Administrative Investigation Checklist

1.
____ Action to be investigated identified

2.
____ Rules allegedly violated identified

3.
If infraction is criminal decision made to


____ a) 
Pursue Administrative Investigation simultaneously to criminal investigation.

____ b) 
Await outcome of criminal investigation/proceeding prior to doing




Administrative Investigation.

Preparing to interview witnesses: 

4.
____ Identify known witnesses 
5.
____ Identify documents/physical evidence 

6.
____ Obtain available written statements of witnesses 

7.
____ Develop interview questions for witnesses based upon statements/allegation
8.
____ Interview witnesses 
9.
____ Require witnesses to sign and date question & answer (interview) 
10.
____ Collect relevant documents from other sources
11.
____ Obtain documentation and interview other witnesses as identified from above
Preparing to interview suspected employee (12 - 19):
12.
____ Develop questions for interview of suspected employee based upon witness Q&A
13.
____ Set interview date, time and location
14.
____ Notify subject of investigation
15.
____ Provide union representation if requested or obtain signed wavier 

16.
____ Interview suspected employee
17.
____ Require employee sign and date question & answer (interview)
18.
____ Collect relevant documents from employee or sources provided by employee 

19.
____ Collect witness information supplied by employee interviewed 
Evaluation of Results:
20.
____ a)
Has a rule been violated?

____ b) 
Does employee know the rules? 
____ c)
Are the witnesses reliable/credible?

____ d) 
Is physical/documentary evidence reliable? 

____ e) 
Investigation complete and unbiased? 

____ f) 
Is evidence sufficient to establish guilt?

20.
____ Prepare report 
21.
____ Include documents collected during investigation. 
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