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	STAGE
	WHEN? 
(working days)
	WHAT
	WHY

	1
	—
	Incident date: - e.g., incident of AWOL, operational, performance.
	This is the 1st part of the process

	2
	
	Investigation into Stage 1.  This must be concluded within a maximum of 5 weeks. See stages below: 
	All investigations must be concluded as early as possible to ensure the issues are dealt with in a timely fashion.

	2 a
	Day One 
(this should be as soon after the event/incident as possible) 
	Investigating Officer is informed of the incident/situation and given broad outline of the main allegations and evidence 
	The Investigating Officer needs as much detail as possible to fully form the main allegations and to assist with planning process. 

	2 b 
	No later than Day Two  
	Investigating Officer plans investigation process – key witnesses, data, and other evidence
	Planning is a critical element of running an effective investigation

	2 c 
	No later than Day Two  
	Investigating Officer arranges interviews with key witnesses and contacts relevant departments for other information/evidence 
	Investigating Officer can establish initial relationships with key witnesses and inform them of the impartial and unbiased focus of the investigation

	2 d 
	No later than Day Seven  
	Investigating Officer interviews key witnesses and takes statements.
There may be the need to re-interview some witnesses if additional evidence comes to light 
	Investigating Officer needs to ensure that all witnesses are interviewed and statements taken 

	2 e 
	No later than Day Ten  
	Witnesses statements are provided to witnesses and agreed and signed by witnesses 
	Witness statements must be agreed and signed in order to be cited in the investigation report 

	2 f 
	No later than Day Fifteen  
	All other evidence is collated – e.g., CCTV evidence, time sheets, performance reports etc. 
	It is essential that all evidence is collated, key points are referenced and evidence can be shown in the appendices 

	2 g
	No later than Day Twenty 
	First draft of report is completed using standardised template 
	Completing a first draft will enable the Investigating Officer to establish if any additional statements or evidence is required.


	2h
	No later than Day Twenty-Five 
	Final report including all evidence, appendices, signed statements is submitted 
	A thorough, detailed, and impartial report is required for any formal process to continue 

	3
	TBC 
	Form 1 issued and responded by the Conductor with a rep’s name announced.
	The Manager needs to ensure the pack is copied and sent to the representative so they are fully aware.

	4
	TBC 
	Hearing Officer appointed and date arranged for hearing with Glen Mays
	This is to ensure that both the individual and the representative are not on AL or RD and can be released

	5
	TBC
	Invite to hearing letter sent and a copy to the representative
	To ensure everyone attends on the day stipulated

	6
	TBC
	Copy of letter sent to Glen Mays for confirmation of date of hearing
	To ensure release requirements are dealt with correctly

	7
	TBC 
	Hearing
	Self-explanatory

	8
	TBC 
	Outcome of hearing sent to all parties including Glen Mays
	Self-explanatory

	9
	TBC 
	Appeal
	Follow Stage 4, 5, 6, 7 and 8

	10
	TBC 
	Conclusion
	Self-explanatory
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Strictly Private & Confidential
[NAME SURNAME
ADDRESS
TOWN
POSTCODE]
DATE
Dear [NAME]
Invitation to attend Investigation Meeting.
I write further to your conversation with [NAME] on [DATE] when you were formally notified that [you were suspended on full pay pending an independent investigation into complaints that had been made OR there have been allegations made against you OR you have raised a formal grievance] 
The purpose of this letter is to outline the allegations raised against you and to invite you to attend an investigation meeting in order to explore the allegations further; and to give you the opportunity to give your account of events.  The investigation meeting will be undertaken by [NAME].  
In particular I would like to investigate the following allegations of;
INSERT INFO, including the following;
· LIST allegation one 
· Allegation two
More specific information and examples will be available at the investigation meeting. I should also make you aware that as the investigation is still current we must formally reserve the right to add to, or to amend these allegations should it be necessary. 
[NAME] is available to meet with you next week on [DATE] at [TIME] & [LOCATION]
Where the allegations are unsubstantiated all references to the allegations will be removed from your personnel file.
If you are unable to attend the scheduled investigatory meeting, you must advise [NAME] as soon as possible so that a suitable alternative can be arranged.
Yours sincerely,
[NAME]
[JOB TITLE]
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Investigating Officer 
· Conduct independent and impartial investigation. 
· Make recommendations not decisions.
Grievance Officer
· Independent
· Senior to the Investigation Officer
· Hears the grievance in the formal grievance hearing. 
· Makes final decision.
Disciplinary Officer
· Normally the individual’s line manager
· Independent to the investigation 
· Chairs the formal disciplinary hearing. 
· Makes final disciplinary decisions.
Appeal Officer
· Independent to the original decision maker
· Senior to the original decision-maker
· Chairs the appeal officer.
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Date: 
Investigating manager:
Note taker:

Venue:							Employee: 
Time:							Employee Companion:
1 Checklist
· Introduce and thank for attending.

· Describe as an investigatory meeting.

· Explain issues/allegations will be put to employee for reply.

· Explain notes will be offered for employee to check/request. 
amendments and sign

· Ask employee to let you know if at any stage of the meeting. 
they would like a break.

· Explain that you will inform the employee of next steps. 

