

[CONFIDENTIAL: LEGAL ADVICE]

[bookmark: _Toc451956456][SCRIPT FOR FIRST [CONSULTATION] MEETING (TO BE HELD 121)]
[Yellow highlights: to be completed by the LPC in advance. Please amend, insert appropriate wording or remove as applicable.]
[Green highlights: guidance. Please contact Clyde & Co LLP for further legal advice if required. If available, choose between two or more options set out and delete as appropriate.] 
[Red highlights: only include where consultation process to take place due to measures to be taken by either the Transferor or Transferee which will affect transferring employees.]
DISCLAIMER: Please note that this template document is to be used where there are less than 10 affected employees. In the event an LPC has more than 10 affected individuals, please contact Clyde & Co for further advice.
	
[Note: the meeting should be attended by a representative of the Transferor (and possibly Transferee if appropriate) and someone who can take minutes.]
Introduce those present and explain their role in the [consultation] process.

As you know, [Name of Transferor] is proposing to transfer employees to [Name of Transferee] on or around [date]. You have been asked to attend this meeting as an affected employee, in order to discuss the implications of the transfer, [including the measures which it is envisaged [Name of Transferee] will take in connection with the transfer].

You were sent a letter on [date] informing you of a number of key matters in relation to the proposed transfer. That letter contained all of the information which [Name of Transferor] is required to communicate to you as an affected employee under TUPE.  

In summary, [Name of Transferor] is proposing to transfer [all] OR [certain] affected employees to [Name of Transferee], as a result of which those transferring employees will become employed by [Name of Transferee] on the same terms and conditions as they currently enjoy. Employees do not have to transfer to [Name of Transferee] if they do not wish to, however, if an employee objects to transferring, their employment with [Name of Transferor] will automatically come to an end on [date], and they will receive no compensation or further salary from that date.

Do you have any queries in relation to anything which is explained in the letter you received?

[Note: Where possible, answer queries relating to issues already informed during the meeting. If unable to answer immediately, explain that you will take it away from the meeting to discuss internally and/or with [Name of Transferee], and that you will provide answers as soon as possible. For 'new' questions (i.e. not clarifying something in the letter), confirm that they will be given the opportunity to raise new queries later on in the meeting.]

As explained in the letter…

Taking each benefit/measure/implication in turn, explain:
1. What is proposed?
2. By whom – Transferor or Transferee?
3. Who will this affect – transferring employees, non-transferring employees, all employees?
4. When will this take effect?
5. Why is this necessary (if you know)?

For each measure, confirm: 
"This will not affect employees' terms and conditions of employment."

For each measure, ask:
"Do you have any questions or concerns you would like to raise in relation to this?"

[Note: Answer any queries or questions you are able to in this meeting. If you are unable to answer a question, or an employee is making a representation/suggestion for consultation or agreement, confirm that you will provide an answer as soon as possible or before or at the next meeting, once you have discussed it internally and/or with the Transferee.]

Do you have any other questions on anything which we have not already discussed?

[Note: In most cases, it will be necessary to hold a second meeting to follow-up on queries raised during this meeting]

In terms of next steps, we will be looking to hold a second [consultation] meeting on [date]. We will circulate minutes from today's meeting, [along with an updated Q&A document before that meeting]. We remind you that this process is confidential, and sensitive information which has been provided as part of this process should be treated in confidence by all affected employees.

If you have any queries which are urgent, and cannot wait until the next [consultation] meeting, please let [Name] know. Otherwise, please collate questions and comments ahead of the next meeting for discussion as part of the [consultation] process.
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