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 PREFACE 
 
 Minneapolis Public Schools is committed to maintaining an environment free of 
intimidation, fear, and coercion in which students and employees can develop 
intellectually, professionally, personally, and socially. The District will not tolerate unlawful 
discrimination, harassment, violence, or bullying in its educational programs and 
activities, including employment.  MPS is also committed to preventing and prohibiting 
retaliation against individuals who assert a complaint of discrimination, harassment or 
bullying, or participates in an investigation of a complaint.  
 
 Building principals, site supervisors and their designees play a critical role in 
helping the District enforce these important policies.  This manual has been developed to 
assist administrators and supervisors in investigating and resolving allegations of certain 
types of inappropriate conduct.  Please carefully review these materials and use the 
checklists and forms provided to conduct prompt and thorough investigations into 
complaints of conduct that may violate MPS policies.  Please contact the Office of Equality 
and Civil Rights should you require assistance in conducting an investigation or have any 
other questions pertaining to discrimination, harassment, violence, bullying or retaliation.   
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GUIDELINES FOR CONDUCTING FACT-FINDING 
AND RESOLVING COMPLAINTS OF  

DISCRIMINATION, HARASSMENT, VIOLENCE, BULLYING, AND RETALIATION 
 

I. Statement of Policies. 
 

A.  Minneapolis Public Schools (District) does not unlawfully discriminate in its programs and 
activities, including employment, and does not tolerate harassment or violence on the basis of:  
1. race     12. marital status 
2. culture     13. family structure 
3. color     14. citizenship status 
4. creed or religion             15. sexual orientation/affectional preference  
5. national origin    16. gender identity or expression 
6. gender     17. economic status 
7. mental or physical ability  18. veteran’s status 
8. age     19. status with regard to public assistance 
9. pregnancy    20. genetic information 

        10. ethnicity    21. family care leave status 
        11.  ancestry                                 22. local human rights commission activity  
 

B. Minneapolis Public Schools does not permit, condone or tolerate student-to-student bullying 
and/or hazing in its programs and activities on the basis of:   
1. race     10. socioeconomic status 
2. ethnicity     11. physical appearance  
3. color     12. sexual orientation 
4. creed or religion             13. gender identity or expression  
5. national origin    14. academic status and student performance 
6. immigration status  15. disability 
7. gender     16. status with regard to public assistance 
8. marital status   17. age 
9. familial status 18. other protected class characteristics under the               

Minnesota Human Rights Act 
         

C. The District also prohibits retaliation against individuals who make a discrimination, harassment, 
violence, or bullying complaint or participate in an investigation of a complaint. 
 

D. The District will promptly and effectively respond to complaints of unlawful discrimination, 
harassment, violence, bullying or retaliation by completing a review of the complaint as set forth 
herein. Immediate and appropriate corrective action will be taken to prevent recurrence of such 
acts, and to correct their effects. 

 
E. This manual sets forth the procedures for investigating a complaint that alleges unlawful 

discrimination, harassment, violence, bullying or retaliation in the District’s programs or activities, 
including employment. For the specific policies see:  
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Policy 4000 Equal Employment Opportunity 
http://policy.mpls.k12.mn.us/uploads/policy_4000.pdf 
 

 
Policy 4001 Disability Non-Discrimination 
http://policy.mpls.k12.mn.us/uploads/4001-Disability_Non-Discrimination.pdf 

 
Policy 4002 Harassment and Violence Prohibition 
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf 

 
Policy 5000 Equal Education Opportunity 
http://policy.mpls.k12.mn.us/uploads/policy_5000.pdf 

 
Policy 5201 Bullying and Hazing Prohibition 
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf 
 

 
5050 TITLE IX NON-DISCRIMINATION POLICY 
http://policy.mpls.k12.mn.us/uploads/5050_policy_2.pdf 
 
 
Policy 5635 Reporting Maltreatment of Minors and Vulnerable Adults 
http://policy.mpls.k12.mn.us/uploads/policy_5635.pdf 

 
 
 

F. Definitions: 
 
1.  Bullying: Intimidating, threatening, abusive or harming conduct by a student against another 

student that is objectively offensive and either (a) there is an actual or perceived imbalance 
of power between the student engaging in the conduct and the target of the behavior and the 
conduct is repeated or forms a pattern or (b) the conduct materially and substantially 
interferes with a student’s educational opportunities or performances or ability to participate 
in school functions or activities or receive school benefits, services, or privileges. 
 

