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Incident occurs (inform relevant 
services/departments) 

If the employee needs to be 
suspended then ensure you 

follow the suspension guidance.

Employee will be informed of 
the need to conduct an 

invesƟgaƟon by the 
commissioning manager.

InvesitgaƟng Officer will be 
appointed & will invite 

employee to a meeƟng with at 
least 5 working days noƟce -
unless  they waive this right.

MeeƟng will be held & the 
invesƟgaƟon will be undertaken 
and report will be given to the 

commissioning manager. 

Commissioing Manager will 
inform employee of what they 

are doing as next steps. 
If it is a hearing then this will be 
organised to take place within 

20 working days. 
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