Contra Costa Water District

Interoffice Memorandum

CONFIDENTIAL

DATE:


TO:

<Department Head>
FROM:

SUBJECT:
Investigation into Alleged Violation of District Administrative Procedure <insert AP # and Title>
________________________________________________________________________
INTRODUCTION
This memo documents the findings of an investigation conducted by <name of employee conducting investigation> into the conduct of <employee’s name> regarding the <brief statement of misconduct> on <date of misconduct>.
ALLEGATIONS
It is alleged that <employee name> violated District Administrative Procedure IV-I (Disciplinary Procedures) as follows:

· #<number of disciplinary cause from the AP> <insert the language from the AP>

· Repeat for as many violations as alleged

  (You may also have a violation of a different AP i.e. EEO; Violence in the Workplace, Sick Leave Monitoring etc.  adjust language as applicable).

BACKGROUND
<List in bullet form the names of all employees interviewed, the interviewer, witness for the District if any, and Union representative as follows :>
· <name> is employed by the District as a <job title> assigned to <supervisor’s name>. <name> is a member of <insert unit the employee is a member of i.e. local 39; local 21; confidential; unrepresented>.

· <name> is employed by <Local 39> <Local 21> as the Business Representative and was present during the <date> interview with <name>, a member of <Local 39><Local 21>.

The investigation will refer to <employee’s name> conduct <state conduct>. <Set the stage with a general summarization of the incident.  Include the players, location: the who, what, when and where. If an AP or SOP is related, include when it was developed and how it was communicated>.
INVESTIGATION
The scope of this investigation involved <insert number of interviews > conducted between <date of first interview> and <date of last interview>.The purpose of the interviews was to establish the facts and circumstances surrounding the allegations.  The District employees interviewed as part of this investigation included<insert the names of those interviewed>. If you reviewed any documents then state I also reviewed a number of documents, including the <personnel file>, disciplinary history (if applicable), any <SOPs> or <AP’s> etc.
INCIDENT
(Describe the incident. The length of this section will depend on the complexity of the incident. Remember your audience can potentially be a Skelly Officer, an Arbitrator, an attorney, a judge which means you must be able to communicate the information in such a way so that a non-District person will be able to understand District operations.)

FINDINGS
<insert the allegation>

This is the section where you will conclude credible or not credible for any of the witnesses if credibility is a factor. In addition, if any of the allegations were not substantiated, this is where you would state that: i.e I find that there is sufficient evident to support the allegation of _______.

You are making a determination about the facts, credibility of the witnesses.  Relate your findings back to the allegations or misconduct  

Repeat for multiple allegations.

This section can be rather lengthy depending upon the number of allegations.

PRIOR DISCIPLINARY RECORD AND JOB PERFORMANCE
If there is prior disciplinary actions and/or job performance issues that relate to this matter you will need to explain the prior action/performance and showing the connection to the current behavior.

In the scope of the investigation, I have also reviewed <name> past disciplinary history and job performance (if applicable).
CONCLUSIONS 

Following a detailed investigation into the allegations against <name>, which included interviews with <insert names of those interviewed>, and taking into consideration <name of employee being investigated> own responses during his/her interview on <date>, as well as a review of relevant documentation (if applicable), it is concluded that <name of employee being investigated> did in fact <state what allegations have been proven to have occurred with a brief statement of support>. <Link back to the AP> His/her behavior/actions on <date> was a direct violation of <specific AP or policy violated>, was inappropriate and will not be tolerated.

Such behavior is a clear violation of District Administrative Procedure IV-I (Disciplinary Procedure), and is grounds for disciplinary action on the following basis:

· #<insert number from the disciplinary AP and write out the offense>

· Repeat for multiple allegations
<Investigator initials:typist initials>

The numbering of these attachments is example only. You will number yours according to the order in which they appear in the report and list accordingly.
Attachments:  1.    Statement of <name> from Interview of <date>

2. Repeat for all interviews

3. List any document you refer to

4. Administrative Procedure IV-I (Disciplinary Procedure)