2. Complainant: The individual who makes a complaint alleging discrimination, harassment, 
violence, bullying and/or retaliation or the individual on whose behalf such a complaint is 
brought. 

 
3. Discrimination: Unfair or unequal treatment of an individual (or group) based upon certain 

characteristics. 
 

4. Harassment: Physical and/or verbal conduct which is related to certain characteristics of an 
individual or group when the conduct: (a) has the purpose or effect of creating an intimidating, 
hostile or offensive working or academic environment; and/or (b) has the purpose or effect 
of substantially or unreasonably interfering with an individual’s work or academic 
performance; or (c) otherwise adversely affects an individual’s employment or academic 
opportunities. 

http://policy.mpls.k12.mn.us/uploads/policy_4000.pdf
http://policy.mpls.k12.mn.us/uploads/4001-Disability_Non-Discrimination.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5000.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf
http://policy.mpls.k12.mn.us/uploads/5050_policy_2.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5635.pdf
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5. Immediately:  As soon as possible, but in no event longer than twenty-four (24) hours 

(excluding holidays and weekends). 
 
6. Investigator:  The individual who conducts an investigation into a complaint alleging 

discrimination, harassment, violence, bullying and/or retaliation by engaging in fact-finding, 
determining whether the complaint is substantiated or unsubstantiated, and submitting a 
written report detailing the findings and determinations.  The investigator may be an individual 
other than the Responsible Authority.  

 
7. Respondent: The individual against whom a complaint of discrimination, harassment, 

violence, bullying and/or retaliation is made. 
 

8. Responsible Authority:  The individual who is responsible for ensuring that a complaint is 
investigated. In a school building, the Responsible Authority is the principal, site administrator 
or her/his designee.  In a non-school building, the Responsible Authority is the Director of the 
Office of Equality and Civil Rights.  The Responsible Authority may conduct the investigation 
herself/himself or may assign the investigation to another administrator, the General 
Counsel’s Office, or an outside investigator. 

 
9. Retaliation:  An act that violates MPS policy taken against an individual in response to the 

individual having submitted a complaint and/or participated in the investigation of a complaint. 
 

10.  Sexual harassment:  (a) any of the following behaviors: (i) unwelcome sexual advances, (ii) 
requests for sexual favors, (iii). sexually motivated physical conduct, or (iv). verbal or physical 
conduct or communication of a sexual nature;  (b) when: (i) the behavior is unwelcome, (ii) 
submission to that conduct or communication is made a term or condition, either explicitly or 
implicitly, of any term of employment, of obtaining an education or of transacting business 
with the District; or (iii) submission to or rejection of that conduct or communication by a 
person is used as a factor in decisions affecting that individual's employment, education or 
business with the District; or (iv) that conduct or communication has the purpose or effect of 
substantially or unreasonably interfering with a person's employment, education or business 
with the District, or creating an intimidating, hostile or offensive employment, education or 
business environment. 

  
11. Sexual violence:  A physical act of aggression or force, or the threat thereof, which includes 

a sexual act or sexual purpose. 
 

12. Tennessen Advisory:  The notice that must be given when a school district asks an individual 
to provide private information about herself or himself.  The school district must inform the 
individual of the reason it is collecting the information, how the information will be used, 
whether the individual is legally required to provide the information or may refuse to do so, 
the known consequences of providing the information or refusing to provide the information, 
and the individuals or agencies that may have access to the information the individual 
provides.  

