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Settlement Agreements
Request for information
You have requested that we prepare a settlement agreement for you.  In order for us to draft the agreement we do need certain information.  For ease, we have put together a form setting out the information that we require.  Would you please complete the form and return it to us.  

In order to advise you properly we will need details of the background to the situation.  If these have not already been explained to us would you please provide us with these details, either on the form or the covering email.  We would also ask that you forward to us a copy of the employee’s contract of employment.

Once you have supplied the completed questionnaire, please aim to allow a minimum of one working day for us to provide a draft agreement.  

	Background circumstances including details of any specific issues you have with the employee and claims that you believe the employee has/may have.  Please outline any grievances or internal complaints made by the employee and state if the employee has an existing tribunal claim.

	

	Does the employee …..
· have any protected characteristics (state what these are)

· work part time

· work on a fixed term contract

· received the national minimum wage

· belong to a recognised trade union or hold a trade union position
· have a position as a Director or Company secretary

· have a share-holding in the business

· hold an office or trusteeship in connection with their post


	

	Name and address of the employer.  (It is important that you provide us with the name of the correct legal entity)

	

	Name and address of the employee


	

	Is the employee male or female?


	

	Employee’s date of birth


	

	Date continuous employment commenced


	

	Date of termination (either actual or proposed)


	

	Have pre-termination discussions taken place? 


	

	Have settlement terms been offered verbally or in writing?  Please provide a copy of relevant correspondence.


	

	Reason for the termination (e.g. mutual consent, redundancy, resignation)


	

	Details of employee’s salary and all benefits e.g. private health, company car, pension, private fuel, bonus, mobile phone etc
Please indicate which of these benefits will continue beyond the termination date, providing full details including the end date for the benefits to be provided.

	

	Number of days’ outstanding holiday together with amount to be paid.

	

	Employee’s notice period

	

	Will the employee be put on garden leave? If so, state for what period and whether there is a contractual right.


	

	Is the employee to work their notice or be paid in lieu?  If paid in lieu, please state:

· amount of payment in lieu 
· whether contractual right to pay in lieu or it is custom and practice for that job status or work location for employees to be paid in lieu


	

	Pension. Please state:

· Are there any pension contributions that will continue and if so, for how long and on what basis.  
· What is the name of the pension scheme?
· Is any of the termination payment to be made into the employee’s pension? If so state the amount and date of payment.


	

	Company property. Please state:

· what property is required to be returned e.g. company car, laptop, mobile phone, security pass.  
· What property the employee is entitled to keep?

Please provide sufficient details to be able to identify the document e.g. registration number

	

	What payment is to be made to the employee by way of settlement?  Please state all the elements e.g. redundancy pay, lump sum termination payment, injury to feelings compensation etc

	

	When is the termination payment to be made? State how many days from the date of termination or indicate if it is to be a staged payment and on what basis.

	

	Restrictive covenants.  Please state:

1- whether there are any restrictive covenants in the contract and if you wish to rely on these. Please provide details.

2- Whether you wish to introduce new restrictive covenants and if so, to what extent.  


	

	Do you wish the terms of the settlement agreement to remain confidential? 


	

	Do you have a confidentiality clause in the contract relating to company information? Do you wish to rely on this post termination? If not, do you wish to introduce such a clause.


	

	Are there any group companies e.g. sister, parent or subsidiary companies?

	

	Employee’s legal advice.  Please state:

1- how much you are contributing towards the employee’s legal fees for the settlement agreement.  Usual amount is between £250 - £350 + VAT for straightforward agreements 

2- the name of the employee’s legal adviser and the name and address of the solicitor firm, if known OR

3- the name of the authorised trade union official.

	

	Is there to be an agreed reference? If so, please provide a copy and the name of the person/department that reference requests should be directed.


	

	Any other information you believe may be relevant.
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