Workplace Investigation Plan
Fillable template — replace every [bracketed] prompt and delete anything you do not need.
Section-by-section guidance and a worked example: investigation.professionaldrafter.com/investigation-planning/investigation-plan/

Matter and mandate
Matter reference: [ ______________________ ]
Commissioned by: [Name, title]
Date of instruction: [ ______________________ ]
Investigator: [Internal / external; name and credentials]
[Commissioning party, date of instruction, and the mandate in their words]

Allegations to be investigated
[Numbered allegations, each a provable factual assertion, with the policy provision each would engage]

Scope — in and out
[What the investigation will determine; what it expressly will not]
1. [In scope: ...]
1. [Out of scope: e.g. disciplinary recommendation, legal liability, unrelated performance concerns]

Conflicts and impartiality check
[Prior relationships, reporting lines, other conflicts, and the conclusion on impartiality]

Witnesses and interview sequence
[Each witness: name, role, relevance, planned order, and the reason for the sequence chosen]

Documentary and electronic evidence to obtain
[Evidence sought, custodian, request date, retention risk, and preservation steps taken]
1. [Short-retention items to request immediately: CCTV, door access logs, call records, chat history]
1. [Standard items: personnel file, policy versions with effective dates, prior complaints, emails]

Interim measures
[Measures proposed, the risk they address, who decided, and the review date]

Confidentiality and non-retaliation
[Confidentiality wording to be used; non-retaliation reminder; how it is recorded]

Timeline and review points
[Phase target dates, the report due date, and scheduled plan review points]

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.
