
Employee Conduct Concern

Initial Fact Find Meeting Record

This template should be used in conjunction with the ‘Guidance for Managers - Conducting an Initial Fact Find meeting.       


Section 1 (complete green shaded sections prior to the Initial fact Find meeting)

Whose conduct are you concerned about?

	Name & job title

	



	Manager’s name & job title

	




What, specifically, is the conduct concern?





What date did the concern / incident become known about? 



What date or time period did the concern / incident occur? 



Where did the concern / incident occur? 



How was the concern / incident discovered? 





Who discovered the concern / incident?



What rule, policy, procedure, protocol, directive etc… do you suspect has been breached?
 (
e.g. Code of Conduct
)

 

  


	Schools D1.2 – September 2025
Section 2

Initial Fact Find meeting notes
 
	
Date: 

	
Persons present & title: 




	
Meeting start time:

	
Meeting end time:

	
Place of meeting:




	Initials
	Record of Initial Fact Find meeting (questions asked and responses given)

	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	




Manager signature:                                                                  Employee signature:
	

	

	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	




Manager signature:                                                                  Employee signature:
	

	

	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	


	
	




Manager signature:                                                                  Employee signature:
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