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NHSScotland Workforce Policies Investigation Process : 
flowchart
This flowchart provides a summary and shows the order of the main steps 

in the policy process. It is designed to support the full content of the 

NHSScotland Workforce Policies Investigation Process.
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Flowchart symbols and their meaning

Start/end 

This shape represents the start and end point of a system or process. 
It usually contains the word 'Start' or 'End'. A flowchart generally has 
one start point but can have multiple endpoints.

Decision 

Sometimes a decision is needed before moving on to the next step in 
the process. This shape asks a 'yes' or 'no' question. The answer 
determines which arrow you follow out of the decision shape.

Outgoing off-page connector 

This shape shows where the process continues on another page of the 
flowchart document. Click this shape to go to the page.

Page 2

Incoming off-page connector 

This shape shows the page you are currently viewing.

Process 

Can represent a single step or multiple steps within a larger process on 

the flowchart.

Flow line 

A line with an arrow shows the direction of the flow through the 

flowchart.
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Concern, incident or 
complaint identified

Start

Is there a need 
to make the 
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No

Suspension or 
alteration of duties 

required?

Follow suspension 
guidance

Yes

Consider referral to 
external agency?

Pre-investigation stage

Meet with employee to let 
them know a concern was 
raised and offer support

Pre-investigation stage

Meet with employee to let 
them know a concern was 
raised and offer support

Yes

Yes

Proceed with internal 
investigation when agreed 

by external agency

No No
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Initial investigation stage

Identify witnesses and 
consider requesting 

statements

Initial investigation stage

Identify witnesses and 
consider requesting 

statements

Initial investigation stage

Appoint investigation 
team

Initial investigation stage

Appoint investigation 
team

Investigation planning

Investigation team meets 
to formally plan the 

investigation and liaise 
with employee(s)

Investigation planning

Investigation team meets 
to formally plan the 

investigation and liaise 
with employee(s)

Investigation

Hold initial meetings with 
employee(s) under 
investigation and 

complainant(s)

Investigation

Hold initial meetings with 
employee(s) under 
investigation and 

complainant(s)

Investigation

Investigation meetings 
with witnesses

Investigation

Investigation meetings 
with witnesses

Investigation

Investigation meetings 
with employee(s) under 

investigation

Investigation

Investigation meetings 
with employee(s) under 

investigation
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Is further 
information 

required?
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Investigation

Request evidence or hold 
further witness meetings

Investigation

Request evidence or hold 
further witness meetings

Yes

Investigation

Collate and consider 
information

Investigation

Collate and consider 
information

No

Conclusion of investigation

Investigation report 
finalised

Conclusion of investigation

Investigation report 
finalised

Conclusion of investigation

Allegation not upheld

Conclusion of investigation

Allegation not upheld

Conclusion of investigation

No further action

Conclusion of investigation

No further action

End

Conclusion of investigation

Learning outcomes

Conclusion of investigation

Learning outcomes

Conclusion of investigation

Agree a learning plan

Conclusion of investigation

Agree a learning plan

End

Conclusion of investigation

Use another 
workforce policy

Conclusion of investigation

Use another 
workforce policy

Conclusion of investigation

Referral 
to a formal panel

Conclusion of investigation

Referral 
to a formal panel

Convene formal hearing 
under appropriate policy

Learning outcome 
achieved?

Yes

No End

Further evidence shared 
with the employee under 

investigation for comment
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