[image: ]Fact Finding Checklist 
This checklist is to support the fact-finding process as part of the People Policy suite.  Its use is not mandatory however it may help gather information and objectively assess the situation.
	Question / Action: 
	Answer:

	
	

	Who reported the matter?

	

	When was it reported?

	

	Who else was on scene?
	


	Name of person subject to allegation:

	

	Date of alleged incident:

	

	Nature of incident:

	

	Which HR policy do you believe this links to?

	

	Is it likely this could be gross misconduct?

	

	Which other stakeholders are likely to be involved e.g. LADO, Parents, Police?

	

	Is suspension a consideration (if yes, please follow the suspension checklist)?

	

	Is formal action required (if yes, please contact your HRBP and commission an investigation)?

	

	Are there any other relevant facts to note at this time?  Consider what may influence the investigation terms of reference.



	

	Name and date:

	



CLICK HERE TO DOWNLOAD THE SUSPENSION CHECKLIST FROM SELF SERVICE HR
Please keep a copy of this form locally for future reference
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