Investigation Interview Questions for the Accused Employee
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/respondent-interview/

Interview details and notice given
Respondent: [ ______________________ ]
Date / start and end time: [ ______________________ ]
Notice letter dated: [And what it disclosed about the subject matter]
Others present: [Support person, representative, note-taker]
[Date, time, location, attendees, and the notice given with its date and content]

Opening script and admonitions
[Elements covered: role and impartiality; no findings made yet; opportunity to respond; confidentiality; explicit non-retaliation instruction; invitation to supplement]
1. [No conclusions have been reached and none will be until you have responded]
1. [Explicit instruction not to contact or discuss the matter with the complainant or witnesses]
1. [Consequences of retaliation, stated plainly]

Background and working relationship
[Role, tenure, reporting relationship to the complainant, and the working history between them]

Allegations put individually
[For each numbered allegation: the allegation as put, the response, what is accepted, what is denied, and any alternative account]
1. [Allegation as put, verbatim]
1. [Response — accepted / denied / accepted with different characterization]
1. [Their account of the same event, if different]
1. [Witnesses or documents they say support them]

Response to specific evidence
[Each item of evidence put, and the response to it]

Explanation, context and motive
[Their explanation for the complaint; any asserted motive to fabricate, and the basis for it]

Witnesses and evidence the respondent identifies
[Witnesses and evidence proposed; what was pursued; reasons where not pursued]

Closing and note verification
Notes read back / provided for review: [Yes / No, date]
Corrections received: [ ______________________ ]
Investigator signature / date: [ ______________________ ]
[Next steps; anything further to add; notes read back or provided; corrections]

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.
