[Company Logo]   [Company Name]
INVESTIGATION INTERVIEW RECORD
	Case No.:
	[Reference Number]

	Date:
	[Date]

	Time:
	[Start] to [End]

	Venue / Mode:
	[Meeting Room / Video Call]



Interview Details
	Interviewee name and Employee ID
	 

	Designation / Department
	 

	Role: Complainant / Respondent / Witness
	 

	Investigator(s)
	 

	Note-taker
	 

	Companion or translator present (name)
	 



Opening Statement (read to interviewee)
Thank you for meeting us. We are investigating [neutral description of issue] under case number [Reference Number]. No decision has been made. We are speaking to everyone relevant to understand the facts. Please answer honestly and tell us if you do not know or do not remember. This discussion is confidential, and we ask you not to discuss it with colleagues. The company does not allow anyone to be treated unfavourably for taking part in an investigation; if this happens, please tell HR immediately. Do you have any questions before we begin?
Questions and Answers
	No.
	Question
	Answer (in interviewee's words)

	1
	Please describe your role and how you work with [Name].
	[Answer]

	2
	What happened on [Date]? Please take us through it.
	[Answer]

	3
	Who else was present or might know about this?
	[Answer]

	4
	Do you have any messages, emails or documents about this?
	[Answer]

	5
	[Further question]
	[Answer]



Closing
	Is there anything else you would like to add?
	 

	Documents handed over (list)
	 

	Notes read back to interviewee? (Yes/No)
	 

	Corrections made by interviewee
	 



I have read (or had read to me) these notes, and they are an accurate record of what I said. I understand the need for confidentiality and that I am protected from retaliation for taking part.

	______________________________
Interviewee
[Name]
Date: [Date]
	______________________________
Investigator
[Investigator Name]
Date: [Date]
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