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PROCESS FOR CONDUCTING AND DOCUMENTING 

AN INVESTIGATION 

 

 

I. Process for Conducting and Documenting An Investigation 

 

A. Reasons to Conduct Investigation – Investigations should be 

conducted by Human Resources anytime there is reason to believe 

that conduct has occurred that could lead to discipline of an 

employee or impose liability on the company. 

 

B. Interviews 

 

1. Complaining Employee: Define the employee’s complaint by 

 interviewing the employee who is complaining. 

 

 a. Interview should include a description of the conduct in  

 question and any similar conducted engaged in by the  

 accused that previously occurred. 

 

 b. The complaining employee should be requested to 

 provide the names of any witnesses who can support 

 their claims.  In all cases, obtain dates, times, places 

 and persons present to any incidents. 

 

c. Capture the employee’s complaint in writing using the 

HR Intake form (to be completed by HR Generalist in 

all cases). Other options: 

 

   (1) This can either be accomplished by  

   requesting the employee prepare a  

   complaint in writing or by preparing a 

   statement for the employee, which  

   summarizes the points of the interview. 

 

   (2) If possible, obtain the complaining  

   employee’s signature on the statement. 

 

(3)       If the employee refuses to sign or  

 subsequently withdraws the complaint, 

 do not simply abandon an investigation. 
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d. Ask the employee what action does he/she believe would 

be necessary to alleviate his/her concerns. 

 

e. Do not guarantee confidentiality to any party involved. 

 

2. Please ensure that you have done the following before conducting the 

interviews: 

 

- Review all applicable policies 

- Determine the scope of the investigation 

i. Limit to specific instance or broader 

ii. Consider possible witnesses and relationships with other 

employees. 

- Review personnel records 

- Outline questions for witnesses. 

   

3. Accused:  Interview the accused employee concerning each and every 

incident that is alleged to have occurred. 

 

a. Obtain dates, times, places and witnesses from the accused  

employee. 

b. The accused employee should be requested to sign a  

statement, which summarizes their side of the story and should be advised that 

any retaliation will result in disciplinary action up to and including 

termination of employment. 

c. Interview witnesses that the accused has identified unless the accused 

employee admits to every allegation.   

   

4. Witnesses: Interview the witnesses that have been identified by the  

complaining employee concerning the incident in questions. All interviews should be 

conducted the same procedure as set out in the “Complaining Employee” section 

above.  

 

   a. Each employee should be advised that if any retaliation  

    occurs, they should notify management immediately. 

 

   b. They should also be advised that the information that they 

    provide and receive from the interview should be kept confidential,  

    and that they should not discuss it with other employees. 

 

c. Each employee should be requested to sign a statement,  

which summarizes the results of the interview. 

 

d. Take specific notes – quote exact wording. 
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e. Note emotions, body language, and facial expressions. 

 

f. Re-interview whenever necessary. 

 

g. Report: Prepare a confidential summary report, which identifies each 

witness and the relevant facts elicited from each witness and 

recommended disposition or discipline. 

 

h. Conclusion: Before deciding what discipline or remedy to take, request the 

complaining employee’s input, and discuss any discipline or remedy with 

upper management or legal counsel. 

 

i. Corrective Action: Document any discipline in a separate discipline report, 

which states the basic facts, the policies, violated and the discipline 

imposed. 
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PROTECTED BY THE ATTORNEY-CLIENT PRIVILEGE 

 

DISCRIMINATION ALLEGATION/EVENT REPORTING FORM 

 
 

TO:   ______________________ 

 

COMPANY:  ______________________ 

 

FAX NO.     ______________________ 

 

FROM:  ______________________  

 

DATE:  ______________________  

 

CC:   Director of Human Resource 

 

 

This form must be completed by the Regional Human Resource Supervisor or 

by the corporate Human Resource Director no later than the next business day after 

any allegation of harassment or discrimination in the workplace.  

 

1. Please complete the attached First Report of Event or Circumstance.    

When interviewing the employee, do not feel compelled to ask the 

questions in the same order.  Feel free to ask additional questions.  

