Settlement agreements checklist for employers 
Before offering a settlement agreement
Consider your reasons for offering a settlement agreement.
There are other ways to settle a dispute or deal with problems at work. Read our advice on using settlement agreements.
If you do not get an agreement, think about how this might affect the employment relationship with the worker and other staff.
Check there has been no discrimination or victimisation in offering a settlement agreement. Read about discrimination in our advice on settlement agreement confidentiality.
Discussing and negotiating a settlement agreement
Consider offering a financial payment for settlement – is the payment a fair amount? Read about financial payments in our advice on discussing and negotiating an offer. 
Consider providing a job reference – have you agreed the wording with the worker? Read about job references in our advice on discussing and negotiating an offer.
Offering a settlement agreement can be a sensitive issue – have you thought about the best way to bring it up?
Consider what information a worker might need to help them understand their options and make a decision.
If writing to the worker, are you going to use or adapt one of the Acas template letters to start discussions? If using a letter of your own, make sure it covers similar points to those in the Acas template. 
Use our template letters to start settlement discussions
Consider having a meeting or meetings to discuss the proposed settlement agreement with the worker. Are you going to ask if they want to bring a companion? Read about bringing a companion to a meeting in our advice on discussing and negotiating an offer.
Do you know about having protected conversations and confidentiality? 
Does the worker understand that discussions usually cannot be used as evidence in an employment tribunal or another court? Read about using discussions as evidence in our advice on settlement agreement confidentiality.
Allow a reasonable amount of time to discuss an offer and for the worker to get independent advice. Read about time to consider an offer and get independent advice in our advice on making a formal offer.
Making a formal settlement offer
Are you aware of all the legal conditions for a settlement agreement to be valid? Find the full list of legal conditions in our advice on using settlement agreements.
If you are using our settlement agreement template, have you read and understood the guidance on how to use the template? 
If you are using your own letter template, make sure it meets all the legal conditions.
If you do not understand the legal implications, get legal advice to help you write the formal settlement agreement. 
Will you offer to pay or contribute towards the cost of a worker getting independent advice? Read about paying for independent advice in our advice on making a formal offer.
Allow at least 10 calendar days for the worker to consider the proposed formal written terms of the settlement agreement and to get independent advice. 
Read about allowing time to consider an offer and getting independent advice in our advice on making a formal offer.
