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Resolving Issues at Work – Template Report
This is an optional template RIAW report for school use under the formal stage of the policy.  The production of a formal report may be useful in complex or contentious cases as a summary of the investigation and its findings, or as a basis to respond to any subsequent appeal.
A copy of the report would not automatically be shared with the aggrieved employee at this stage, however, an investigating officer may choose to do this should it be helpful.  Before making this decision the investigating officer should consider who else is referred to in the report e.g. witnesses, and the impact that sharing this information may having on future working arrangements.
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1. Introduction
1.1
The purpose of the report is to present the findings of the investigation into grievances raised by <employee name>. 

1.2
The grievance is being investigated in line with the formal stage of the Resolving Issues at Work Policy.

1.3
As part of the investigation I have met with the following members of staff:

1.4
The following documents have been reviewed as part of the investigation:
2. Background
2.1 <employee name> submitted their concerns in a letter dated <date>.  A copy of this letter is attached at Appendix A.
2.2 Below is a summary of <employee name>’s concern(s):

3.
Findings

3.1 The investigation found that:  include all findings of the investigation including evidence which both supports the grievance and that which does not.
4.
Conclusion

4.1
Based on the evidence presented, I have been able to form the following conclusions:

5.
Recommendations

5.1
Based on my conclusions, I have made the following recommendations:

· Action Plan

· Mediation

· Training

· Regular Meetings

· Potential disciplinary investigation required (seek HR Advice)
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