Practical Steps to Complete in Changing Terms

1 Collective Matters

· Is a process of collective consultation required?

· Is there a recognised trade union or representative body?

· Do you need to organise the election of representatives?

2 Preparation and preliminary consultation

· What is your business case for the proposed changes?

· Is the business case fully explained and justifiable?

· Have you communicated this to the workforce (E.g. briefings etc.)?

· Have you a timescale in mind to achieve the changes?

· Have you engaged in informal consultation with a view to getting the changes agreed voluntarily?

· Have you considered employee feedback on the proposed changes and responded to this?

· Have you considered measures to offset any adverse effects of the changes?

· Have you amended your proposals where feasible to take account of feedback?

3 Commencing a formal procedure

· If agreement is not forthcoming, have you advised employees of the possible necessity to achieve the change by giving notice and offering employment on the revised terms?

· Have you indicated to employees that they can accept the changes voluntarily at any time during consultation?

· Have you set a deadline for reaching voluntary agreement?

4 Individual consultation

· Have you commenced a process of individual consultation?

· Have employees affected by the proposed changes been invited in writing to an individual consultation meeting?

· Have they been told of their right to be accompanied at such a meeting?

· Has the employee had the opportunity to present their views?

5 Termination

· When consultation is exhausted, issue letters of notice of termination.
· Have you enclosed the offer of employment on revised terms and stated the date on which it will be effective?

· Have you offered the employee the right of appeal? 
6 Appeal
· Hold an appeal meeting and offer the right to be accompanied.

· Write to the employee to confirm the final outcome.
