Record of confidential discussion

Manager’'s Name: Date of meeting:

Colleague’s Name: Job Title:

Those present at the meeting (names and positions):

Summary of discussion:

Agreed actions/adjustments, please detail name of HR authorisation:

Date of Next review Meeting ... ..o o

Signed (COllEagUE) ... . ..
PLEASE ALSO PRINT NAME

Signed (MaNagEr) . ... ..o
PLEASE ALSO PRINT NAME
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