sUPPORTING TEMPLATES & TOOLS

[bookmark: _Toc120028593]Tool 3. File note - List of issues and outcomes from your informal counselling meeting 
Name of service: _____________________________________________________________
Employee’s Name: ____________________________ Date of informal discussion:     /      /    
Position: ____________________________________

Attendees:
Name: _____________________________Position: _________________________________
Name: _____________________________Position: _________________________________
Name: _____________________________Position: _________________________________
Meeting Notes







Follow up actions (if required):
· 
· 
· 
· 
Employee acknowledgment: 						Signed:						Date: 	/       /
:								Sign
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