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STRICTLY PRIVATE AND CONFIDENTIAL

Management Statement of Case
<Type of Case> Investigation Report

<Employee’s Name>

<Date Report finalised>


Present by: <Manager’s Name, Job Title>
Supported by: <HR Representative’s Name, Job Title>
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1.0 Introduction

1.1 <Employee’s Name> commenced work with the Trust on <Date> as a <Job Title> working in <Service>

1.2 <Employee’s Name> worked <X> hours per week.  Her pattern of duty was <x>.  Although based at X, <Employee’s Name> was expected to travel to <X>


2.0 Background 
(Within in this section you need to give a brief overview of the events leading up to the investigation)

3.1	


3.0 Investigation

3.1 Allegations
The allegations to be investigated were as follows:
1) Allegation 1 - <x>
2) Allegation 2 - <x>

3.2 Investigation Team
The investigation was commissioned by < Manager’s Name, Job Title> on <date>. and  <Investigating Manager’s Name, Job Title> was appointed to investigate the allegations with the support of <HR Rep’s Name, Job Title>.

3.3 Investigation Methodology
The investigation was conducted in line with the Trust’s <x> policy.

The investigation team met with the following individuals during the course of the investigation:

	Name
	Job Title
	Date of Meeting
	Statement Sent & Returned
	Statement Signed (/N)

	
	
	
	Sent: <Date>
Returned: <Date>
	

	
	
	
	Sent: <Date>
Returned: <Date>
	

	
	
	
	Sent: <Date>
Returned: <Date>
	

	
	
	
	Sent: <Date>
Returned: <Date>
	




The investigation meetings were noted by hand and transcripts of the meetings were sent out.

The investigation team also used other sources of information which include:
· Patient/Medical Notes
· Trust policies
· Rota


4.0 Staff Support
All staff that were met with as part of the investigation have been offered the opportunity to be represented by a Trade union (Staff side) representative or a work colleague.
All staff were also offered the support of occupational health services and confidential staff counselling.


6.0	Findings
 (This is the main section of the report and should provide all the details regarding the facts /evidence that have come out of the investigation.  A useful structure for doing this is to use the allegations as sub headings and by adopting this approach you can say what you have found for each allegation)

6.1	Allegation 1 

6.2 	Allegation 2


7.0	Mitigation
(Within in this section you need to reference whether you felt there was any mitigation in relation to the allegations.  Consider health & wellbeing, personal matters, training & development, management support etc)


8.0	Conclusion
(Within in this section you will need to set out your conclusion of the investigation and similarly as above you may find it useful to continue the structure of using the allegations as sub headings.  This will enable you to clearly detail what you have found & whether the case is proven or not or partially for each allegation.  Your conclusions should be factual and objective and only be based on the evidence you found and therefore please do not include emotive statements)

8.1	Allegation 1 There is evidence to substantiate / There is no evidence to substantiate/There is evidence to partially substantiate….

8.2 	Allegation 2


Appendices

	No.
	Details
	Date
	Attachment

	1.
	Investigation Timeline
	
	<Imbed documents where possible >

	2.
	<Relevant Trust policies>
	
	

	3.
	Investigation correspondence

	
	

	4.
	Investigation Meeting statements
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Other appendicies you may need to consider will depend on the nature of the investigation but some examples are as follows:
· Timeline of Events
· ESR Training record
· Previous letters regarding similar misconduct within a reasonable timeframe
· Datix
· Patient/Medical notes [redacted]
· Roster / Staffing records
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