
Bethan Spice
Assignment 5OS01 – Specialist Employment Law

Task 1
[bookmark: _Hlk101191166]Question 1 – 
Explain the reasons in favour of more employment regulation and the role played by the tribunal system in enforcing employment law. (1.1, 1.2, 1.3). 

Answer 1.1 – 
According to CIPD 2014, employment law addresses the legal rights of employees and employers.  Laws and legislations are designed to dictate what happens in the workplace.  Many laws set in relation to employment are there to protect both employees and employers without either party taking advantage of the other. Employment regulations enforce rules and set out expectations to ensure there is consistency and fairness.  
According to S, Taylor, C, Woodhams, 2012 “Many employers would be tempted to compromise on H&S, to pay unfairly low wages, to work their staff to hard, to sack them for no good reason without compensation and to deny them basic rights such as maternity leave and equal pay for men and women”. 
Employment Law consists of common law, statute and European Law. The objective of all is to make sure everyone is free from bias and working conditions are fair.  
In recent years Employment law has considered many things such as the UK’s DRA (default retirement age) and flexible working requests, and changes have had to be made.  The changes apply to every employee, and EU labour law sometimes requires parliament to amend existing laws to bring them in line with EU requirements. (Origins of UK employment, 2013). 
1.2 & 1.3 -
[bookmark: _Hlk98252793]Generally, matters that relate to an alleged breach of an employment statute (an Act of Parliament or a set of regulations issued under and Act of Parliament) are heard in an employment tribunal.  Matters relating to alleged breaches of common law can go to the county court. (Employment law in the UK: the court system, 2021).
Employment tribunals look to resolve disputes relating to employment rights between employers and employees, including claims associated with unfair dismissal, payments and redundancy, discrimination, whistleblowing and flexible working.  Tribunals offer flexibility when compared to ordinary courts that have strict rules to follow.   Before making an employment tribunal claim, ACAS (Advisory, Conciliation and Arbitration Service) must be notified.  ACAS is an independent organisation funded by the government.  Through Early Conciliation an early settlement may be reached.  The benefits of early conciliation are it is free, it is confidential, it is a quicker process and outcomes can be agreed.  
If an agreement cannot be reached an ET1 form can be submitted to the tribunal, where the claim is logged and a copy is sent to ACAS and the respondent, as well as an ET3 form.  A claim needs to be made within 3 months (if the employees employment date has ended), or 6 months if the claim is relating to redundancy or equal pay – this is known as the limitation date.  (Making a claim to an employment tribunal, 2021).
The losing party can appeal the decision within 42 days and pay the required fee.  Employment Appeals Tribunals (EATs) play an important role, since their rulings determine how Employment Tribunals should apply to the law in the future. In 2007 ACAS extended its conciliation services to cover certain categories of EAT cases, including cases where the employment relationship is ongoing, or a case may be referred back to the employment tribunal. (Daniels, 2019).  Cases can often go back to the employment tribunal for final judgement as the primary purpose of the EAT is to make decisions about how the law should be interpreted moving forward. The verdict of the EAT can be appealed to Court of Appeal if it is felt a legal mistake was made during the employment tribunal case, such as the correct procedures were not followed, or there was no sufficient evidence to support the decision.  (Appeal to the Employment Appeal Tribunal (EAT), 2022). 
There can only be another appeal to the Supreme Court if the issue of law that has 'general public importance' is being contested. The Supreme Court has a final say in any legal matter that involves UK law.
Prior to the UK leaving the EU, the European Court of Justice (ECJ) was the final court of appeal for any matters concerning European law. (Employment law in the UK: the court system, 2021).
There are several ways to resolve a workplace problem, without legal action being taken.  Before a tribunal claim is made, employees may find it beneficial to explore options.  The employee can raise a problem informally, or as a formal grievance with their employer. An informal discussion can be anything from a brief conversation to a structured meeting.  It is also a good idea at this stage to talk to a trade union representative (if you are a member of a trade union).  At an informal meeting, an employee can be accompanied, and everything should be prepared in advance. If this approach fails, a formal written grievance can be raised, and the workplace should follow their own grievance procedure.  The process must be followed fairly in line with the Acas Code.  
If the employee is not satisfied with the outcome but does not want to make a tribunal claim, there are other options to try:
· Private Mediation – An impartial third party helps two or more people reach an agreement in a dispute without going to trial (or sometimes during trial).  It is flexible and confidential. (A guide to civil mediation, 2021).  
· Private Arbitration – This is a voluntary, private process where dispute resolution occurs when parties fix their own terms to decide how resolution can happen.  
· Conciliation – This is like mediation.  It can save a lot of time; and it is confidential.  However, it does not guarantee a resolution.  In this case, ACAS will look at all options available, encourage the use of internal procedures, and discuss proposals.   Any terms of settlement agreed by the conciliation officer employed by ACAS ought to be recorded on a COT3 form (Central office of tribunals form3), although this is not a legal requirement as an oral agreement reached following ACAS conciliation is legally binding.  (COT3, 2022).  Once an ACAS COT3 settlement has ben made it is no longer possible to make a claim. 
  
