
Record of Counselling Meeting
	Employee Number:
	

	Employee Name: 
	

	Manager Name: 
	

	Date of meeting :
	


	Reason for One to One: 



	Comments: 



	Actions /Outcomes:  




	Employee Signature: 
	
	Date:
	

	

	Manager Signature:
	
	Date:
	


Disciplinary Guidance: This form may be used where a decision has been taken to deal with an issue through Counselling. The form should not be kept on the personnel file.











