[on headed paper of organisation]
Formal Investigation - Terms of Reference
You have been appointed on behalf of [• insert name of organisation]] to conduct an investigation in connection with [• insert details].
Introduction and background information
[• Insert introduction and background information]
[• Attached to this terms of reference are the documents listed below:
[• insert list of any attached documents.]]
Status of investigation
This investigation is be carried out pursuant to [• insert name of organisation]'s [• disciplinary / grievance] procedure. 
Aim 
The purpose of the investigation will be to gather the relevant facts in a fair and impartial way in order to produce a written report into [• insert details].
We would like the investigator to investigate and make recommendations to enable [• insert details of decision makers] to make an informed decision as to the appropriate next steps.
Instructions 
You are requested to carry out a fair, impartial and confidential investigation into [• insert details]
We have identified the following areas that we would like the report to cover: [• insert details].  It should also cover any related issues that come to light as a result of the investigation.
You are instructed to conduct initial interviews with [• insert names] 
You are also instructed to review all relevant documents and any other relevant evidence.
It is anticipated that following initial interviews with [• insert names]  you will identify a list of specific allegations or concerns that relate to the matters initially raised. 
Witnesses
All witnesses will be informed at the outset of their witness interview that:
their evidence will be appended to the investigation report and may be referred to in the report;
that their evidence may be referred to in other interviews carried out;
that any documents provided to us by them during the course of the investigation will be appended to the investigation report and may be referred to in the report;
that their evidence may be used in other internal processes that are triggered as a result of the investigation and external legal proceedings.
Report

You are required to provide a written report which set outs:-
the methodology that you adopted in carrying out the investigation;
the details of the concerns, any incidents giving rise to the concerns, the relevant sequence of events and who was involved, including specific consideration of the following points;
[• include details of any specific points to be considered]
the policies, procedures you have reviewed as part of your investigation;
the key evidence that you gathered and the sources you gathered it from;
any findings of fact that you have had to make as part of your investigation (e.g. if there is a conflict of evidence) and the reasons for these findings;
your conclusions and recommendations including as to whether any further action is appropriate.
Appended to your report should be written records of all interviews that you have conducted with witnesses and copies of all the documents that you have considered as part of your investigation.
Once you have produced your report, please provide a copy to [• insert details of decision maker].
Confidentiality
This terms of reference is a confidential document and [• insert extent to which it will be shared and with who]. 
The report should be provided to [• insert details of decision maker].
We request that you keep strictly confidential the documents and all information you obtain during your investigation and do not disclose any information to anyone else without my prior written permission.
The report is confidential to  [• insert details] [• but may also need to be shared with [• insert name] who has raised the complaint], and should be prepared on the basis that it is to be disclosed.
Timescales
It is anticipated that the investigation should be completed and the investigation report should be produced by [• 00 month year].
Assistance
If you have any questions in connection with your investigation please do not hesitate to contact [• insert details]










© Veale Wasbrough Vizards LLP 2021

