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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Investigation Interview Acknowledgement

Name of Witness: 	
[Name of Investigator] has reviewed the following with me, and I understand the following:

· I am being asked to participate in an investigation into possible misconduct at ________________________________.
· The investigator has been retained by _______________________ to conduct this investigation.
· The investigator is serving as a neutral fact-finder and has no preference or predetermined outcome.
· The investigator will be taking notes, and these notes will remain in the investigator’s possession unless a court orders otherwise.
· Investigator will be providing a report to ___________________.
· While I am participating voluntarily in this interview, cooperation is expected.
· While every effort will be made to preserve my privacy, information will be shared if it is necessary in order to conduct a thorough investigation.
· In order to assist the investigator, I should refrain from discussing the content of this interview with anyone who does not absolutely need to know about it.
· The investigator may need to re-contact or re-interview me in order to complete the investigation.
· If this investigation finds that there was a violation of [Company Name]’s policies, the individuals who have violated those policies could be subject to discipline up to and including discharge.
· Reprisal or retaliation against anyone who participates in this investigation will be responded to promptly and remedially.


Witness Signature: ______________________________________    Date: 	
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