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INITIAL FACTFINDING EXERCISE INTO [INSERT DETAILS]

Date the Initial fact finding commenced 

Please note this form must be completed in full before any consideration of formal investigation is launched.
	Section 1 Contact Details:


	Service Area where an incident has occurred: 
	


	Initial Fact-finding Exercise in respect of the member of staff, the concerns are allegedly against:
	Name:
Job Role:
Service:
Email:


	Details of person completing the Initial Fact-finding exercise:

	Name:
Job Title:
Service:
Email:


	Details of line manager (if different to the person completing the initial fact finding exercise:

	Name:
Job Title:
Service:
Email:


	Section 2 Situation and Context (Overview of the matters of concern and details of employee):


	1. Overview of the incident and allegation/s:

	








	2. Date of Incident:

	



	3. Describe how the incident come to light:

	



	4. Does the incident involve Patients/ Service users?

	Yes / No
If yes, provide further detail:

	5. Does the incident involve external organisations?

	Yes / No
If yes, provide further detail:

	6. Details of colleagues (including job roles) involved /know of or witnessed this incident:


	

	7. Have any written statements been received (using the template provided) if so by whom please enclose with this document.

(if verbal statements have been provided, please ensure notes are taken dated and signed by the person completing this document).

	

	8. Is there any other information available which needs to be taken into consideration for example, DATIX (or DATIX ref number), emails, message images, notes etc.? 

	Yes / No
If yes, provide further detail:

	9. Has this or a similar issue occurred previously? 

Consider:
Has the manager previously raised these concerns informally with the colleague and if so, when?

Are there any live warnings or any conversations of concerns that need to be taken into consideration?

	Yes / No
If yes, provide further detail:

	10. Are there any historical issues or trends, mitigating factors or systemic issues within the Team/Service or Trust to consider?

	Yes / No
If yes, provide further detail:

	Section 3 Additional information: 


	Where individual action may have resulted in the incident, consider the individual’s and line manager’s perspectives: 

1. Did the colleague intend to cause any harm or damage harm? 


	

	2. Did the colleague knowingly and unreasonably increase risk by violating known safe operating procedures? 

	

	3. Would another similarly trained and skilled employee in the same situation act in a similar manner?

	

	4. Has the manager reviewed the colleague’s knowledge against their skills and determined if they knew the rule or performance standard? If so, which of these applies? 
*Tick as appropriate*

	The colleague does not have the knowledge of what to do and so can’t in practice [  ]

The colleague knows in theory but can’t in practice [  ]

The colleague knows how to and can in practice [  ]


	5. Consider the colleague’s perspective on the above:
Has the colleague provided a statement?

Please enclose with this document.

If not yet obtained, please explain why?

	

	6. Consider if the manager has maintained consistency in dealing with this situation regardless of the employee’s banding and protected characteristics? 

	

	Section 4 Assessment of the situation (key risks to consider and any immediate learning/training):


	Please outline any immediate risks to consider:

· Risk of harm to patient’s/service users?

	

	· Risk of harm to other employees?

	



	· Risk of harm to self-including impact on the wellbeing of employee/s affected?

	

	· Risk of harm to Trust?

	



	· Risk of continued fraud?

	



	· Risk of service provision?

	



	· Any there any risks or other key considerations?
i.e. Duty of Candour
      NMC Referral
      Safeguarding 
      Police involvement

	

	Learning /Training 

Please state what learning or training has been considered, and provide details of this?
	











	Section 5 Sign off by the person completing the initial fact find investigation:


	Date the initial fact-finding exercise was completed: 

	


	Signature:
	



	Date forwarded to the Senior Manager (Band 8a of above):
	



	Section 6 Senior Manager decision based on the information provided by the appointed manager:


	Senior Manager Details:
	Name:
Job Title:
Email:


	Senior Manager Signature:
	

	Date:
	

	Initial Decision:

*Tick as appropriate*

	[  ] No further action
[  ] Conversation of Concern
[  ] Proceed to a formal investigation


	Reason for Decision:
	


	Are there any immediate recommendations considered to eliminate any risks to patient care/safety, staff, visitors, external bodies or to the Trust which also need to be considered:

*Tick as appropriate*

If suspension is being considered, the Suspension Checklist will be required to be completed.

	[  ] Action short of suspension (include detail of action)
[  ] Restricted duties (include detail of restrictions)
[  ] Temporarily redeployment 
[  ] Full suspension
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