

[CONFIDENTIAL: LEGAL ADVICE]

[GUIDANCE FOR SECOND CONSULTATION MEETING]
	
[Note: the meeting should be attended by a representative of the LPC conducting the consultation and someone acting in a support capacity who can take a careful note.]
1 Explain the purpose of the meeting: 
to respond to any issues raised by the employee at the first consultation meeting;
to consider any further comments or suggestions the employee wishes to rise; and 
to discuss suitable alternative employment.
2 Discuss the issues raised by the employee in the previous consultation meeting:
outline the issues;
give details of the investigations undertaken, and the outcome of these; and
explain the conclusions reached.
Invite further questions from the employee about:
the rationale for the proposed redundancy;
the redundancy process, the employee's provisional selection; and 
any other issues concerning the employee.
Revisit the LPC’s proposals and the employee's own ideas on:
ways of avoiding, or reducing, redundancies; and
ways of mitigating the consequences of the redundancies.
[OPTIONAL – ONLY INCLUDE IF ALTERNATE ROLES ARE AVAILABLE] Discuss suitable alternative employment:
summarise the alternative positions for which the employee has been considered (if applicable);
provide details of any further employment opportunities;
seek the employee’s views on these; and
explain that the search is on-going and that you will continue to consider the employee for alternative employment.
Inform the employee of the next steps:
that you will investigate/consider the issues that the employee has raised during the current meeting; 
you will continue to consider the employee for alternative employment; and [Note: only include if alternate roles are available].
that you will notify them when the next and final meeting will be and explain the purpose of that meeting. 
If the employee specifically asks about a without prejudice settlement or a protected conversation, then seek further advice from Clyde & Co LLP.
Follow up:
investigate/consider any issues raised by the employee;
[OPTIONAL – ONLY INCLUDE IF ALTERNATE ROLES ARE AVAILABLE]  continue to consider suitable alternative employment;
consider whether the consultation process can now be closed down, or should further consultation meetings be held (e.g. if the employee has raised more complex issues); and
if no further consultation meetings need to be held, then give the employee a letter inviting them to the outcome meeting.
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