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HR Investigation Template
Confidential

Company Name:__________________
Date:___________________________

Step 1: Intake and Documentation
Complainant Details
· Name: _______________________________________
· Position: ______________________________________
· Department: ___________________________________
· Contact Information: _____________________________
· Date of Complaint: _______________________________
Details of Alleged Harasser
· Name: _______________________________________
· Position: ______________________________________
· Department: ___________________________________
Nature of Complaint
· Type of Harassment Alleged: ______________________
· Date(s) of Incident(s): ____________________________
· Location of Incident(s): ___________________________
· Brief Description of Incident(s): ____________________



Step 2: Preliminary Assessment
· Immediate Action Taken: ________________________
· Need for Interim Protection Measures:
· ☐ Yes (indicate measures below)
· ☐ No __________________________________________________
Step 3: Appointment of Investigator
· Investigator Name: _______________________________
· Position: ______________________________________
· Contact Information: ______________________________
Step 4: Evidence Collection
Documentary Evidence Collected:
· Emails, messages, or correspondence ________________
· Audio/video recordings ____________________________
· Physical evidence (e.g., notes, objects) _______________
Witness Interviews:
	Name
	Position
	Date of Interview
	Relevance

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Summaries of Interviews:
· Witness 1 Summary: ___________________________

· Witness 2 Summary: ___________________________

Step 5: Analysis and Findings
· Review Documentary Evidence: ___________________
· Assess Credibility of Witnesses: ___________________
· Analysis of Patterns and Motives: ___________________
· Findings Based on Policies: _______________________

Step 6: Report and Recommendations
Conclusion:
· Was harassment confirmed?
· ☐ Yes
· ☐ No
· Summary of Findings: _________________________________

Recommended Actions:
· Disciplinary Action Against Harasser:
· ☐ Verbal/Written Warning
· ☐ Suspension
· ☐ Termination
· ☐ Other: ___________________________________________
· Support for Complainant:
· ☐ Counseling
· ☐ Transfer
· ☐ Other: ___________________________________________
Step 7: Follow-Up
Follow-Up Date: _________________________________
Actions Taken: ___________________________________

Feedback from Complainant:
· Satisfied with Outcome?
· ☐ Yes
· ☐ No
· Additional Support Needed:
· ☐ Yes
· ☐ No
· Details: ___________________________________________

Confidentiality Statement
This document contains confidential information intended only for the investigation team and relevant management. Unauthorized disclosure or use is prohibited.
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