
Informal Discussion Record 
 
 

Employee Name: ________________________________________ 
 
 

Line Manager Name: ________________________________________ 
 
 

Date: ________________________________________ 
 
 
   Note key points of discussion and any improvements required: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employee Signature: ________________________________________ 
 
 
Line Manager Signature: ________________________________________ 


