OFFICIAL

Opening Script for an Investigation Meeting

Context (not for reading out loud)
This script is intended to act as a support and aide memoir for opening an investigation meeting with a colleague. It is not exhaustive and may need additional considerations and enhancements depending on the individual circumstances.
Before starting, please refer to the manager checklists for the process being undertaken. (link). These will include whether the venue/room is appropriate and private, that the seating is considered for spacing and privacy and that water is available. Ensure that the room is booked and that interruptions are not expected.
Check that only those who have a purpose within the meeting are present.

Introduction by the appointed investigator:
Thank you for attending this investigation meeting, before I start, can I introduce everyone present:
I am (NAME) and I am appointed as the independent investigator for this meeting. I will be leading the meeting and asking you questions and clarifications. I will explain the purpose of the meeting shortly. 
With me I have (NAME) who will be taking notes throughout the meeting. They may be writing or typing and so will likely be looking down for the majority of the meeting but are listening carefully. The notes will not be verbatim but will reflect the main points of discussion. (NAME) may ask for the conversation to slow or ask for a clarification of what has been said to ensure the notes are accurate. Please also note that I will be making notes, but the primary record of this meeting will by the Notetaker’s notes.
Would you like to introduce yourself and if you have one, your companion?
The purpose of the meeting:
The purpose of the meeting is to investigate the following circumstances:
(use which one is appropriate)
Either
· A grievance has been raised where concerns relating to (describe the main areas of concern) has been raised. My role is to ask for information and to ask questions to try to establish the fact surrounding these concerns.
Or
· A disciplinary investigation has been requested relating to issues of (describe the issues) 
Or
· A speak out has been received relating to the following circumstances (describe the elements of the speak out without disclosing the identity or origins of the Speak Out)
During the meeting I will be trying to ascertain your version of events, any evidence you may have and to ask questions to try to establish the facts.
Conduct during the meeting:
Throughout the meeting I would ask all those present to remain respectful and professional to allow you to answer and to make your points.
The meeting is confidential, however, will be noted. These notes will be offered to you to review and will be referred to in the content of my overall investigation report and will be appended to the investigation report. Digital recording or taping of the meeting is not permitted, unless part of a pre-agreed reasonable adjustment, where any recording will be supplemental to the minutes of the meeting.
If you have brought a companion, either an accredited union official or a fellow colleague, their role is to support you through the meeting. The companions are not permitted to answer questions on your behalf or to speak or summarise on your behalf. 
Your comfort is important. If you need a break at any time, please let me know and we can take a short adjournment. At the end of the meeting, I will check with you that you have had the opportunity to share everything you would like to say or respond to. My priority is to establish the facts, it is not my role to form a decision, and I cannot deliver any formal outcomes such as a sanction. We also welcome the submission of any relevant documents, photos, or other types of information that helps establish the facts. You can supply these in this meeting, or at a later date, but before we conclude our investigation.  
(Delete as appropriate)
Either (If you are interviewing a person of concern):
To be clear, my investigation report will reach a conclusion which will be a recommendation for next steps. This may be to proceed to a hearing or to take informal resolution steps. You will be notified of these outcomes. Before I can reach this point, I may need to speak to other people and may need to ask further clarifications. In summary my recommendations can include one of three outputs, although I reserve the right to vary from these three, depending on the facts that we discover:
· there is no case to answer 
· the matter should be referred to a hearing, 
· a recommendation for some other action

Or (If you are interviewing a witness)
You are being asked to this meeting as a witness to assist in gathering facts and evidence surrounding a concern. Your evidence will form part of my investigation report. However, as a witness you will not receive the report since the findings will remain confidential to the parties involved. Your cooperation and evidence is very important to help us to reach a resolution.
I am now going to proceed to start the meeting, any questions?


Proceed to ask the questions and explore the evidence relating to the concern. Ensure that you give every opportunity for the employee to provide all their information and to ask questions.

At the end of the meeting remember to ensure the employee has shared everything they need to and to thank everyone for their attendance and that the details of the meeting should not be discussed as they are confidential to the process and investigation report. Finally, do remind of our confidential support service, PAM Assist available on 08081 964 505






