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1. Executive Summary
This report sets out the investigation into the grievance raised by [Employee Name], [Designation], on [Date]. Of the [Number] issues investigated, [Number] were substantiated, [Number] were not substantiated and [Number] were inconclusive.
2. Background and Terms of Reference
[Brief neutral description of the grievance.] The investigator was appointed on [Date] by [Name] to examine: (a) [Issue 1]; (b) [Issue 2]; (c) [Issue 3].
3. Methodology
1. Interviews held with the complainant on [Date], the respondent on [Date] and [Number] witnesses
1. Documents reviewed: [attendance records, emails, payroll records, CCTV log]
1. All interviewees were informed of confidentiality and protection against retaliation
1. The respondent was given full details of the issues and an opportunity to respond
4. Findings
	Issue
	Evidence Considered
	Finding
	Reasoning

	[Issue 1]
	[Summary]
	[Substantiated / Not substantiated / Inconclusive]
	[Reasons]

	[Issue 2]
	[Summary]
	[Finding]
	[Reasons]

	[Issue 3]
	[Summary]
	[Finding]
	[Reasons]



5. Conclusion
On the balance of probabilities and based on the evidence above, the investigator concludes that [overall conclusion]. These findings relate only to the issues in the terms of reference.
6. Recommendations
1. [Corrective action, e.g., correction of salary arrears]
1. [Process or policy improvement]
1. [Whether separate disciplinary proceedings should be considered]
1. Monitoring for any retaliation for [Number] months
7. Annexures
Annexure A: Grievance form. Annexure B: Signed statements. Annexure C: Documentary evidence.
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