Individual Consultation Meeting Script Content 
Consultant: (Please record your name)
Introduction and format

Good morning / afternoon thank you for attending your consultation meeting. Before we start, I would like to introduce myself.
I’m [state name and position] and I am here to hold the consultation meeting with you on behalf of Nottingham City Council, please confirm your name. 

Record employees name and NI number: 

Forename………………….........................
Surname……………………………………..
NI number: …………………………………..

As stated in the letter to you dated 7 June 2010 inviting you to this meeting, you were offered the opportunity to be accompanied at this meeting.
[If the employee has chosen to be accompanied to the meeting complete this section:

Name of companion…………………………………………………….

Tick Status of companion:   □ Colleague       □ Trade Union Representation
Under City Council policies and practices it is not permissible to record these meetings using voice recording equipment, however, you may make your own notes of the meeting. 
Format of the Meeting
This meeting will cover the following key points:

1. Background and purpose of the meeting

2. The dismissal and re-engagement process

3. Summary of the representations you have made

4. The options which remain available to you and the Council
5. Explain the next steps

Groups affected and how, by this process
Group 1: All LGS Nottingham City Council employees and those employed on the sheltered workshops for the blind terms and conditions (excluding City Council employed Teaching Assistants) are fully affected by the proposals; this includes a change to terms and conditions (new core contract), the introduction of the new pay and grade structure and proposed changes to the *Red Book1 Sections C and D and sickness absence pay entitlement periods. 


Group 2: JNC for Youth and Community Workers, Soulbury and SLMG employees are partly affected by the proposals; there may be changes to some of their terms and conditions. They are not affected by the introduction of the new pay and grade structure at this time but will be affected by any agreed changes to the Sickness Absence Policy and Occupational Sick Pay, changes to the Red Book1 Sections C – Conditions of Service and Section D – Employee Relations policies and procedures e.g. Disciplinary, Grievance, Harassment and Discrimination, Redeployment, changes to the contractual status of those parts of the Red Book1. Additionally, travel (mileage) allowance to be capped at 40p, annual leave to increase by four days with the removal of the four concessionary and additional bank holiday days. 

All employees will be paid on 27th day of each month from November 2010.
Section 1:  Background and Purpose of the Meeting: 
Background and Business reason:

The Council is legally obliged to implement the 1997 National Single Status Agreement. To achieve a pay and grade structure which is fair and equitable and free from discrimination. To have in place a set of Terms and Conditions of Employment which are fair and equitable, free from discriminatory conditions and enable the Council to deliver efficient, cost effective and flexible services to Nottingham’s Citizens. 

As a result of not being able to implement the Single Status terms and conditions and pay and grade structure by collective agreement, the Executive Board of the Council decided on 1 April 2010 to seek to introduce the new terms and conditions through a process of individual voluntary agreement to vary. 

The Council entered into formal consultation with the recognised unions on 9 April 2010, and notified all employees on 21 April 2010 offering them the opportunity to agree to vary their terms and conditions. At present over 80% of affected employees have agreed to vary. 

The Council wrote to those employees who had not agreed to vary on 7 June 2010 and invited them to a consultation meeting should it become necessary to introduce single status through a process of dismissal and re-engagement. 
The purpose of this meeting is: 

1. To ensure that following your decision not to voluntarily agree to vary your existing terms and conditions of employment you are consulted with on the potential dismissal  from your existing terms and conditions and offer of reengagement on the new terms and conditions of employment.

2. To enable you to make representations regarding the potential dismissal and reengagement process and to enable you to put forward potential alternatives for the Council to consider which might avoid the need for dismissal. 

Section 2: Dismissal and Re-engagement Process

Dismissal and re-engagement is the process by which the Council may need to introduce the new pay and grade system, where applicable, and new terms and conditions of employment to all employees who have chosen not to agree to vary or who have chosen not to return the agreement to vary form. 
Dismissal and re-engagement is a last resort option for the Council, and the Council hopes that the majority of employees invited to individual consultation meetings will agree to vary their contracts.  You will therefore be given a further (and final) opportunity to agree to vary your contract at the end of this consultation meeting.
If dismissal and re-engagement becomes the process for implementation this will mean that your employment on your existing terms and conditions will end on 31 October 2010 and you will be offered continued employment on the new terms and conditions and pay and grade, where applicable, to start on 1 November 2010. If you accept the offer of continued employment, you will have no break in service with the Council. This means that your continuous service for all employment rights and contractual provisions will not be affected by the dismissal and re-engagement process. 

