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[bookmark: _GoBack]Ensure you have read and are familiar with the details in the Flexible Working and Recruitment and Induction Policies before the meeting. This template can be typed into and saved or printed to support your meeting.

Employee Name: ______________________  Department: __________________		

	Pre-Meeting Action;
	Done/ discussed

	1.   
	Ensure you have all request details available and any other supporting information – including details on the Working Time Directive (WTD) MPD485
	

	2.
	If the request is for additional employment at NHSBT ensure you have had a discussion with the other manager – you may both wish to attend the meeting.
	

	3.

	Arrange and book the meeting with the employee. 

	

	4.
	If you have any concerns or questions about completing this meeting, discuss them with HR Direct (2 7700)

	



	Review Meeting;
	Done/ discussed

	4.
	Confirm the purpose of the meeting is to discuss their Additional Employment Request

	

	5.
	Confirm details of the proposed additional employment request with the employee including name of employer, organisation, proposed number of hours worked per week, and pattern of work (evening, weekend, etc.). 

	

	6.
	Confirm with employee the proposed start date of the additional employment and how long it is expected to last.

	

	7.
	Confirm the duties of the proposed additional employment.

	

	8.
	Confirm any proposed additional employment does not impact their ability to fulfil their contract of employment with NHSBT (e.g. H&S risks, patient safety or needs of the service). 

	

	9.
	Confirm that any proposed additional employment does not conflict with the interests of the service or contravene the Working Time Directive (WTD). 

	

	10.

	Confirm that they are required to inform their manager of any changes to their agreed additional employment.

	

	10.
	Confirm that should their agreed additional employment have a detrimental impact on their attendance, time keeping or performance at work, this will be investigated under the appropriate policy (e.g. Disciplinary, Attendance or Capability policy) and suitable action may be taken.  

	

	11.
	Confirm that they will receive a letter confirming what has been discussed and agreed at the meeting. Advise them that a copy will be placed on their personal file (this should be sent to HR Filing – Newcastle).

	

	12.
	If you decline the request confirm that the reason has been discussed with the employee. 

If approved, discuss arrangements that you have both agreed for example a review date to discuss the additional employment.


	

	13.
	Comments:






	




	Post Meeting Action;
	Done/ Discussed

	14.
	Carry out all actions from the meeting and checklist 

	

	15.
	Send outcome confirmation letter of what was discussed and agreed at the meeting within 7 calendar days 

	

	14.
	Diarise any agreed review dates
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