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--- INITIAL INCIDENT REPORT & DOCUMENTATION ---
[ ] Date of Incident
[ ] Time of Incident
[ ] Incident Location
[ ] Complainant Name
[ ] Parties Involved (Complainant, Respondent, Witness, Manager/Supervisor)
[ ] Description of Incident
[ ] Supporting Evidence/Photos
[ ] Reporting Officer Acknowledgment

--- PRELIMINARY ASSESSMENT & CONFLICT REVIEW ---
[ ] Severity Level (Low (Minor Policy Infraction), Medium (Significant Disruption), High (Severe Misconduct/Legal Risk), Critical (Immediate Safety Threat))
[ ] Date of Initial Report
[ ] Involved Parties Type (Complainant, Respondent, Witness, Manager/Supervisor)
[ ] Initial Summary of Allegations
[ ] Immediate Interim Action Required? (No Action Needed, Administrative Leave, Work Schedule Change, No-Contact Order)
[ ] Supporting Documentation

--- INVESTIGATION PLANNING & EVIDENCE GATHERING ---
[ ] Investigation Start Date
[ ] Investigation Type (Harassment, Discrimination, Policy Violation, Behavioral/Conduct, Other)
[ ] Evidence Sources to Review (Email Correspondence, Security Camera Footage, Slack/Teams Chat Logs, Badge Access Logs, Witness Statements)
[ ] Scope of Investigation Summary
[ ] Upload Initial Complaint/Evidence
[ ] Lead Investigator Acknowledgment

--- INTERVIEW PROTOCOLS & WITNESS STATEMENTS ---
[ ] Interview Date
[ ] Interview Time
[ ] Interview Venue/Meeting Link
[ ] Interviewee Role (Complainant, Respondent, Witness, Management/HR Representative)
[ ] Summary of Interview Statements
[ ] Evidence Reviewed During Interview (Email Correspondence, Security Camera Footage, Internal Chat Logs, Physical Documents, Badge Access Logs)
[ ] Upload Signed Witness Statement
[ ] Interviewer Acknowledgment

--- POLICY & LEGAL COMPLIANCE AUDIT ---
[ ] Applicable Labor Law Jurisdiction (Federal/National Law, State/Provincial Law, Municipal/Local Ordinance, International/Cross-Border Regulation)
[ ] Internal Policies Reviewed (Code of Conduct, Anti-Harassment Policy, Attendance & Punctuality Policy, IT & Data Privacy Policy, Health and Safety Manual)
[ ] Date of Compliance Review
[ ] Compliance Discrepancy Notes
[ ] Legal Reference Documents
[ ] Compliance Officer Verification

--- FINDING DETERMINATION & CONCLUSION ---
[ ] Final Determination Status (Substantiated, Unsubstantiated, Inconclusive, Policy Violation Found)
[ ] Summary of Findings
[ ] Violated Policies (Code of Conduct, Anti-Harassment Policy, Attendance/Punctuality, Data Privacy/IT Policy, Safety & Security)
[ ] Determination Date
[ ] Final Investigation Report
[ ] Investigating Officer Signature

--- DISCIPLINARY ACTION & RESOLUTION IMPLEMENTATION ---
[ ] Disciplinary Action Type (Verbal Warning, Written Warning, Final Written Warning, Suspension, Demotion, Termination, Mandatory Training/Retraining)
[ ] Effective Date of Action
[ ] Summary of Disciplinary Decision
[ ] Required Follow-up Actions (Update Employee File, Notify Department Manager, Notify Legal/Compliance Department, Schedule Follow-up Meeting, Revoke System Access)
[ ] Signed Disciplinary Notice
[ ] HR Representative Acknowledgment

--- POST-CASE FOLLOW-UP & RETALIATION MONITORING ---
[ ] Follow-up Check-in Date
[ ] Retaliation Risk Level (Low, Medium, High)
[ ] Monitoring Areas Covered (Performance Review Consistency, Schedule/Shift Changes, Work Assignment Changes, Team Communication/Social Exclusion)
[ ] Monitoring Observations
[ ] HR Representative Sign-off

--- CASE CLOSURE & RECORD RETENTION ---
[ ] Case Closure Date
[ ] Retention Period Category (Standard (3 Years), Legal Hold (Extended), Permanent Archive)
[ ] Final Case Summary Report
[ ] Signed Disciplinary/Resolution Notice
[ ] Documents Archived (Witness Statements, Evidence Logs, Interview Transcripts, Policy Reference Documents)
[ ] HR Manager Final Approval

--- ROOT CAUSE ANALYSIS & PREVENTATIVE STRATEGY ---
[ ] Primary Root Cause Category (Policy Gap, Training Deficiency, Management/Supervisory Failure, Communication Breakdown, Behavioral/Conduct Issue, Process/Workflow Flaw)
[ ] Detailed Root Cause Analysis
[ ] Recommended Preventative Actions (Update Employee Handbook, Mandatory Manager Training, Staff Sensitivity Training, Revised Reporting Procedure, Increased Monitoring/Auditing)
[ ] Target Completion Date for Remediation
[ ] Revised Policy or Training Materials
[ ] HR Director Approval

--- END OF TEMPLATE ---
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