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FURTHER & HIGHER EDUCATION

APPENDIXE (IV)

FRAUD INVESTIGATION

CHECKLIST FOR LINE MANAGERS

The following is a checklist of points for consideration following the reporting of an alleged fraud to
management:

= Do not rush in — consider all options and plan the approach.

= Establish the facts without alerting anyone.

= Maintain confidentiality.

= Make an immediate note of everything reported. Repeat these notes to whoever is reporting
the details to ensure clear understanding.

= Take steps to minimise any immediate further losses.

= Secure any evidence.

= Inform the Director of Finance or member of the fraud investigation group.

CHECKLIST FOR THE FRAUD INVESTIGATION GROUP

The following is a checklist of points for consideration following the reporting of an alleged fraud by
line management to a member of the fraud investigation group:

= Convene a meeting of the group to consider the allegation.

= Conduct an initial investigation to establish the substance of the allegation.

= Consider legal implications.

= |f substantiated, inform the principal, etc.

* Maintain confidentiality, agree who needs to know and why.

= Agree if further investigation is required and who will undertake it.

= Agree a remit, and establish scope and reporting deadlines for the investigation.

=  Ensure the investigating team has adequate resources, including secure storage.

=  Prepare for interviews thoroughly.

= Ensure existing staff disciplinary procedures are followed.

= Secure any evidence.

= Assume the worst-case scenario in terms of losses and staff involved.

= |f not already requested to undertake the investigation, inform the police and the funding body
as appropriate.

= Hold regular progress meetings at which progress and agreed action are documented.

= |dentify all internal and external sources of information and evidence.
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