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COURSE CONTENTS 
 

 
Overall structure from the start of investigation to 
Employment Tribunal 
  
Civil v Criminal procedures 

• What are the different requirements 

• Human Rights Act (HRA) issues of privacy and 
the right to a fair trial 

 
Evidence 

• What is evidence 

• Difference between evidence and information 

• Pace section 76 and 78 impact on the evidence 

• Different types 

• Criminal and Civil use  

• Management of the evidence 
 
Fraud and Theft Act & Other Offences 

• Guilty action and guilty intent  

• Points to prove 

• Dishonesty and evidence to prove dishonesty 

• Bribery and corruption legislation 
 
Proving Disciplinary Offences 

• Types of offences 

• Evidence to prove or disprove 

• Dealing with other staff identified within the 
investigation 

 
Whistleblowing 

• Your policy and impact upon the investigation 

• Handling the Whistleblower in line with policy, 
procedures and legislation 

• Interviewing the Whistleblower 
 
Data Protection Act 

• 8 Principles 

• Impact of the legislation on the investigation 
 
Parallel Sanctions 

• What are they? 

• Decision making throughout the investigation 
using parallel sanctions 

 
Keeping a Policy Log 

• What is it? 

• Why do we need to keep one? 

• Consequences of not keeping one 
 
Planning and preparing for the investigation 

• Policies and procedures to be aware of 

• Resource implications  

• Staff requirements 

• Outside agencies 

  
Handling the initial referral 

• Legislation and Policy that may impact on the 
referral 

• Recording the referral 

• Initial decision making 

• Confidentiality 
 
Investigation Techniques (cycle) 
 
Direction (decision making) 

• Risk assessing the decisions 

• Impact of the organisation’s policies  

• Relevant roles within the procedure 
 
Collection   (where are we going to obtain the facts) 
 
Evaluation (what value can we put to the information 
and source) 
 
Analysis (what are the facts telling us at this stage of 
the enquiry) 
 
Dissemination (who do we need to tell, when and why) 

• Briefing managers 

• Informing outside agencies 

• Which laws apply to each part of the process? 
 
Securing the evidence 

• Different types of evidence and how it should 
be secured and stored 

• The do’s and don’ts 

• Evidence that may have to be examined once 
obtained 

• Computers and laptops, seizure and securing 
the evidence from the devices 

• Dealing with exhibits within a statement 
 
The interviews 

• Types of interview, witness and suspect 

• Difference with Civil v Criminal interviews 

• When to interview and what sort of interview to 
conduct 

• Who to interview and when 

• Role of any third person 
 
Informing the Police 

• When to inform 

• What they will require, report contents 

• Information sharing and joint investigation  

• How the actions taken throughout impact on 
the lawful requirements if a case is handed to 
the police 

• Why they are reluctant to assist 

WHO SHOULD ATTEND:  Any person involved 
in the investigation and interviewing of staff 
regarding internal investigation. 
 

INTERNAL INVESTIGATION TRAINING COURSE 
Duration: Two Days 

 
 
 

Duration One Day  
 

AIM: To acquaint staff with an understanding 
of the whole internal investigation process, 
particularly where criminal offences may be 
involved. 
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ADDITIONAL INFORMATION 

 
  

 
There are serious risks and consequences involved when undertaking internal investigations.  The level 
of scrutiny has increased resulting in more claims against organisations.  Often there are basic re 
occurring mistakes made during the investigations.  
 
This course covers all the necessary areas that are required to undertake an internal investigation, 
particularly one where criminal offences may have been committed. If the information covered within this 
course is followed it will remove or considerably reduce the risks. 
 
The course also covers the requirements when passing cases to the Police.  It is well documented that 
often the Police are not willing to accept cases.  This is usually due to the way the case has been 
investigated and the fact that evidentially the case may not stand up to scrutiny.  Again the course is 
designed to remove these problems.  
 
The training can be run as a bespoke workshop for organisations where all the relevant staff involved in 
the process attends.  There are considerable benefits to the individual organisation from having a 
bespoke workshop. Everyone is aware of the responsibilities of the other parties, the procedures that 
they must follow and their respective difficulties they often encounter.  The whole procedure can be 
examined and suggested improvements identified if necessary.  
 
We are also able to deliver the course as an open course where individual delegates book onto the 
training.  If an organisation wishes to host a course we would offer some form of reward such as a free 
place on the course. 
 
Additional Information 
 

• All the usual mistakes made within investigations are covered. 
 

• The training is designed to demonstrate how all the other different pieces of legislation impact 
upon an investigation such as the DPA etc. 

 
• Delegates receive a CPD certificate  

 
• Comprehensive hand-outs and training material are provided to the delegates. 

 
• Delegates will be taken through all the fraud type offences with the use of exercises, so they 

gather an understanding of the relevant points to prove.  
 

• Delegates will understand what can be used as evidence and how to manage the evidence.  
This is linked to show how the evidence impacts on the points to prove, by use of case studies  

 
• The training is designed to remove the risks associated with an investigation so the actions 

taken will stand scrutiny from any quarter.  
 

• Delegates will identify and develop best practice with regards to the handling of the  
documentation within any type of investigation. 

 
• Additional recommended material can be forwarded to the organisation following the training 

 
• Full post-training support and advice is provided 

 
• Training follows all the current guidance 

 
 
 
 


