - Redundancy - Notification of Redundancies

Letter - Redundancy - Invitation to Consultation Meeting

Letter - Redundancy - Offer of Redeployment

Letter - Redundancy - Termination

Letter - Significant Change - Due to Operational Changes

Letter - Significant Change - Variation to Contract of Employment

Letter - Stand Down - Employee Cannot Be Usefully Employed

Letter - Transfer of Business - National Associated Entities New Employer
Letter - Transfer of Business - National Associated Entities Old Employer
Letter - Transfer of Business - National Non-associated Entities New Employer
Letter - Transfer of Business - National Non-associated Entities Old Employer
Letter - Transfer of Business - Consultation Follow Up

Record - Redundancy - Selection Pro-forma
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. Record - Significant Change -Timeline on Employee Communications
. Survey - Post-Change Feedback Survey

o Spreadsheet - Redundancy - Skills Matrix, Selection Process

. Spreadsheet - Change Management - Action Plan Template

. Spreadsheet - Change Management - Risk Assessment Matrix

. Spreadsheet - Change Management - Risk Assessment Table

. Spreadsheet - Change Management - Stakeholder Analysis Matrix

. Spreadsheet - Change Management - Stakeholder Analysis Template

. Termination, Change and Redundancy General Order
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