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Template C – Template investigation report 
Report Format (this report template may be adapted to suit the particular circumstances of the investigation and/or case)
Report into the investigation held under the Resolving Issues at Work 
Policy and Procedure
Introduction
1.1 The purpose of the report is to present the findings of the investigation into the issues raised under the Resolving Issues at Work complaint raised by <employee name>. 
1.2 This has been investigated in line with Stage 2 of the Resolving Issues at Work Policy and Procedure.

1.3 I <name, job title> was appointed to investigate this complaint.  [As an independent investigator in this case my findings will be reported to <the Headteacher/the Chair of Governors/a committee of the Governing Body> who will decide the outcome of Stage 2, informed by this investigation.
Background
2.1 <Name of employee> submitted their concerns in a <letter/by completion of Template B> dated <date>. I subsequently met with <name of employee> on <date> accompanied by <name of HR Advisor, as appropriate>. Also present at this meeting was <name of trade union representative or colleague>.
2.2 Below is a summary of the employee’s concerns:

2.3
This complaint was considered under Stage 1/Informal Stage by <manager name>.  The following outcomes/actions were agreed/undertaken at this stage (include details of steps taken to try and resolve this issue informally, including if mediation was considered/ accessed).  However, the employee was not satisfied with the finding at this stage so appealed to Stage 2/Formal Stage of the Policy and this formal investigation was instigated.

2.4
As part of the investigation I have undertaken the following interviews:

	Name
	Job Title
	Date of Interview

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.5
During the investigation I also considered the following documentary/other evidence:

	Name of document
	Issue date if applicable

	
	

	
	

	
	


3.
Investigation findings

3.1 The findings of the investigation are detailed below.  An individual finding has been presented against each area of concern. 
List each point of concern, the findings from the investigation regarding each point, whether the complaint is upheld, partially upheld or not upheld and why your reached that outcome, if it is possible to do so. However, in some cases it may also be that you have an overall conclusion rather than on individual points raised.

4.
Recommendations
4.1
Based on the evidence presented, I would make the following recommendations:

State your recommendations 
Suggested options for consideration may include:

· Action Plan to resolve the current situation
· Mediation if this would be beneficial in reaching a resolution
· Training if you have identified that this would address the issues
· Regular Meetings (who between how often, purpose)
· Ongoing monitoring of the situation and review of actions put in place to address

· Potential disciplinary investigation required (seek HR Advice) if the concerns potentially amount to conduct issues sufficiently serious to warrant investigation through the Disciplinary Policy and Procedure
<name of Appointed Manager>
<job title>

<date of report>

	Note

The report may be shared with the complainant as part of the feedback to them at the end of Stage 2.  At this point, it would not be necessary to share any copies of statements or notes of investigatory interviews.

However, if the case is appealed to Stage 3, the full report, including statements and notes, would be shared with all parties. 




[image: image1.png]



PAGE  

