Complainant Interview Questions
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/interviews-and-statements/complainant-interview/

Interview details
Interviewee: [ ______________________ ]
Date / start and end time: [ ______________________ ]
Location / platform: [ ______________________ ]
Others present: [Note-taker, support person, representative]
[Date, time, location or platform, duration, and everyone present with their role]

Opening script and admonitions
[Confirm each element covered: role and independence; purpose; what happens to the report; confidentiality and limits; non-retaliation; correction and supplementation invited]
1. [Investigator's role, who engaged them, and that they do not decide discipline]
1. [What will happen to the information and who will see the report]
1. [Confidentiality expectation, stated carefully, and its limits]
1. [Non-retaliation reminder and how to report retaliation]
1. [Invitation to correct or supplement at any point]

Open narrative
[The complainant's account in their own words, before any structured questioning]

Allegation-by-allegation detail
[For each incident: what, exact words, when, where, who was present, what followed, who was told, any contemporaneous record]
1. [Incident 1 — date, location, what was said or done, witnesses, aftermath]
1. [Did you tell anyone at the time? Who, when, and what did you say?]
1. [Is there anything in writing from around that time — messages, notes, emails?]

Impact and effect
[Effect on their work, working relationships, hours, duties or attendance]

Prior reports and organizational knowledge
[Previous reports: to whom, when, in what form, and the response received]

Witnesses and evidence identified
[Witnesses named, mapped to the incidents they can speak to; documents and messages identified]

Outcome sought and closing
[Resolution sought; next steps explained; contact route for follow-up; anything else to add]

Note verification
Notes read back / provided for review: [Yes / No, date]
Corrections received: [ ______________________ ]
Investigator signature / date: [ ______________________ ]
[Whether notes were read back or sent for review, date, and corrections received]

This template is a general documentation aid, not legal advice. Workplace investigation requirements vary by jurisdiction, sector and policy. Adapt it to your own setting and take advice where the matter warrants it. Delete this notice before use.
