CONFIDENTIAL

Disciplinary hearing notes

One numbered line for each contribution, with the speaker’s initials. Record what was said, not a view of it.

Disciplinary hearing notes

MEETING DETAILS

Meeting Date

Time

Location

WHO WAS PRESENT

Initials Name

Role

RECORD

No. Initials What was said

1

10

11

12

13

Note taker’s initials:
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No. Initials What was said

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

Continue on the continuation sheet, numbering on from the last line. Print as many as you need

MEETING START AND END

Meeting started Meeting ended

NOTE TAKER’'S STATEMENT

While these notes are not a verbatim record, I confirm that they are a fair and accurate
account of the substance of what was said at the meeting.

Signed Name Role Date

Free to copy and adapt. Template from tarusovtranscription.co.uk/guides.
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Disciplinary hearing notes: continuation
Meeting and date:

RECORD (CONTINUED)

No. Initials What was said
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