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Data Sensitivity Indicator 
	Data Description
	Fact Finder / Investigator

Indicate the type/s of information contained in your report 
	Decision-maker

Prior to the distribution of this report:
(a) decide if it is appropriate to *redact any information and 
(b) state the type of information you have redacted 

	Service user personal Information
	
	

	Service user case records
	
	

	Safeguarding information
	
	

	Police information
	
	

	Employee personal information
	
	

	Employee employment information 
	
	

	Employee sensitive information
	
	

	Employee medical information  
	
	

	Employee referrals e.g. accident / HCPC
	
	

	Politically sensitive information
	
	

	Member of the public information
	
	

	Third Party information
	
	

	Other
	
	


* Advice on redacting information is available from Schools HR Team 

Disciplinary Investigation Report 

	
Subject of the Investigation:

	

	
Decision-maker: 

[NB For misconduct cases, this will usually be the headteacher. For gross misconduct, this will be the Chair of the Staff Disciplinary Panel, who may be an internal or external governor]
	




	Investigator Name:

	

	Date:

	




	[Please remove all bracketed instructions/advice from final report]


Private & Strictly Confidential
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1. Table of documents & other evidence




The following table details the evidence that I have considered in producing this report.  (delete - examples of evidence are provided in grey type)

	
Description of Evidence

	Label

	
School Policies, Procedures, Written Guidance and Protocols


	Disciplinary Procedure
	A1

	Code of Conduct for Employees
	A2

	
	A3

	
Contractual Documentation


	Job Description & Person Specification
	B1

	Induction record of the Employee
	B2

	Training record of the Employee
	B3

	
	B4

	
Procedural Documentation


	Suspension letter
	C1

	Instigation of disciplinary process letter
	C2

	
	

	
Other Evidence


	Insert in this section any other evidence you have used in producing your findings.  
	D1

	1-1 notes / Supervision records
	D2 

	
	

	
Witness Statements


	Subject of investigation name
	E1

	Witness name 
	E2

	
	E3 

	
Contemporaneous Notes


	Subject of investigation name
	F1

	Witness name
	F2



	
2. Subject of the disciplinary investigation 





2.1	The subject of this investigation is [insert full name of subject] who is employed as [insert Job Title, Team] and has held this position since [insert start date in post]. State if the employee has any other employments. 

2.2	The employment records show that [insert name] has been employed by the School/Nottingham City Council since [insert start date] Include any other roles past and present. 

2.3	[insert name] job role is to [insert brief description of role from the Job Description].

2.4	[insert name] is directly line managed by [insert name of line manager] and overall by the [insert name of Headteacher or other].


	
3. Details of the allegation(s)




3.1  	The allegations against [insert name] are:

Allegation 1

[Copy and paste this from the Decision Maker’s allegation letter] 

[insert the relevant policies / procedures / professional standards etc that the alleged wrongdoing breaches]

Allegation 2

[copy and paste this from the Decision Maker’s allegation letter] 

[insert the relevant policies / procedures / professional standards etc that the alleged wrongdoing breaches]

Etc. if more allegations

3.2	[insert name] was informed verbally of the allegation(s) at a meeting held on [insert date] by [insert manager’s name] and confirmed in writing by [insert Decision Maker’s name] in a letter dated [insert date].  

3.3 [insert name] was suspended from work on full pay from [insert date] by [insert Headteacher or Decision Maker’s name].
OR
[insert name] was not suspended from work but the [duties / work arrangements] were adjusted as an alternative arrangement to allow the employee to continue to attend work during the disciplinary process. [explain here what the adjustment or alternative working arrangement is].



NB:The breaches will have been compiled in respect of the alleged wrongdoing at the outset of the conduct concern/allegation, based on the known facts at that time. If, during the course of your fact find/investigation you consider that the breaches may now require revision, then draw this to the attention of the Deciding Officer or HR Caseworker. 
	
