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HR INVESTIGATION FORM

PART 1: GENERAL INFORMATION
1. Case Number: _____________________  
2. Date of Report: ____________________  
3. Investigator’s Name: __________________________________  
4. Position/Title: _______________________________________  
5. Department: _________________________________________  
6. Investigation Start Date: ______________________________  
7. Investigation End Date: ______________________________  

PART 2: DETAILS OF THE ALLEGATION
1. Date of Alleged Incident: ____________________________  
2. Location of Incident: _______________________________  
3. Type of Allegation (Check all that apply):  
· ☐ Harassment  
· ☐ Discrimination  
· ☐ Safety Violation  
· ☐ Policy Violation  
· ☐ Misconduct  
· ☐ Other (Specify): __________________________________  
4. Description of Allegation (Include as much detail as possible):  
   ____________________________________________________________________________  
   ____________________________________________________________________________  
   ____________________________________________________________________________  

5. Who Reported the Incident?  
· Name: _______________________________  
· Position: _____________________________  
· Contact Information: __________________  

6. List of Accused Individual(s):  
· Name(s): _______________________________________  
· Position(s): _____________________________________  

7. List of Potential Witnesses:  
Name(s) & Contact Information:  
     1. ___________________________________________  
     2. ___________________________________________  
     3. ___________________________________________  

PART 3: EVIDENCE GATHERING
1. Document Review:  
Relevant Documents Reviewed (e.g., emails, policies, reports): _______________________________  
 ______________________________________________________________  

2. Physical Evidence Collected (if any): ___________________________________________________  

3. Digital Evidence (if applicable):  
· ☐ Emails  
· ☐ Text Messages  
· ☐ Security Camera Footage  
· ☐ Other: _______________________________________

PART 4: INTERVIEW NOTES
1. Complainant Interview Summary:  
Date: ____________________  
Key Points: __________________________________________________________________________  
____________________________________________________________________________  

2. Accused Interview Summary:  
 Date: ____________________  
 Key Points: __________________________________________________________________________  
 ____________________________________________________________________________  

3. Witness Interviews Summary:  
 Witness 1:  
  Date: ____________________  
  Key Points: ______________________________________________________________________  
 
 Witness 2:  
  Date: ____________________  
  Key Points:  ______________________________________________________________________  

PART 5: ANALYSIS & FINDINGS
1. Summary of Investigation Findings:  
   ____________________________________________________________________________  
   ____________________________________________________________________________  
   ____________________________________________________________________________  

2. Was Company Policy Violated?  
· ☐ Yes  
· ☐ No  
· If Yes, specify which policy: ___________________________________________  
3. Recommended Action:  
· ☐ No Action  
· ☐ Verbal Warning  
· ☐ Written Warning  
· ☐ Suspension  
· ☐ Termination  
· ☐ Training/Coaching  
· ☐ Other (Specify): __________________________________________  

4. Additional Notes/Comments:  
   ____________________________________________________________________________  
   ____________________________________________________________________________  

PART 6: CLOSING INFORMATION
1. Investigation Closed By: __________________________________  
2. Position/Title: __________________________________________  
3. Date Closed: ___________________________  
4. Signature of Investigator: ________________________________  
5. HR Manager Approval: ___________________________________  
  

Signature: __________________________  
Date: _____________________________  

CONFIDENTIALITY NOTICE: This document contains confidential information intended solely for the use of HR personnel and management. Unauthorized disclosure, copying, or distribution is strictly prohibited.
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