Investigation Review Checklist
1.  NAME OF INVESTIGATING OFFICIAL (supervisor):  

2.  DATES: 

· Date assigned investigation, Investigation Due Date, Date Investigation Completed
· Of events at issue, interviews, and reports clearly indicated?

3.  SUMMARY PAGE – to include the following:

· Statement of the misconduct or issue being investigated

· Summary of actions taken by the investigator or supervisor to investigate the allegation

· Individual(s) involved/suspected of misconduct

· Listing of witnesses or individuals from whom relevant information was obtained

4.  CONCLUSION OF THE SUPERVISOR: Has the investigator or supervisor stated whether the investigation substantiates the allegation listed above?  The investigator or supervisor must draw a conclusion based on the facts of the case, not opinion.  No specific “Rule Violation” should be cited within the investigation.

5.  ATTACHMENTS:

Investigatory Interviews

· Right to Representation form completed



Yes__No__
· Right to Representation form attached to Interview

Yes__No__
· Investigatory Interview attached to this report


Yes__No__

· Investigatory Interview signed (employee and rep)

Yes__No__

· Name of Representative (if applicable)



Yes__No__

· Transcripts







Yes__No__

Witness Interviews
· Interview questions based on statements/allegation

Yes__No__N/A__
· Witnesses interviewed





Yes__No__N/A__

· Witness statements signed and attached



Yes__No__N/A__


· Transcripts







Yes__No__N/A__

Statements/Reports

· Witness statements






Yes__No__N/A__
· Incident Reports






Yes__No__N/A__

· Training Sign Offs






Yes__No__N/A__

· Notice of alleged misconduct




Yes__No__N/A__

· Relevant policies, documents, or testimony illustrating notice 
of what should have occurred or what should have been done 
Yes__No__N/A__

Evaluation of Results/Evidence



· Has a rule been violated?





Yes__No__N/A__
· Does employee know the rules? 




Yes__No__N/A__

· Are the witnesses reliable/credible?



Yes__No__N/A__
· Is physical/documentary evidence reliable? 


Yes__No__N/A__
· Investigation complete and unbiased?



Yes__No__N/A__ 

· Is evidence sufficient to establish guilt?



Yes__No__N/A__

· Relevant evidence attached 
(video, phone records, timekeeping records, etc.) 


Yes__No__N/A__
