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The aim of this template is to ensure that all the necessary facts and information are gathered to ensure full understanding of a concern or matter raised and inform decision making and next steps 

Name of colleague:		 (if applicable)

Team/Service:		

Name of manager	_____________________________________


	Nature & Date of Concern

	Give a full description of the concern including date(s) and time(s) if single incident, or pattern.














Gather the Facts
Consider each of the following questions to ensure you gather all the information needed. 

	What happened?

	Establish examples of the behaviour or concern, especially if general words are used like `unsuitable’ or `inappropriate’ or `unprofessional’ 







	Where did it happen?

	






	When? (make sure you establish all the date/s and time/s if not given above)

	








	Who else was there, were they involved in any way and did they see what happened?










	How did it happen?









	Is there an explanation or any rationale (mitigating circumstances) as to why it happened? Give details.









	Has anything similar happened before?
Yes/ No 
If yes, please give details










	Witnesses – gather details of name, role, contact details & provide a copy of the statement where already obtained







	Any other available evidence e.g. photographs, diagrams, documents, datix etc.

	(give reference numbers if available)








	If you are or become aware of any prior conversations of concern or warnings give details









	Considering the interactions with other staff or team members do you consider that this behaviour is an isolated incident by one individual or is it part of the culture within the team environment?








	Are there any diversity considerations that need to be considered to ensure appropriate representation within the process?











	Give details of any other information which may be relevant.








Personal Preparation

· Please refer to the most recent version of the Dignity at Work Policy to ensure you understand the process, your role and responsibilities? Talk to the HR advisory team if you have any questions.

· Ensure you have undertaken an equality “unconscious bias” self-assessment process?  This is a Trust requirement under the above Workforce Race Equality Scheme (WRES).


Fact find completed by: 	

Date:	_____/_____/_____ 
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