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[ON LPC HEADED PAPER]


Q. 	What is happening? 
A.	It is proposed that the contracts of employment of [all [Name of Transferor] employees] OR [certain of [Name of Transferor]'s employees] will transfer to [Name of Transferee] under the Transfer of Undertakings (Protection of Employment) Regulations 2006 ("TUPE").
Q. 	What are the reasons for the proposed transfer?
A. 	The reason for the proposed transfer [reasons for the transfer].
Q. 	When would the proposed transfer take place? 
A.	It is currently envisaged that the proposed transfer will take place on [date].
Q.	Who will be affected by the transfer?
A.	[Insert response] 
Q.	What will happen following the transfer? 
A.	The contracts of employment of affected employees will automatically transfer to [Name of Transferee] unless the employee objects. This means that from [date] transferring employees will no longer be employed by [Name of Transferor] but will instead become an employee of [Name of Transferee]. 
	Save for certain exceptions relating to occupational pension schemes, employees who transfer to [Name of Transferee] under TUPE are entitled to transfer on the same terms and conditions of employment as they enjoyed immediately prior to the transfer. [Name of Transferee] will 'step into the shoes' of [Name of Transferor], which means that all rights, powers, duties and liabilities in connection with transferring employees' contracts of employment are transferred, and that continuous service is also unaffected. 
	We have liaised with [Name of Transferee] who have confirmed that [insert details of any proposed measures] OR [no changes would be made]. Your role would remain unchanged and there would be no changes to your working practices. 
	No measures would be taken by [Name of Transferee] following the transfer which might have an adverse effect on affected employees and their working conditions. 
Q.	Can employees object to the transfer, and what happens if they do?
A.	Employees do not have to transfer to [Name of Transferee] if they do not want to and affected employees will be given the opportunity to object to the transfer during the information and consultation process. However, if you object to the transfer, your employment with [Name of Transferor] would automatically terminate on the proposed transfer date and you will be treated, as a matter of law, as having resigned (and not been dismissed). In particular, you would be paid as usual by [Name of Transferor] until the proposed transfer date only and would not receive any additional payments such as notice pay or redundancy pay.	
Q.	Can I apply for alternative employment with [Name of Transferor]?
A.	If you are interested in other opportunities within [Name of Transferor] you are free to apply for these roles. Please speak to [Name] for further information. [Please note that as you are not currently at risk of redundancy, you do not have the right to preferential treatment in relation to such an application.] [Note: delete/amend the final yellow highlighted text as appropriate with regard to whether the employee is at risk of redundancy or not]
Q.	What will happen next?
A.	TUPE requires us to inform and consult with affected employees. We will continue to provide you with information, and, if appropriate, consult with you.
Our meetings with affected employees will not replace usual communication processes, and we will continue to keep you updated on the process. 
Q.	How long will the process last?
A.	The information and consultation process will be ongoing until the proposed transfer takes place. 

If you have any further queries, please contact [Name] on [Email address].
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