Always be a good listener and take accurate notes.  Never label the 

behavior, statement or allegation as “sexual harassment” or 

“discrimination.”  Document the words used by employee.  No further 

investigation is to take place until instructed to do so by 

__________________ and _______________________________;   

 

2. Attach a copy of the personnel file of the employee making the 

allegation of harassment or discrimination; and 

 

3. Attach the personnel file of the employee(s) against whom the 

allegation of harassment or discrimination has been made. 

 

 If you have any questions concerning this Discrimination Allegation/Event 

Reporting Form, or the attached First Report of Event or Circumstance, please contact 

_______________. 
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FIRST REPORT OF EVENT OR CIRCUMSTANCE 
 

 

Date: _________________________ 

 

1. Name of Employee Being Interviewed:  ____________________________ 

 

2. Name of Interviewer:______________________________________________________ 

 

3. Name Facility or Location:__________________________________________________ 

 

4. Tell Me What Happened:___________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

5. Who was involved, or who was a witness? _____________________________________ 

 

______________________________________________________________________________ 

 

6. When did the incident(s) happen? ____________________________________________ 

 

7. Where did the incident(s) happen? ___________________________________________ 

 

8. Were there any other incident(s)? ____________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 
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9. How did this incident make you feel? _________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

10. Was your work affected? ___________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

11. Was this the first time this had happened? _____________________________________ 

 

 

12. Were there any previous incidents of similar behavior or other behavior of that you 

 consider to be inappropriate? ________________________________________________ 

 

______________________________________________________________________________ 

 

 

13. Have you kept any records, such as written notes, tape recordings or anything else? 

___________________________________________________________________ 

 

______________________________________________________________________________ 

(If so, please attach.) 

 

 

14. Do you know of any other employee(s) who had similar experiences? _______________ 

 

______________________________________________________________________________ 

 

 

15. Have you discussed this with anyone at work? __________________________________ 

 

 

16. Who:___________________________________________________________________ 
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17. When: __________________________________________________________________ 

 

 

18. Have you discussed this with anyone outside of work? ___________________________ 

 

 

19. Who:___________________________________________________________________ 

 

 

20. When:__________________________________________________________________  

 

 

21. Did you participate in the incident? ___________________________________________ 

 

 

22. If yes, tell me how you participated:___________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

23. How would you describe your relationship with the employee about whom you are  

 complaining? ____________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

24. Are there any other issues we should discuss? __________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

 

25. Are there any other facts or other information that you think I should know? __________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 
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26. Who do you think I should talk to? ___________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

27. Do you have any suggestions as to how best to resolve the situation? ________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

 

_______________________   ______________________________________ 

Type/Print Name of Person    Signature of Person Conducting Interview 

Conducting Interview 

 

 

 

Date: ______________ 
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SAMPLE SEXUAL HARASSMENT INVESTIGATION LETTER 

 

 

Dear ______: 

 

 On _____________, you reported to [your supervisor] [the Director of Human 

Resources], that you believe that you were [use employee’s words: for example - “feeling 

bothered” “feeling harassed” “being touched inappropriate” “subjected to inappropriate 

language”].  Based on your report, the Club launched an immediate investigation into the 

allegations.  The Club is committed to providing a work environment that ensures that every 

employee is treated with dignity and respect and afforded equitable treatment.   

At this time, we are continuing to conduct the investigation into the allegations.  We 

anticipate concluding the investigation shortly.  At the time that we conclude our investigation, 

we will meet with you to communicate to you the results of our investigation.  If at any time you 

have addition information to contribute to the investigation please do not hesitate to contact me.  

In addition, please be advised that we will keep your allegations and the investigation as 

confidential as possible.  However, we cannot guarantee complete confidentiality.  In order to 

ensure that our investigation is as thorough and unbiased as possible, in your best interest, we 

urge you to keep this matter as confidential as possible as well.   

[closing] 

Sincerely, 
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