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Ground Rules
1. The interviews will be held on neutral territory in a confidential room.

2. Parties are expected to be available to meet with the investigator when asked.  Five days notice will be given of the meeting and reasonable requests to varying date/time will be considered, provided the overall aim of completing the investigation promptly is not compromised.

3. Parties will be provided with relevant and sufficient information (where it is available) prior to the meeting to enable them to prepare for the interview.

4. Where it is established that the complainant has raised a range of complex or detailed allegations, the investigator may decide (in the interests of fairness and efficiency) to prepare a written summary of the allegations/incidents prior to meeting the respondent. 

5. Each of the principal parties has the option to be accompanied by a recognised trade union representative or work colleague. The representative may participate in the interview, ask questions and help the investigator to find answers to their questions. The representative may not answer questions on behalf of the interviewee.

6. Parties are asked to be honest, open and specific when answering questions and to give as full an answer as possible.

7. If parties wish to provide their own notes of incidents (showing details and dates) or any other relevant documents prior to the interview, they may do so, bringing the documents to the interview.

8. The investigator will allow appropriate time for adjournments to enable the interviewee and his/her representative to confer (or for a short rest break).

9. If matters arise which require further investigation, an adjournment will be called or the interview suspended and re-arranged if appropriate.

10. Notes will be made by the investigator of the interview and a typed record produced within 5 working days of the interview being completed. This will be a full and accurate record of the interview. The information may be structured in a chronology and/or grouped together under appropriate headings to make it easier to read and understand. Interviewees will be sent the notes by e-mail unless otherwise agreed (with due regard to speed and confidentiality).

11. The interviewee will be asked to check and sign off the notes of their interview.  When signing off notes, interviewees will be signing to say they are an accurate record of the discussion. They may accordingly append any reasonable additions if further facts are remembered, or any direct corrections to what has been inaccurately recorded or omitted. This will be included with the notes in the final report.

12. Parties are expected to co-operate and complete the sign-off within five working days of the receipt of their notes.  Notes not received in this time will be deemed as accepted and will be submitted with the report.

13. Interviewees will be treated with courtesy, sensitivity and in an even-handed way. Some questions may be difficult but necessary in order to ensure and enable a reasonable investigation of the allegations and mitigating factors.

14. The investigator will aim to complete their questions in one meeting, but reserves the option to request a subsequent meeting or contact by telephone.  If points arising can be dealt with more speedily by letter/e-mail or telephone contact, then the relevant method will be used and a record of the contact kept.

15. Parties may suggest to the investigator areas that should be investigated or other relevant people who should be interviewed.  The investigator will follow up all reasonable suggestions, but be mindful of the investigator’s duty to ensure the organisation’s resources are utilised appropriately and proportionately.

16. Confidentiality will be maintained as far as practicable. During the course of the investigation, all parties are required to respect the privacy of those involved and to treat all aspects relating to it with total confidentiality. Breach of confidentiality may lead to the taking of disciplinary action.

This material is copyright to CMP Resolutions. You are welcome to use it for your own investigations; if you intend to use it for any other purpose such as training or consultancy, please acknowledge your source on the materials. We will defend our intellectual property rights if they are breached.

Contact us for to find out how we can help you with our independent and professional:

· Fact finding investigation service

· Full investigation with findings

· Appeals and review service

· Buddying, mentoring and supervision for internal investigators

· Accredited investigation skills training

· Deciding officer training

CMP Resolutions : www.cmpresolutions.co.uk

T: 0844 504 8874     E: info@cmpresolutions.co.uk   F: 0844 504 8774

