INTERVIEW RECORD
(EXAMPLE FORMAT)

You may wish to keep a record of questions and answers during the interview, but the answers should be summarised where appropriate to form a chronological order of events which relate to the allegations / complaints, which the Interviewee will be asked to confirm and sign.

Date and time of interview plus names and roles of those present.

	Initials: Interviewer

Initials: Interviewee
	Questions in bold type

Answers/comments in italics

To be retained by Investigating Officer

	
	Statement (Example Format)
Summary of responses in relation to each allegation / complaint in a chronological order of events.


Signature ………………………………………………….  Date ………………………

(print name of interviewee underneath)

To be submitted as part of the Investigating Officer’s report
