[image: ]
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Overview
Attending an investigation meeting is understandably a difficult time. The below frequently asked questions are intended to support colleagues who have been requested to attend a meeting by an independent trained Investigating Manager.

As part of any investigation, it is important that, when things go wrong, we ensure that lessons are learnt, and things are improved so any potential harm is prevented.  Your cooperation and engagement throughout the process is crucial to ensure the investigation can be conducted thoroughly and swiftly. Equally, if an error has occurred it is important to establish how it occurred, in order for improvements to be made, as the safety and quality of care we provide to our patients, staff and visitors are paramount.

Why have I been invited to an investigation meeting?
You may be directly under investigation; if so, you would have been informed of the concerns raised prior to the meeting taking place.

You may have been identified as a witness, i.e. someone who may be able to provide information that will assist the investigation manager with their investigation. 

You may have been identified as someone with specialist knowledge/experience within a certain area who may be able to provide information that will assist the investigating manager with their investigation. 

What is the role of the Investigation Manager?
The Investigation Manager’s role is to remain impartial, provide a safe environment, and support you during the investigation meeting. Their aim is to collect all the information relating to the concern/s that have been raised. 

The appointed investigator does not form any judgement or have any involvement in potential outcomes which may occur after their investigation has been completed.

Can I bring someone with me to the meeting?
Yes. If you wish to be accompanied, you are entitled to be represented during the meeting by an accredited trade union representative or accompanied by an appropriate work colleague, who is not directly involved with the concerns that have been raised.  The investigator, or a representative from Human Resources, will advise you accordingly should you have any concerns.

If you are a doctor involved in any conduct or capability proceedings, you may be accompanied by a friend, partner/spouse, work colleague or trade union/defence organisation representative. The companion/representative may be legally qualified, but they will not be acting in a legal capacity. This means it is impermissible for a lawyer, either a solicitor or a barrister, to advise as a “friend” on any kind of remunerated basis. The right to be accompanied extends to any of the meetings or hearings referred to throughout the procedures.

When you attend the investigation meeting
You will be invited to attend an investigation meeting in writing. This will usually be a minimum of 7 calendar days in advance of the meeting date, unless mutually agreed between you and the appointed Investigation Manager. 

Investigation meetings may be conducted over a video call such as Microsoft Teams, or in person. If you are uncomfortable with the technology being used, you should make the investigation team aware at the earliest opportunity, along with any reasonable adjustments you require to support you during the meeting. If the meeting is held virtually you need to ensure you are in a confidential space and have access to the appropriate equipment.  

A timeframe for the meeting will be allocated within your invite letter. However, it may potentially take longer. The investigation manager will discuss this with you during the meeting if additional time is required, and mutually agree with you and your chosen representative to extend the meeting or to make alternative meeting arrangements.

Will the meeting be recorded?
Yes, if undertaken virtually. The investigation manager will ask if you have any objections for them to record at the start of the meeting. The purpose of recording is to support the investigation team providing the meeting notes following your meeting with them. Covert recording isn’t permitted during the investigation meeting.

Will I receive a copy of the notes from the meeting?
Yes. Following the meeting the recording/notes that have been taken during the meeting, will be typed, and sent to you which you may amend for the purposes of clarification / correction but if any further information or statements which were not made during the meeting these should be submitted separately

The notes will be sent to you, via your NHS email address unless you request otherwise.  You will then be asked to return the document, signed, to the investigation manager within 7 calendar days of receiving them unless otherwise agreed. 

What happens if I do not sign and return the notes?
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.  The notes may also be used as part of any relevant Trust policy and process and the Trust may be required to disclose the information in accordance with legislative or professional registration requirements. 

Will the information I provide be shared with others as part of the investigation?
The investigation manager may share information you provide to them with other individuals during the course of their investigation in order to enable others to respond to points raised if applicable. They will make it clear to all individuals during their interviews that any information shared with them is shared in confidence and should not be disclosed to any third party.

How will you use the information I provide to you?
Once the Investigation has concluded, the investigation manager will submit a written report to an appointed independent Case Manager. The investigation manager will include within their report all the information and documentation provided to them following all the interviews they conduct during the course of their investigation. This will include the notes taken from your interview.

Should the case proceed to a formal Hearing, the individual will be provided with a copy of the full investigation report, including any witness statements, in order that they can respond to any allegations against them.  If you have concerns in relation to this, you should address your concerns to the Investigating Manager or the Case Manager.

Is the investigation confidential?
The investigation, including any correspondence and documentation produced for the purposes of the investigation, is deemed to be highly confidential. You should not discuss your involvement in the investigation or share any documentation relating to the investigation with any third parties, other than the investigation team, your chosen representative during the investigation process, or a member of the HR Advisory team.

Confidentiality is paramount during any investigation process to ensure the integrity of the investigation is maintained. Any known breaches of confidentially are taken very seriously and may require a further investigation. The investigation manager will advise you of this within your invite letter and during the investigation meeting.

Do I have to attend an investigatory meeting?
All staff have a duty of care to participate with any investigation aligned to Trust Policy and Procedures and/or any professional codes of conduct your role maybe associated to. The purpose of your participation will help facilitate a fair process to ensure concerns are addressed appropriately to improve the following:

· The quality, safety and care we provide to all our patients, staff, visitors and external contractors are addressed and the lesson learnt are implemented. 
· Practice, performance, behaviours and/or policy and procedures, which may be affecting our staff/patients, visitors and external contractors are addressed appropriately. 

The purpose of the investigation meeting is to gain your recollection of the events only, and not to make any judgements.

If you have any concerns about attending your investigatory meeting, we invite you to contact the appointed case or investigation manager or a member of the HR Advisory Team on 01905 760410 Extension: 38594 as they will be happy to discuss any questions you may have.





Do I need to prepare for my meeting?
Unless specifically requested by the investigation manager, you do not need to do anything to prepare for your meeting. You will have an opportunity to provide copies of any documentation or other items that you think are relevant to the matters that you discuss during your meeting. However, you should ensure that you are able to participate in the meeting undisturbed and that you are in a private environment where you will not be overheard by others.

Will I get any other additional support through this process?
Going through an investigation process can be stressful for all involved.  The Trust offers many health and wellbeing initiatives to support you during this process if required. The staff support brochure has been attached for your perusal. 

In addition, you can seek additional advice from your chosen Union representative, HR Advice line: 01905 760410 Extension: 38594 (add HR enquiries email address) or directly from the independent investigator whose contact details will be provided within their invite letter to you.

How will I know that the investigation is concluded?
If you are under investigation, you will be notified directly by the Case Manager of the outcome of the investigation and any further action required.
If you have been invited to an investigation meeting from a witness perspective, you will be notified in writing by the investigation manager when the case has been concluded. The outcome of the case and any further actions will not be disclosed to you due to confidentiality.    
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