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Changing Terms and Conditions Consultation checklist
The aim of this checklist is to guide managers through the consultation process and decision-making process, to ensure fairness and consistency.   
Prior to the consultation meeting

Has the employee received written notification of the meeting?






Has the employee been advised of their right to be accompanied?






Has the employee had sufficient time to prepare for the meeting?






Has a room been booked?










Has a note-taker been arranged?










If applicable, have arrangements been made to support any employees with disabilities?

If applicable, have arrangements (e.g. interpreters) been made for employees where 
English is not their first language?








At the consultation meeting

Introduce those present at the meeting and their roles.





Ensure you will not be disturbed or interrupted.






Explain how the meeting will be conducted.







Check that the employee received the consultation invitation letter and all relevant 
documentation (if there is a lot of documentation, it might be useful to have a checklist).


Has the employee had sufficient time to prepare for the meeting?  
(If not, consider this and whether appropriate to postpone the meeting, either to later 
that day or another time, depending on the circumstances.)





If the employee is not accompanied, check that they are aware of their right to be accompanied but do not want anyone with them. If the employee is accompanied, 
remember that the accompanying person is not entitled to answer questions on the employee’s behalf.

Remind the employee of the reasons why the company believes it necessary to change 
their terms and conditions and what the proposed changes are.





Give the employee the opportunity to explain why they have not signed the new terms and conditions.










Consider whether the meeting needs to be adjourned for you to investigate the employee’s reasons for objecting to the new terms.






Before closing the meeting, ask the employee whether they have anything further to add.

Advise the employee that they will receive an invitation to a second consultation meeting 
and give them details, if known.








The final consultation meeting / making a decision
Discuss with the employee any possible solutions that might lead to the employee accepting the new terms (e.g. because of their particular circumstances, accommodation can be made, or an alternative job may be available).







Adjourn before making any decision. If the decision is to terminate the contract, terminate on notice and offer the employee another contract on the new terms. Advise the employee of the right of appeal.










