PRIVATE & CONFIDENTIAL
NOTES OF INVESTIGATION INTERVIEW HELD ON DATE
Present:
NAME & JOB TITLE listed of all participants

Include the following as part of the notes: 

· Name and role of the Investigating Officer
· Clarify the reasons for the interview being held and that it is confidential
· That the record of the interview may be used as evidence at a disciplinary/grievance hearing
· Ensure if the individual attends on their own, they have the right to be represented
Choose one of the following: 

The following notes are not verbatim they are intended to be a record of the salient points made in the meeting. 

Although written as such, these notes are not verbatim they are intended to be a record of the salient points made in the meeting. 
Meeting commenced at TIME
“I am ________. My job title is __________ (and my responsibilities include _______) I have been employed in this post at (School) since ______”. 

Q:
Can you please explain what happened? 

A:


Q:
Who is involved (names, job titles, departments etc.)?

A:


Q:
When did these things happen (one-off, several occasions or continuous – give details, dates, times)?

A:

Q: 
Where did this happen?

A: 


Q: 
Did anyone witness the event? 
Meeting ended at TIME
“I declare that the contents of this record of interview are true to the best of my knowledge and belief”.

Signed:_________________________ (Name)
Date:___________________________

