TERMS OF REFERENCE 

In relation to NAME’s practice and behaviours (AMEND AS APPROPRIATE)

	
	Name
	Job Title
	Contact details

	
Case Manager:	
	
	
	

	Investigating Manager:
	
	
	
	

	HR Support to Investigating Manager:	

	
	
	



1.	Background 
An investigation has been commissioned to establish the facts into concerns regarding:

Background to events surrounding allegations:

Provide background of the concerns including (but not limited to):
· Employee’s name, job title, department and length of service
· How & when the concern arose
· Any relevant information relating to similar, recent concerns and how they have been dealt with
· Any relevant interpersonal or cultural issues
· Any actions taken in handling the complaint so far including information on any referrals and / or advice taken from external / professional bodies (e.g. NCAS etc)

XXX carried out an initial fact finding exercise (document attached Appendix ).

A formal investigation has been instigated and the allegations are: 

1) 
2) 
3) 
4) 
5) 

2. 	Investigation
The investigation should seek to establish the facts surrounding the above allegations.

Issues to be investigated

The specific aims of the investigation are: (THESE WILL VARY FOR EACH INVESTIGATION BUT SOME BROAD EXAMPLES ARE BELOW)
· To develop a complete chronology of events identified within the period from DATE to DATE which are directly connected to XXX
· To gain an understanding of the nature of the concerns / incidents identified through the chronology, gathering supporting evidence;
· To review evidence gathered identifying if any themes and /or inappropriate behaviour are evident and if so by whom;
· To identify if any matters/concerns relating to practise are of a clinical or patient safety nature and if so to detail:
· The nature of the concern;
· How the concern has arisen; and,
· If the identified concern is associated to an individual’s clinical practice?

· To identify if any breaches of governance, policy or procedure occurred, if so by whom.
· To identify any learning or improvements to practise, policy or procedure. 
· To establish, describe and quantify any impact on patients, carers and colleagues               including increased clinical risk and reduced service.
Investigation Process
The Case Manager will be providing the Investigator with any relevant background information and documentation for the purpose of this investigation, including an initial bundle containing:
· Initial Fact-Finding outcome document (Appendix 2);
· Complaint (Appendix 1); 
· Patient complaint written response (Appendix 4). 

The Investigator is also expected to interview and / or obtain statements from identified individuals to include, but not limited to:

· NAME – JOB TITLE (INSERT LIST OF WITNESSES / INTERVIEWEES THAT YOU ARE AWARE OF AT THIS STAGE)

The Investigator will also review relevant documents and policies, to include but not limited to:

· DATIX XXXXX (IF RELEVANT)
· NAMES OF RELEVANT POLICIES
· LIST OF RELEVANT EMAILS / WRITTEN CORRESPONDENCE

[bookmark: _GoBack]All meetings will be formal and will be undertaken with HR Support and the interviewees will have the right to be represented by a Trade Union colleague or accompanied by a Trust work colleague. [FOR MEDICAL AND DENTAL STAFF also include: or companion (as outlined in Conduct, Capability, Ill Health and Appeals Policies and Procedures for Medical and Dental Staff)].  Meetings will be taken and a copy of the notes provided to all parties. Interviewees will be asked to sign and return a copy of their notes and these notes will be submitted as appendices to the investigation report.

Before commencing an interview with any witnesses, the case investigator will ensure that the witness is informed that evidence they provide in that interview may be shared with other relevant individuals as part of any future internal or external process.

3.	Relevant Policy
The investigation will be carried out in accordance with the Trust’s XXXX Policy, Procedure and Guidance (Appendix 5).  Reference should also be made to the following policies and procedures:
· 
· 

4.	Delivery of the Report

The case investigator will provide a written report to summarise the key facts, set out the findings and conclusions.  This report will be submitted to the Case Manager, together with all supporting documentation including any witness statements and interview records.  These documents will be referenced within the report as appendices.

5.	Timescales 

It is anticipated that the report will be delivered by the Investigator to the Case Manager within 6 weeks of the start of the investigation.  Recognising that for good reason this timeframe may slip but any extensions granted will be communicated to all parties.

6.	Decision Making Following Investigation

The Case Manager on receipt of the investigation report will make a decision and recommendation on next steps in accordance with Trust policies.

Signed by Case Manager: 	
(NAME, JOB TITLE)

Date: _____/_____/_____	

	Appendices
(Insert relevant documentation that is already available at the start of the investigation – i.e. relevant datix / complaint / statements etc as well as any relevant policies)
	No.
	Description of Item
	Date 

	1
	XXXXX Policy
	

	2
	XXXX 
	

	3
	XXXX
	


 

