BY-THE-BOOK WORKPLACE INVESTIGATIONS
Precision in Process. Integrity in Practice.

Investigation Plan
Scope the matter before you interview anyone
	TEMPLATE  Replace all [bracketed] text and adapt to your organization’s letterhead, policy names, and voice. Delete this note and any guidance before filing.


PRIVATE & CONFIDENTIAL
A plan keeps the investigation scoped, tied to policy, and on schedule. Build it before you interview anyone — it is the first thing that shows a file was run with rigor. Measure conduct against your policy, not the law.
CASE INFORMATION
	Case / matter #
	[Case #]

	Investigator
	[Name, title]

	Date plan created
	[Date]

	Target completion
	[Date]

	Complainant
	[Name, role, department]

	Respondent(s)
	[Name(s), title(s), department(s)]


CHARACTERIZE THE MATTER — THE TWO GATES
Run the matter through the two gates before you plan the work. This sets the stakes and tells you which policy you are testing against.
Gate 1 — Characterize. Which kind of matter is this?
☐  Protected-class matter      ☐  Employee-relations matter
The complainant’s ‘why’ — why do they believe they were treated this way?  [Their stated reason]
If protected class — which characteristic, and which tier:  [e.g., age (federal), caregiver status (NYC)]
☐  Federal (the floor)      ☐  NY State      ☐  NYC — flag for legal      ☐  Internal (your policy)
Tiers follow your Protected-Class Reference Sheet. Flag any NYC-local class for legal.
Gate 2 — The paramount question.
“If proven true, exactly as described, would it violate our policy?”
☐  Yes — it clears the gate      ☐  No — non-jurisdictional; document and close
Policy at issue:  [Name the specific policy or standard]
APPLICABLE POLICIES
Name every policy the conduct is measured against. Protected-class matters are analyzed under your nondiscrimination policy; everyday conduct under the handbook.
Nondiscrimination & anti-harassment policy:  [Policy name / number]
Employee handbook / code of conduct:  [Policy name / number]
Retaliation policy:  [Policy name / number]
Other:  [Specify]
COVERAGE CHECK
Confirm the matter is properly yours before you invest in it.
☐  Complainant is within a protected status or covered relationship
☐  Respondent is covered by policy
☐  Complaint is timely
☐  Alleged conduct falls within policy scope
☐  People / Investigations has authority to investigate
Characterization notes:  [Any questions or considerations on characterization or coverage]
ALLEGATIONS & CLAIM TYPE
Protected status(es) involved
Check all that apply. Tiers follow your Protected-Class Reference Sheet.
Federal:
☐  Race      ☐  Color      ☐  Religion      ☐  National origin
☐  Sex / gender      ☐  Pregnancy      ☐  Sexual orientation      ☐  Gender identity / expression
☐  Age (40+)      ☐  Disability      ☐  Genetic information      ☐  Veteran / military status
NY State (adds):
☐  Creed      ☐  Marital status      ☐  Familial status      ☐  Citizenship / immigration status
☐  Domestic-violence-victim status      ☐  Predisposing genetic characteristics
NYC — flag for legal:
☐  Caregiver status      ☐  Arrest / conviction record      ☐  Credit history      ☐  Height / weight
☐  Sexual & reproductive health decisions      ☐  Unemployment status
Internal (your policy):
Any class your policy extends beyond the legal floor:  [Specify]
Claim type(s) — check all that apply
Discrimination & harassment:
☐  Differential (disparate) treatment      ☐  Disparate impact      ☐  Hostile environment
Sexual harassment:
☐  Quid pro quo      ☐  Hostile environment
Other claims:
☐  Retaliation      ☐  Failure to accommodate: religion      ☐  Failure to accommodate: disability      ☐  Failure to accommodate: pregnancy
Description of alleged conduct:  [Detailed description — dates, locations, specific behaviors, witnesses. Capture the claim precisely; the specificity decides the analysis.]
TIMELINE OF EVENTS
The facts in sequence — what happened, and when.
	DATE
	EVENT / ACTION
	WITNESSES
	EVIDENCE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CLAIM ELEMENTS ANALYSIS
Map evidence to each element you must establish. Use your Elements of Proof — Workplace EEO reference for the element lists. Measure against policy.
	ELEMENT
	EVIDENCE NEEDED
	STATUS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


COMPARATIVE ANALYSIS
Complete for differential treatment, disparate impact, or retaliation.
Similarly situated — same protected status:  [Name, position, treatment received]
Comparators — different protected status:  [Name, position, how treated differently, evidence of the difference]
The pretext question: were the comparators actually similarly situated?
Pattern evidence:  [Any evidence of a pattern or systemic treatment]
RESPONDENT’S DEFENSES
Anticipate the defense so you can test it in the investigation.
Legitimate, nondiscriminatory reason:  [Specify]
☐  Business necessity / legitimate business need
☐  Undue hardship (accommodation cases)
☐  Lack of knowledge (harassment cases)
☐  Prompt corrective action (harassment cases)
Other:  [Specify]
Defense investigation strategy:  [For each defense, how you will investigate and test it]
INTERVIEW PLAN
Sequence matters — usually complainant first, respondent after you know the facts, witnesses to fill gaps. Pairs with your Interview Guide & Summary template.
Complainant
Name / contact:  [Name, phone, email]
Key topics:  [Topics to cover]
Respondent(s)
Name / contact:  [Name, phone, email]
Key topics:  [Topics to cover]
Witness list
	NAME
	CONTACT
	RELEVANCE
	KEY TOPICS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DOCUMENTARY EVIDENCE
What you need, where it lives, and how you will get it.
	DOCUMENT TYPE
	SOURCE
	METHOD
	PRIORITY
	STATUS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


INVESTIGATION TIMELINE & TASKS
Key milestones
	Investigation plan complete
	[Date]

	Evidence gathering complete
	[Date]

	Interviews complete
	[Date]

	Analysis complete
	[Date]

	Report due
	[Date]


Tasks
	TASK
	OWNER
	START
	DUE
	STATUS
	NOTES

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PROCEDURAL CONSIDERATIONS
Confidentiality
Privacy considerations and who has access:  [Note any confidentiality or employee-privacy concerns]
Interim measures
☐  No-contact directive
☐  Administrative leave
☐  Modified duties / schedule
Other:  [Specify]
Notice requirements
☐  Respondent notice provided
☐  Complainant notice provided
☐  Union notification (if applicable)
Other:  [Specify]
Report model
Decide how you will deliver the findings. The Internal Investigation Report is always required under either model.
☐  Model 1 — Preliminary → comment period → Final      ☐  Model 2 — Findings Letter only
INVESTIGATION NOTES & MODIFICATIONS
Plan modifications log
	DATE
	CHANGE MADE
	REASON
	BY

	
	
	
	

	
	
	
	

	
	
	
	


Investigator notes
Investigative decisions, challenges, or considerations:  [Use this space to document as the investigation evolves]
PREPARED BY
	
Prepared by (name, title)
	
Date
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