DIGNITY AT WORK INVESTIGATION
CHECKLIST & TERMS OF REFERENCE

KEY POINTS

Pre - investigation

Initial consideration should be given as to whether there have been attempts to gain resolution to the complaint through the informal processes, detailed in the Dignity at Work Policy.  If proceeding to formal stage, statements providing factual information or any other relevant evidence should be requested from any employees involved or witness to the incident/s.
Please ensure a Dignity at Work Notification form has been completed by employee making complaint.
Communication
Commissioning Manager

· Contact HR Support and Advice Unit to log details of case; provide contact details for Investigating Officer and request HR support.
· Send letter to complainant/s and respondent/s acknowledging receipt of Dignity at Work Notification form and advising of next stage in process (follow Dignity at Work flowchart)
HR Representative

· HR Representative supporting the JIP (Joint Investigatory Panel to email Olivia Cornacchia, Assistant to Area Partnership Forum to request a staff side representative for the JIP. (In preparation please establish staff side organisations that complainant and respondent are associated with, if any in order that a representative from a neutral organisation can be nominated).
Investigating Manager (Chair)
· Chair of JIP to write to complainant/s, respondent/s and witnesses inviting them to attend an investigation meeting.
CHECKLIST
Please complete the following information in relation to the investigation you are commissioning.
	Has acknowledgement letter been sent to Complainant/s?
	

	If no, please indicate why
	

	Date letter/s sent
	

	Has Respondent/s been informed of complaint?
	

	If no, please indicate why
	

	Date letter/s sent
	

	Have statements been gathered?
	

	If no, please indicate why
	

	If no, please indicate why
	

	Date letters sent
	


Investigation Details

	Name of Complainant/s
	

	
	

	
	

	Payroll Number
	

	Job Title & Band
	

	Department & Location
	

	Name of Respondent/s
	

	
	

	
	

	Department & Location
	

	Commissioning Manager
	

	Contact details
	

	Job Title
	

	Investigating Manager
	

	Job Title
	

	Contact details
	


	Terms of Reference:



	Remit / Allegations
	Define the remit of investigation i.e. the complaints / allegations that require investigation (provide a concise bullet points list of allegations; provide details of date and location allegation/s took place.  
[insert details of allegations including dates, locations etc]


	Policies
	State the policy or policies under which the investigation will be undertaken i.e Dignity at Work Policy.  
[insert policy details]


	Other Information
	State whether there is anything else the investigation should consider:

[insert details of anything else the investigation should consider]


	Timescales 
	Investigation Start Date:

Planned Completion Date:

Note: NHS GG&C management guidance suggests that an investigation should be completed within 6 weeks, although complex cases may take longer.

	Communication
	A timeline of the investigatory process should be maintained.  Any potential delays and the reason for those delays which impact on the completion date should be notified to me.



	
	Completed by: [Insert Commissioning Manager's Name]
Job title:

Date:
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