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EMPLOYEE RELATIONS
Disciplinary Investigation Checklist
▪ Disciplinary Investigation Checklist
This checklist is designed to guide the investigating manager through a fair, thorough and legally compliant disciplinary investigation. All stages should be completed before any disciplinary hearing is convened. Retain all documentation securely on the employee's HR file.
	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	INVESTIGATING MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	HR CONTACT
	[Name]

	JOB TITLE
	[Job Title]

	DATE INVESTIGATION COMMENCED
	[Date]


	
	1
	Initial Assessment - Before the Investigation Begins



☐  Receive and record the initial allegation(s) or complaint in writing
☐  Assess whether the matter warrants a formal investigation or can be resolved informally
☐  Consult HR before proceeding to confirm the appropriate course of action
☐  Appoint an investigating manager who has had no prior involvement in the matter
☐  Ensure the investigating manager is sufficiently senior and has no conflict of interest
☐  Consider whether suspension on full pay is necessary to protect the investigation - take HR advice
☐  If suspension is considered, ensure it is not treated as a punitive measure
☐  Notify the employee that an investigation is to be conducted (in writing where appropriate)
	2
	Planning the Investigation



☐  Clarify the scope of the investigation - what allegations are being investigated
☐  Identify all potential witnesses and relevant parties
☐  Identify and secure all relevant documentary evidence (emails, CCTV, records, logs, reports)
☐  Agree a realistic timescale for completing the investigation, recognising that complex investigations may require additional time
☐  Prepare investigation interview questions in advance
☐  Arrange a suitable private and confidential venue for all interviews
☐  Confirm all parties are aware of the requirement for confidentiality during the process
	3
	Gathering Evidence - Witness Interviews



☐  Invite each witness to interview in writing, explaining the purpose of the meeting
☐  Inform witnesses they are not required to be accompanied (unless policy dictates otherwise)
☐  Conduct each interview in a structured, neutral and objective manner
☐  Take detailed contemporaneous notes of each interview
☐  Invite witnesses to review and confirm interview notes as an accurate record where possible
☐  Handle witness information sensitively and share only where appropriate and necessary
☐  Record any witnesses who decline to participate and document the reason
☐  Secure relevant digital evidence including emails, messaging platforms and system records where appropriate
☐  Ensure all investigation records are handled confidentially and retained in accordance with data protection requirements
	4
	The Employee Interview



☐  Provide the employee with written notice of the investigatory interview
☐  Inform the employee whether accompaniment will be permitted in line with organisational policy
☐  Provide the employee with details of the allegation(s) in advance of the meeting
☐  Allow the employee a reasonable opportunity to review any evidence to be discussed
☐  Conduct the interview in a fair and non-confrontational manner
☐  Allow the employee to put forward their account and any mitigating factors
☐  Take detailed notes and have these reviewed and signed by the employee where possible
☐  Advise the employee that they should not discuss the matter with colleagues
☐  Consider whether any reasonable adjustments are required to enable full participation in the process
	5
	Reviewing and Analysing Evidence



☐  Collate all witness statements and documentary evidence
☐  Assess the credibility and consistency of all evidence gathered
☐  Identify any conflicts in evidence and seek to clarify where possible
☐  Consider the employee's explanation and any mitigating factors
☐  Apply the civil standard of proof - balance of probabilities (more likely than not)
☐  Do not make findings beyond the scope of the original investigation
☐  If new allegations emerge, consider whether a separate or expanded investigation is required
☐  Consider whether employee wellbeing support or EAP referral may be appropriate during the process
☐  Interviews may be conducted remotely where appropriate


	6
	The Investigation Report



☐  Draft a clear and objective investigation report
☐  Include: background, scope, evidence gathered, findings and recommendation
☐  Clearly distinguish between facts, opinion and inference
☐  State whether on the balance of probabilities the allegation is substantiated / partially substantiated / not substantiated
☐  Make a recommendation on whether the matter should proceed to a disciplinary hearing
☐  Do NOT determine the outcome or sanction - that is the role of the disciplinary hearing manager
☐  Share the report with HR for review before submitting
☐  Retain all supporting documentation with the report
	7
	Next Steps



☐  Share the investigation report with the manager who will chair the disciplinary hearing (if applicable)
☐  Confirm with HR whether the matter should proceed to a formal hearing or be resolved otherwise
☐  If proceeding to hearing, issue the disciplinary hearing invitation letter
☐  Provide the employee with a copy of the investigation report ahead of the hearing
☐  File all documentation securely and maintain strict confidentiality
☐  Ensure all key dates and deadlines are recorded and met

▪ Sign off
	INVESTIGATING MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	DATE COMPLETED
	[Date]
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