APPENDIX 3

The Investigation Stage

Following receipt of a grievance, the head teacher will need to determine the level of investigation required dependant on the nature of the grievance. If an investigation is required the following briefly outlines the investigation stage.

· The head teacher will appoint an impartial investigating officer.

· The investigating officer will arrange to see the complainant as soon as possible to confirm the details of the complaint. A complaint made through a third party should be confirmed with the actual victim/complainant. Should the complainant so wish, arrangements should be made by the head teacher to remove him/her from the immediate working environment.

· The investigating officer will check the wording of a statement from the complainant to make sure that it accurately reflects the complainant.

· The investigating officer will inform any alleged harasser that a complaint has been received and arrange to speak to him/her.  The nature of the complaint will be explained to the alleged harasser.

· The investigating officer will check the wording of a statement from the alleged harasser to make sure that it accurately reflects his/her response to the complaint.

· Interviews with any witnesses will be conducted and a final investigatory report prepared.

· The complainant and the alleged harasser(s) will be entitled to see the investigatory report before any formal Step 2 meeting under the procedure. (This does not include appendices i.e. witness statements.)

· The investigating officer will present a purely factual report to the head teacher/panel of governors.  The investigating officer’s report will not contain recommendations or opinion.

