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RESTRUCTURING & TUPE
TUPE Transfer Checklist
Employee Relations  |  White Cube Consulting

	ORGANISATION / TRANSFER
	[Name of transfer / project]

	HR LEAD
	[Name]

	TRANSFER TYPE
	[Business transfer / Service provision change]

	TRANSFER DATE
	[Date]

	VERSION
	Version 1.0



TUPE (the Transfer of Undertakings (Protection of Employment) Regulations 2006) is legally complex and the consequences of getting it wrong are significant. This checklist is a guide only and does not constitute legal advice. Always take specialist HR and/or legal advice before and during any transfer, and confirm current timescales and obligations.
SECTION 01
Confirm Whether TUPE Applies

	TASK
	OWNER
	TARGET DATE
	DONE

	Establish whether there is a relevant transfer (business transfer or service provision change)
	HR / Legal
	[Date]
	☐
	Identify whether the organisation is transferor (outgoing) or transferee (incoming)
	HR
	[Date]
	☐
	Take legal advice on scope and application
	HR
	[Date]
	☐
	Identify the affected employees who transfer
	HR
	[Date]
	☐


SECTION 02
Employee Liability Information (ELI)

	TASK
	OWNER
	TARGET DATE
	DONE

	Transferor to provide ELI to transferee (at least 28 days before transfer)
	Transferor HR
	[Date]
	☐
	Include identity, age, particulars of employment, disciplinary/grievance records (as required)
	Transferor HR
	[Date]
	☐
	Include any collective agreements and details of claims
	Transferor HR
	[Date]
	☐
	Transferee to review ELI and raise queries / due diligence gaps
	Transferee HR
	[Date]
	☐


SECTION 03
Inform and Consult

	TASK
	OWNER
	TARGET DATE
	DONE

	Identify or arrange appropriate representatives (recognised union or elected reps)
	Both parties
	[Date]
	☐
	Inform representatives of the fact, timing and reasons for the transfer
	Both parties
	[Date]
	☐
	Inform of the legal, economic and social implications for employees
	Both parties
	[Date]
	☐
	Consult on any proposed 'measures' in good time
	Both parties
	[Date]
	☐
	Keep records of information and consultation
	HR
	[Date]
	☐


SECTION 04
Due Diligence

	TASK
	OWNER
	TARGET DATE
	DONE

	Review terms and conditions, benefits and pensions of transferring employees
	Transferee HR
	[Date]
	☐
	Identify liabilities: outstanding claims, grievances, disciplinaries, absence
	Transferee HR
	[Date]
	☐
	Confirm treatment of accrued holiday and other entitlements
	HR / Payroll
	[Date]
	☐
	Seek warranties and indemnities in the commercial contract
	Legal
	[Date]
	☐


SECTION 05
Measures and Harmonisation

	TASK
	OWNER
	TARGET DATE
	DONE

	Identify any proposed changes ('measures') and consult on them
	Transferee HR
	[Date]
	☐
	Note that changes to terms by reason of the transfer are generally void
	HR / Legal
	[Date]
	☐
	Plan integration carefully and take advice before any harmonisation
	HR / Legal
	[Date]
	☐


SECTION 06
Transfer Day

	TASK
	OWNER
	TARGET DATE
	DONE

	Confirm employees transfer on existing terms (continuity of employment preserved)
	Transferee HR
	[Date]
	☐
	Set up payroll, systems access, equipment and communications for transferring staff
	Transferee HR / IT
	[Date]
	☐
	Issue a welcome / statement of change of employer
	Transferee HR
	[Date]
	☐
	Confirm transfer of ongoing reasonable adjustments
	Transferee HR
	[Date]
	☐
	Confirm transfer of occupational health recommendations
	Transferee HR
	[Date]
	☐


SECTION 07
Post-Transfer

	TASK
	OWNER
	TARGET DATE
	DONE

	Provide new starter information and induction for transferred employees
	Transferee HR
	[Date]
	☐
	Confirm pension arrangements and auto-enrolment where applicable
	HR / Payroll
	[Date]
	☐
	Review any consultation on measures and complete agreed actions
	HR
	[Date]
	☐
	Retain all TUPE documentation securely
	HR
	[Date]
	☐
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