4. Methodology




4.1	My name is [insert investigator’s name].  My substantive role with the School/Nottingham City Council is [insert Job Title, etc.].  I was asked by [insert name – should be the Decision Maker], to undertake an investigation into the allegation(s) set out in Section 3, and produce this report.  

4.2	I commenced the investigation on [insert date] and during the course of my enquiries I encountered the following delays [delete if not appropriate, or insert the reasons for any significant delays]. 

4.3	In the course of investigation I reviewed the documents I’ve referred to in the Table of Evidence in Section 1.

4.4	I interviewed the following people:

	Name of Witness
	Date of Interview
	Notes Signed 


	(insert name and job title of witness)
	(insert date of interview
	Yes or No 
(if no, say why)

	
	
	

	
	
	

	
	
	

	
	
	




4.5	I interviewed [insert name of subject] on [insert date of interview(s)] who [was accompanied by…insert name of their Trade Union representative or work colleague…or…chose not to have a companion present]. I took notes at the interview [which were signed and dated by as an accurate record of the interview…or…I took notes of the interview which [insert name] declined to sign]. 

4.6	If the Subject put forward names of witnesses to interview and you decided not to interview them (as you assessed these witnesses not to be relevant), then explain the reasoning behind your decision here.

	
5. Findings




I have set out my finding below in relation to the allegations as referred to in Section 3 of this report.  

5.1 	Allegation 1

5.1.1	[Insert allegation - copy and paste this from the Decision Maker’s allegation letter] 

5.1.2	[insert the relevant policies / procedures / professional standards etc that the alleged wrongdoing breaches]

5.1.3	Set out what you have found out in the course of your investigation, here: 
· Set the scene and give some background context. 
· What evidence/documents have you reviewed? What did this show, explain, infer?
· What did each witness say in relation to this allegation? Does their evidence corroborate, refute or conflict with other witness accounts?
· What did the subject of the investigation say – what was their version of events? What is their explanation for the alleged wrongdoing? Did the subject know what was right from wrong? Ensure you have asked sufficient questions to be able to provide a detailed response from the Subjects perspective. 
· Does the subject admit to the alleged wrongdoing, or do they refute it? 
 
5.1.4	Mitigation 

· If the Subject has admitted the wrongdoing, state here any mitigation/reasons they have put forward.
· If you have discovered any mitigating factors during the course of your fact find/investigation, include these here e.g. unclear procedure, subject hadn’t been trained etc…

5.2	Allegation 2

5.2.1	[Insert allegation copy and paste this from the Decision Maker’s allegation letter] 

5.2.2	[insert the relevant policies / procedures / professional standards etc that the alleged wrongdoing breaches]

5.2.3	Set out what you have found out in the course of your fact find/investigation as described above, including detail as described in 5.1.3 above. 

5.2.4	Mitigation 

· As described in above 5.1.4 above

Repeat for any additional allegations


	[bookmark: _Hlk205995889]   
6. Chronology of events




6.1   I have produced a chronology of events to assist the decision maker in their review of all the evidence.  The chronology includes all the key dates relevant to this investigation and culminates at the point at which I submitted my investigation report.  


6.2

	[bookmark: _Hlk205996028]
DATE

	
Chronology

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





	   
7. Supporting Documents





For the Decision Maker, include the and policies, procedures and a witness statements referenced as appendices. Those in grey are examples only. 

The release of witness statements is ultimately a decision for the Deciding Officer. There may be instances where it is determined that releasing a witness statement is not appropriate e.g. where it has been agreed for a witness to remain anonymous. Seek HR advice where anonymity has been requested or needs to be considered.

	
Appendix Number 

	
Description of Document

	Appendix 1
	Disciplinary Procedure

	Appendix 2
	Code of Conduct

	Appendix 3
	Safeguarding Policy

	Appendix 4
	Line Manager’s witness statement

	Appendix 5
	Colleague A’s witness statement

	Appendix 6
	Colleague B’s witness statement

	Appendix 7
	Subject’s statement
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