Following changes to employment las in Northern Ireland which took effect on 27th January 2020, the LRA (Labour Relations Agency) now offers an early conciliation service to help resolve workplace disputes in a legally binding manner without having to go to a tribunal. The change in law means that anyone who wants to file a claim must first notify the Labour Relations Agency and discuss options for early conciliation. Most potential claimants will not be able to go to court at least without considering this option. It is also important to remember that if the case goes to court, the parties may be punished if they do not initially follow the procedures set out in the LRA Code of Conduct for Disciplinary Actions and Complaints. (Early Conciliation, n.d.).
In summary, employment laws are in place to protect employees and employers. ACAS and the court system ensure that employees can exercise their rights if they are violated. All companies must have a grievance procedure in place. Most courts settle before going to the hearing stage. Settling during litigation protects reputation, reduces embarrassment for either party, or/and protects employee morale.
Question 2a – 
Explain the major statutory rights employees have in relation to pay, time off and working time and, Question 2b – the major family-friendly employment rights. (4.1, 4.2, 4.3, 4.4).

Answer 4.1 – pay
Employers have a statutory obligation to pay employees for all work they have completed.  There are also rules on how much an employer should pay employees for each hour worked. One act that addresses statutory rights for workers in relation to pay is the National Minimum Wage Act 1998.  This Act created a minimum wage across the UK. Employers legally must pay a minimum wage, and Her Majesty’s Revenue & Custom (HMRC) are authorised to take an employer to court if they are not paying national minimum wage.  Minimum wage is set at different rates for employees of different ages, and this is reviewed annually.  The Act does however contain special provisions relating to certain types of workers including:
· Agency workers
· Home workers
· Those employed by the Crown
· Mariners
· Persons in offshore employment
The Act specifically excludes (amongst others):
· Share fishermen
· Voluntary workers
· Prisoners
· Members of armed forces

In the UK various regulations have been introduced, one more recently being that UK employers are legally required to disclose pay data, such as by gender.  The concerns of women being treated unfairly in the workplace resulted in the Equal Pay Act 1970, which prohibits any less favourable treatment between men and women in terms of wages and working conditions.  This is now part of the Equality Act 2010 that applies to Wales, England and Scotland.  Two employees in the same or similar roles, two employees doing different jobs but have the same rating or results, and two employees doing different jobs but have the same or similar skill set and abilities legally have the right to be paid the same. The Equality Act also introduced legislation relating to pay secrecy clauses.  Pay secrecy clauses are a legal provision that employers can add to their employment agreements. This clause essentially prohibits employees from sharing their salaries.  Such provisions of employment contracts are not enforceable and are illegal if employees are penalized for discussing wages. It is also illegal to prevent or limit workers from discussing wages, but this is only within the organization. Employers can require employees to keep their salaries confidential, except for jobs from competitors and others.  As well as gender, the law states that an employer cannon pay an employee less, or to disadvantage them because of any special characteristic.  (Pay fairness and pay reporting, 2021).  The EU has been important in the development of UK law that affect’s women’s rights.  The Treaty of Rome included in article 141 the commitment for state members to make sure men and women would receive ‘equal pay for equal work that is applied without discrimination based on sex’.  (Treaty Establishing the European Community, n.d.).

