GUIDANCE FOR INVESTIGATION REPORTS
ALLEGATIONS AGAINST STAFF
 WORKING WITHIN
 THE CHILDRENS WORKFORCE

The County LADO Service are often asked for example investigation reports or templates.  This is a suggestion and can be adapted in line with your own internal processes and advice from your HR representatives.  

General points to address for all investigations: -
· Ensure whoever is investigating understands or has experience in safeguarding.
· Ensure that the investigating officer is sufficiently impartial or consider commissioning someone to complete on your behalf.
· Refer to the member of staff’s contractual obligations and code of conduct.
· Be mindful of the policy and procedures relevant under safeguarding.
· What are the terms of reference?  What is the allegation?
· Are you clear from the LADO what needs to be addressed?

· Ensure the child’s voice and lived experience is included.
· Be clear on member of staff’s voice, insight and understanding of risk and professional conduct.
· Provide a clear outcome(s).
· Clear timeframe for completion (maximum 10 working days).
· Ensure author of report knows it is acceptable and appropriate to share the content with the LADO.

Advice re presentation of the investigation report:

· Number each key section of the report and subsequent paragraph and sub-paragraphs.
· Use double line spacing when typing the report – this will make the report easier to read and follow.

· Ensure that there is clear referencing when referring to appendix numbers etc. 

· Ensure each page is numbered. 

· Ensure that you are using a consistent font throughout the report.

· Each time you move to a new section of the report start a new page.

· When quoting from statements use italics and / or quotations and indicate where this extract is taken from.
· Ensure that you FOCUS ON FACTS wherever possible.
· DO NOT MAKE ASSUMPTIONS.
· DO NOT STATE OPINION. 

· Avoid expressing any personal judgements or emotive language in your report.
· Ensure that there is clear correlation between the evidence and the findings.

· Consider referring to previous allegations if they are relevant to the case.

· Reduce the use of initials and acronyms in the report – this can cause confusion to the reader. 

· Ensure that each page of the report is marked ‘Strictly Private & Confidential’.

INVESTIGATION REPORT TEMPLATE
COVER PAGE

This will show details of what type of investigation you are undertaking i.e. allegation management, who the employee is that it relates to, their job title and the setting in which they are employed, or volunteering/unpaid work.
It will also detail the name and job title of the Investigating Officer.
It will show the date of the allegation and the date that the report was concluded.

CONTENTS

This will detail the key contents of the report

	CONTENT
	PAGE NUMBER

	Contents
	1

	Brief
	2


1. SUMMARY/BRIEF/TERMS OF REFERENCE
Set out what has been alleged and by who, what is being investigated and the outcome. 

You will need to ensure that this clearly identifies the focus of the investigation and whether there are one or more allegations or codes of conduct that need to be addressed.
Example: 

An allegation of inappropriate conduct has alleged to have taken place on 00/00/20000 by

staff member X.  Staff member X is alleged to have held child Y against the classroom wall
(inappropriate physical intervention) whilst continuing to shout in their face in front of the
class (inappropriate behaviour/emotional abuse) This was reported by ….. to staff member
…. on 00/00/2000. 
This report covers the investigation into this safeguarding concern.  The investigation was to
establish whether the child Y suffered harm and whether staff member X presented and or
continues to present a risk to this child and or others.  The investigation assessed whether
staff member X breached their professional code of conduct, practice and policy (list which
ones…)
The outcome of the investigation is…
2. BACKGROUND

In this section you will provide some relevant background information e.g. details of employment / circumstances leading up to the current situation.
This will include details of safer recruitment processes e.g. whether references were requested, clear DBS etc.

Do not include things which are not relevant to the case or circumstances. 
This should include reference to when the employee was suspended from work or any risk management plan in place.
3. METHODOLOGY

Detail here your sources of information – this will include methods, procedures, policies and techniques used to collect and analyse information. It may also include relevant training records and the original contract of employment. 
Details of witnesses that you have interviewed:

	NAME
	POSITION
	DATE OF INTERVIEW
	APPENDIX NUMBER

	Name


	Position
	Date
	Appendix number

	Name


	Position
	Date
	Appendix number


Interview with and record/account of member of staff subject to the investigation/allegation must be included and analysed.

Reference to the child’s voice and lived experience must be included.  If not interviewed as part of this process explain how you have obtained the information.  For example, child may have been interviewed by Social Worker and or Police as part of the investigation.  Clear acknowledgement of safeguarding concerns and impact on the child is important and must be analysed. 

If you have not interviewed a witness – explain the rationale behind your decision not to interview them. 
When determining the appropriateness of interviewing witnesses consider the following: -

· Is there a need to interview?
· Were they present during the alleged action?
· What will you gain from interviewing a person?

Ensure that all witness statements or interviews are signed and dated by the witness and include copies of the signed version in your appendices. Witnesses need to understand that their evidence will form part of the report. 
Details of documents that you have referred to during your investigation: -
	DOCUMENT(S)
	APPENDIX NUMBER

	Detail what the document is and where it is located in the appendices
	1

	
	2


4. CHRONOLOGY / TIMELINE

Detail here the arrangement of events in time. This can be done in a table format. Do not detail events which are irrelevant. If a lot of the information referenced here will become an appendix consider adding an extra column to show the relevant appendix number.
	DATE


	EVENT

	Date


	Event details

	Date
	Event details




5. 
FACTS AND FINDINGS

Facts – pieces of information about circumstances that exist or events that have occurred.
Findings -   the conclusions reached after examination or investigation
Some reports may warrant separate sections for FACTS AND FINDINGS - some reports may work better by combining the two areas to avoid unnecessary repetition. When detailing ‘Facts’ and ‘Findings’ separately consider using following headers.

· FACTS ESTABLISHED FROM THE INVESTIGATION

· ANALYSIS OF THE FINDINGS

When considering this area of the report look at: -
* WHAT EVIDENCE YOU HAVE OBTAINED TO SUPPORT THE ALLEGATION(S). 

* WHAT FACTS DO NOT SUPPORT THE ALLEGATION(S)

* WHAT FACTS OR EVIDENCE ARE IN DISPUTE

6. CONCLUSIONS

This is where the investigating officer provides an overall fact-based assessment on a) whether there is evidence to support the allegations and b) the strength of the evidence. 

Support the conclusions with the strongest evidence without repeating text in the main body of the report (where possible), the conclusions should be clear and concise.

Identify to the reader the Strengths and Weaknesses in the evidence – emphasising the importance of any issues and where evidence can be open to different interpretation. 

Draw out key facts which demonstrate breaches of policy.

If there are any mitigating factors, ensure that they are clear within the conclusions and it is important to explain their significance. 
State the position that you have reached following your review of your findings and why.
Refer to the allegation management outcomes and record clearly which outcome(s) has been reached.  Do not leave this blank – an outcome is expected and will be requested by the LADO.

Substantiated – there is sufficient identifiable information to prove the allegation – this did happen.  Employer to refer to DBS

False – there is sufficient evidence to disprove the allegation

Malicious – there is clear evidence to prove there has been a deliberate act to deceive and the allegation has been entirely false

Unfounded – there is no evidence or proper basis which supports the allegation being made. It might indicate that the person making the allegation misinterpreted the incident or was mistaken about what they saw. Alternatively, they may not have been aware or all the circumstances

Unsubstantiated - An unsubstantiated allegation is not the same as a false allegation.  It means that there is insufficient evidence to prove or disprove the allegation.  The term, therefore, does not imply guilt or innocence.

Sign and date your report – SHARE with the LADO.
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