 
13. Violence:  A physical act of aggression or assault upon another because of, or in a manner 

reasonably related to, certain characteristics.  
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II. Reporting a Complaint. 

 
A.  Complaints. 

 
1. Anyone may initiate a complaint, even if informal resolution procedures (e.g., mediation) are 

being utilized. A Complainant is encouraged to submit their complaint by utilizing the online 
complaint inquiry form to report discrimination, harassment, violence, bullying or retaliation. 
The form is available online on the webpage of the Office of Equality and Civil Rights.   
 

2. Although a written complaint is not required to report prohibited conduct or to initiate a 
complaint, the complaint should be reduced to writing by the investigator or Responsible 
Administrators. 

 
3. The Responsible Authority shall determine if an investigation is warranted and arrange for 

investigation of the complaint and compilation of a written report that details the findings and 
results of the investigation. 

 
4. Minneapolis Public Schools welcomes and encourages the reporting of all instances of 

discrimination, harassment, violence, bullying and retaliation.  In order to enable a thorough 
investigation and a timely, meaningful response, the District requests that a report of 
discrimination, harassment, violence, bullying or retaliation be made as soon as possible 
after the incident. Complaints filed more than 360 days after the last incident or occurrence 
of discrimination or harassment will only be investigated at the discretion of the Director of 
Equality and Civil Rights. This deadline does not apply to complaints alleging sexual assault, 
relationship violence or bullying. 

 
5. The District shall initiate an inquiry of all formal complaints within twenty-four (24) hours 

(excluding weekends and holidays) after the receipt of a report of alleged conduct prohibited 
by applicable policies.   

 
6. If physical injury is apparent to the Responsible Authority, contact the building health staff or 

call 911 depending on severity of injury.  Follow appropriate school district procedures. 
 
7. If physical or sexual abuse or neglect of a student is suspected, follow appropriate school 

district procedures regarding maltreatment of minors. 
 
8. If criminal conduct is suspected, consult with the Department of Emergency Management 

and Safety & Security procedures. Investigators should coordinate with law enforcement to 
maintain the integrity of both processes. 

 
9. A Complainant who reports discrimination, harassment, violence, bullying or retaliation may 

request that the MPS take interim action to prevent unwanted contact with the Respondent. 
If the Complainant raises such concerns or if safety concerns are readily apparent, the 
Responsible Authority shall be consulted and take appropriate interim action. 
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B. Complaint Processing.  

 
1. Concurrent Investigations with Other Agencies: The District’s obligations to investigate 

complaints and take appropriate action are independent from any law enforcement 
investigation. At the request of a law enforcement agency, the District may delay fact-finding 
for a period no longer than 10 days but will still need to interview the Complainant and take 
appropriate interim steps to ensure the Complainant’s safety. 

 
2. Notice to Respondent. The Respondent shall be notified of the complaint with an explanation 

of the process and rights as well as the opportunity to provide information and to be heard 
concerning the allegations of the complaint.  

 
3. Notice to Others Regarding Complaint. With the exception of the Respondent, only those 

MPS personnel with a legitimate need to know will be apprised of the filing and of the 
allegations in a complaint during the investigation. Those persons may include, but are not 
necessarily limited to, appropriate organizational administrators who may have an obligation 
to monitor the environment to ensure that retaliatory action does not occur during or after the 
investigative process, and who may be required to implement corrective action if the 
complaint is substantiated.  
 

4. Access to Information Regarding the Investigation. Complainants, Respondents, and others, 
upon inquiry and during the course of an investigation, shall be provided with data in 
accordance with the federal and state data privacy laws. 

 
5. Amending a Complaint. If, during the course of an investigation, the investigator determines 

that more information is required to enable a meaningful investigation, s/he may request 
Complainant to clarify the allegations in the complaint. Complainants may also be allowed to 
add a new Respondent or a new charge(s) related to the original complaint, so long as the 
addition falls within the time limits otherwise applicable to the filing of a complaint pursuant 
to this manual. 

