
record of discussion

This document is for use by employers who need to make and retain a record of a meeting with an employee.

You may need this type of record before commencing a performance management process or if you have concerns about an employee’s conduct or behaviour.

The document is used to record details of who attended the meeting and where and when it was held.  It is also used to record the issues raised by the employer, any response made by the employee to the issues raised and the agreed action for both the employer and employee.

At the end of the meeting, the record should be signed for the employer and by the employee.  The record can then be placed on the employee’s personnel file and a copy given to the employee for his or her records.

record of discussion
Employer representative(s):

Employee:

Employee support person (if any):

Date:

Venue:

Issues raised by the employer:

Employee response:

Agreed action:

______________________________________

________________________

Employer representative




Date

I agree that the notes recorded above are an accurate summary of all issues discussed in the meeting.

_______________________________________

_________________________

Employee






Date

