[To be amended as may be appropriate to the nature of the matters under investigation] 

Investigation Report 

	Investigation authorised by: [Name and role]

	Investigator: [Name and role]


	Date investigation began:

	Executive Summary

[• provide a summary of each issue, the relevant findings and recommendations]



1. Methodology
[Set out:
· how the investigation was commissioned
· investigator's role and experience to conduct the investigation
· summary of the issues/ allegations
· list of witnesses interviewed (including any witnesses who were approached and declined to be interviewed) and give details of the process followed to confirm their statements.
· list of documents reviewed including relevant policies and procedures
· list any other evidence considered such as CCTV 
· that any findings of fact made are on the balance of probabilities based on the evidence obtained
· any other relevant information such as dealing with requests for anonymity or new allegations or issues that arose during the course of the investigation]

2. Background
[Set out the background to the issue/ allegations and the scope of the investigation as set out in the terms of reference]

3. Analysis of key evidence and findings 
[For each allegation / issue set out:
· a balanced assessment of witness accounts and physical evidence reviewed including any key extracts from the evidence.
· findings of fact i.e. which facts were established and which were not together with how the evidence led to these findings. 
· any relevant mitigating factors such as health conditions or not being given appropriate training.

4. Recommendations 
[List any recommendations:
· Is action required by the organisation?
· For example, if the investigation relates to an allegation of misconduct, is there a recommendation that a disciplinary hearing should be convened on the basis that the investigation has found there is a case to answer. In disciplinary matters, the investigator should not recommend a possible sanction. This should only be considered at a disciplinary hearing by the decision maker.
· Recommendations can also include learning points for the organisation to consider.
· Suggestions for training.
· Suggestions to review policies and procedures. 
· Practical recommendations to help achieve a resolution such as mediation or consideration of redeployment opportunities were there is a breakdown in working relationship]

Signed 		………………………….. [Investigator]
Dated 		…………………………..



[Ensure copies of witness statements/ interviews and other evidence is appended to the report]
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