The following information is given in accordance with Cumbria County Council’s Disciplinary Procedure.
THE INVESTIGATORY MEETING - WITNESSES
1. You must co-operate with the investigation by making yourself available to meet with the Investigating Officer
2. You have the right to be accompanied by a single companion who is either a trade union representative or a work colleague (provided they are not directly involved in the matters under investigation). 

3. You must answer all questions personally - your representative must not answer questions on your behalf and has an advisory/supporting role.

4. Wherever possible the meeting will be held at a mutually acceptable date, time and venue, provided this does not delay the process 
5. You will be provided with relevant information prior to the meeting to enable you to prepare and respond accordingly.  

6. The Investigating Officer may be assisted by another manager or a note taker.

7. You are expected to be honest, open and specific when answering questions and will be expected to give as full an answer as possible

8. Please bring to the meeting your notes of incidents, showing dates and specific details, or any other relevant information or documents, if this is available.  These may be used by the Investigating Officer to inform the investigatory process and/or form part of the documentary evidence.  
9. Adjournments are allowed to enable you and your representative to confer, or should you wish to take a short break
10. If matters arise outwith the terms of reference of the investigation the IO may consider it necessary to report the matter(s) to the relevant  senior manager, who will determine appropriate action.
11. The Investigating Officer will ask you a series of questions during the meeting.  Prior sight of questions will not be considered.  No taped recordings will be allowed by any party.  However, notes will be taken and a statement produced.  This will not be a verbatim record, but will aim to record full details discussed.  The information recorded may be re-formatted into either an order of events and/or grouped together under appropriate headings to make it easier to read and understand.  A copy of this statement will be sent to you by recorded delivery for you to check, sign and return
12. You will be asked to check and sign your written statement and return it within 5 working days of receipt (except in exceptional circumstances).   When signing the statement, interviewees will be signing to say that they are an accurate record of the discussion.  You may accordingly make any corrections to what has been inaccurately recorded or omitted.  Reasonable additions may also be accepted if further facts are remembered, up to the point of signing.  These should be made in the form of amendments and comments attached to the interview statement.  

13. If the signed statement has not been returned to the Investigating Officer within 5 working days, the Investigating Officer will assume that you are satisfied with the original statement.  If, due to unforeseen circumstances, you are unable to return your statement within 5 working days of receipt, please contact the Investigating Officer as soon as possible who will consider whether an extended timescale is reasonable.
14. You will be treated in a courteous and sensitive manner.  However, some questions may be difficult, but necessary, in order to ensure a reasonable investigation into the allegations.
15. You are reminded of the need for confidentiality on all matters related to this investigation.  You must not discuss these with anyone other than your Trade Union representative or nominated work colleague or other individual identified to support you during this process.  This does not prevent you from conducting normal social contact on subject unrelated to this investigation.
16. The Investigating Officer will aim to complete the questions in one meeting, but it may be necessary to request a subsequent meeting.  If points arising can be dealt with more speedily i.e. by letter, e-mail or telephone, then the relevant method will be used and a record kept of the contact and copied to the interviewee
17. You may suggest to the Investigating Officer any areas that should be investigated or other relevant people who should be interviewed and give the reasons why.  The Investigating Officer will follow up all reasonable suggestions of potential witnesses.
18. Whilst the investigatory process is confidential, it should be noted that all documents resulting from the investigation are potentially subject to disclosure in any hearing, Tribunal or Court of law.  Any breaches of confidentiality may lead to a separate disciplinary investigation
19. Victimisation or harassment of any individual, by any party involved in the investigation will not be tolerated and further action will be taken in line with the relevant policies and procedures.  Should you be subject to any form of victimisation or harassment please speak to your line manager or a member of the HR Team.
20. Continuation of the investigation will not be hampered by any party declining to meet the Investigating Officer or to refuse to participate in the process.
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