

Introduction: 

The following template has been produced by the Internal Audit Team to support senior staff who are conducting internal investigations into a finance incident which has occurred within their service.  

This template should be used for investigations where the perpetrator of theft or loss is unknown, and an internal investigation has been recommended by the Internal Audit Team.  Where the perpetrator of an incident is thought to be a specific member of Creative Support staff, or an incident highlights specific concerns about general staff misconduct at the service, the issue must be escalated to HR at first instance. 

Where an internal investigation is recommended by HR, the following template may be used or adapted to suit the circumstances of the investigation, provided that this is approved by HR, and any specific requirements or instructions given by HR are adhered to.  

The findings of the investigation should be recorded on this template and returned to the Internal Audit Team upon completion. Where the investigation highlights concerns about a specific Creative Support staff member, the investigation findings should also be escalated to HR at HR@creativesupport.co.uk.  

	Investigator’s name and job title (Senior support worker or above)
	

	Name and job title of the person authorising the investigation (Investigator’s line manager, Service Director, or HR) 
	

	Date the investigation began
	





Part 1: Incident facts- complete this section before you commence your investigation. 

1. Service details 

	A
	Full Service Address (including postcode):
	

	B
	Service Type:
	
	Client Group:
	

	C
	Project Manager / Coordinator / Team leader:
	

	D
	Registered / Service Manager:
	

	E
	Service Director:
	



2. Incident details 

	A
	Type of incident  (please select from the drop down menu) 
	Loss of client property 
	B
	Date and time (or time period)  of incident
	



Service user details- Please complete this section if your answer to Part 1 2A was ‘loss of client money’ or ‘loss of client property’  

	
C
	Client (s) name  
	

	D
	Type of financial support received by the client(s) (please select from the drop down menu) 
	Choose an item.


If there are more than one clients involved and they receive different levels of financial support, please describe the arrangements below. 

Financial fund details- Please complete this section if your answer to Part 1 2A was ‘loss of client money’ or ‘loss of corporate money’.

	E
	Total known loss   
	

	F
	Fund  (please select from the drop down menu) 
	Choose an item.
	G
	If 4B is ‘other’ please describe here: 
	



Property details- Please complete this section if your answer to Part 1 2A was ‘loss of client property’ or ‘loss of corporate property’.
	H
	Lost property   
	

	I
	Estimated value 
	



Location details- 
	J
	Precise location of the lost fund or property (please select from the drop down menu) 
	Choose an item.
	K
	If 4D is ‘other’ please describe here:
	



Financial security in the service – Please complete this section if your answer to Part 1 2J  was ‘locked office safe’ or ‘locked safe in the client’s bedroom or flat’ or ‘unlocked office safe’ or ‘unlocked safe in client’s bedroom or flat.’  

	L
	Full name and job description of (all) staff members who had access to the safe at the date and time (or time period) of the incident.


	

	M
	Name of anybody else who had access to the safe at the date and time (or time period) of the incident, and their relation to the client.


	



Financial security outside of the service – Please complete this section if your answer to Part 1 2J was ‘on the client’s person’ or ‘on the staff members person’.

	N
	Full name and job description of any staff members who had the money on their person, or were accompanying the service use when they had the money on their person. 


	

	O
	Name of anybody else who was with the staff member or service user at the date and time (or time period) of the incident, and their relation to the client or staff member. 
	



Narrative of incident - 

	P
	Please provide a full factual and objective (not opinion-based) report of everything that is currently known about the incident (Your account should include details of what happened prior to the incident, the incident itself and any follow up action taken. Please report events in the order that they happened. Where names are mentioned please state the role of the person. Continue on a separate sheet if necessary and attach. 

	



Follow up with third parties- 

Internal 
	
	Details (including reference numbers)
	Response:

	Internal Audit notified: 
	Yes ☐
	No ☐
	
	

	Service Director notified: 
	Yes ☐
	 No  ☐
	
	

	HR notified: 
	Yes ☐
	No ☐
	
	



External

	
	Details (including reference numbers)
	Response:

	Police notified: 
	Yes ☐
	No ☐
	
	

	Local Authority safeguarding notified:  
	Yes ☐
	 No  ☐
	
	

	CQC notified:  
	Yes ☐
	No ☐
	
	





Part 2: Investigation- complete this section when you start your investigation. 

1. Investigation plan: 
	A
	Provisional timeframe for full investigation 
(Please note, all investigations of this nature should be conducted as promptly as possible.) 
	

	B
	Policies and procedures to review 
	

	
	By who 
	

	
	By when? 
	

	C
	Issues that need to be clarified
	

	D
	Sources of evidence to be collected 
	

	
	By who 
	

	
	By when? 
	

	E
	Persons to review evidence 
	

	
	By when? 
	

	F
	Persons to be interviewed 
	

	
	Persons to conduct the interviews 
	

	
	By when? 
	

	G
	Other considerations
	

	H
	Investigation meetings and further arrangements
	

	
	By who?
	

	
	By when? 
	

	I
	Details of HR or Internal Audit involvement 
	



2. Investigation methodology:  

	A
	The evidence collected  
	

	B
	Evidence not collected (describe any evidence that could not be collected and why) 
	

	C
	Persons interviewed (list all person’s interviewed) 
	

	D
	Persons not interviewed (list any people who could not be interviewed and why)
	

	E
	Anonymous statements (if any, describe here)
	





Part 3: Findings- complete this section when you finish the investigation. 

1. Evidence 

	A
	Summary of written and physical evidence: 
· What was the name of the evidence?
· What did the evidence contain?
What were your findings? 
(Please attach your evidence items as an appendix to this report.)
	








	B
	Summary of witness evidence: 
· Name of the person interviewed
· Summarise each statement 
· Provide any relevant quotes from their statements
· What were your findings? 
	











 
2. Facts 

	A
	Facts established by this investigation:
	







	B
	Facts that could not be established by this investigation: 
	








	C
	Mitigating factors and other relevant information: 
	









[image: ]

Part4: Conclusion 

	A
	Has a perpetrator been identified? 
	Yes ☐
	No ☐

	
	If yes, and the perpetrator is Creative Support staff, ensure that HR are alerted immediately at HR@creativesupport.co.uk. 

	B
 
	Can the money or property be recovered? 
	Yes ☐
	No ☐

	
	If no, why?  
	










[bookmark: _GoBack]Please describe any repayment plans here. (Please note that all repayments must be authorised by the Service Director. Details of this authorisation should be included, with evidence attached in the appendix)



Please describe any further actions here: 



Investigation completed by: 

Name: …………………………………………………

Job title: …………………………………………….

Signed: ……………………………………………….

Date: …………………………………………………


PLEASE ATTACH ALL RELEVANT EVIDENCE TO THIS REPORT AS AN APPENDIX. 
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