
Worthing RFC – HR Investigation Process 

Worthing RFC - Conduct and Behaviour Investigation 
 Section/Individual Investigation Process 

 
1. Purpose 

The purpose of this process is to ensure that any allegation of behaviour or contrary to Worthing RFC policy, club rules, 
RFU standards, or expected conduct is managed fairly, consistently, promptly, confidentially, and proportionately. 
The process is intended to establish facts, protect all parties involved, and support appropriate decision-making. 
This is an investigation process and not a disciplinary outcome in itself. 
 

2. Scope 
This process may apply to incidents including but not limited to: 
 
• Breach of club code of conduct - Bullying or harassment – Discrimination - Abuse of authority - Aggressive or 
threatening behaviour - Alcohol or substance misuse - Social media misconduct - Safeguarding concerns - Breach of RFU 
TREDS standards - Financial or governance misconduct - Failure to follow club procedures or instructions - Behaviour 
bringing the club into disrepute 
 

3. Guiding Principles 
All investigations should: 
 
• Be conducted objectively and without predetermined outcome 
• Focus on facts and evidence 
• Respect confidentiality where reasonably possible 
• Protect welfare and safeguarding obligations 
• Avoid unnecessary delay 
• Consider natural justice and fairness 
• Maintain appropriate records 
 

4. Initial Incident Notification 
An incident may be reported through: 
• Verbal complaint 
• Written complaint 
• Match official report 
• Safeguarding referral 
• Witness statement 
• Social media evidence 
• Committee observation 
• Anonymous concern (where credible) 
 
The person receiving the concern must: 
1. Record basic details immediately 
2. Notify the appropriate club lead 
3. Preserve any available evidence 
4. Consider immediate safeguarding or welfare risks 
5. Initial Risk Assessment 
 
 

5. Before commencing a formal investigation, the club should assess: 
 
• Safeguarding risk 
• Welfare concerns 
• Ongoing risk to players, members or staff 
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• Risk of retaliation or victimisation 
• Reputational risk 
• Whether RFU notification is required 
• Whether external agencies should be involved 
 
Examples of immediate actions may include: 
• Temporary suspension 
• Restriction from training/matches 
• Restriction from club premises 
• Removal from representative duties 
• Increased supervision 
• No-contact instructions 
 
These measures are neutral and not disciplinary sanctions. 
 

6. Appointment of Investigating Officer 
The club should appoint an appropriate individual to investigate. 
 
The Investigating Officer should: 
 
• Be impartial 
• Have no material conflict of interest 
• Have appropriate seniority 
• Understand confidentiality obligations 
• Understand safeguarding escalation requirements 
 
Complex or sensitive matters may require: 
 
• Independent external support 
• HR consultancy support 
• RFU involvement 
• Safeguarding specialist input 
 

7. Terms of Investigation 
The Investigating Officer should define: 
 
• Allegation(s) being investigated 
• Relevant policies or standards 
• Individuals involved 
• Witnesses required 
• Evidence required 
• Expected investigation timescale 
 
 

8. Investigation Process 
Stage 1 – Evidence Gathering 
 
Evidence may include: 
• Written statements 
• Emails/messages 
• WhatsApp/social media content 
• CCTV or video footage 
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• Match reports 
• Attendance records 
• Policies and procedures 
• Previous related concerns 
 
All evidence should be: 
• Dated 
• Stored securely 
• Kept confidential 
• Retained appropriately 
 
Stage 2 – Witness Meetings 
 
Witnesses should: 
 
• Be treated respectfully 
• Be informed of confidentiality expectations 
• Be asked factual and open questions 
• Be given opportunity to review statements 
 
Witness statements should ideally be: 
• Signed 
• Dated 
• Confirmed as accurate 
 
Stage 3 – Subject Meeting 
The individual subject to investigation should: 
 
• Be informed of the allegation 
• Be given opportunity to respond 
• Be allowed reasonable preparation time 
• Be advised of any relevant policy concerns 
• Be allowed representation/support where appropriate 
 
The purpose is fact-finding rather than disciplinary determination. 
 
 

9. Confidentiality 
All parties are expected to maintain confidentiality throughout the process. 
Information should only be shared on a need-to-know basis. 
Confidentiality cannot be guaranteed where: 
• Safeguarding concerns exist 
• Criminal matters arise 
• RFU escalation is required 
• Legal obligations apply 
 

10. Investigation Outcome Report 
At the conclusion of the investigation, the Investigating Officer should produce a written report containing:  
 
• Background summary 
• Allegation(s) 
• Evidence reviewed 
• Witnesses interviewed 
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• Findings of fact 
• Mitigating factors 
• Policy considerations 
• Recommendation 
 
Possible recommendations may include: 
 
• No further action 
• Informal resolution 
• Mediation 
• Training/coaching 
• Welfare support 
• Formal disciplinary hearing 
• Safeguarding referral 
• RFU escalation 
• External referral 
 
The Investigating Officer should not normally impose sanctions directly unless authorised under club procedure. 
 

11. Disciplinary Escalation 
Where evidence suggests a case to answer, the matter may proceed to a formal disciplinary process in accordance with: 
 
• Worthing RFC disciplinary procedures 
• RFU regulations 
• Employment law obligations (where applicable) 
 
The disciplinary panel should be separate from the investigation process where reasonably practicable. 
 

12. Record Keeping 
The club should retain: 
 
• Investigation notes 
• Statements 
• Correspondence 
• Outcome reports 
• Evidence files 
 
Records should be: 
 
• Securely stored 
• Access restricted 
• Retained in line with GDPR and club retention procedures 
 

13. Safeguarding Override 
Where safeguarding concerns involve children or vulnerable adults: 
 
• Safeguarding procedures take precedence 
• The Club Safeguarding Officer must be informed immediately 
• RFU safeguarding guidance must be followed 
• External agency referral may be mandatory 
 

14. Review 
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This procedure should be reviewed: 
• Annually 
• Following serious incidents 
• Following RFU or legal updates 
• Following lessons learned from investigations 


