INVESTIGATING SCHOOL BASED COMPLAINTS
A complete investigation will answer: WHO? WHAT? WHEN? WHERE? WHY? HOW?

BASIC REPORT FORMAT
1. Source of allegation
1. Nature of allegation
1. Date, time, and place of allegation
1. Prior history of subject, if known (and other allegations or charges)
1. Investigation
1. Conclusion

THE INVESTIGATION
1. Always be fair, use common sense, and always keep credibility in mind.
1. Children need to be put at ease and made to feel comfortable prior to questioning.
1. Never ask leading questions of a young child.
1. At first sign of a child’s confusion, pause for a 10-15 minute break before starting again. 
 
TAKING NOTES
1. Record the witnesses’ names and contact information, the date and time of the interview, and the name of anyone who observed the interview.
1. Write legibly. 
1. Always keep notes with case file.

INTERVIEWING STUDENT COMPLAINANT AND WITNESS
1. Always separate interviewees.  Never interview multiple victims or witnesses together.
1. It is advisable to have a neutral party - such as an assistant principal, dean, guidance counselor, or social worker - sit in as an observer.
1. Parental consent/presence is not required.
1. Start with the complainant
1. Ask the complainant to supply all information that he/she may possess. 
1. Has complainant told anyone else about the incident? 
· If there is a period of time between the incident and the lodging of the complaint, why? 
· Next, move on to potential witnesses:  Try to interview at least 1/3 of all potential witnesses (i.e., if the alleged incident occurred in front of a class of 21 students, you should aim to interview no less than 7)
1. Start with general background to put him/her at ease. 
1. Always ask the witnesses for the source of their information, i.e., did they see the event first hand, or were they told about it? 
1. Where was the witness in relation to the incident? 
1. What is the relationship of witness to complainant and subject? 
1. Always ask if witness knows of others who may have information on the incident. 




SUBJECT INTERVIEWS
· Interview the subject LAST
1. The subject is entitled to union representation, not legal representation.
1. When notifying your staff member that he/she is the subject of an investigation, be sure to explicitly instruct the subject not to discuss the details of this investigation with anyone at the location of the alleged incident other than his/her union representative.  
1. If the subject requests to see any written student statements, be sure to have him/her execute the privacy acknowledgement (also known as the non-retaliation agreement) before turning the statements over.  If s/he refuses to execute the agreement, only redacted student witness statements may be provided, but the student/victim’s name should remain un-redacted.
1. The subject may review the written student statements during the interview, but must return them to you at the end of the interview.  The subject is not entitled to copies of the student statements while the investigation is pending, but may be given copies when the investigation is concluded.
1. Always interview any person whom the subject offers as an alibi or corroborating witness

CONCLUSIONS 
· Gather all of your evidence/ information 
· Determine what you have in the way of corroboration (i.e., independent witnesses, documentary evidence, and/or physical evidence)
· Evaluate the credibility of all of the witnesses, including the complainant/victim and the subject
· Evaluate the complainant’s story - do the facts fit the incident?  Is there any corroboration for his/her claim?
 
Your conclusion must be reasonable in light of the evidence gathered.  The facts should lead a reasonable person to believe that this incident did take place, and that the subject committed the misconduct in question.  If the facts do not lead to this conclusion, then you must unsubstantiate.
 

Please fax or scan the completed A-420/A-421 forms to your assigned Senior Field Counsel.  If you obtain written statements during the course of your investigation, you must include those statements with your completed A-420/A-421 packet.  If you fax the documentation, please include a cover page and call to confirm receipt.   

Please discuss your findings with your Senior Field Counsel before finalizing your determination.  If the allegation is substantiated, your Senior Field Counsel will discuss the disciplinary options available to you, including, in the case of tenured employees, Technical Assistance Conferences (TACs) by the Administrative Trials Unit (ATU). 

Thank you for your assistance.