Most employers will detail in the contract what an employee’s rights are regarding sick pay.  It is down to the employer’s discretion if they pay sick pay.  If not, an employee might be entitled to Statutory Sick Pay (SSP), regardless of what the employment contract states.  SSP is limited, usually 28 weeks in any 3-year period, and as of April 2022 the pay amount will be £99.35 weekly.  Employees are required to comply with rules if they want to qualify for SSP, including:
· Have 4 or more consecutive days off
· Notify the absence to the employer within the set deadlines, or within 7 days
· Provide evidence of illness ie self-certificate or GP certificate
· Earn a minimum of £120.00 per week

Answer 4.2 – Annual leave and Working time
In the UK, the minimum statutory requirement for full-time employees to take paid annual leave is 28 days or 5.6 weeks. Part-time employees are also entitled to 5.6 weeks – pro-rated.  Bank holidays can be included as part of statutory annual leave.  An employer can also offer more that the legal minimum annual leave, but they do not have to apply all the rules that apply to the statutory annual leave. Employees have the right to be paid for their annual leave, and they accrue holiday entitlement during maternity/paternity and adoption leave.  They also build up annual leave entitlement whilst off sick, and they can request annual leave during sickness leave. (Holiday Entitlement, 2022).

Employees are protected from working excessive amounts of hours without a break or taking annual leave under Working Time Regulations (WTR).  The average working hours per week (for adults) are 48, with 20-minute breaks allocated during a 6-hour day or more, 11 hours rest from work in every 24-hour period and days off each week to rest. (Rest breaks at work, 2022). Employees under 18 are entitled to 30 minute breaks in every 4.5 hours of work, 12 hours rest between each working day and 2 days rest per week). (Rest Breaks at Work, 2022). 
An employee can choose to opt out of working the 48-hour week, and an employer cannot dismiss, or unfairly treat an employee for doing so.  (Daniels, 2019; p 88).  The request to opt out must be in writing.  Jobs that require an employee to work more than 48 hours include:
· Armed forces
· Emergency services
· Security
· Fishermen
· Where 24-hour staffing is required such as care homes and hospitals.  (Maximum weekly working hours, n.d.).
Night workers are also protected under the WTR.  The definition of a night worker is employees who regularly work a minimum of 3 hours during the night period - between 11pm-6am unless agreed otherwise, in writing, between the employer and employee.  If it is agreed, the duration must be 7 hours and include hours between midnight and 5am.  Night workers are not legally entitled to a higher working rate that the minimum wage.  Employees permitted to sleep for the duration of their night shift will only receive minimum wage for the periods they are awake to perform necessary tasks, whereas employees who are expected to work for most of the night will receive national minimum wage.  There are additional rules for night workers on top of the weekly working hours and rest breaks – they must not work on average, more than 8 hours in a 24-hour period. The average is calculated over several weeks. (Night working hours, 2022).
Young adults and young people are also protected, but different rules apply.  Employees age 16-17 are not permitted to work between midnight and 4am. They cannot normally work between 10pm-6am (this can be changed in the contract to not working between the hors of 11pm-7am), but there are exceptions if they work in such workplaces:
· Hospital
· Hotel
· Retail
· Agriculture
In exceptional circumstances, if no adults are present to carry out the work, a young adult can work at night to do the following:
· Deal with spikes in demand
· Maintain production continuity
[bookmark: _Hlk101969190]SEE APPENDIX 1
In such circumstances the employer should give the employee a break of the same length as the extended shift.  Night workers who take special risks or whose work involves mental or physical stress may not work more than 8 hours in any 24-hour period.  A risk assessment should be carried out to identify private hazards and work involving mental or physical stress.  Risks and tensions can also be specified in collective agreements or workforce agreements. (Night working hours, 2022).  There are other restrictions on employing young people.  Young persons under the age of 13 are not permitted to work, unless for specific professions ie modelling.  They will then require a performance licence issued by the council.  (Daniels, 2019; p 92).  Employers are required to keep records showing that night workers hours do not exceed the limits.  These records should be kept for a minimum of 2 years.
Part-time workers are protected from less favourable treatment than equivalent full-time workers simply because they are working part-time. A part-time worker is someone who works fewer hours than a full-time worker. There is no set number of hours that makes a person full- or part-time, but a full-time worker will typically work 35 or more hours per week. The statutory protection of part-time workers is included in the 2000 Unfavourable Treatment Prevention Regulations. 

