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	Name of colleague:

	Colleague Job Title:



	Represented / Accompanied by:


	Representative Job Title:


	Investigation Manager Name and Job Title:


	HR Representative name and job title:



	Date of meeting: 


	Location of meeting: 




Introduction [to be amended to reflect interview]

Thank you for attending today.  

[HOUSEKEEPING MATTERS]- room arrangements, facilities etc. 

[IF VIRTUAL]- to remind attendees of confidentiality expectations, to check with participants that all attendees to the meeting should be disclosed/pre-agreed, and to confirm recording arrangements, establish what to do if the connection is lost] 

[IF RECORDING AGREED] -The meeting will be recorded for transcribing purposes only.  Summary notes may also be taken if required. 

My name is [INSERT NAME] and I have been appointed as Investigating Manager under the Trust’s [NAME OF POLICY] Policy to investigate alleged [INSERT DETAILS OF ALLEGATION].
  
With me today is [NAME AND JOB TITLE], who is supporting this investigation from an HR perspective.

I can confirm that you have chosen to be accompanied by [INSERT NAME AND ROLE] / not to be accompanied to this meeting.  

I can appreciate this may be a difficult time and would like to confirm you have received the following documents:

· The staff support brochure highlighting the support available to you if required.
· The information guide – ‘What to expect from your investigation meeting’ document with your meeting invite letter.

During the meeting you can request a break at any time – please let me know.

My role is to establish the facts. Please ask if you require any questions to be repeated.

Following the meeting, the notes will be transcribed and sent to you so you can review and make any amendments that you feel appropriate. The notes will be sent to you via your NHS email unless you request otherwise. You will then be asked to return the document, signed, to me within 7 calendar days of receiving them unless otherwise agreed. The notes will then be utilised to form part of the investigation report, which may be shared with third parties, internally or externally who may be subject to this investigation. 

Please be aware that if you fail to return a signed copy of the interview notes by the deadline given, we will assume you are happy that the notes are a true and accurate record of your interview, and they will be included within the investigation report submitted to the Case Manager.  

I wish to re-iterate that the contents of the meeting and the issue as a whole should remain confidential and should not be discussed with anyone outside of the room.   

Please can I check that you fully understand the purpose of the meeting and that you are in agreement to proceed?

Do you have any questions before I start?
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Closing Statement [to be amended to reflect interview]
· Confirm arrangements for notes to be sent to (and returned by) interviewee.
· Confirm next steps in respect of interviewee’s further involvement in the process (statement forming part of formal process and role as a witness).
· If appropriate, offer staff support, wellbeing offer and/or psychology support.
The meeting closed.

I [INSERT NAME] confirm that this is a true and accurate record of my interview and that I understand that by signing this statement I give permission for it to form part of the investigation process.  I also understand that this may be used as part of the any Trust Policy and process, which may be taken and that the Trust may be required to disclose this information in accordance with legislative or Professional Registration requirements.

	Name of colleague:

Signature of colleague: 

 
	Date:

	Name of Investigation Manager:

Signature of Investigation Manager:


	Date: 
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