Appendix 4 
Template Investigation Meeting Record 
	INVESTIGATION MEETING 
 

	Meeting Date & Time 
	 

	Meeting Location 
	 

	Attendees 
	 

	Purpose of Panel Meeting 
	 
 
 
 

	To be explained at the outset of the Meeting: 
 
▪ If the employee is the subject of the investigation, they can be accompanied by a work colleague or Union Representative (prior notification must be provided to the Investigating Officer to ensure appropriate meeting arrangements can be organised) provided this does not cause any delays at this informal stage. 
 

	▪ Right of either party (Employee / Employer) to adjourn the meeting at any point 
 
 

	Note of Importance:   
 
 
(Point 20 - Investigation Policy) Witnesses are informed that a record of the discussion at the informal investigatory meeting will be made and retained by the Investigating Officer.   This will be an accurate but not verbatim record of the investigatory interview.  If the information provided by the witness during the meeting is relevant to the investigation and likely to be presented at a disciplinary hearing the witness should be advised that they may be called as a witness, for which they would be given appropriate support. 
 
Please be aware that, at any point during the meeting, either party can ask for an adjournment. 
 
To assist in ensuring I undertake a full investigation it will be necessary for you to provide as full an answer as possible to the questions. Please note that this is purely a fact finding exercise. 
 
 

	Record of Meeting:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
Signature of employee to confirm the accuracy of the information contained in this document fairly reflects the conversation held between the parties to the meeting and that they have been informed that the notes of this meeting may be used as part of any formal action that may occur for which they may be required to attend to give evidence.  
 
Employee Name (printed)   	___________________________________ 
 
Employee Signature 	 	___________________________________ 
 
Signature of Investigating Officer to confirm the accuracy of the information contained in this document fairly reflects the conversation held between the parties to the meeting and that the employee has been advised that the notes of this meeting may be used as part of any formal action that may occur for which they may be required to attend to give evidence.   
 
Investigating Officer Name (printed) ______________________________ 
 
Investigating Officer Signature 	____________________________________ 
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