The current proposal to reduce the entitlement to Occupational sick pay entitlement for full and half pay and to change Section C – Conditions of Service and Section D – Employee Relations of the Red Book1 to non-contractual are also the subject of formal consultation and negotiation with the Trade Unions, this is due to complete on 8 July 2010. Following the conclusion of the formal consultation and negotiations the final package (Terms and Conditions, Occupational Sick Pay entitlement Periods, contractual status of Sections C and D of the Red Book1) will be known, it is the final package which will be introduced on 1 November 2010.  The pay and grade structure is already agreed and is not subject to consultation and negotiation. 
The dismissal and re-engagement process relates to all posts held with the Council. 
You should be aware that the payment you were offered as an incentive to agree to vary your contract, will not be payable if you are dismissed and offered re-engagement.  It will only be payable as an incentive if you agree to vary your contract and enter into a compromise agreement.  Again, you will be given a further opportunity to agree to vary your contract at the end of this meeting.  If you take this option, you will be eligible to receive an incentive payment on condition that you agree to enter into a compromise agreement.
If you do not wish to agree to vary your contract and the Council decides to implement single status through a dismissal and re-engagement process you will receive a further letter which will outline the details of the notice period and the offer of re-engagement. As a result of this letter should you decide to accept an offer of continued employment with the Council on the new terms and conditions and pay and grade (where applicable) from 1 November your employment will continue from 1 November on the new terms and conditions (and pay and grade, where applicable) with no break in service.

	Section 3: Representations Made by the Employee



	
	Guidance for the consultant
	Record responses and comments made 

	1. Do you understand the dismissal and re-engagement process as outlined above and that this relates to all posts you hold with the Council?


	Refer to background and process 
Does the employee hold more than one post?
	

	2. Do you understand what the dismissal and re-engagement process means for you?

	 Check and confirm understanding
	

	3. Do you have any comments you wish to make about the dismissal and re-engagement process

	Capture the comments made and summarise 
	

	4. Do you understand that the terms and conditions for each post that you hold will change on 1st November 2010? 
You will receive a statement of main terms and conditions of employment (the statement) for each post that you still hold on 1 November 2010 and where you are not under notice of leaving. 

	 (LGE guidance P7 no later than one month of the relevant change)


	

	5. If you are under notice of leaving on 1 November, you will not receive a copy of the statement for that position. 
If following this meeting you choose to agree to vary and enter into a compromise agreement to receive the incentive payment (where applicable) You must not be under notice of leaving on 1 November to receive that incentive payment 
	
	

	6. Do you have any comments you wish to make about the proposed package?
	
	

	7. Do you have any further questions on the process or what this means for you?
	
	

	8. Do you have any alternative suggestions about how the Council may implement Single Status avoiding the need for dismissal and re-engagement?
	
	


Section 4: Options which remain available

Agreement to Vary
Following this meeting you still have the opportunity to voluntarily agree to vary your terms and conditions of employment by signing the Agreement to Vary Acceptance form which you will have received on or since 21 April 2010. 

Should you chose to sign to agree to vary you will still be able to access the incentive payment that has been previously notified to you and attend a compromise agreement event, where applicable. 

These forms are available for you to take with you if you so wish. If you choose to agree to vary and have the opportunity to attend a compromise agreement event please make sure that you identify the event you wish to attend, plus 2nd and 3rd choice and obtain the signature of your line manager. 

Please return your agreement to vary form and compromise agreement event selection form (if applicable) by Friday 23 July 2010 to Single Status, 2nd Floor Century House, 8-18 Chapel Bar, Nottingham. NG1 6JQ
Section 5: Summary of what happens next 

If, following this meeting, you wish to agree to vary your contract; you will need to return your signed agreement to vary form stating that you wish to agree to vary by Friday 23 July 2010. If applicable the Council will invite you to attend a compromise agreement event.  
Following this meeting, the Council will give full consideration to the representations you have made. 
If the decision is to dismiss you from your existing terms and conditions, you will be placed on notice of termination of employment and a letter will be sent to you which will provide details of the notice period. The reason for the dismissal will be for ‘some other substantial reason’. At the same time, you will be offered continued employment on the new terms and conditions of employment and pay and grade (where applicable), which will come into effect on 1 November 2010. 
If you have any queries on the process, including your options and the consequences of not agreeing to vary your contract, you may contact HR Direct on 0115 9154145 If you are a member of a trade union, you may also contact them for support if you wish.  

Thank you for attending today. 
1. The Red Book is the People Management Handbook which contains all the Council’s Policies and Procedures for Human Resources.


