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Investigation Plan
	Date investigation commissioned:

	Investigator(s):

	Note-taker:

	Investigation commissioned by:

	Person to receive report (if different):

	Policy/procedure:

	Completion timescale:

	Rules re: disclosure of notes/report:



	Background information or comments:



	Proposed timetable:



	Insert dates

	1. Setting up the investigation:
	

	Agreeing Terms of Reference, developing Investigation Plan
	

	2. Conducting the investigation 
	

	Interviewing the complainant/s:
	

	Interviewing the respondent(s): 

	

	Interviewing witnesses: 

	

	3. Preparing the report:

	

	4. Quality assuring report:
	

	Submission of final report:
	


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

