EMPLOYEE RELATIONS INVESTIGATION REPORT

	Case/Report Number:
	

	Date of Investigation:
	

	Investigator:
	

	HR Manager (if different):
	

	Employee(s) Under Investigation:
	

	
	

	Employee's Position:
	

	Department/Division:
	

	Probation End Date:
	

	Allegations/Complaints Received:
	Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna.
Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci.
Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.
Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut nonummy.


	Disclaimer: 
The purpose of this Employee Relations Investigation Report is to provide a formal and structured summary of concerns raised, the investigative steps taken, and the factual findings based on the information available at the time of the review. This report is intended to document employee-reported concerns, preserve relevant details for the case record, and establish a factual basis for internal review and appropriate follow-up.
The report also serves to assess compliance with applicable Organization policies, workplace standards, and supervisory responsibilities; to identify potential organizational risks or gaps; and to support the development of corrective or preventive measures where appropriate. The statements recorded herein reflect the employees’ accounts as provided during the investigation and are not sworn or signed statements. While efforts have been made to capture information accurately and objectively, this document should not be construed as a verbatim transcript of employee testimony. This report is a documentation tool and does not, in itself, constitute a disciplinary determination or decision. Any employment action resulting from this report will be based on a separate review and decision-making process consistent with applicable laws, policies, and procedures. The findings herein are intended to guide informed decision-making, promote transparency, and support the implementation of responsive actions aligned with organizational values and legal obligations.




Purpose of Investigation:
ChatGPT said:
When writing the purpose of the investigation, it is important that you:
· State the trigger: Clearly identify what initiated the investigation (e.g., employee complaint, observed incident, formal report, policy violation concern).
· Define the scope: Outline what the investigation is intended to examine (e.g., allegations of harassment, safety violations, misuse of authority, retaliation).
· Identify the objectives: Explain what the investigation seeks to determine—typically whether the alleged conduct occurred, whether it violated policy, and the impact on the workplace.
· Reference applicable standards: Note the policies, procedures, or laws that govern employee conduct and will be used as benchmarks (e.g., employee handbook sections, organization policy, state/federal law if applicable).
· Clarify neutrality: Emphasize that the investigation is fact-finding, not disciplinary in itself, and that conclusions will be based on evidence, not assumptions.
· Establish importance: Highlight that the investigation is necessary to protect employees, ensure a safe and respectful workplace, and maintain organizational integrity.

Confidentiality & Compliance Safeguards:
This investigation is conducted under strict confidentiality and is disclosed only to individuals with a legitimate business or legal need to know. Retaliation against any employee who reports concerns or participates in the investigative process is strictly prohibited and may result in disciplinary action. All employees are expected to cooperate fully and provide truthful information during the investigation. The standard of proof applied is the preponderance of the evidence, meaning a determination is made based on whether the reported conduct more likely than not occurred. Findings are based on the information available at the time of the review and are intended solely to inform internal decision-making under Organization policies. The investigation is conducted in accordance with the Organization’s Anti-Harassment, Workplace Conduct, and Mandatory Reporting policies, as well as applicable employment laws.	
Investigation Process:
1. Interviews: 
Interview with Person 1 – [Date]
When documenting an interview, it is important that you:
· Record administrative details up front: Date, time, location, and who was present (including their role in the interview). Note who initiated the interview and whether confidentiality and anti-retaliation assurances were communicated.
· Capture the employee’s concerns in their own words: Document the categories of concern (e.g., safety, conduct, retaliation, resources) and summarize key statements using direct quotes where possible.
· Note specific incidents: Include dates, times, individuals involved, and what actions were taken or not taken. Distinguish between firsthand accounts and secondhand information.
· Document demeanor and participation: Describe how the employee presented themselves (cooperative, animated, confrontational, hesitant, etc.), whether others present contributed, and whether the employee was consistent in their account.
· Identify supporting or missing documentation: Record what evidence the employee provided, what was requested, and what remains outstanding.
· Include interviewer observations: Note any credibility indicators, inconsistencies, or gaps in knowledge (such as unfamiliarity with reporting processes).
· Summarize comprehensively but objectively: Avoid inserting opinion; keep the record fact-based and professional, ensuring the account could stand alone if reviewed by a third party later.
· Close with next steps: Document any follow-up actions, requests for materials, or timelines agreed upon during the interview.



