INVESTIGATION GUIDE










Instructions to Interviewer:   Please read the questions in the Checklist below to the interviewee as written. Please write in the space below exactly what the witness said, without paraphrasing or interpretive commentary, using quotes to indicate their actual responses to each question. 





Interviewer:                                                             Phone:                                     Date


Dept.___________________________________ Position:____________________________________


Interviewee:__________________________ Phone:____________________________


Dept.:_______________________________ Position:______________________________  





Work Location:   ( Parnassus    ( SFGH   ( Laurel Heights   (  MCB    ( VA    (  Mt. Zion    (  Other____________


 


































































































Checklist





Please address all of the following questions, reading them as written.











Which  departments were involved in the situation?








When did it happen?








Where did it happen?








Where were you during the incident?








What was actually said and done? (Please do not paraphrase or interpret what you observed.)








Who was involved and where were they during the incident?


 





What factors led up to incident?








Do you know of similar behavior in the past on the part of those directly involved?





What is the history of the relationship between the parties involved?





























Before Conducting the Interview:





Remember to elicit specifics of what the employee observed regarding what was said or done, not their interpretations or paraphrasing of the events or statements. 





Thank the interviewee for participating





Inform the interviewee that the University does not permit retaliation or reprisal against witnesses.





Tell the interviewee that you will limit the disclosure of information to individuals having a legitimate need to know.





Inform the interviewee that the incident should be held in confidence and not to be discussed with other staff.

















































































































Checklist





(continued)





Who were witnesses to the incident?











What have the other witnesses stated  to you about what happened?








Are there any known stressors the persons  involved may have been experiencing?








What concerns do you have about the incident?











Do you know if any others share similar concerns?











Are there written documents relevant to the issue involved?











Who have you told about this?








What actions have already been taken by the Mgr./Supervisor?








What other information or facts might be important for me to know?








Do you  have any suggestions on how s/he thinks the matter could be resolved.




















Before Concluding the Interview:





Thank the interviewee for participating





Inform the interviewee that University does not permit retaliation or reprisal against witnesses.





Tell the interviewee that you will limit the disclosure of information to individuals having a legitimate need to know.





Remind them that the incident should remain confidential and is not to be discussed with other staff.





Inform the interviewee that the University will make the final determination regarding the best way to resolve the issue.





Thank the interviewee again for raising the issue and express your commitment to resolving the matter in a timely manner.














Additional Notes











Individuals to be Contacted:


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Follow Up:   Who, What, When. Follow-up meeting scheduled for:   Date: _____________Time: ___________ Location:_____________________





_____________________________________________________________________________________





      _____________________________________________________________________________________





_____________________________________________________________________________________





      _____________________________________________________________________________________





_____________________________________________________________________________________





      _____________________________________________________________________________________





_____________________________________________________________________________________
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