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Interview Guide – Complainant


Case #: [Case Number] | Interviewee: [Name] | Date/Time: [ ] | Location: [ ] | Interviewer(s): [ ]
Advisements:
- Purpose: fact-finding; no conclusions yet.
- Confidentiality: limit to need-to-know; no retaliation tolerated.
- Breaks available; request clarification as needed; provide complete and truthful information.

Core Questions:
1. Describe what happened, from the beginning. Include dates, times, and locations.
2. Who was present? What did each person do or say?
3. How did the incident affect you or your work?
4. Have you reported this before? To whom and when? What was the outcome?
5. Do you have any documents, messages, or recordings related to this?
6. What outcome are you seeking?

Wrap-Up:
- Anything else we should know? Who else should we speak with? Any documents or messages to collect?
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