NHSScotland Workforce Conduct Policy 

Designated contact person checklist
The Designated Contact Person (DCP) is the point of contact for employees who are suspended.  The DCP will obtain advice on the process and progress with the suspended employee’s case.  

This DCP is also required to liaise with the employee on behalf of their line manager regarding coming into work to obtain access to either computer records for the investigation, taking annual leave, their contact information, etc. 

Employee’s Name: 




_______________________
Employee’s Contact Address: 





____________












_______
Employee’s Contact telephone number:  

_______________________
Employee’s Mobile telephone number (if different from above): 
____________
Employee’s Personal email address:
_______



_______
The following information has been provided to the employee: 

As per the requirements of the Suspension Guide1, <insert First name, Surname, Job title> has been allocated as your Designated Contact Person (DCP) for the period of your suspension. The role of the DCP is to provide you with advice on the process and progress with your case.  The DCP will contact you over the next couple of days to answer any questions you may have about the suspension or the investigation process.  

First Contact Made:
________________



   (Date and Time) 

If not successful – detail any attempts made to contact the employee: (Dates and Times)  









__________

Potential points of discussion during the first contact:
1.  Support

· How are you getting on?

· Do you have someone to support you? 

· Are you being supported by Occupational Health? 

· Would it be useful to self refer to Occupational Health or do you need your manager to refer you to Occupational Health? 

· Are you in a trade union? Have you contacted them for support?

· Do you have a workplace colleague that is not involved that you can ask for support? 

· Is it ok if I let the Investigation Manager know that you have someone to support you so that the person can be contacted directly to check their availability to support you at any investigation meetings?  (Note contact details)

2. Information for the Investigation 

· Have you read the <insert name of> Policy?

· Do you have any questions about the investigation process?

· Have you started to work on a statement?

· If you need help with this you can ask your union representative
· Do you need access to your work location for information in relation to the investigation?    YES / NO

· If YES, please detail time and date that would be convenient for suspended employee: 
· (Date and Time)

3.  Availability to attend for investigation meetings
Do you have any annual leave or other time off work planned?     YES / NO

If for any reason you are off sick during your suspension, please contact me to inform me of this in line with the requirements of the Attendance Policy.

If you would like to request any leave, please contact me to arrange this.

This will enable me to check with your manager if this can be approved and check with the Investigation Manager that you are not required to attend for meetings during this time.
4.  Further Contact

How would you like to maintain contact?   







How regularly?   











Next contact agreed for: (Date and Time)







Please inform the employee of any periods of leave you have planned, and arrange an alternative DCP.

Is there anything else you need support with?

For future discussions, please use the questions above as a guide to help shape ongoing review communication and discussion.
References 

1 Conduct Policy : guide to suspension 

https://workforce.nhs.scot/supporting-documents/guides/conduct-policy-guide-to-suspension/
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