

	Section 4: Formal Complaints and Investigations (Appendix G)
Aide Memoire for use by Designated Manager and Investigating Officer 
· Investigations to be completed as soon as possible and ideally within 4-6 weeks. Any delay should be communicated to the parties involved. (Appendix G7)
· Designated Manager to write to the parties to investigation within 10 working days of receipt of investigation report (Appendix G11 iii)

	Referral for investigation
	Date: 

	Referred to:                            (Investigating Officer)
	Referred by:                               (Line/Designated Manager)

	Line/Designated Manager to draft TOR to discuss with Investigating Officer
	

	Suspension or temporary transfer – if considered necessary give details
	

	Investigating Officer to send cover letter, copy of TOR and complaint to complainant and respondent 

(See Section 8)
	Date:

	Date investigation report submitted to Designated Manager 

Please attach transcripts/ notes of meetings and discussions
	Date:

	Designated Manager to write advising both parties including a summary of the findings of the investigation. 
	Date:

	If a hearing is to be held
	Date:                  Time:
	Location:

	 Name/s of hearing panel
	

	Outcome of hearing
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