Answer 4.3 – Maternity, paternity and adoption rights
The legal rights of maternity, paternity and adoption in the UK apply before and after birth or adoption. Parents, partners and adoptive parents are entitled to paternity, maternity or adoption leave, payment and joint parental leave.  Most of the relevant UK laws are in the Employment Rights Act of 1996, the Employment Relations Act of 1999, the Employment Act of 2002, and the Working Family Act of 2006. Shared parental leave arrangements are covered by the 2014 Child and Family Act.  A pregnant woman is protected against dismissal or discrimination on the grounds of her pregnancy.  Pregnant employees are entitled to take paid time off for antenatal appointments during working hours.  If an employer refuses to allow the time off, the pregnant employee can make a complaint to an Employment Tribunal. Antenatal appointments and treatment must be recommended by a professional ie doctor, midwife, nurse, and the employer can ask to see proof of the appointment.  Father’s and partners who are employees can take unpaid time off to attend up to 2 appointments with their partners providing they are no longer than 6.5 hours per appointment.  (Maternity, Paternity and Adoption Rights, 2021).
Once an employer is made aware of an employee’s pregnancy, they are required to look at whether a risk assessment is necessary or not.  If the job can pose as a danger to her or her unborn child, she should be moved to appropriate alternative employment or suspended on full pay on maternity grounds.  (Daniels, 2019; p 100-101).  
[bookmark: _Hlk101969257]SEE APPENDIX 2

Mothers in the UK are entitled to up to 39 weeks SMP, providing they work for an employer who is liable to pay the employers share of class 1 NI contributions, have average weekly earnings in the 8 weeks preceding the qualifying week and have 26 weeks continuous service. The earliest this can start is at the beginning of the eleventh week before the baby is expected. 
In addition to maternity leave and wages, women who meet the relevant eligibility criteria have the right to: 
· Return to their employment with the same benefits, terms and conditions if their maternity leave is no more than 26 weeks
· Request a maternity risk assessment
· Request alternative work that avoids any risk to the health of the mother or unborn baby
· Up to ten ‘keep in touch’ (KIT) days without losing any entitlements (Daniels, 2019; p104).
SEE APPENDIX 3
Answer 4.4 – Employment rights and flexible working
Under the Employment Rights Act 1996, all employees who have worked continuously for the same employer for 26 weeks have the right to request flexible working, and this is known as ‘making a statutory application’ – only one request can be made within a 12-month period.  The request needs to be in writing and should explain the hours requested, if they have requested flexible hours before, and the date of the request.  The employer then has 3 months to decide.  If the request is agreed, the contract will need to be changed to include the change. If the request is refused, the employee must receive the decision in writing and the business reasons for the refusal must be given.  The employee may be able to complain to an employment tribunal.  An employee can withdraw a request in writing, or if they miss 2 meetings to discuss the request without reason, the employer can treat the request as withdrawn. (Flexible Working; n.d).
An employee may request flexible working hours for religious reasons.  (Religion is one of the protected characteristics listed in the Equality Act 2010).  If an employer refuses to allow an employee to take particular rest breaks, or finish work at a particular time, they need to be able to justify their reasons for doing so.  If they cannot objectively justify it, it may be classed as indirect discrimination because of religion. Employers are required by law to ‘try’ to accommodate religious beliefs, but only if doing so does not cause undue hardship ie cost, infringing on the rights of other employees, decrease workplace efficiency.  If an employer does permit time off for religious holidays or requests, they do not have to pay the employee for that time. (Flexible Working - legal rights and gaps in the law, 2017).
Although unpaid leave does come down to employer discretion, there are 2 areas where unpaid leave is protected by law, one being a Carer.  
All employees, including carers have the right to request flexible working hours, and an employer must treat all requests in the same way.  An employer may have other ways to accommodate time off requests for carers and parents and this should be documented in the workplace’s policies. (Making a flexible working request, 2020).  

Question 3 – 
Evaluate the key concepts (2.1 a & b, 2.2). 

