Employee Investigation Interview Checklist

· Tape all discussions.  Record in full.

· At the beginning of the session, inform the employee of the nature of the investigation and the identity and authority of the person conducting the investigation.

· At the beginning of the session, inform the employee as to the identity of all persons present during the interview or interrogation.

· The employee shall be allowed to make notes.

· The interview/interrogation shall be for a reasonable period of time, and shall allow for reasonable periods for rest and personal necessities.

· Whether it is the employee under investigation or a witness, the employee shall have the right to be represented by counsel, other representative, or both.  This counsel or representative shall be allowed to offer advice to the employee and make statements on the record regarding any question asked of the employee.