 
6. If a Complainant no longer desires to pursue a complaint of a violation of this policy, MPS 

reserves the right to investigate and resolve the complaint as it deems appropriate. 
 
7. If, during an investigation, the investigator discovers unreported conduct that may violate 

MPS policies, the investigator shall immediately report the conduct to the Responsible 
Authority. 
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III. Procedures for Conducting an Investigation.  
 

A. The key goal of any investigation is to provide a complete, reliable, and impartial investigation. 
 

1. A complete investigation is one which identifies the relevant issues and standards to be 
applied, reviews the facts (documents and witnesses) relating to those issues and standards, 
analyzes the facts and relevant standards, and determines whether a complaint is 
substantiated or unsubstantiated. 
 

2. A reliable investigation is one which is prompt and thorough.  All relevant witnesses are 
interviewed and all relevant data (documents, videos, photographs) are reviewed. The label 
used to describe the incident (e.g., discrimination, harassment, bullying, hazing, retaliation) 
does not determine how a school district is obligated to respond. Rather the nature of the 
conduct itself must be assessed for civil rights implications. 

 
3. An impartial investigation is one which is conducted by an investigator who is independent, 

objective and without bias. If the investigator is concerned about his or her ability to be 
unbiased or impartial, or the perception that he or she will not conduct a fair investigation, 
the Responsible Authority should assign this responsibility to another District administrator, 
the General Counsel’s Office, or an outside investigator. It is not simply the fact of impartiality 
that should be considered, but also the appearance of impartiality. (See Section III, A, 7, b).  
Thus, even if an investigator feels he or she is impartial, another individual should be 
assigned if there is an appearance of impartiality. The Responsible Authority should consult 
with the Director of Equality and Civil Rights and/or the Office of the General Counsel to 
make such determinations. 

 
4. The specific steps taken in an investigation will vary depending on the nature of the 

allegations, the source of the complaint, the age of any student(s) involved, the size and 
administrative structure of the school or department, and other factors. 

 
5. In School Buildings.  

a. All complaints of discrimination, harassment, violence, and/or retaliation in a school 
building are submitted to the principal, site administrator or his/her designee.  If the 
complaint is about the principal or site administrator, then the complaint should be 
submitted to the Office of Equality and Civil Rights.  

b. The principal or site administrator, upon receipt of a complaint, shall immediately 
undertake or authorize fact-finding.  

c. The fact-finding may be conducted by the principal, site administrator or his/her designee, 
the Office of Equity and Civil Rights or its designee.  

d. Failure to initiate fact-finding immediately after receiving a complaint may result in 
disciplinary action against the principal or site administrator. 

 
6. In Non-School Buildings. 

a.  All complaints of discrimination, harassment, violence, and/or retaliation in non-school 
buildings (e.g., Davis Center) are submitted to the Director of Equality and Civil Rights. If 
the complaint is about the Director of the Office of Equality and Civil Rights, then the 
Complaint should be made to the District’s General Counsel.  
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b. The Director of the Office of Equality and Civil Rights or his/her designee, upon receipt of 
a complaint, shall immediately undertake or authorize fact-finding. 

c. The fact-finding may be conducted by the Director, his/her designee, the Office of the 
General Counsel, or outside legal counsel.  

 
7. In all cases. 

a. When determining who should conduct an investigation, consideration should be given to 
the following: 

i. The relationship (if any) of the investigator with the Complainant; 
ii. The relationship (if any) of the investigator with the Respondent; 
iii. The seriousness of the allegations; 
iv. How quickly the investigator can begin; 
v. Whether the complaint involves students or student witnesses; 
vi. Whether the complaint involves administrators or administrators as witnesses; 
vii. The genders of the investigator, Complainant and Respondent (a Complainant may feel 

more comfortable speaking with an investigator of the same gender); an 
viii. Any special skills necessary (language, disability). 
b. Any conflict of interest (real or perceived) between the investigator and either the 

