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Workforce Investigation Policy & Procedure V4

Template 2


PRIVATE & CONFIDENTIAL
	TERMS OF REFERENCE

Allegation Against: (insert name of individual under investigation)
Date: (insert date TOR finalised)


*PLEASE NOTE - all information highlighted in red needs to be removed or inserted prior to finalising
	Commissioning Manager:
	Name
	Job Title

	Investigating Officer:
	Name
	Job Title

	HR Support for the investigation:


	Name
	Job Title

	Trade Union Representative:
	Name
	Job Title


TERMS OF REFERENCE
PURPOSE OF INVESTIGATION

This investigation is commissioned to investigate the allegation(s) / formal complaint raised by [name], [job title], under the Trust’s [insert policy name e.g. Disciplinary, Grievance or Bullying & Harassment].
The investigation will be conducted by [insert name of Investigating Officer, and job title].

Human Resources support will be provided by [name of HR support person], in accordance with Southern Health NHS Foundation Trust’s Workforce Investigation Policy and Procedure.

On completion of the investigation, a report will be compiled documenting the findings and conclusions.

The report will be submitted to the Commissioning Manager who will then have the final decision as to whether the case should proceed to a formal hearing. 

ALLEGATIONS/COMPLAINT

The allegation(s)/formal complaint to be investigated is/are as follows:-

[List the specific allegation(s) including dates, times and locations being made against the individual and ensure this is then mirrored on all further documents sent in relation to this case.] 
For example:
1. That on the [insert date] [x staff member] failed to transfer a patient in line with the Trust’s Moving & Handling Policy & Procedure.
SCOPE OF INVESTIGATION

The Investigation will seek to investigate whether there is evidence to substantiate the allegation by investigation and establishing the following.
[List all elements you are asking the investigating officer to explore as part of their investigation and detail within their report.]
For example:

1. To ascertain whether [x staff member] was in date with all statutory and mandatory training requirements.

2. To establish whether there were any witnesses to the incident reported to have taken place on [x date].

3. To establish the sequence of events that took place on [x date] and the patient care delivered by [x staff member].

The Investigating Officer will consider any relevant issues that emerge as part of the investigation process.

The Investigating Officer must ensure regular communication and updates are provided to relevant parties.

Meetings will be held with other staff where it is considered that they would be able to provide information relevant to the investigation.

All parties will be advised of their right to be accompanied by a Trade Union Representative or workplace colleague unconnected with the complaint/allegation.

All parties will be reminded of the strict requirement for confidentiality regarding the investigation and will be advised that any breach of confidentiality may be dealt with under the Trust’s Disciplinary Policy and Procedure.

PROPOSED TIMETABLE FOR COMPLETION OF INVESTIGATION

It is not possible to be prescriptive about the time to be taken to complete an internal investigation however, normally investigations should aim to be completed within ten (10) weeks of the Terms of Reference being agreed, dependent on complexity.  If this is not possible the Investigating Officer will inform all parties of the likely date of completion of the investigation.

In agreement with the Commissioning Manager and Investigating Officer, the proposed target date for completion is [enter date – please take into consideration any known periods of unavailability]

RESOURCES

The Investigating Officer will have support from the Commissioning Manager and HR if required throughout the investigation.  If possible, the Investigating Officer should obtain administrative support from [insert the name of the admin support identified].  Those providing administrative support must be advised of the need to maintain confidentiality at all times. 
Due to the nature of this process, I appreciate that this can be a difficult time.  The Trust has an independent Employee Assistance Programme (EAP) which you can access.  The EAP is provided by Workplace Options and can be reached on telephone number 0800 243458 or emailed on assistance@workplaceoptions.com.

DOCUMENTS

The documents that are recommended to be reviewed by the Investigating Officer are as follows, however please note this list is not exhaustive and the Investigating Officer has the authority to review all other documents considered to be relevant:
Examples may include RIO notes, statements from staff members, patient complaint details, duty rota etc. 

· Insert document names
POTENTIAL WITNESSES

The names of all potential witnesses are listed below; however please note that others may be identified throughout the course of the investigation:
· Insert witness names – including job title and department
DELIVERABLE

A report, supplemented by evidence, will need to be drafted and presented to the Commissioning Manager who has authorised the investigation.
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