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Oregon Department of Corrections
[Functional unit name]-All items in brackets [xx] need to be entered with your information; then delete the brackets and information.

Investigative Report

[2-3 word description of alleged misconduct]



Case # [if assigned]

[Examples: Respectful workplace; Hostile Work Environment

Staff Inmate Relationship; Code of Conduct; etc.] 

Investigator(s): [Name], (Primary investigator if  more than one)


[Functional Unit]



[Address-Street, City, ZIP]

Location:
[Functional unit where alleged misconduct occurred]



[Address-Street, City, ZIP]



[Phone E]

Dates/Times:
Occurred: 
[Month, day, year] – [[Month, day, year]



Reported:
[Month, day, year]



Completed:
[Month, day, year]

Complainant:
[The person bringing forward the complaint-Name, title/position]



[Assigned functional unit]



[Phone number for complainant]

Subject:
[The person allegedly committing the misconduct, Name, title/position]



[Phone number for subject]

Victim(s):
[Name, title/position; if inmate, Name, DOB, SID#]



[Functional Unit]

Witness(s):
[Name, title/position; if inmate, Name, DOB, SID#]



[Functional Unit]

Evidence:
Exhibit #1 – [Brief description, a few words only]



Exhibit #2 – 


[Continue as needed for each Exhibit]

Summary:
This investigation involves allegations of [describe].
[This is a brief, ½ page description including in several paragraphs:

-The allegations made by the complainant.

-Facts first about the alleged victim including hire date, training, and any previous investigations of similar nature (only those similar).

-Facts about the subject of the investigation including hire date, training, and nay previous investigations of similar nature (only those similar).

-A one sentence summary statement of facts reviewed.

-A one sentence summary statement of what the facts revealed in support of or not in support of alleged violations.]

Narrative:
[This is the detailed account of the investigation.  Each paragraph will begin with a date, 

Such as “on February 1, 2014, I was contacted by . . . .”  It will tell readers in detail what you did in your investigation, who you interviewed, when you talked with them, what they said, and any evidence they offered.  Exhibits will be referred to, “See Exhibit #1”.

Deposition:
Forwarded to [Name, title, functional unit]



(Appropriate distribution determined by the Functional Unit Manager and HR Manager)

Distribution:
( Director  ( Deputy Director  ( Assistant Director______________________________


( Institutions Administrator  ( H.R. __________________________________________



( Superintendent ________________________ ( Security Manager ________________



( D.A. _______________________ County  ( DOJ _____________________________



( Other______________________________  ( Other____________________________

Investigator:_____________________________ Office:______________________ Date:_____________

Approved by:____________________________ Title:________________________ Date:____________
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