2.1 -valuate the principles of discrimination law in recruitment, selection and employment around: a) Discrimination law in recruitment, selection and employment, and b) Equal Pay.
Answer 2.1 a –
During recruitment it is important to find the best suitable candidate for the job, but it is against the law to discriminate based on a ‘protected characteristic’.  In the UK all forms of discrimination in the workplace are managed by the Equality Act 2010. This Equality Act 2010 seeks to protect 9 characteristics as:
· maternity leave, 
· disability, 
· religion, 
· gender restructuring,
· marriage 
· gender,
· sexual orientation 
· race
· age
ACAS advises that employers avoid any form of discrimination during recruitment and selection, and also during the job advertising process. (ACAS).  
The Discrimination Equality Act, 2010, can take the following forms:
· Direct - a less qualified person is purposely given the job as opposed to a more qualified person because he is male, and the other candidate is female.
· Indirect  - a job is advertised internally where all employees are male could be seen as indirect discrimination against females.
· Association – a person can bring a claim of discrimination based on a characteristic of another person. 
· Perceptive – a person is discriminated against due to what others perceive, eg, a person is refused promotion because it is ‘believed’ they have a disability.
· Victimisation – a person is subjected to harmful behaviour because they have, or ‘may’ have reported discrimination.  A reporting person does not have to have a protected characteristic to become a victim of victimisation.
· Harassment – a person receives unwanted behaviour related to a protected characteristic.  To be classed as harassment the behaviour must violate a person’s dignity (intended or not), and create an intimidating environment for that person (intended or not).
An employer must not ask questions about any protected characteristic when hiring new staff, unless in rare circumstances but they must have a good business reason to do so, eg, a refuge for women who victims of domestic abuse may advertise for a female employee as residents will feel safer. Personal questions cannot be asked by the employer, nor should they recruit or pass judgement on appearance.  

Answer 2.1 b –
Legally, men and women must get the same pay for doing the same work.  This means a person should not get lass pay compared to someone who is the opposite sex or doing the same work for the same employer.   (Equal Pay and the Law, 2022).
(3480 words)

Task 2

Question 3.1 – Discuss the legal implication of managing change, & 3.2 – Explain the legal requirements relating to transfers of undertakings.

Answer 3.1 & 3.2 –

	
From:   HR@ABC ltd.com
            
To:   Managing Director@ABCltd.com                                                                                                     Cc & Bcc
____________________________________________________________________________________________________________________
Site Closure


Dear Mr Director

As per your instruction, please read my advice regarding the closure of one of the 3 sites.

Please note before I go into further detail, any legally binding contract (contracts agreed between you and your employees) cannot be changed unless both parties agree. 

If your employees are to be re-deployed within the company, you must get their agreement if you need to make changes to their contracts. You will need to be clear and precise about why a contract change is needed in preparation for informing and consulting with employees and representatives about the potential changes.  In this case, as the change is necessary to reflect the business’s needs (change of location), you may be justified in the changes if you terminate their contracts and re-hire them with new terms and conditions.  However, I advise that you should only consider the ‘fire and rehire’ practice as a last resort.  This is because unless managed correctly it can be at risk of costly claims as well as reputational damage.

Please refer to employee contracts to see if there is a clause included requiring them to be ‘mobile’. (If there is no variation clause and you change any terms without consent you may be in breach of contract). As demonstrated in a previous case (Bass Leisure Ltd v Thomas), 1994, you can move an employee to a different location, but you must show that the request was reasonable. 

As the change involves more than 1 employee, it is a good idea for you to discuss it with an employee representative as well as 1:1 with the employees involved.
If you wish to change an employee’s contract, there is a process to follow:
· Collective agreements 
· Flexibility clauses 
· Changes of employer 
· Disciplinary 
SEE APPENDIX 4

You will also need to make sure through good, advanced planning how many staff you can redeploy to the other remaining sites.  If redundancies are necessary you will have to make sure your reasons are genuine for doing so i.e., you will need to demonstrate that the job they are currently doing will no longer exist. Any compulsory redundancies you think necessary must be fair – you cannot discriminate – please refer to your policies as well as the Equality Act 2010 and the protected characteristics.  You can include reasons such as skills, qualifications, attendance and disciplinary record.  Any employee facing redundancy has a right to have a trial period in any alternative job you may offer.  Again, you will need to consult employees in the redundancy situation.  Failure to do so can see you facing employment tribunal.  (Relocation of Work, n.d.).

You must never assume that an employee has accepted your proposed changes just because they have not specifically objected.  Please give your employees the opportunity to voice any objections, especially when the changes may not apply immediately i.e., redundancy entitlement. The case of Rigby v Ferodo (1988), illustrated that continuing to work is not enough to constitute an implied acceptance of the variation.  Actions taken without consent meant that employees were entitled to their claims. (Bottomley, 2022).

Another good option is for you to go through the ‘structural mapping’ process.  This will give you a clearer view of what job opportunities exist in the 2-remaining premises.  You can look at the skills and competencies of employees and identify those who can perform in a different role, with training if necessary.  

To recap and summarise – the best outcome is for employees to agree to any variations to their contract.  This can be achieved by:
· Issuing a new contract for employees to sign, or
· Issuing a side letter to the existing contract for employees to sign, or
· Making an agreement with relevant trade unions.

