[image: ]

EMPLOYEE RELATIONS
Investigation Report Form
Employee Relations  |  White Cube Consulting

CONFIDENTIAL - RESTRICTED ACCESS
This document is a confidential investigation report. It contains sensitive personal data and must be stored securely. Access should be restricted to those with a direct need to know in connection with the disciplinary, grievance or capability process to which this investigation relates. It should not be shared with any third party without HR authority.
▪ Section 1 - Report Details
	REPORT REFERENCE
	[To be assigned by HR]

	INVESTIGATION TYPE
	☐ Disciplinary   ☐ Grievance   ☐ Capability   
☐ Other: 

	INVESTIGATING MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	HR CONTACT
	[Name]

	JOB TITLE
	[Job Title]

	DATE INVESTIGATION COMMENCED
	[Date]

	DATE INVESTIGATION CONCLUDED
	[Date]

	DATE OF REPORT
	[Date]


▪ Section 2 - Parties Involved
Object of the Investigation

	NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	LINE MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	EMPLOYMENT STATUS DURING INVESTIGATION
	☐ Suspended on full pay   
☐ On alternative duties   
☐ Working normally





▪ Complainant (if applicable - grievance / harassment investigations)
	NAME
	[Full Name or 'Anonymous' if applicable]
	

	JOB TITLE
	[Job Title]
	

	RELATIONSHIP TO SUBJECT
	[e.g. Colleague / Manager / Direct Report]
	


▪ Witnesses Interviewed
	INTERVIEWEE
	ROLE
	DATE
	NOTES REFERENCE

	[Name]
	Subject of investigation
	 
	 

	[Name]
	Witness 1
	 
	 

	[Name]
	Witness 2
	 
	 

	[Name]
	Witness 3
	 
	 

	[Name]
	[Add further]
	 
	 



Witness confidentiality should not be guaranteed where disclosure is necessary to ensure procedural fairness.  Where anonymous evidence is relied upon, the investigator should assess its reliability carefully and consider procedural fairness before placing significant weight upon it.
▪ Section 3 - Scope of the Investigation
The scope of this investigation was defined by HR / the commissioning manager on [Date]. The investigation was commissioned to examine the following allegation(s) / matter(s):
Allegation 1:  [State the allegation clearly and specifically, as it was framed at the outset of the investigation]
Allegation 2:  [State the allegation clearly and specifically, as it was framed at the outset of the investigation]
Allegation 3:  [State the allegation clearly and specifically, as it was framed at the outset of the investigation]
[Add or remove allegations as required. Each allegation should be stated clearly and consistently with the wording used in any invitation letters sent to the subject.]
The investigation was not commissioned to examine any matters outside the scope listed above. Where additional matters came to light during the investigation, [they have been referred to HR separately / they are noted in Section 7 of this report for HR consideration].
Any reasonable adjustments identified during the investigation process were considered and implemented where appropriate.
Investigation meetings may be conducted remotely where appropriate.
Employees involved in investigations may access any available wellbeing or employee support resources throughout the process.
Timescales may be extended where necessary depending on complexity, witness availability or additional evidence.


▪ Section 4 - Evidence Gathered
The following evidence was gathered during the course of the investigation. All original documents and signed statements are appended to this report or held separately by HR. Evidence is referenced throughout the findings section (Section 5) where relied upon. All investigation records should be retained and processed in accordance with the organisation’s data protection obligations. The investigation should remain open-minded throughout and investigators should actively consider evidence that both supports and contradicts the allegations.
	#
	TYPE
	DESCRIPTION / REFERENCE
	STATUS / NOTES

	1
	Witness statement
	[Witness name] - statement dated [date]
	Appended at Appendix A

	2
	Documentary evidence
	[Description of document - email, report, record]
	Appended at Appendix B

	3
	CCTV / digital evidence
	[Description and date range]
	Reviewed; summary appended

	4
	HR records / disciplinary history
	[Description]
	Reviewed by investigator

	5
	Digital communications 
	[Teams, Slack, WhatsApp, SMS, etc.]
	Reviewed by investigator

	6
	[Add further evidence]
	 
