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Attachment A 

SAMPLE INTERVIEW NOTES OF COMPLAINTANT’S INTERVIEW 

On  , 20_ at _o’clock _. m., I interviewed employee (Ms. X) [Name].. The interview was conducted 
in my office and the door was closed. 

INTERVIEW 

During the interview, the Complainant provided the following information which will be stated 
in first person: 

I am uncomfortable with the way Mr. Y talks about what I am wearing when we are in the car on 
business trips. He comments on my skirts and dresses, and touches my shoulder and arm. 

It embarrasses me. 
I think he does it on purpose because it has happened three times now and he makes jokes 
about it. 
I’m afraid to ask him to stop because he is my supervisor. 
There are never any witnesses when he does it and I haven’t told anyone until now. 
He hasn’t done or said anything else offensive. 
I don’t want him fired. I just want it to stop. 

CONCLUSION 

In order to ensure that my notes were accurate, I read them to the witness and made any 
corrections requested. 

I explained to Ms. X that I would conduct the investigation in as discrete a manner as possible, 
but I could not guarantee confidentiality. 

I stated clearly that if there is any reoccurrence of offensive conduct, or if she felt as if someone 
were retaliating against her for having come forward, she should immediately notify me immediately 
and I gave her my business card. 

I thanked her for coming forward and told her that someone would get back with her very soon. 

The interview concluded at approximately _ o’clock _.m. 
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Attachment B 

SAMPLE INTERVIEW NOTES OF RESPONDENT’S INTERVIEW 

On  , 20_ at _ o’clock _.m., I interviewed employee (Mr. Y) [Name].  . The interview was 
conducted in my office and the door was closed. 

INTERVIEW 

During the interview, the Respondent provided the following information which will be stated in 
first person: 

I comment about Ms. X’s clothing, but I am just giving her a hard time because we are friends 

I may have touched her on the arm unintentionally when I was trying to show her something on 
the road. I certainly never intended to offend her or make her uncomfortable. If I touched her, it was 
purely accidental. I’ll be very cautious in the future. 

There aren’t any disciplinary actions planned for Ms. X. 

CONCLUSION 

In order to ensure that my notes were accurate, I read them to the witness and made any 
corrections requested. 

I explained to Mr. Y that I would conduct the investigation in as discrete a manner as possible 
but I could not guarantee confidentiality. 

I advised that it would be best for Mr. Y to carry on as usual, but to avoid any conduct of the 
nature described as offensive by Ms. X. 

I explained that any retaliatory actions towards Ms. X or any witnesses to the investigation 
would be a violation of Company policy and possibly the law and this is the case whether or not the 
complaint is meritorious. I cautioned that taking any adverse action against Ms. X, such as denial of a 
raise, or termination, would likely be perceived as retaliation. 

I suggested that if such adverse action is to be taken in the immediate future, that human 
resources should be alerted so that a higher-level manager could get involved in the decision-making 
process to ensure that the action is merited. 

I thanked Mr. Y for meeting with e and told him that someone would get back to him very soon. 

The interview concluded at approximately _ o’clock _.m. 
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