· at the end of the meeting

Notes

	Initials
	Sample Text

	
KJ
	
Thank you for coming to the meeting today. We are here to discuss…


	
	



	
	



	
	



	
	



	
	



	
	





Signed:								Date:
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Q: What do we do if a grievance is raised mid-way through an investigation? 
A: If a grievance is raised in the middle of a disciplinary investigation and relates directly to the disciplinary matter then it may be necessary to suspend the disciplinary investigation and investigate the grievance matter. 
If the grievance does not relate directly to the disciplinary matter being investigated then ask the employee to raise it formally and it will be investigated separately. 
It may be pertinent to have the same panel hear the grievance and the disciplinary matter if they are related so they can be sure they have understood the grievance allegations before proceeding into the disciplinary matter. 
Ultimately, if you are unsure seek advice from your HR department as every case will need to be examined on its own merits. 
Q: What happens if another offence is committed during the investigation of a   current disciplinary investigation? 
A: If the offence committed is related to the first offence and the investigation is not concluded then widen the remit of the first investigation to cover this offence also. 
If the offence committed is completely different then appoint a different Investigating Officer and investigate that matter separately. Be careful to ensure that the formal hearing for the first offence takes place first and if any sanctions are given then ensure that the appeal procedure has also been exhausted before proceeding to the second disciplinary hearing.


[bookmark: _Toc536019592]Schedule 6 — Sample Report
PRIVATE & CONFIDENTIAL
Grievance / Disciplinary Investigation Report
Compiled for [MANAGER NAME]
By [NAME] 
[DATE]
Schedule of Contents
1	Introduction and terms of reference	
2	Parties involved.	
3	Methodology	
4	Chronology	
5	[Disciplinary/Grievance] Allegations	
6	Evidence in relation to each allegation	
7	Considerations	
8	Conclusions	
9	Recommendations	
10	Appendices	

 



1	Introduction and terms of reference
1.1	The purpose of this investigation is to explore the [GRIEVANCES/ALLEGATIONS] raised [BY/AGAINST] [NAME][BY/AGAINST] [COMPANY NAME] and to compile a report based upon the evidence gathered in support of and/or in conflict with the [ALLEGATIONS/GRIEVANCE,] and if appropriate to recommend, based on the evidence gathered, whether or not these [ALLEGATIONS/GRIEVANCE] should be considered further in a formal grievance hearing.  
1.2	This report is the result of the investigation conducted by [NAME] into the [ALLEGATIONS/GRIEVANCES] raised by [NAME] against [NAME] in the LETTER dated the [DATE].
1.3	The report will examine the evidence submitted by [NAME]; conduct investigation interviews as appropriate with witnesses and review any documentary evidence gathered.  The report will be submitted for consideration as part of the grievance process.

 



2	Parties involved. 

	Name
	Involvement

	Joe Bloggs (JB)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	
	
	
	
	
	
	
	
	
	

 



3	Methodology 
3.1	Investigating Officer. 
Given the circumstances, it was deemed appropriate that [POSITION] undertake an independent investigation into the grievance allegations and write an investigation report to be considered at a [GRIEVANCE MEETING/DISCIPLINARY HEARING] with [NAME] as part of the [DISCIPLINARY/GRIEVANCE PROCESS].
3.2	Remit and Scope
The Investigating Officer examined the evidence submitted by [NAME], held investigation meetings with [NAMES] and reviewed relevant emails and documentation.  
3.3	Interviews
3.3.1	This report is based on;
(a)	Interview with [NAME] on [DATE]
(b)	Interview with [NAME] on [DATE]
3.3.2	All the interview records are acknowledged by both the Investigating Officer and the interviewee to be an accurate record of the discussions that took place. 
3.3.3	Typed responses where appropriate of the investigation interviews are presented in the appendices.
3.4	Documentation
This report is also based upon an examination of other documentation and evidence relating to the allegations.  Copies of all documents referred to are presented in the appendices.


 



4	Chronology
	
Date
	
Description of Event or Document 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




 
5	[Disciplinary/Grievance] Allegations
The allegations are specifically defined by [NAME] IN THEIR LETTER ETC as;
1.	DEFINE ALLEGATIONS 
2.	ETC
3.	ETC
4.	ETC 
The incidents cited in support of these allegations were: 
(a)	INCIDENT AND DATE 
(b)	INCIDENT AND DATE 
(c)	INCIDENT AND DATE

 



6	Evidence in relation to each allegation
6.1	INSERT MAIN ALLEGATION AS DEFINED ON PREVIOUS PAGE  
LIST INCIDENTS THAT RELATE TO EACH ALLEGATION
Evidence For
—	List main evidence
—	Evidence
—	Evidence
—	Evidence
—	Evidence 
—	Evidence 
Evidence Against 
—	List main evidence 
—	Evidence
—	Evidence 
—	Evidence 
















 
7	Considerations 
In reaching the conclusions and recommendations, the Investigating Officer took the following into consideration. 
7.1	List main considerations and inconsistencies 
7.2	Considerations
7.3	Considerations 































8	Conclusions 
8.1	Main Allegation  
List incidents
In consideration of the above incidents and the associated evidence, it is the opinion of the Investigating Officer that
Therefore, is it the opinion of the Investigating Officer that the allegation should be upheld/ should not be upheld.
8.2	Allegation 
Incident 
In consideration of the above incidents and the associated evidence, it is the opinion of the Investigating Officer that 
Therefore, is it the opinion of the Investigating Officer that this allegation should be not be upheld.
 



9	Recommendations 
9.1	The Investigating Officer recommends that a [DISCIPLINARY HEARING/GRIEVANCE MEETING] now takes place and that this report is given due consideration along with any other evidence provided as a part of the grievance process.
9.2	Other recommendations
































10	Appendices
1.	XXXXXXXXXXXXXXXXXX
2.	XXXXXXXXXXXXXXXXXXXXXXXXXXXX
3.	XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
4.	XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX




