Workplace Investigation Interview Questions by Allegation Type
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/investigation-interview-questions/

Matter details, allegation types and interview sequence
Matter reference: [ ______________________ ]
Allegation type(s) engaged: [Harassment / discrimination / retaliation / bullying / policy breach — determines which overlay applies]
Planned sequence: [Complainant → documents → witnesses → respondent → re-interviews]
Actual sequence and reason for departure: [ ______________________ ]
Standard applied: [Preponderance of the evidence]
Question sets used: [Party set + overlay set(s), noted per interview]
[Matter reference, allegation types engaged, planned interview sequence, actual sequence, and the reason for any departure]

The four-stage funnel — applies to every interview in the matter
[For each material fact, record the stage at which it first emerged: free narrative, expansion, specific questioning, or only after evidence was put]
1. Stage 1 — Free narrative: [Tell me in your own words what has been happening. Take as long as you need; I will ask questions afterwards.]
1. Stage 2 — Expansion: [You mentioned X. Tell me more about X. What did that look like? Then what happened?]
1. Stage 3 — Specifics: [When exactly? Where? What were the words used, as close as you can get? Who else was there or within earshot? What did you do immediately afterwards?]
1. Stage 4 — Testing and closure: [Put inconsistencies and contrary evidence. Is there anything I have not asked you about that you think I should know?]

Universal opening block — run identically for everyone
[Answers to the opening block, recorded verbatim where the answer is contested or surprising]
1. [Role, tenure, base, shift pattern and reporting line — confirmed on the record, not assumed from the org chart.]
1. [How do you know each of the parties? Have you ever reported to either of them, or they to you?]
1. [Is there anything about your relationship with either party — friendship, conflict, a shared history — that you think I should know?]
1. [Has anyone spoken to you about this interview before today? Who, and what was said?]
1. [Do you keep any record of your working day — a diary, a notebook, calendar entries, messages? Anything covering this period?]
1. [Do you want a representative or support person present today?]
1. [Confirm the non-retaliation position was explained.]
1. [Do you have any concerns about repercussions for speaking to me today?]

The three party sets — what each one is for
[Which party set was used for each interviewee, with the page-level template it was drawn from]
1. Complainant — [Does every numbered allegation now have a date, words, location, witnesses and an aftermath?]
1. Respondent — [Was every allegation put separately and in full, and is every response classified as accepted, characterized or denied?]
1. Witness — [Was anything reached only after allegation specifics were disclosed, and is the disclosure point recorded?]

Overlay — harassment allegations
[Responses keyed to each element: unwelcomeness, protected-characteristic link, frequency and duration, audience, subjective and objective effect on work, the harasser's actual authority, and the organization's notice and response]
1. [How did you respond at the time — what did you say, what did you do, did you move away, did you stop attending something?]
1. [Did you ever ask them to stop, or indicate you were uncomfortable? When, in what words, and was anyone else there?]
1. [Did the conduct change after that? How, and for how long?]
1. [How many times, over what period? Can you place the first and last occasions?]
1. [Was anyone else present when it happened? Did anyone comment on it afterwards?]
1. [Was the comment or conduct connected to [protected characteristic]? What was said that connects it?]
1. [Subjective effect: what did it change about how you worked — what did you avoid, stop doing, or route around?]
1. [Authority, in Vance terms: is the respondent empowered to hire, fire, promote, reassign you to significantly different work, or make a decision that significantly changes your pay or benefits? Who actually signs that off?]
1. [Verification: what does the delegation-of-authority schedule or job description say the respondent can decide? Do not rest supervisor status on a job title.]
1. [Did anything change in your job after this started — shifts, duties, overtime, training, a reference?]
1. [Affirmative-defense line: were you aware of the anti-harassment policy and the reporting routes? Did you use them? If not, what stopped you?]
1. [Did anyone in management see or hear any of it? Was it raised with the respondent, by whom, and what happened next?]

Overlay — discrimination allegations
[Decision-maker identity and knowledge, reason given and when first stated, process actually followed, and comparators with the stated basis for comparability]
1. [Who made the decision? Who else was involved in it, and who was consulted?]
1. [What reason were you given at the time? Was it in writing? Has the reason you were given changed since?]
1. [What is the normal process for this decision? Was it followed here? What was different?]
1. [Comparability first: who reported to the same manager, under the same rule, with a comparable record? Only then — what happened to them?]
1. [What did the decision-maker know about [protected characteristic], and how did they know it?]
1. [Were any remarks made about [protected characteristic]? By whom, when, and how close in time to the decision?]
1. [Were you told about the opportunity? Who else was told, and how?]
1. [Is there anything in writing — notes, criteria, scores, a shortlist, an email thread — that shows how the decision was made?]
1. [Respondent-side: talk me through the decision as you made it. What were the criteria, and when were they set?]
1. [Respondent-side: how have you handled the same situation with other employees in the last two years?]

Overlay — retaliation allegations
[Protected activity with dates, the knowledge chain with sources, the adverse action with dates, and any pre-existing plan or intervening event with its documentary trace]
1. [What did you do that you believe prompted this — a complaint, supporting someone else's complaint, a request for accommodation, a report to an agency? When exactly?]
1. [Who did you tell, and in what form? Is there a record of it?]
1. [Who do you believe knew about it? How would they have found out?]
1. [Respondent-side: when did you first become aware of the complaint? Who told you, and what were you told?]
1. [What changed afterwards? Be specific — duties, shifts, overtime, meetings you stopped being invited to, tone, supervision level, references.]
1. [When did each change happen, in relation to the protected activity?]
1. [Materiality: would that change have made you think twice about raising the complaint in the first place? What did it cost you in practice?]
1. [Respondent-side: when was this decision made? Show me the record of it. Who else was affected by the same decision?]
1. [Respondent-side: was anything already planned or underway before the complaint? What is the documentary trace of that?]
1. [Was there any intervening event — a performance issue, a restructure, a client complaint — between the two?]

Overlay — bullying and hostile conduct with no protected characteristic
[Pattern and frequency, power differential, selectivity across the team, the management-action explanation and its documentary support, and effect on the complainant's work]
1. [Describe the pattern — how often, over what period, in what settings?]
1. [Was it in private or in front of others? Who was usually present?]
1. [Does the same person behave this way toward others in the team, or only toward you?]
1. [What is the reporting relationship? What can they decide about your work, hours or pay?]
1. [Was there a stated performance concern? When was it first raised, and is it documented anywhere?]
1. [Respondent-side: what was the performance issue, when did you first raise it, and where is it recorded?]
1. [Respondent-side: how do you deliver the same feedback to other members of the team?]
1. [Witness-side: how does the respondent address other people in the team? Is anything different about how they address the complainant?]
1. [What effect has this had on your work — what have you stopped doing, avoided, or changed?]
1. [Which provision of the policy do you say this engages, and what does that provision actually require?]

Overlay — policy and code-of-conduct breaches
[Policy version and effective date, acknowledgment record, the provision quoted verbatim, the conduct as accepted or denied, actual practice, and comparator enforcement]
1. [Which policy, which version, effective from when? Where is the acknowledgment record?]
1. [Were you given this policy? When, in what form? Did you receive training on it?]
1. [Read the provision aloud and ask: what did you understand this to require?]
1. [Walk me through what you did on [date], step by step.]
1. [Do you accept doing [act]? Setting aside why — did it happen?]
1. [What was the reason? Were you instructed to, or did you believe you had authorization?]
1. [Has this been done this way before, by you or by others? How commonly?]
1. [Respondent-side or manager-side: how has the organization handled the same breach in the last two years?]
1. [What system records exist — access logs, expense records, timestamps, approvals, email trails?]
1. [Was there any harm or loss? Has it been quantified, and by whom?]

Question forms that contaminate the record
[Questions recorded verbatim alongside answers. Note any leading, compound, assumptive, conclusory or judgmental question asked and the reason it was necessary.]
1. Leading — ["He blocked your path, didn't he?"] → rewrite as ["What happened when you got to the corridor?"]
1. Compound — ["Did he say it, and did anyone else hear it?"] → split: ["What did he say?"] then ["Who else was there?"]
1. Compound clarifier — ["Are you denying it, or saying you do not recall?"] → split: ["Do you say the conversation did not happen?"] then ["Do you deny it happened?"]
1. Assumptive — ["When he made these comments, how did you react?"] → rewrite as ["You mentioned comments. Tell me about one you remember clearly."]
1. Conclusory — ["Did you feel harassed?"] → rewrite as ["What did you do after it happened?"] and ["Did you say anything to him about it?"]
1. Judgmental — ["Why did you wait three months to report it?"] → rewrite as ["Talk me through what happened between February and when you made the complaint."]

Re-interview and follow-up questions
[What triggered the re-interview, what new material was put, the exact words in which it was put, the response, and whether the original account changed]
1. [Since we spoke I have received information that differs from your account on one point. I want to put it to you and give you the chance to respond.]
1. [Another account of this is [X]. What is your response to that?]
1. [Have you remembered anything further since we spoke, or found anything in writing?]
1. [Have you discussed the matter with anyone since our last conversation?]
1. [A new allegation has been raised: [allegation, verbatim, with date]. What is your response?]
1. [Does anything in your earlier account need correcting?]

Closing block and note verification
Notes read back / provided for review: [Yes / No, date]
Corrections received: [Or 'none' — record either way]
Investigator signature / date: [ ______________________ ]
[Closing responses, next steps explained, and the note verification record with corrections received]
1. [Is there anything I have not asked you about that you think I should know?]
1. [Is there anyone else you think I should speak to?]
1. [Is there anything in writing I have not seen?]
1. [Confirm next steps, the non-retaliation position, and how to reach me if they remember something later.]

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.
