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PEOPLE MANAGEMENT – MANDATORY MICRO WORKSHOPS

SUBJECT AREA 1: Conducting Investigations
Session Time: 3 Hours
Location: Bluestone Academy Learning Centre (On Resort).
Facilitators: Bluestone Academy Team (Subject Expert) and People Services Policy Specialist. 
Learners: Mixed employee groups to encourage diverse participation and peer to peer learning. Maximum of 12 Learners per session.

Overarching Learning Objective:
Equip Line Managers with the knowledge and skills required to conduct fair, thorough, and effective workplace investigations, ensuring compliance with Bluestone’s  policies and employment laws.

Learning  Outcomes: By the end of the session, learners will be able to:

1. Identify and implement strategies to avoid unfair dismissals.
2. Handle workplace issues fairly, consistently, thoroughly, and promptly.
3. Gather and assess all relevant facts in a case to make informed decisions.
4. Establish key facts before taking reasonable disciplinary action.
5. Determine whether there are sufficient grounds to initiate a disciplinary hearing.

Session Plan
Session 1: Introduction to Workplace Investigations (15 min)
Importance of workplace investigations
Legal and ethical considerations
Common reasons for investigations (e.g., misconduct, grievances, policy violations)



Session 2: Steps in the Investigation Process (30 mins)
Recognising when an investigation is needed
Planning an investigation (scope, objectives, stakeholders)
Gathering evidence (documents, emails, CCTV, etc.)

Session 3: Conducting Interviews (30 mins)
Best practices for interviewing witnesses and involved parties - practical exercise. 
Avoiding bias and maintaining confidentiality
Effective questioning techniques

Break (15 min)

Session 4: Evaluating Evidence & Making Decisions (30mins)
Weighing evidence and credibility
Determining appropriate actions based on findings
Ensuring fairness and consistency

Session 5: Report Writing & Concluding the Investigation (30mins)
Structuring an investigation report
Presenting findings objectively
Communicating outcomes and next steps

Session 6: Case Study & Practical Exercise (15 mins)
Practical investigation scenario & case study critical review. 
Group discussion and feedback

Q&A and Closing Discussion (15 mins)
Addressing participant questions
Key takeaways and sign posting resources for further learning
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