Appendix 3 

Investigation Planning Template 
The process for the investigation 
1. Plan and prepare for the investigation and inform employees involved. The purpose of the investigation is to establish whether there is a case to answer 
2. Establish the facts by determining the sequence of events that led up to the incident or complaint 
3. Interview witnesses and collect evidence 
4. Write your report outlining your conclusions.  
Your approach 

The investigating officer needs to: 
· be observant 
· build a rapport with witnesses or others involved 
· be impartial 
· use a range of questioning techniques 
· remain calm when dealing with aggressive or upset people 
· be able to challenge where contradictions arise 
· be able to summarise thoughts and ideas clearly 
· make sound decisions without prejudice




What is the incident or complaint you are investigating? You need to be clear about the terms of reference and the parameters within which you investigate. 
	Who do you need to speak to? Witnesses, the person accused of the offence, other involved.  
	What specific information do you want from each person? 
 
 
 
 




	What was the sequence of events leading up to the incident or complaint? 
 
	Who was involved? 


 
From whom do you need witness statements? 





What other documentation or evidence do you need to see? You need to collect information that you believe would or would not support the case. Other forms of evidence could include performance standards, training and development records, type and quantity of supervision.  
 

After you have carried out your investigation ask yourself the following: 
 
In your opinion what are the known facts? Do they seem fair and reasonable? 


Is there any information that is unknown or speculative? 
 

Is there a case to answer?  


 
Ground rules for conducting investigative interviews 

1. The interviews will be held on neutral territory in a confidential room. 
 
2. Parties are asked to be available to meet investigator when asked.  Seven calendar days’ notice will be given of the meeting and reasonable requests to vary date and/or time will be considered provided the overall aim of completing the investigation promptly is not compromised. 
 
3. Parties will be provided with relevant and sufficient information (where it is available) prior to the meeting to enable them to prepare for the interview and respond accordingly. 
 
4. Each of the principal parties has the option to be accompanied by a companion, either a recognised trade union representative or work colleague.  The companion may participate in the interview, ask questions and help the investigator to find answers to their questions.  The companion may not answer questions on behalf of the interviewee. (See guidance on the role of a companion) 
 
5. Parties are asked to be honest, open and specific when answering questions and to give as full an answer as possible. 
 
6. If parties wish to provide their own notes of incidents (showing details and dates) or any other relevant documents prior to the interview, they may do so, submitting documents to the internal coordinator.  Alternatively, these may be brought to the interview. 
 
7. The investigator will allow appropriate time for adjournments to enable the interviewee and his/her representative to confer (or for a short rest break) 
 
8. If matters arise which require further investigation, an adjournment will be called or the interview suspended and re-arranged if appropriate.   
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