DO:
· Have clarity in your plan, and reasons ‘why’
· Communicate and consult with employees outlining where, when, why and how
· Consider having incentives i.e. cash bonuses, additional annual leave – these can help secure an agreement
· Explain risks and impacts if proposed changes are not achieved.
· Be open to new ideas
DON’T:
· Don’t rush the consultation process
· Don’t forget to keep evidence of every step you take – a tribunal will as you for evidence.

On a similar topic, it is worth mentioning the following for future reference - If you were not closing your site but it was changing hands, or if you decide that the business is going to another service provider, you will need to be aware of TUPE – Transfer of Undertakings (Protection of Employment) Regulations 2006. Non-compliant of TUPE regulations may put your business at risk.  If employees are not made aware of company changes, they may make a claim against you.  It is recommended that during a TUPE process an employer should consider the following factors: who will be affected, why the transfer is happening, and what benefits/drawbacks are expected?  Any employees to be affected by the transfer need to be identified as soon as possible so you, the employer, can provide the new employer with the information at least 28 days in advance.  Any collective agreements of disciplinary action details would need to be prepared by the outgoing employer.  There is lot to consider, and TUPE requires the employer to look at every aspect of employment, including: pay, holiday entitlement, company cars, redundancies, employees on leave, remote workers.  A recognised trade union, or appropriate employee rep will need to be consulted about the transfer, although the employer can liaise directly with employees if there are less than 10 employees affected.  If an agreement cannot be reached, reasons for rejection must be in writing explaining why. (Employee rights during a TUPE transfer, 2021).  Under TUPE regulations, employees are protected with: 
· Retention of current contractual terms and conditions
· Continuation of annual leave entitlements
· The right not to suffer detrimental change in working conditions following the transfer
· Retention of current length of service
· The right to claim unfair dismissal if redundancy occurs due to the transfer
· The right to be consulted by the employer on the effects of the transfer before it takes place).

Please remember – keep employees up to date. Effective communication with employees keeps morale high and motivation high.

If you need any further advice or support, please contact me.

Regards,
Bethan Spice
(1032 words)
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APPENDICES
APPENDIX 1
In such circumstances the employer should give the employee a break of the same length as the extended shift.  Night workers who take special risks or whose work involves mental or physical stress may not work more than 8 hours in any 24-hour period.  A risk assessment should be carried out to identify private hazards and work involving mental or physical stress.  Risks and tensions can also be specified in collective agreements or workforce agreements. (Night working hours, 2022).  There are other restrictions on employing young people.  Young persons under the age of 13 are not permitted to work, unless for specific professions ie modelling.  They will then require a performance licence issued by the council.  (Daniels, 2019; p 92).  Employers are required to keep records showing that night workers hours do not exceed the limits.  These records should be kept for a minimum of 2 years.
APPENDIX 2

There are 3 periods of maternity leave:
· Compulsory leave – the employee is not permitted to work for 2 weeks after giving birth (4 weeks if working in a factory
· Ordinary Maternity leave (OML) – all pregnant employees are entitled to take 26 weeks OML, no matter how long their length of service
· Additional Maternity leave (AML) – all pregnant employees are entitled to take 26 weeks AML, which starts immediately after OML finishes.  This gives a total of 52 weeks of leave.  (Daniels, 2019; p102).

APPENDIX 3
As of April 2022, SMP will be paid at 90% of average weekly earnings for 6 weeks.  After 6 weeks it will be aid at either the average weekly earnings, or £156.66 (whichever is lower).  KIT days are also permitted during adoption leave, as are ‘shared-parental-leave-in touch’ (SPLIT) days – up to 20 days. KIT/SPLIT days should be paid at your normal rate of pay, although there are no regulations to state what should be paid. (Keeping in Touch Days, 2021).
APPENDIX 4
· Collective agreements – you will need to write to your employees to inform them of any changed in their contracts.  The changes may alter the terms of their written statements. 
· Flexibility clauses – you can only use flexible clauses to make reasonable adjustments.  They are terms of the contract that give you the right, as an employer, to change some employment conditions i.e., relocation.
· Changes of employer – this would apply if a change of employer was taking place, and the employee would then need a written statement within 2 months of the change occurring. 
· Disciplinary measures – depending on the change to your employees’ terms and conditions i.e., a demotion, disciplinary measures can take place.  (Changing an employment contract, n.d.).


