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EMPLOYEE RELATIONS
HR Meetings Note Taking Form
Employee Relations  |  White Cube Consulting

Guidance for note takers
These notes serve as a formal contemporaneous record of the meeting. They should capture the substance and key points of what was said - not a word-for-word transcript. Be objective, accurate and concise. Avoid adding your own interpretation or commentary.
Notes should be completed as soon as possible after the meeting while the discussion is fresh. Both parties should be given the opportunity to review and comment on the accuracy of the notes. Any corrections should be recorded by note of amendment - do not alter original notes without clearly identifying the change.
These notes are confidential and must be stored securely by HR. These notes contain personal data and should be processed in accordance with the organisation's Data Protection Policy and GDPR obligations.
SECTION 01
Meeting Details

	MEETING TYPE
	☐ Investigation   ☐ Disciplinary Hearing   ☐ Grievance Hearing   ☐ Capability   ☐ Appeal   ☐ Return to Work   ☐ Welfare   ☐ Other: 
	

	DATE
	[Date]
	

	START TIME
	[Time]
	

	END TIME
	[Time]
	

	LOCATION / PLATFORM
	[Location / MS Teams]
	

	MEETING REFERENCE
	[HR Reference Number]
	





SECTION 02
Attendees

	NAME
	JOB TITLE
	ROLE IN MEETING
	PRESENT / ABSENT

	 
	 
	Hearing / Meeting Chair
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	HR Representative
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	Note Taker
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	Employee / Subject
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	Employee's Companion
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	Investigating Manager (if applicable)
	☐ Present    
☐ Absent
☐ Joined late

	 
	 
	[Other]
	☐ Present    
☐ Absent
☐ Joined late


SECTION 03
Opening the Meeting

▪ Chair confirms the purpose and format of the meeting:
	Right to be accompanied - confirmed?
	☐ Yes - companion introduced   
☐ No companion present   
☐ Employee declined

	Confidentiality explained?
	☐ Yes

	Recording of meeting (if applicable):
	☐ No recording   
☐ Recording agreed by all parties - note device used: 


	Any adjournment requests at opening?
	☐ No   
☐ Yes - details: 


SECTION 04
Main Discussion

Record the substance of the discussion below. Use timestamps to help sequence key exchanges. Capture the key points made by each party - not a word-for-word transcript. Identify who is speaking using their role (e.g. Chair, Employee, Companion, HR).
	Time: 
	 Speaker: 
	Notes:

	Time: 
	 Speaker: 
	Notes:

	Time: 
	 Speaker: 
	Notes:

	Time: 
	 Speaker: 
	Notes:


▪ Documents referenced during meeting:
•  [Investigation Report]
•  [Witness Statement A]
•  [Attendance Records]
[Add further rows as required by copying the format above. Where a meeting is adjourned, note the adjournment time, reason, and time of resumption.]
▪ Points of agreement or matters not disputed:
SECTION 05
Adjournments

	ADJOURNED AT
	RESUMED AT
	REQUESTED BY
	REASON

	 
	 
	 
	 

	 
	 
	 
	 


SECTION 06
Closing and Outcome

	Meeting Outcome Classification
	☐ No decision reached
☐ Decision communicated during meeting
☐ Decision reserved pending further investigation
☐ Written outcome to follow



Summary of the hearing / meeting outcome or decision communicated (if applicable):

Actions agreed or next steps communicated to the employee:

Right of appeal communicated?	☐ Yes   ☐ No   ☐ N/A

Written outcome to follow?	☐ Yes - by [date]   ☐ No

Meeting closed at:  [Time]
SECTION 07
Verification and Sign-Off

These notes should be shared with the employee for review as soon as practicable after the meeting. The employee should be given the opportunity to raise any factual inaccuracies. Any agreed amendments should be recorded below - original text should not be altered.
▪ Employee's comments on the accuracy of these notes (if any):

	NOTE TAKER - SIGNATURE
	

	PRINT NAME
	

	DATE
	



	CHAIR / MANAGER - SIGNATURE
	

	PRINT NAME
	

	DATE
	



	EMPLOYEE - SIGNATURE (ACKNOWLEDGES RECEIPT)
	

	PRINT NAME
	

	DATE
	



Note: The employee's signature confirms receipt of these notes, not agreement with every statement. If the employee declines to sign, note this here:
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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