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FACILITATOR
Sue is a senior Human Resources professional at Kate 
Shepherd Associates with over 25 years of operational and 
strategic HR practice in a variety of sectors including financial 
services, education, retail and voluntary.  

Sue has a strong employment law focus and helps businesses 
balance their legal obligations with their commercial 
objectives.  

VIRTUAL PROGRAMME
09.55  REGISTRATION

10.00am Introductions and objectives for the day

10.15am Overview of disciplinary and grievance laws 

 The Acas Code of Practice

  Risks and consequences    
 A structured approach to managing 
investigations    
Planning and managing investigations

11.15am Comfort Break and Virtual Networking

11.30am Roles of investigator, line manager and HR

  Suspending employees

  Dealing with witnesses

12.15pm The investigation interview

12.45pm Lunch Break and Virtual Networking 

1.15pm  Questioning

  Avoiding the pitfalls

  Analysing the evidence 

2.15pm  The investigation report and 
making recommendations 

3.00pm  Open Forum and Moving Forward

3.15pm   Close of day
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OUTLINE
This interactive masterclass will ensure managers 
understand the legal and practical requirements relating 
to investigations within their organisations.
Attendees will be given the opportunity to share their 
own experiences and have their particular questions 
answered.
This workshop will include:
• An overview of current disciplinary and grievance 

laws
• The ACAS Code of Practice
• Risks and consequences
• A structured approach to managing investigations
• Roles
• Suspension
• Investigation interviews
• Analysing the evidence
• Making the decision and options available
• The investigation report
• Making recommendations
KEY LEARNING OBJECTIVES  
At the end of this masterclass attendees will have the 
confidence and ability to:
• Manage an investigatory process 
• Make clear judgments and decisions on when to 

commence a formal investigation and what action to 
take following its conclusion.

• Judge when and when not to suspend an employee 
prior to or during an investigation.

• Structure an effective investigation by using the 
appropriate questions and techniques.

• Establish key facts on which to base decisions.
• Appreciate the contents and importance of an 

investigation report
• Identify and categorise an issue within the distinctions 

of conduct, capability and attendance.
• Be able to better prepare, plan and carry out an 

effective hearing

 Tuesday 12th November 2024 Virtual Masterclass
 Tuesday 25th March 2025 Virtual Masterclass

www.humanresourcesconferencesuk.co.uk
tel 01932 429933



>  How to book

Venue
This is a virtual conference, with private login details to 
further online resources and interactive content. Log in 
details will be sent one week before the event.

Date
Tuesday 12th November 2024

Virtual Fee
£295 + VAT (£354.00)

For more information contact us on 01932 429933 or email jayne@hc-uk.org.uk

Confirmation of Booking
All bookings will be confirmed by email, unless stated otherwise. 
Please contact us if you have not received confirmation 7-10 days 
after submitting your booking.

Credits
CPD Certified. 

Book with  credit card and 
receive a 10% discount*

Post this form to HCUK Group UK
8 Wilson Drive, Ottershaw, Surrey, KT16 0NT

>  Your Details (please complete a new form for each delegate. Photocopies are acceptable)

First Name

Surname

Job Title

Department

Organisation

Address

Postcode

Telephone

Fax

Email

Name

Signature

Date

Please also ensure you complete your full postal address details for our records.

Dr    Mr    Mrs    Ms (Please Circle)

>  Payment

Address

Postcode

Organisation

Name

By Cheque  A cheque for             is enclosed

By Invoice   Please send an invoice to

PURCHASE ORDER NUMBER
(If Applicable)

If you do not provide this number this may slow down the processing of this delegate place.

By B A C S

By credit  card  Please debit my Visa/Mastercard/Switch

Please make Cheques Payable to: Healthcare Conferences UK Ltd.

For Payments in £:                Sort Code  40-46-22                  Account No. 21553690

Please send your BACS remittance form as confirmation of payment

Your BACS Reference

Cardholder’s Name

Issue No. (switch only)

Valid From Expiry Date

Card  No.

Signature

Card billing address

Promotional Code

All sections must 
be completed

You will be contacted during the processing of your booking to confirm the payment card security code.
(this is the last three digits of the number printed on the back of your card)
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Conference Registration

Download

This form must be signed by the delegate or an authorised person 
before we can accept the booking
I accept the terms and conditions relating to cancellations, substitutions and refunds, and the privacy 
policy and agree to the processing of my data to receive information directly from Education Conferences 
UK (and their event partners for jointly organised events) about related future events, news & updates, 
and promotional offers that I can unsubscribe from at any time. 

Card Discount
10% discount when you book via credit or debit card. This offer is exclusive 
to card bookings and cannot be used in conjunction with any other 
Healthcare Conferences UK offer.

Group Rates
A discount of 15% is available to all but the first delegate from the same 
organisation, booked at the same time, for the same conference.

Terms & Conditions
A refund, less a 20% administration fee, will be made if cancellations are 
received, in writing, at least 4 weeks before the conference. We regret 
that any cancellation after this cannot be refunded, and that refunds for 
failure to attend the conference cannot be made, but substitute delegates 
are welcome at any time. View our Full Terms and Conditions here and 
our Privacy Policy

*

**

Healthcare Conferences UK reserve the right to make changes to speakers and 
programmes without prior notice.
©Healthcare Conferences UK Ltd 2024

Third Party Contact 
If you wish to receive information from third party companies such as those sponsoring or 
exhibiting at our events. Please tick this box

www.humanresourcesconferencesuk.co.uk
tel 01932 429933

www.humanresourcesconferencesuk.co.uk
 www.healthcareconferencesuk.co.uk

https://www.educationconferencesuk.co.uk/our-terms/terms-conditions
https://www.educationconferencesuk.co.uk/our-terms/privacy-policy

