Initial 
	Name of Employee:


	Name of Manager Chairing Meeting:

	Start time:

	Name of Representative:


	End time:
	Name of HR Support:



	Meeting location:
	Date:




1.  Outline Purpose of Interview:

The purpose of our meeting today is to discuss the proposed changes within xxxxxx, as announced today, its effect on your role and actions to be taken during the consultation period. 
Following on from today a follow up consultation will be arranged where we can discuss the proposal in more detail once you’ve had time to think and digest the information we discuss today.
Review  
Refer to announcement
	Do you have any feedback or questions on the announcement?

Do you understand the business reasons for the change, or do you think we can avoid this situation?




Please record any further questions or comments at this time

	


 2.  Implications of the Changes for Individuals

As a result of the proposed changes your role may become redundant and therefore your role could be at risk. However, as an alternative to redundancy we are proposing instead to Furlough you in line with the government advice…..

As we explained when the announcement was made, at this time no final decisions have been made.  We are entering into a consultation period with you, during which time we will make every effort to explore alternative solutions.
I must remind you that if no suitable alternative role is found and no alternative solutions to the problem found, then the redundancy may become effective at the end of the consultation period.

The Furlough would be effective from x date and last until 1st June. If the government extends this we may extend this, and would discuss this with you.
Do you have any questions, are you willing consider Furlough?
	Record answer and clarify if required.




4. During the consultation period

You are requested to continue working during your consultation period, we will allow reasonable time off to apply for positions, and this must be mutually acceptable with yourself and your line manager.  
Please note that during Furlough you will not be required to work in line with the current government rules on the scheme. 

	Record any comments




5. Summary 
You will shortly receive a letter confirming the details of your next consultation, and a letter to sign asking you to confirm if you are happy to accept Furlough.
Do you have any further queries, questions, or comments, which we have not already covered?

	Please record any further comments, queries, questions




	Manager’s Name:

	Manager’s signature:

	Employee Name:
	Employee Signature:


	HR Name:
	HR Signature:



	Date:


	Date:


