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Internal investigation into Allegations/complaints/concerns (with Guidance)
	
Author (Name, Job title):

Name, DOB and Address of employee:

Name of complainant/child:

Date investigations commenced:

Date investigations concluded:


	

	[bookmark: _Hlk31877224]
Details of the allegation and remit of Investigation:


	· Define remit of investigation, i.e. what allegations/concerns were identified as in need of investigation (provide concise bullet points list of all allegations, that will be expanded upon in ‘Findings’ section).


	
Background:


	· Identify how the situation came to light (based on the factual information provided by the complainant); what actions have already been taken prior to the investigation commencing; what communications have taken place.
· Provide brief details on the ‘subject’ of the investigation, their employment history, current role and how long held etc.
· Note is employee suspended and when, whether redeployed for duration of investigation or if there are any specific changes in place to allow the investigation to take place, i.e. direct contact with children removed, taken off usual duties but still within the department etc.


	
	

	
Investigation Process:


	
· A brief description of the method(s) used to gather information.
· Provide details of interviewees, (include account from employee, any potential witnesses, any other person who may have knowledge or information about the allegations.) Give name, post, reason for and date of interview.  It may be appropriate to attach the record of interview.
· If the investigator has not interviewed all potential individuals the decision should be recorded in this section (including reasons, e.g., did not directly witness event)
· A chronology of events, (detailing any delays in the investigation), LADO advice, timescales
· What documents/evidence were reviewed.
· 

	
	

	
Views of the child/family/Social worker/IRO


	
If a child does not have a social worker- Identify the most appropriate person to seek the views and account of the child and their family. Consider if the child can be spoken to without a parent present seek parents permission for this.

If the child has a social worker (under child in need, Child protection or child in Care) ascertain the views of the social worker. 
To seek the child’s views-it will be necessary to identify who the best person is to speak to the child- this can be any professional identified to be appropriate ie- independent person, IRO etc. These decisions need to be made alongside the child’s social worker. If it is not appropriate or possible to speak to the child or family please explain why in this section.


	
Findings:


	

Provide a summary of the findings and observations:

· Child, Carers, Witnesses, Other relevant person
· Present the findings separately for each point/allegation of concern in turn, by confirming the facts establishes within the investigation, identifying the sequence of events, cross-referencing any documentation and highlighting any mitigating factors, e.g. lack of procedural guidance, management action or expected documentation, and any other actions/behaviours which may have compounded or aggravated the situation.
· Avoid using vast extracts from statements – only quote directly from the statements where it is necessary.  It is the investigators responsibility to analyse all the statements and draw out all corroborative or undermining evidence.  
· If the evidence if inconclusive or there is no evidence to substantiate an allegation – say so.  It is also the investigators responsibility to explain how significant the evidence is – this should come across in the report.
Note any specific actions that demonstrate a breach of policy or standards of conduct/performance that did not meet those normally expected. 




	
Conclusion and analysis:


	NOTE: When reviewing the evidence, investigators need to aim to demonstrate reasonable belief as to what happened, based on their assessment of the evidence available.  The standard of proof for internal investigations and any subsequent disciplinary hearing or grievance meeting is based on the ‘balance of probabilities’, i.e. that on the basis of the evidence it was more probable that not that the alleged incident/misconduct was committed.  Investigators are not required to demonstrate beyond reasonable doubt, unlike criminal investigations, but do need to act reasonable on behalf of the employer.

· For each allegation/concern/issue provide an overall fact based opinion on a) whether there is any evidence to support the allegations, and b) the strength of the evidence.
· Support the conclusions with evidence.  The conclusions should be clear and concise.
· Identify the strengths and weaknesses in the evidence.
· Draw out any key facts which demonstrate particular breaches of policy, e.g. Code of Conduct, Harassment, policies and procedures.
· If there are any special or mitigating factors ensure that they are clear within the conclusions, and it is important to explain their significance.
· Each allegation should have a clear outcome in line with the LADO procedures, stating whether it is found to be 
· 
· Substantiated: there is sufficient identifiable evidence to prove the allegation.
· False: there is sufficient evidence to disprove the allegation.
· Malicious: there is clear evidence to prove there has been a deliberate act to deceive and the allegation is entirely false.
· Unfounded: there is no evidence or proper basis which supports the allegation being made.  It might also indicate that the person making the allegation misinterpreted the incident or was mistaken about what they saw.  Alternatively, they may not have been aware of all the circumstances.
· Unsubstantiated: this is not the same as a false allegation.  It means that there is insufficient evidence to prove or disprove the allegation; the term therefore does not imply guilt or innocence.  


	
Reflections/actions/Recommendations;

	
Include-Are there any lessons learnt for the employer. 
Is there anything that could have been done and should be done in the future to prevent a similar occurrence?
Consider what actions are going to be taken in light of the findings- for example;
How is the information fed back to the child, their family.
How will the employee be informed of the findings and if applicable be reintroduced into the work place.
Are there any training or support needs for the employee? 
Does there need to be a review of training for all staff.
Does the child require any changes to the way they are supported or worked with
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