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

Pre-Investigation Checklist

	· Determine objectives and scope of investigation
· What policies have allegedly been violated
· Obtain relevant background information
· Develop investigative questions
· Who needs to be informed of the allegations and investigation
· Does immediate action need to be taken
· Are there potential conflicts
· Approval of costs
· Attorney/client privilege
· Who will investigate
· Who will coordinate
· Where will it take place
· Order of interviews
· Process for contacting witnesses
· What documents or other evidence do you need to review

	· Who will the report go to
· Have there been previous complaints
· Status of Complainant and Respondent during investigation
· Collective bargaining agreement
· Become familiar with the issues
· Review initial records
· Review initial statements
· Review of documents, policies
· Know what facts are needed to make a decision
· What additional records or documents are needed
· Write out key questions for all
· Information specific to each witness/party
· Who else should you speak with
· Who has witness/party spoken with
· Do they have any notes, physical evidence, etc.
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