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Investigation Outcome Report
PRIVATE & CONFIDENTIAL

To be completed by Investigating Manager
NB: Supplementary guidance information within brackets and italics is provided throughout the report. Please ensure that this information is amended accordingly and deleted on completion of the report.
Introduction
	Management involved

Investigating manager: 

Line manager of employee subject to the investigation:
[People representative /Others:] * delete as appropriate


	Employee details
Name:

Job title:
Service/job location:



Background
	Nature of allegation/issue:

Allegation/issue reported by whom to whom:
Initial date allegation lodged/issue arose:

Relevant policy (i.e.)/type of investigation e.g. disciplinary, grievance, performance, whistleblowing:


Date investigation commenced: 




For disciplinary investigations only – otherwise delete section

	Unexpired disciplinary warnings:

Suspension:  Yes/No:*delete as applicable
Date of suspension: *delete as applicable
[Date(s) suspension reviewed:  ]*delete as applicable




Terms of Reference 
	State the terms of reference for the investigation e.g. what specific allegations/issues (by bullet points) were investigated?




Investigation Process

	List in chronological order the documents referred to e.g. witness statements/meeting notes, documents reviewed and include in a chronological numbered Appendix.





Findings

	Provide a summary of findings, including evidence both for and against each specific allegation/issue of concern investigated, cross-referencing any documentation where needed.


	Mitigation/additional points (detail if there were any factors uncovered relevant to the investigation) 


	Make reference to any referral to external bodies and/or internal reporting/sources of expertise (e.g. Local Authority Designated Officer, relevant Social Care Council, Disclosure and Barring Service, Disclosure Scotland, Corporate Head of Safeguarding, internal safeguarding leads.



Conclusions

	State conclusion in relation to each of the allegation/issue and the reason for the conclusion.


State whether or not there is a case to answer in respect of each allegation/issue and in doing so whether a formal hearing should be convened.

State any other recommendations in bullet point format, on whether further actions should be taken under any relevant policy, procedure or protocol.



	Name of investigating Manager
	

	Signed by Investigating Manager
	

	Date
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