
CONFIDENTIAL


Preliminary Investigation Report

(To be completed immediately by the manager when an employee incident or concern around 

Inappropriate work behavior has occurred.)

Manager(s) completing the investigation:  _______________________________________________

Name/title/ date of hire of employee(s) involved: __________________________________________

_________________________________________________________________________________

Date and time of incident: ____________________________________________________________

Location of incident: _________________________________________________________________

Description of incident – Attach a separate sheet with description noting events in chronological order.  Note what exactly happened based on employee(s) and witness reports. Avoid your personal opinion or interpretation of others’ reports.  Attach employee and witness statements.  Note how the employee and others responded in the situation.  Pictures are helpful. 

	Name
	Information
	Follow up

	Employee/Witnesses to the incident.

Name:

Title:

Date:

Time:

Location:


	Attach interview notes and employee‘s statement:


	

	Employee/Witnesses to the incident.

Name:

Title:

Date:

Time:

Location:


	Attach interview notes and employee‘s statement:


	


	Employee/Witnesses to the incident.

Name:

Title:

Date:

Time:

Location:


	Attach interview notes and employee‘s statement:


	

	Employee/Witnesses to the incident.

Name:

Title:

Date:

Time:

Location:
	
	


	Questions
	Information
	Follow-up

	Is there anyone else who may have historical or relevant information about the incident or those involved?


	
	

	Are there any notable circumstances/behavior prior to the incident?


	
	


	In your opinion, was this problem/incident in violation of a company policy?   Yes       No

If yes, specify which policy and how the incident violated it. Refer to Employee Handbook


	
	

	What other employees have been in similar situations?  


	
	

	Is there any other information you feel is relevant to this situation?


	
	

	What ideas do you have for remedying the situation?


	
	


Signature of person preparing this report:_______________________Date:_____________________
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