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Agenda

Tips for how to uncover the truth in

investigations

How to prepare for interviews

Best practices for how to start and stop an

interview

Tips and methods of asking questions to capture

the most information and to fill in the gaps



Preparation

Preparation

Assess the complaint and determine scope

Determine if immediate or interim measures are

required

Determine who will investigate



Preparation

Prepare an investigation plan

Identify witnesses

Determine likely order of witnesses

Identify documents/policies to collect/review

Create a timeline and estimated deadline for

investigation

Determine location of interviews

Develop opening script/questions

Order of Interviews

Complainant

Alleged offender 
(depending on facts)

Employee with knowledge or 
identified by complainant and 

alleged offender

Those mentioned in 
any documentation 
you have discovered

Those identified by 
other witnesses     

Those you know to be close 
to or have worked long-term 

with either party 

Supervisors of 
complainant and 
alleged offender

Non-employee 
witnesses if accessible 

and willing to be 
interviewed

Circle back to 
complainant or alleged 
offender (depending 

on the facts)
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