Investigation Form

Interviewer: ___________________________________


Page_____ of _____

Location: _____________________Date: ___________


Time Started ______

District: ______________________





Time Ended ______

Interviewee: ___________________

Job Title: _____________________


1. Do you understand that this is an official investigation?
2. Do you understand that you must cooperate and answer all the questions asked of you during this interview and refusal to do so may result in disciplinary action being taken against you?
3. Do you understanding that providing false information or lying during this interview may result in disciplinary action being taken against you?
The known allegations at this time are: ______________________________________________

____________________________________________________________________________________________________________________________________________________________

You are the subject/witness in a Supervisory Investigation.

Do you understand the above statement? Yes____ No____

Signature of Employee: ____________________________

Signature of Witness: ______________________________

Signature of Interviewer: ____________________________

Page _____of _______

Ask Witnesses to complete a statement first, develop follow up questions accordingly.  

What is your full name?

How long have you been employed by (AGENCY)?

What is your current position with (AGENCY) and where are you assigned?

As such, what are your basic job duties?

What shift do you normally work?
According to your statement, you witnessed….

Is this a violation of agency policy or procedure?

Write in more specific questions based upon answers, record responses here:

Any additional information regarding this alleged violation?

Once the witness interview is complete, have employee review answers and initial after each question.

Ask Subject of investigation answer questions developed from witness statements and then submit a written statement at the end of the Q&A:

What is your full name?

How long have you been employed by (AGENCY)?

What is your current position with (AGENCY) and where are you assigned?

As such, what are your basic job duties?

What shift do you normally work?
It is alleged that you….

Are you aware of the agency policy or procedure that prohibits this?

Explain why….

Write in more specific questions based upon witness statements and require subject to address conflicting information.  Record responses here:

Any additional information regarding this alleged violation?

 Sample “Garrity Notice” or “Use Immunity Notice” 
for bargaining unit employees 
“You are advised that you are being questioned as part of an official investigation by the (investigating agency). You will be asked questions specifically directed and narrowly related to the performance of your official duties or fitness for office. You are entitled to all the rights and privileges guaranteed by the laws and Constitution of Ohio and the Constitution of the United States. This includes your right not be compelled to incriminate yourself and to have a union representative present during questioning. I further wish to advise you that if you refuse to issue a statement or to answer questions relating to the performance of your official duties or fitness for duty you will be subject to departmental charges which could result in your termination. If you do answer, neither your statements nor any information or evidence, which is gained by reason of such statements, can be used against you in any subsequent criminal proceeding. However, these statements may be used against you in relation to subsequent disciplinary actions.” 
Union Representative Applicable? 	Yes _____ No_____


Union Representative Requested? 	Yes _____ No _____ (Complete waiver below if “No”)


Name of Union Representative: ___________________________________________________


Union Representative trained in representing employees in investigatory matters? __________





Union Representation Waiver:


I ____________________________, do hereby waive my right to Union Representation during the investigative interview being conducted this date. I am fully aware that disciplinary action may result from this investigation.


Signature of Employee: ______________________	Date: ______________________________
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