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SUBJECT TO CONSULTATION

 ‘ONE TO ONE’ MEETING

SUBJECT TO CONSULTATION

	Name
	

	Location
	

	Position
	

	Contract
	
	Contracted Hours
	

	At Risk of:
	Redundancy

	
	

	Name of Manager present
	

	Name of Notetaker present
	

	Name of Representative present (if applicable)
	

	Date
	


Explain the purpose of the meeting

Further to the announcement on INSERT DATE, where you were placed at risk of redundancy, this meeting is to discuss the proposed changes and establish the options available.

Notes of the meeting will be taken so we have a record of the discussion that has taken place.
General confirmation of the following:

	
	Confirm employee was briefed on INSERT DAY, INSERT DATE, regarding proposed changes.
	Yes
	
	No
	

	
	
	
	
	
	
	
	

	
	Confirm with employee that any questions from briefing have been answered.
	Yes
	
	No
	

	
	
	
	
	
	
	
	


	Does employee have any questions based on the information?  If so, document below.
	Yes
	
	No
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	Confirm employee made aware of and understands process for seeking further clarification or asking questions 
	Yes
	
	No
	

	
	
	
	
	
	
	

	If not sure, what further information is required?
	

	

	

	
	
	
	
	
	

	Does employee have any alternative suggestions to redundancy?  If so, please document below.
	Yes
	
	No
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	Summary of other issues discussed


Questions for further clarification or follow up  

	

	Date of Next Meeting: INSERT DAY, INSERT DATE, timings to follow.
I am comfortable that this reflects the conversation that has taken place
Manager’s Signature                                                                
Date:

Print Name:                                                                               
Date:

Employee’s Signature:                                                           
Date:
Print Name:                                                                               
Date:
Representative’s Signature:                                                     
Date:
Print Name:                                                                               
Date: 

Notetaker’s Signature:                                                             
Date:

Print Name:     






Date:



COPY TO INDIVIDUAL
COPY TO HR FOR FILING IN ONE CENTRAL FILE









One to One Form
1