	 


▪ Section 5 - Findings
This section sets out the investigator's findings in respect of each allegation. The standard of proof applied throughout is the civil standard - the balance of probabilities (i.e. whether, on the evidence available, it is more likely than not that the alleged conduct occurred). The investigator's role is to establish the facts; the determination of any sanction is the responsibility of the Hearing Manager and is not within the scope of this report. A recommendation that there is a case to answer does not imply guilt, only that there is sufficient evidence for the matter to proceed to a formal hearing.
▪ Allegation 1 - [State allegation]
Summary of evidence relating to this allegation:

Analysis and assessment of the evidence:

Finding (state clearly whether the allegation is substantiated, partially substantiated or not substantiated, and explain why):

▪ Allegation 2 - [State allegation]
Summary of evidence relating to this allegation:

Analysis and assessment of the evidence:

Finding:



▪ Allegation 3 - [State allegation, or delete if not applicable]
Summary of evidence relating to this allegation:

Analysis and assessment of the evidence:

Finding:

Remember: findings must be based on the evidence gathered during this investigation, not on prior knowledge, assumptions or the subject’s general reputation. Each finding must be explained and evidenced. Do not express a view on what sanction would be appropriate - this is not within the investigating manager’s remit.
▪ Section 6 - Findings Summary Table
The following table summarises the investigator’s findings in respect of each allegation.
	ALLEGATION / MATTER
	FINDING
	SUMMARY RATIONALE

	Allegation 1: [Description]
	☐ Substantiated
☐  Partially substantiated
☐  Not substantiated
	[Brief rationale - fuller detail in Section 5]

	Allegation 2: [Description]
	☐ Substantiated
☐  Partially substantiated
☐  Not substantiated
	[Brief rationale - fuller detail in Section 5]

	Allegation 3: [Description]
	☐ Substantiated
☐  Partially substantiated
☐  Not substantiated
	[Brief rationale - fuller detail in Section 5]


▪ Section 7 - Mitigating Factors and Contextual Observations
The following contextual information and mitigating factors were identified during the investigation and are presented for the consideration of the Hearing Manager. These do not form part of the investigator’s findings but may be relevant to any decision on outcome:
▪ Section 8 - Additional Matters and Referrals
The following matters came to light during the investigation that fall outside the defined scope of this report.
These are noted here for HR and senior management consideration:
[State ‘No additional matters arose during this investigation’ if applicable.]


▪ Section 9 - Recommendation
Based on the findings above, the investigating manager makes the following recommendation regarding the appropriate next step:
☐  Refer to a formal disciplinary hearing - there is a case to answer
☐  Refer to a formal grievance hearing
☐  Refer to a formal capability hearing
☐  No further formal action required - insufficient evidence
☐  Matter resolved informally - no further action
☐  [Other - specify below]
▪ Further comments or context for the recommendation (optional):
Note to Hearing Manager: This report sets out the findings of the investigation. The investigating manager has not expressed a view on the appropriate sanction, as this is your responsibility. You should review this report and all appended evidence before the hearing, consider any representations from the employee, and make your own independent assessment.
▪ Section 10 - Declarations and Sign-Off
I confirm that this report accurately represents the findings of the investigation I conducted, that it has been prepared objectively and without bias, and that the evidence upon which the findings are based is appended to this report or held separately by HR.
▪ Investigating Manager Sign Off

	INVESTIGATING MANAGER SIGNATURE
	

	PRINT NAME
	

	JOB TITLE
	

	DATE
	


▪ HR Review - Approved for Distribution
	HR REPRESENTATIVE SIGNATURE
	

	PRINT NAME
	

	JOB TITLE
	

	DATE
	



	DISTRIBUTION (RESTRICTED)
	☐ Commissioning Manager
☐ Hearing Manager  
☐ HR  
☐ Personnel File

	APPENDICES ATTACHED
	☐ A - Witness statements
☐ B - Documentary evidence 
☐ C - Other:
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