
[AGENCY]
INVESTIGATION REPORT
Sexual Harassment Claim Against [SUBJECT, [AGENCY]]

[DATE]
DISCLOSURE: Investigative reports generated by [AGENCY] are confidential, highly private, and deliberative documents and are not to be distributed beyond those individuals included on the recipient list. Unauthorized disclosure and distribution can result in corrective or adverse action, up to, and including separation. Under DPM § 3105.1(c), any “Persons whose official duties require access to and use of personnel records are responsible and accountable for safeguarding them and ensuring that the records shall be secured whenever they are not in use or under the direct control of authorized persons.” Under DPM § 3112.14, “The Office of Personnel or an Independent Personnel Authority shall not make a report of investigation or information from a report under its control available to the public, to witnesses, or except as provided in this section, to the parties concerned in this investigation.” Moreover, pursuant to Mayor’s Order 2023-131 Section VIII.C. Investigation Reports created in furtherance of this Order shall not be released without a court order. Neither the complainant nor the subject of the complaint shall be provided with a copy of this report.

Investigating Agency Point of Contact:
			[NAME]
			Sexual Harassment Officer, [AGENCY]
			[EMAIL]
			[PHONE NUMBER]
	Sexual Harassment Investigation Report: [Complainant’s Name, Agency]
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[bookmark: _Toc162969274]I. EXECUTIVE SUMMARY
[bookmark: _Toc162969275]Agency Background
Provide background about the agency where the alleged incident occurred. Include relevant information about the work environment if applicable. 
[bookmark: _Toc162969276]Summary of the Complaint
Provide a summary of the allegations being raised by the complainant. This should include how and when the complaint was brought to the agency’s attention and the nature of the allegations. 
[bookmark: _Toc162969277][Subject’s] Employment History
Provide a relevant work history of the subject employee. Consider the employee’s history of past positions, promotions, disciplinary actions, or previous incidents on record that may be relevant. 
[bookmark: _Toc162969278][Complainant’s] Employment History
Provide a relevant work history of the complainant. Consider the employee’s history of past positions, promotions, and any disciplinary actions or previous incidents on record that may be relevant.

[bookmark: _Toc162969279]II. Scope of the Investigation
This section outlines the allegation, how it came to the SHO, and the steps the SHO took to investigate the case. The steps taken should be a chronology of events within the investigation, including the date, time, and action taken to further the investigation.
Complete the table by listing all the witnesses interviewed including their Employee ID#, Position Title, and the location of the interview. Add/remove rows in the table as needed.
	INTERVIEWED WITNESSES

	Name
	EMP ID#
	Position Title
	Interviewed At

	
	
	
	

	
	
	
	

	
	
	
	



Provide a chronology of events within the investigation in the table below. Make note of the dates of ALL interviews in the chronology. 
	INVESTIGATION CHRONOLOGY

	Date
	Event

	
	

	
	

	
	

	
	

	
	


 

[bookmark: _Toc162969280]III. Documentary and Physical Evidence
This section lists all the documents and other physical evidence collected in support of the investigation.
[bookmark: _Toc162969281]IV. Allegation and Findings
[bookmark: _Toc162969282]Allegations
This section lists the complainant’s allegations.
[bookmark: _Toc162969283]Findings
Based on the totality of the evidence, I make the following factual findings:
[bookmark: _Toc162969284]Unsubstantiated Factual Assertions
The following factual assertion were also made, but could not be substantiated with the evidence:
[bookmark: _Toc162969285]IV. Notes
This section lists any comments.

This report reflects the conduct of my investigation.

__________________________________________		____________________	
[NAME]								Date	
Sexual Harassment Officer
[AGENCY]
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