[image: image1.jpg]


[image: image1.jpg]

Template – report structure
CONTENTS

1. Introduction










· Background to the investigation

· Terms of reference

· The investigation team and their role

2. Methodology

· A brief map of the process, including timescale

· Number of interviews

· Any difficulties in progressing the investigation

· Relevant documentation submitted/seen

3. Summary of the complaint

· Summarise the nature of each allegation under headings

4. Summary of the response

· Summarise the response to each of the allegations

5. Findings from the investigation

· For each heading of complaint give more details, examples and additional information given by witnesses, together with detailed response and additional information given by witnesses

· Any general findings

6. Conclusions

· Under each heading of complaint assess the evidence, corroboration, contradiction, using the balance of probabilities

· Use appropriate wording to conclude eg There is strong evidence, some evidence, insufficient, no evidence to support/validate the complaint

7. Executive Summary

Appendices
· List of abbreviations used

· Letter of complaint

· Detailed terms of reference

· Schedule of interviews

· Interview notes

· Chronology of events

· Other documentary evidence
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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
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