
 

 

        SOP GBEB-A 

 

Staff Investigation SOP 

 

The District takes allegations of workplace misconduct seriously and will promptly and fairly 
investigate and respond to such complaints in accordance with applicable law and Board policy. 
If the District determines during the course of its investigation that the conduct violates 
applicable law, Board Policy GBEB – STAFF CONDUCT AND RESPONSIBILITIES, other 
Board policies, or District expectations or practices, then appropriate discipline will be 
administered, up to and including termination. Where appropriate, the District will refer matters 
to law enforcement for investigation. The District’s investigation process will generally include 
the steps set forth below, but may deviate from these processes as required by applicable law, 
policy, or circumstances: 
 
Step 1: Notify District Administration 
 
Reports of workplace misconduct will promptly be forwarded to the Superintendent and Human 
Resource Director or designees, who will attempt to meet with the aggrieved individual and the 
individual alleged to have engaged in the prohibited conduct.  
 
Step 2: Develop Interview Questions and Investigation Plan 

Questions should be developed ahead of time in the planning stage, although additional 
questions will be added throughout the investigation as more evidence and information are 
shared. Good questions are relevant and designed to draw out facts without leading the 
interviewee; they should be open-ended to elicit as much information as possible. 

 
Step 3: Honor Requests for Confidentiality 
 
Requests for confidentiality will be honored so long as doing so does not preclude the district 
from responding effectively to prohibited conduct and preventing future prohibited conduct. The 
district cannot guarantee absolute confidentiality to any party involved in the investigation. 
 
Step 4: Interim Action 

If appropriate, the district will take interim action to protect against further misconduct, which 
may include administrative leave, transfer, or schedule change. The district may seek legal 
advice prior to making any decisions. 

Step 5: Select the investigating individual or team 

The appropriate investigator(s) should possess the following: 

● An ability to investigate objectively without bias. 

● No stake in the outcome. The investigator should not have a personal relationship with 
the involved parties. The outcome should not directly affect the investigator's position 
within the organization. 

● Previous experience and/or training in conducting investigations and working knowledge 
of applicable laws. 



 

 

● Strong interpersonal skills to build a rapport with the parties involved and to be perceived 
as neutral and fair. 

● Attention to detail. 

● Appropriate temperament for conducting interviews. 

In addition, the investigator or investigative team should be able to maintain confidentiality, be 
respected within the district (because his or her conclusions will be used to make a 
determination), have the ability to act as a credible witness and, if internal, have the likelihood of 
continued employment with the district. In some cases, it may be appropriate to retain a third-
party investigator. 

Step 6: Conduct Interviews 

Once the appropriate investigator has been selected, an investigation plan has been developed 
and interview questions have been created, interviews will be conducted. The investigator(s) 
should inform all parties involved of the need for an investigation and explain the investigation 
process. 

The investigator should focus on being impartial and objective to gather and consider relevant 
facts. Prevention from pushing the investigation in any particular direction is imperative. The 
investigator should never offer any opinion or say anything to interviewees that will discredit his 
or her impartiality. Objectivity must be maintained with every interview. 

The number of days and amount of time it takes to complete a thorough investigation will vary 
depending on the circumstances.  
 
Step 7: Make a Decision 

Once the interviews are conducted, other necessary procedures, such as evidence collection, 
will be completed. The investigator(s) will prepare a written report containing findings and 
recommendations for disciplinary or other actions. The report will be submitted to the 
Superintendent or Director of Human Resources for final determination, including restorative, 
corrective, or disciplinary action. 

Step 8: Closure of Investigation 

Once a final determination is made, the district will notify both the party that brought the 
allegation forward and the accused of the outcome.  

Step 9: Appeals 
Unless otherwise provided in Board policy or negotiated agreement, there is no appeal from the 
final determination in a workplace investigation.  
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