Investigator questions of the complainant:
1. What happened? Be as specific as possible.
2. What was the date, time, and duration of the incident or behaviour?
3. How many times did this happen, that you're aware of?
4. Where did it happen?
5. How did it happen?
6. Did anyone else see it happen? Who? What did they say and/or do in response?
7. Was there physical contact? Describe it. Demonstrate it.
8. What did you do in response to the incident or behaviour?
9. What did you say in response to the incident or behaviour?
10. How did the subject of the allegation react to your response?
11. Did you report the incident to your or another manager? Who? When? What they say and/or do?
12. Did you tell any other employees about the incident or behavior? Who? What did they say and/or do?
13. Do you know whether the subject of the allegation has been involved in any other incidents?
14. Do you know why the incident or behaviour occurred?
15. Do you know anyone else who can shed light on this incident?
16. Has this affected you and/or your work? If so, how?
17. Do you have any physical evidence of the incident you can share (e.g. emails, notes, etc.)
18. How would you like us to address/resolve this situation?
19. Is there anything else you want to tell me about the issue?


Investigator questions of the respondent:
1. What happened? Provide as many details as possible.
If the subject denies that the incident occurred, ask:
1. Is there any reason anyone would invent or lie about the incident?
2. Where were you on the date and time the alleged incident occurred?
3. Do you have any witnesses who can corroborate your whereabouts at the time of the incident?
If the subject doesn’t deny that the incident occurred, ask:
1. When (date and time) and where did this happen?
2. What were the circumstances leading up to the incident?
3. Was anyone else was involved?
4. What is your connection to the complainant?
5. Are you aware of any other complaints by this person?
6. Recount the dialogue that occurred as best as you can remember.
7. What did the complainant do or say?
8. Is there any evidence (e.g. emails, notes, messages) to support your account of what happened?
9. Is there anyone else we should talk to who had knowledge of the incident or the circumstances surrounding it?
10. Have you talked to anyone about the incident? Who? What did you tell them?


Investigators questions of witnesses:
1. What did you witness? Provide as many details as you can.
2. What was the date, time, and duration of the incident or behaviour you witnessed?
3. Where did it happen?
4. Who was involved?
5. What did each person do and say?
6. Did anyone else see it happen? Who?
7. What did you do after witnessing the incident or behaviour?
8. Did you say anything to the parties involved in response to what you witnessed?
9. How did the complainant and the subject of the allegation react to your response?
10. Did you report this to anyone in management? To whom? When? What they say and/or do?
11. Did you tell any other employees about the incident? Who?
12. Do you know why the incident occurred?
13. Do you have physical evidence of the incident you can share?
14. Do you know anyone else who can shed light on this incident?
15. Is there anything else you want to tell me that I haven’t asked you?


