SOP Template: Interview Procedures for Witnesses
and Involved Parties

This SOP details the interview procedures for witnesses and involved parties, covering the preparation before
interviews, creating a conducive environment for accurate information gathering, asking open and unbiased questions,
maintaining confidentiality and professionalism, documenting responses accurately, and ensuring compliance with
legal and organizational standards. The goal is to obtain reliable and comprehensive accounts to support
investigations and decision-making processes effectively.

1. Purpose

To provide clear procedures and best practices for conducting interviews with witnesses and involved parties to
support organizational investigations.

2. Scope

Applicable to all personnel responsible for conducting interviews as part of internal investigations or decision-making
processes.

3. Definitions

¢ Witness: Any person who observed, heard, or possesses relevant information regarding the incident under
investigation.
¢ Involved Party: Individual directly implicated in or affected by the incident.

4. Procedures

1. Preparation
o Review all available case materials and background information.
o Prepare a list of open-ended, unbiased questions tailored for the witness or involved party.
o Schedule interviews in advance and provide clear instructions regarding time and place.

2. Environment Setup
o Choose a quiet, private, and comfortable setting to assure confidentiality.
o Minimize interruptions and ensure all necessary recording or note-taking devices are functional.

3. Conducting the Interview
o Introduce all participants and state the purpose of the interview.
Explain confidentiality, rights, and the structure of the interview.
Ask open and unbiased questions, allowing the interviewee to provide a full narrative.
Avoid leading or suggestive questions.
Maintain professionalism, neutrality, and respect at all times.
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4. Documentation
o Accurately record responses, either by taking notes or with consent, audio/video recording.
o Summarize main points at the end of the interview to confirm understanding and accuracy.
o Securely store all interview documentation and audio/visual materials as per company policy.

5. Post-Interview Procedures
o Review and finalize interview notes promptly.
Identify any follow-up questions or additional interviews needed.
Ensure all records are compliant with legal and organizational standards.
Maintain confidentiality and restrict access to materials to authorized personnel only.
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5. Compliance and Confidentiality

¢ Follow all relevant legal, regulatory, and organizational requirements throughout the interview process.
¢ Protect the privacy and dignity of interviewees at all stages.

6. Review and Updates



This SOP should be reviewed annually or when significant changes to laws, regulations, or organizational policies
occur.
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