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As part of the Discretionary Voluntary Redundancy scheme, the manager is required to offer to meet with the employee to discuss their expression of interest and record that discussion on this form. Employees can be accompanied at this meeting by a Trade Union representative should they wish. Where the employee does not wish to accept the offer to meet, they are required to confirm this in writing or by email to the manager. This will enable their expression of interest to progress.
Following the employee’s One to One Consultation meeting, or confirmation from the employee that they do not wish to meet with the manager, the manager is required to complete the manager assessment form, setting out their recommendation, including the rationale for it, to enable a comprehensive discussion with their Assistant Director.
Confidential discussion - you must not discuss another employee’s application with another employee.  Nor must you pre-determine application outcomes; you need to carefully consider the criteria and impact and outline this clearly within the form. 
1. Employee details 
	Name
	

	Post Title
	

	Service / Team
	

	Work Location
	

	Employee Number (can be found in iTrent)
	 



2. Details of one-to-one meeting:
	Date
	

	Time
	

	Location/Teams
	

	Name of Trade Union Rep (if present)
	



3. Purpose of the meeting  
Explain that this meeting is to discuss the individual’s expression of interest in Voluntary Redundancy (VR). Refer to the VR Scheme documentation and Manager Guidance.
· Check that the employee understands the scheme
· Confirm that this is a discretionary scheme and that there is no guarantee of approval.
· Outline the next steps in the process. 
· Make sure the employee knows that they have the right to withdraw at any point in the process, up to an offer being made and accepted. 

	Notes of discussion 

	





4. Employee Position and Reason for Application 
Discuss with the employee their reason for applying for Voluntary Redundancy (VR).
This discussion may also help identify whether there are:
· Existing vacancies within the service;
· Opportunities to reorganise responsibilities or ways of working;
· Alternative staffing arrangements which could enable the application to be considered whilst maintaining safe service delivery.
Any operational assessment and decision regarding service impact, workforce 		requirements or organisational arrangements remain a management responsibility.
	Notes of discussion 

	




5. Service Considerations    
Managers should assess the potential impact of approving this expression of interest 	on:
· Service delivery/business continuity;
· Statutory responsibilities; and 
· Critical skills or knowledge retention.
So, to support that aim, you should have a brief discussion with the employee covering:
· The work the employee currently covers;
· Whether there are vacancies; 
· Whether duties are already shared; or
· Whether the employee foresees practical transition issues. 
	Notes of discussion 

	





6. Alternatives     
[bookmark: _Int_HaG87IJQ]Discuss with the employee whether they have considered any alternatives to Voluntary Redundancy (VR), where appropriate. 
This may include:
· Flexible retirement
· Early retirement 
· Flexible working arrangements 
· Or other agreed working arrangements
The purpose of this discussion is to ensure that the employee is aware of potential options available before any formal decision is made regarding their expression of interest. 
	Notes of discussion 

	






7. Additional comments or queries       
Record any additional questions, clarifications, or relevant points raised during the 	one-to-one discussion which may assist the review or support the employee through 	the process.
This may include:
· Requests for further information;
· Workplace support considerations; or 
· Any other information directly relevant to the employee’s application or transition arrangements.
Sensitive personal information should only be recorded where necessary and relevant to the application. 
	Notes of discussion 

	





8. Declaration       
This record is a factual summary of the discussion held. 
Signatures
	Manager’s Name
	

	Date
	



	Employee Name
	

	Date
	



Manager’s steps: 
Before this point, you will have:
· Actioned the ‘email’ you received from ServiceNow in accordance with the guidance; 
· Offered to meet with the employee for a one-to-one consultation meeting to discuss their expression of interest, noting that the employee can be accompanied by a recognised Trade Union Representative or work colleague. 
If the employee did not want to meet with you or another Senior Manager, make sure you have obtained written confirmation that they have been offered a meeting and declined.
Once you have completed the one-to-one consultation form as part of the meeting with the employee, you need to:
· Complete the Manager Assessment form using the link provided; 
· Discuss the employee’s expression of interest with your Assistant Director (AD) or nominee, using the Manager Assessment form as a guide;
· ensure that during this discussion with the Assistant Director they complete their rationale, and sign the form to declare they have reviewed this;  
· Attach the completed Manager Assessment form(s) by clicking the ticket number in the email you received, and once uploaded press ‘save’ which will submit the ticket to the ServiceNow system;
· You must return all completed forms as soon as possible but, in any event, no no later than 29th June 2026; 
· Signpost employees to available information / support on the VR process which can be found here. 


