Letter to Trade Union or to Elected Representatives – Start of Collective Consultation (Changes to Terms and Conditions)
[NAME OF INDIVIDUAL IF KNOWN – EG LOCAL UNION OFFICIAL]

[NAME OF UNION /OR STAFF REPRESENTATIVE BODY]

[ADDRESS]

[DATE]

Dear [NAME OF COLLEAGUES]

Proposed Reorganisation/Restructuring of [DESCRIBE CHANGE] and Arrangement for Collective Consultation

You may be aware that today the Company has announced to its workforce at [LOCATION] that we are considering making changes to [DESCRIBE CHANGE] due to [SHORT SUMMARY OF REASONS].  I enclose a copy of the announcement made by [NAME] on [DATE] and a copy of the HR1 form we have submitted.

We have been consulting with you informally since [INSERT DATE] but have unfortunately been able to reach agreement on a way forward.  Regrettably therefore we may have to implement our plans by terminating the current contracts of affected staff and offering re-engagement on revised terms if no voluntary agreement can be reached.  
We are therefore now entering a period of formal consultation from today for a minimum of [INSERT DAYS – EITHER 30 OR 45 DEPENDING ON NUMBERS AT RISK].   As the [recognised union/elected staff representative body] we will be consulting with you throughout this period and seeking your views and feedback on the following:
· How the proposed changes can be achieved by mutual agreement
· How we can minimise the impact of the changes on the employees affected.

We too are looking at ways of lessening the impact of our proposals and will be actively considering, [INSERT DETAILS - for example, offering incentives for making the change, offering flexible working for individuals where appropriate etc.]*
We will be seeking to try and reach agreement with you where possible, and would like to assure you that we will participate in the consultation process in a genuine and meaningful way.  We will only make final decisions when we are satisfied that discussion is exhausted, bearing in the need to ensure the process is not unduly protracted.

Section 188 – Disclosure of information.

Please find below a list of information which you will need to begin consultation.

1. Reasons for the potential dismissals 
[INSERT EXPLANATION AND SPECIFIC EXAMPLES WHERE APPLICABLE TOGETHER WITH FIGURES EG, PRODUCTIVITY DATA]

[EXAMPLE]
[This involves proposed changes to our current shift patterns and premiums which will result in changes to affected contracts of employment as follows:

· morning shift working hours will change from 7am-7pm to 8am-8pm

· afternoon shift will change to Sun-Thurs 6-2, Tues-Sat 6-2 and Fri-Mon 6am-4pm

· shift premiums will change from 10% for all shifts to 7.5% for morning shifts and 12.5% for afternoon shifts due to the element of unsocial hours in the later shift pattern and our difficulties in recruiting sufficient numbers to fulfil this shift.]
The remaining terms of each employment contract shall be unaffected by this change.

2. Numbers and types of positions affected

[INSERT THE LIKELY MAXIMUM NUMBER OF PROPOSED DISMISSALS, THE LOCATION OR DEPARTMENT OR SECTIONS AFFECTED]

3. Selection Methods

[IF APPLICABLE INSERT DETAILS OF THE WAY IN WHICH YOU INTEND TO SELECT EMPLOYEES AND WHETHER YOU WILL BE USING A NEW OR PREVIOUSLY USED (OR AGREED) SELECTION METHOD.]
[OPTIONAL:
During the consultation period we intend to call for individual voluntary agreement to the changes in the first instance and employees who are interested in accepting the new terms and conditions will be eligible to apply to [INSERT NAME/DEPT] for [DETAILS OF INCENTIVE OFFERED].  If insufficient volunteers accept the changes, we envisage that we regrettably may have to implement the change by a process of termination and re-engagement.]
4. Dismissal Process

[INSERT THE PERIOD OF CONSULTATION AND WHEN THE FIRST DISMISSALS ARE LIKELY TO TAKE PLACE AND IF THERE IS ANY PHASING OF DISMISSALS OVER TIME.]

All affected employees will be asked to work their notice period in accordance with their statutory or contractual terms. At the expiry of notice period, they will be invited to re-commence work subject to them accepting the new terms offered.  
5. Consultation Meetings

During the next few weeks, we will arrange regular [WEEKLY/FORTNIGHTLY] collective consultation meetings at [INSERT LOCATION] and the first of these will take place on [DATE] at [TIME].  An agenda for the first meeting is attached [INCLUDE IN THE AGENDA THE TIMESCALES, COMMUNICATION METHODS AND WAYS OF MITIGATING THE PROPOSED CHANGES].

6. Timescales

Our provisional timescale for the proposed change programme will be as attached [PROVIDE A FORM WHICH SPECIFIES PROPOSED DATES FOR DISCUSSION OF COLLECTIVE MATTERS AND A TIME TABLE FOR VOLUNTEERS, SELECTION PROCESSES AND INDIVIDUAL CONSULTATION ETC]

7. Communication
Your locally based representatives will be given the time and opportunity to consult with employees and information on these arrangements will be given to them separately.  

[OPTIONAL: We understand that as the union full time official for this plant/area* you are unlikely to be attending the consultation meetings personally but if your union officials on site wish to invite you to any meeting we would be happy for you attend and would ask that you give us prior notice of your intention to attend.  Access to union members is also available with prior agreement as to the arrangements with [NAME/DEPT].]
8. Agency Workers

In terms of agency workers, we currently have [INSERT NUMBER] of agency workers working temporarily for and under the supervision of [INSERT COMPANY NAME]. The parts of the undertaking that the agency workers are working are [INSERT DETAILS]. The type of work that the agency workers are carrying out is [INSERT DETAILS]. 

We hope we have covered all aspects of section 188 but if you feel there is anything we have inadvertently missed please let us know.  

In the meantime, please do not hesitate to contact me for further information.

Yours sincerely

[NAME. POSITION, DEPT]

Enclosed:  
HR1 Form



Company Announcement



Proposed Timescales



Agenda for first consultation meeting

*delete/amend as appropriate

