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Workplace Investigation Flowchart

Recaipt of complaint or discovery of potentisl
misconduct by one of your employees

Your assessment of thematteris

that you can deal with it

managed ally —issue a caution/
waming ar perhaps consider trainin

forthe employee

Conduct an assesament —Isit a
m atter that can be dealt with
managerially or could discipline
heinvalved

Possible Discipline

Consider wha can
condudt an invest gation

Mow that you have chosen a
personto investigate —issue
them with your terms of
reference —beclear on what yo
exped and when you want a
report on themater

Conduct Investigation

Complete the Investigation
Plan
include who you wishto
interview and what documents
or other sources of evidence yo
Wt torevie

Does the complaint involvea
theft orfraud by an employee
agai nst your organisation? Do
youwishtoreportittothe
police?

Isit apolice matter:

Investigation Steps:
1. Assess thematter
2. Collect documentary evidenc
3. Conduct Interews
4, Anslysis of evidence
G Prepare and submit
Investi gation Report

Investigation steps—M

Prepare interview phrs as
required:

This will mostly be helpful with
the person who'sfacing the
allegations.

Conduct your interviews

Submit your report
<

Source document and other
forms of evidence:
Refer to your investigation plan
and comm ence locating and
then analysingthe docum ents
wou reguire

Ll

y

This effectively endstheinvestigative process, it isnow upto the dedsion maker
to consider the report and make adecidon asto how to proceed.
Itis possiblethat at alater time, for example, after the employee facingthe
allegationshas responded to the report, that the investi gator can be tasked with

following up further inguiries,

If disciplinary action isto occur,
then refer tothe disdpline
flowchart

Remem ber this flowchart Is a guide only, there may be vardations to k depending on the individual dreumstances of each case.
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