2. Evidence Collection & Chain of Custody:
	Item #
	Description of Evidence
	Source
	Date Obtained
	Format
	Storage Location
	Chain of Custody Notes

	1
	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here


	2
	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here


	3
	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here


	4
	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here


	5
	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here

	Enter text here



All collected evidence consists of physical copies secured in the Human Resources case file for this matter. Access is restricted to authorized HR personnel only. No documents have been altered, and the originals remain preserved in their entirety.
3. Review of Policies & Legal Standards:
Handbook – Relevant Sections
· Example 1
· Example 2
· Example 3
Federal Employment Laws
· Example 1
· Example 2
· Example 3

Texas State & Local Government Standards
· Example 1
· Example 2
· Example 3
Findings & Analysis:
Allegation 1: Example Listed Out
When documenting findings of this nature, it is important that you:
· Clearly identify and record the specific behavior being reported, using direct quotes where appropriate (e.g., profanity, derogatory remarks, demeaning language).
· Capture multiple, independent witness accounts and note when their statements align or corroborate each other.
· Include management or supervisory observations that either confirm or provide additional context to the reported conduct.
· Document any admissions or acknowledgments by the subject, even if partial, as these add credibility to the overall assessment.
· Reference relevant performance evaluations or prior documented issues that establish a pattern of similar concerns.
· Note any past incidents or conflicts that provide historical context for the current allegations.
· Tie the findings directly to specific policy provisions (e.g., handbook sections on harassment, abusive language, or discourteous conduct) to establish the standard that was violated.
· Conclude with a clear statement on whether the allegation is substantiated, unsubstantiated, or inconclusive, supported by the weight of the evidence.



Recommendations:
When writing recommendations at the close of an investigation, it is important that you:
· Align recommendations to policy: Reference the exact sections of the employee handbook or relevant organization policy that authorize corrective or disciplinary action.
· Match the severity of the response to the findings: Ensure recommendations reflect the seriousness of the substantiated conduct, distinguishing between corrective coaching, formal discipline, or termination where warranted.
· Address root causes: Identify whether training, supervisory coaching, or cultural interventions are needed to prevent recurrence.
· Balance accountability with support: Recommend corrective action for the subject employee, but also propose measures that improve the overall work environment (e.g., leadership training, communication protocols, or conflict resolution resources).
· Ensure consistency: Recommend action that is consistent with how similar misconduct has been handled in the past to minimize claims of disparate treatment.
· Provide specific, actionable steps: Outline the exact action to be taken (e.g., written warning, suspension without pay, mandatory training), along with a timeline for implementation.
· Include follow-up measures: Recommend monitoring, follow-up interviews, or check-ins with staff to ensure the corrective measures are effective and retaliation does not occur.
· Document rationale: Clearly explain why each recommendation is being made, tying it directly back to the evidence and credibility findings.

Retention & Recordkeeping:
This investigation report, along with all supporting documentation, will be retained in the confidential Employee Relations files maintained by the Human Resources Department. Records will be secured in accordance with the Employee Handbook, applicable state and federal record retention requirements, and best practices for confidentiality. Access to the file will be restricted to Human Resources, the Organization Manager, and legal counsel as necessary.
Investigator’s Certification
I certify that this investigation was conducted fairly, objectively, and in good faith. The findings and recommendations contained in this report are based on the information available at the time of review. This certification pertains solely to the investigative process and does not determine or impose any corrective or disciplinary action.

	Investigator:
	
	Date:
	



Attachments:
· Example 1
· Example 2
· Example 3

