NHSScotland Workforce Policies Investigation Process
Investigation Meeting Note Template
<DD/MM/YYYY>
	Interviewee:
	<Name and Job Title>

	Representative / Colleague (if applicable):
	<Name and Union or Job Title>

	Investigating Manager:
	<Name and Job Title>

	HR Representative:
	<Name and Job Title>

	Professional / Technical / Educational Adviser (if applicable):
	<Name and Job Title>

	Note Taker (if applicable):
	<Name and Job Title>

	*Delete as applicable

Introduction 

<Interviewee name> was informed that the interview was being held under the NHSScotland Workforce Policies Investigation Process into <brief description of incident/allegation>. 

[*It was noted that <Interviewee name> was content to proceed without representation./*  <Interviewee name> was represented by <Trade Union Representative name and Union>./* <Interviewee name> was accompanied by <Name and Job Title>.

The Chair acknowledged that such meetings can be difficult and indicated that an adjournment could be requested at any point.  

*Complainants/Witnesses
The Chair explained that they would be asked a series of questions in relation to the incident/allegations and to give details of what they had or had not witnessed/experienced.  <Interviewee name> was informed that they would receive a note of meeting which they would be asked to check and confirm for accuracy. If there were major areas of disagreement, the notes would be appended to those prepared by the investigation team and would be shared in all further processes.  <Interviewee name> was advised that their statement would form part of the investigation report and that the person under investigation would receive a copy.  It was noted that in some circumstances, statements may be shared with other bodies such as the police or regulatory bodies depending on the nature of the allegations.     

*Individual under investigation:

The Chair explained that they would be asked a series of questions in relation to the incident/allegations and to give their view of the incident.   <Interviewee name> was informed that they would receive a note of meeting which they would be asked to check and confirm for accuracy. If there were major areas of disagreement, the notes would be appended to those prepared by the investigation team and would be shared in all further processes.  <Interviewee name> was advised that their statement would form part of the investigation report and they would be given a copy of this.  It was noted that in some circumstances, statements may be shared with other bodies such as the police or regulatory bodies depending on the nature of the allegations.  <interviewee name> was also told that they were free to submit any additional evidence or personal statement that they wished the investigation team to consider.     

  


*The investigating officer should prepare question areas or questions to give a structure to the interview and ensure that details are not missed.  Depending on the answers additional questions can be added during the interview 

	Question 1: State your name and job title and give a brief description of your duties.

	Response

	

	Question 2: <insert question>

	Response

	

	Question 3: <insert question>

	Response

	

	Question 4: <insert question>

	Response

	

	Question 5: <insert question>

	Response

	

	Question 6: <insert question>

	Response

	

	Question 7: <insert question>

	Response

	


The Chair thanked <interviewee name> for attending the meeting and providing information to assist the investigation.  They advised that the notes of the meeting would be issued in the near future and asked <interviewee name> to consider them carefully to confirm their accuracy.  

Meeting concluded. 

________________________________________________

DO NOT DETACH
* I confirm these notes of the investigation meeting held on <DD/MM/YYYY> are an accurate description of the discussion. 
Or
*I have made amendments to the notes of the investigation meeting held on <DD/MM/YYYY> for consideration.

Signed:.........................................................Date:................................

*Please delete as appropriate. 
