1-2-1 consultation template


	CONFIDENTIAL
Name of Schools/Trust

	1 to1 consultation meeting – checklist and record of meeting 

	Name


	

	Job Title


	

	Nominated email account
(suitable for sensitive info)
	

	Manager/HR Adviser


	

	Name of trade union rep or work colleague (note if the individual has decided not to be accompanied)
	

	Date of meeting


	

	The purpose of this meeting is to:

· provide more information in relation to the proposals

· explain to you what we are intending to do and the reasons for it

· explain why your job is at risk

· explain that no decision has been made and will not be made until after the consultation

· look at ways that we can avoid compulsory redundancy, if that is possible

· explore any ideas or options that haven’t yet been considered or identified, and see if they are feasible and result in a change to our proposals

· give you the opportunity to comment on the proposals and listen to your concerns and give you the opportunity to put forward alternative solutions
· identify what support you may need at this time
· confirm your redundancy terms
· explore options around voluntary redundancy 
· explain next steps


	1 [Manager/HR Adviser: Summarise proposals and reasons why they are necessary – explain why this post is at risk]



	2
Have you read the consultation document?

	Yes(
	No(

	3
What comments do you have on the proposals?


	Set out comments here:



	4
Are you clear about the timescales?


	Set out comments here:



	5
What information would you like to put forward in relation to the proposals that you would like the Governors/ Board to consider?


	Set out comments here:



	6
Would you like to discuss options for voluntary redundancy?

	Set out comments here:



	7
What support do you think you may need during this process? 


	Set out comments here:



	The following should be explained to the employee (confirm that this has been done by ticking the boxes):

	Redundancy entitlement (stress that this is subject to final audit and guidance only at this point)
	(


	Search for suitable alternative employment
	(


	Right of appeal if you are made redundant
	(


	Pension arrangements were explained where aged 55 or over - able to access pension early
	(


	Access to advice from the Money Advice Service:

www.moneyadviceservice.org.uk

	(

	Access support from our Counselling and school EAP service
	(

	If you are issued with notice of redundancy and accept an offer of employment before your redundancy date, and commence within four weeks of that date with an employer covered by the Redundancy Payments (Modifications) Order, you will lose your entitlement to a redundancy payment although you will keep your continuity of employment for redundancy purposes. This also applies to voluntary redundancy. We will write to you before making the redundancy payment to ask you if you have been offered another job with a Modification Order body


	(

	Summarise below any other information discussed at the meeting:



	Set out the following next steps:

· The consultation ends on (add date)
· Between now and then you can put forward any information that you would like  schools/Trust to consider

· If you would like to consider voluntary redundancy, we can continue to discuss this and move forward if that is something you would wish to do

· The Restructure/Reorganisation Committee will meet on (add date), to consider the outcome of the consultation and make a final decision in relation to the proposals
· You will then be notified of the decision and the next steps


	Manager/HR Adviser signature:
Date:



A copy of this form once completed and signed should be sent to the employee for their retention
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