TRAFFORD MULTI-AGENCY CHILDREN AND YOUNG PEOPLE’S SERVICE
1:1 MEETING TEMPLATE 

	NAME:
	
	JOB TITLE:
	

	1:1 MEETING CONDUCTED BY:


	
	HR REP:
	

	MEMBER OF PROFESSIONAL ASSOCIATION
	Y/N (Please state)
	DATE:
	


	CURRENT HOURS:


	

	CURRENT DAYS WORKED:

 
	

	CURRENT BASE:


	


CONSULTATION

1. Do you feel you understand the reasons for the proposed changes to your structure?

             Comments:                                                                                                    

	 Yes
	No

	
	


2.
Do you understand the purpose of the Consultation Period?

· Trafford CYPS, Health PCT and Trust, have a legal obligation to formally consult with both yourself and your trade union when there is a proposed change which could potentially impact employee’s current employment terms  for a minimum period of 30 days

· During this period we will seek to identify individual circumstances and impact to each individual on the proposed changes and identify adequate support and assistance throughout this process and through the transition period into the new structure.

· More specifically we will continue to seek the views of the effected employees which may result in changes made to initial proposals presented.

             Comments:                                                                                                    

	Yes
	No

	
	


3.
Do you understand the Consultation Process and the steps outlined within the consultation documents to date?

Hold individual 1:1’s and continue discussions with your union representatives. This will involve
Managers meeting with employees individually and discussing the affects of the new structure and what options are open to them. (where appropriate with HR and Union representation). 
Address collective and individual concerns raised throughout process


Communication of regular question and answer documents to ensure consistent and fair responses

             throughout the process

            Comments:                                                                                                     
	Yes
	No

	
	


NEW MULTI-AGENCY ROLE 

There are two types of situation when posts are being filled in the structures of the new multi-agency teams: Staff will either be deployed into the new multi-agency role as the role is broadly the same, but with a requirement to work in a new team and within a multi-agency framework. However, some posts will be dis-established and new posts will be created and affected staff ring-fenced appropriately. 

4. 
At this point do you have any questions in relation to the new structure and do you have any questions in relation to content of the JD’s as part of this process?

            Comments:

	Yes
	No

	
	


AREA TEAM PREFERENCE
5.
Staff will be given the opportunity to give their preference to which area team they are placed. (see attached proforma).  All preferences will be considered when placing staff in the Area Teams.  


Comments:

POSSIBLE OUTCOMES

6. 
Staff will either by deployed to the multi-agency teams or be appointed to the new posts identified.  Where staff have not been appointed to the teams they will be protected in line with the Organisational Change Policy.
Comments:

SUPPORT

7.
Is there any other support/ information you would like the organisation to consider in order to assist you through this process?

             Comments:                                                                                                         

	Yes
	No

	
	


8.
Do you have any personal views/opinions which you think we may need to take into account
             regarding the process, proposals or the future?

             Comments:

	Yes
	No

	
	


	Additional Questions raised by employee:




· Closure of Consultation 

	Employee Signature:


	
	Date:

	Employee Representatives Signature:

(If applicable)
	
	Date:

	HR Representatives Signature:


	
	Date:

	Interviewer’s Signature:


	
	Date:
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