Appendix 5
Investigation Officer’s Report Template 
[Name of procedure – Disciplinary, Grievance, etc.] 

1. Contents Page 
 
2. Written chronological summary of the case 
 
3. The letter calling the employee to the disciplinary hearing 
 
4. The investigation report 
a. Background to the investigation 
· [name of employee] is employed as [job title] at [place of work].  [She/He] commenced work with Carmarthenshire County Council on [first day of service date], currently working [full time/or hours per week]. 
· It has been alleged that [name of employee] [A detailed summary of the allegations]. 
· The date appointed as the Investigating Officer  
 
b. Details of any relevant existing warnings.  
c. Conduct of the investigation 
The remit for the investigation was clarified and agreed between the <insert name of Investigating Officer> and <insert name of Commissioning Manager> on <insert date>. It was agreed that the investigation would focus specifically on: •  <insert allegations>,  
 
and that the report with findings and recommendations would be submitted to the Commissioning Manager and the matter dealt with in accordance with the Council’s <insert name of policy and procedure> 
 
<Include details of any immediate discussion with employee under investigation, whether suspended (full or other pay), how allegations came to management attention.   
< include reasons and dates for any time delays in the investigation process especially if the investigation exceeds 28 calendar days>  
<Include details of any actions taken if a protected disclosure is made during the investigation in line with Whistleblowing Policy> 
 
d. Summary of the allegations/complaint  
Clearly highlighting where points are being referenced on the statement  

e. Investigation Interview(s) 
An investigation meeting was organised for [date] in which [names of attendees] and I were in attendance. 

<Include details of the investigation process e.g. key witnesses that were interviewed and explanation why any potential witnesses was not interviewed, e.g. facts not in dispute; third party witness, and any significant events that occur during the investigation, any delays in the process including reasons why>  
 
<Include here a summary of witness statements making clear reference to the section of the witness statement being referred to> 
 
<Provide a summary of response to allegations by the individual under investigation and responses of witnesses. Making clear reference to the section of the witness statement being referred to>. 
 
I reviewed the information that I had gathered and concluded that it was sufficient/insufficient* (*delete as appropriate) to enable me to reach some findings with/without* interviewing any other witnesses: some of the facts were/not* in dispute and there was/was not sufficient corroboration of events to enable me to establish the facts. <Include any further actions taken depending on outcome as appropriate> 
 
f. Findings 
As a result of my investigation [complete details] 
 
g. Summary 
Summarise above in relation to standards breached.  If it is clear from the procedure, indicate Unsubstantiated/ Gross Misconduct/ Misconduct.   
 
h. Recommendation 
I believe a thorough investigation has been conducted in relation to this case and in view of the evidence that has been gathered at the investigation interview and information provided by [names of witnesses] and [add in any other source of evidence].  

I recommend that ……either formal action/ informal action or no further action be considered by the commissioning manager. Please refer to Appendix 1 point 12    

Name, job-title and date of investigating Officer and signature 

Appendices of all policies, procedures or documentation referred to within the management report, e.g. disciplinary policy, training records, etc. 
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