Complainant or Respondent must be avoided.  A conflict of interest exists when: 
i. The investigator was involved (or allegedly involved) in the event being investigated; 
ii. The investigator has a bias (real, inherent, or perceived) or a predisposition in the 

outcome of the investigation; and/or 
iii. The investigator may be pressured (real or perceived) to reach a particular conclusion. 

c. The investigator should review the complaint and establish a fact-finding schedule. 
d.  Fact-finding should consist of personal interviews with the Complainant, the Respondent, 

and others who may have knowledge of the alleged incident(s) or circumstances giving 
rise to the complaint. It should also consist of obtaining and reviewing other data 
(documents, videos, photographs) that are relevant to the issue.  The investigator may 
use any other appropriate methods to obtain information and determine facts.   

e. Always interview the Complainant, witnesses, and the Respondent separately. 
Interviews should be conducted “in person” to the extent possible.   

f. Maintain strict confidentiality regarding the identity of the Complainant, 
Respondent, and witnesses.  

g. The investigation will be concluded as promptly as possible, but no later than 60 calendar 
days after receipt of the report except as provided herein. An investigation may take 
longer than 60 calendar days if additional time is required to complete an adequate, 
reliable, and impartial investigation, such as when all or part of the investigation process 
occurs during school breaks, if the extent and severity of alleged conduct requires 
additional time to complete the investigation, or if the investigation reveals other possible 
policy violations. If more than 60 calendar days is needed to complete an investigation, 
the parties will be provided status updates during the process. 

 
 

B.  Preparing to Interview. 
 

1.  Before conducting any interviews, the investigator should:  
a. Review the complaint form; 
b. Review the applicable policies, regulations and/or handbooks; and, 
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c. Visit the site or location of the alleged incident, if appropriate 
d. Have a preliminary discussion with the Complainant 

 
2. Determine an initial list of witnesses.  Generally in order to have a full understanding of the 

allegations and facts, and to avoid having to conduct multiple interviews with the same 
person, investigators should interview the Complainant first, the witnesses second and the 
Respondent last. 
 

3. Develop a written set of questions for each person interviewed in advance.  This will help the 
investigator determine what information is needed and how to best obtain it, enable the 
investigator to better organize the interview, and ensure that all the relevant questions are 
asked.  However, the investigator must maintain flexibility with the questions to react to the 
interviewee’s responses and ask additional or follow up questions.  
 

4. In some cases, an investigator may need to interview additional witnesses suggested by the 
Respondent or re-interview individuals in response to new or conflicting information.  Multiple 
interviews may assist the investigator in assessing an individual’s credibility or resolving 
inconsistencies.  

 
5. Demeanor is important. 

a. Be professional.  Do not argue with an interviewee.  Do not show frustration or anger. 
b. Be objective.  Remember – you are an independent fact finder.  Be neutral and appear 

neutral. 
c. Be attentive.  Use active listening skills when asking questions or seeking clarifications. 
d. Build trust.  Emphasize impartiality and a desire to find the truth. 
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C.  Interviewing the Complainant. 

 
1. Remember the investigator’s role is to obtain information and determine facts and credibility.  Be 

sympathetic without appearing to have taken the Complainant’s side or encouraging the 
Complainant to exaggerate or embellish.  

 
2. Determine whether there are any age, disability, language or representational issues which 

require notice to a parent or teacher (see Sections E and F, below) or give a right to union 
involvement. 
 

3. Conduct the interview in a comfortable, non-intimidating and private place.  This may mean 
moving an interview to a different district building or site (but do not conduct one-on-one 
interviews in a hotel or a private home).  Consider having items such as water, tissues, pen and 
paper, or doll / figure available. Interviews may be held before school or after hours to 
accommodate the Complainant. . Determine if this is an interview of a sensitive nature which 
may require having a social worker conduct the interview. 

 
4. Give Tennessen Advisory and obtain signature. (Appendix, Tab C).  

 
5. Explain the School District's policies against discrimination, harassment, violence, bullying and 

retaliation, as applicable. 
 

6. Explain the investigation process – individuals will be interviewed, data will be collected, a written 
report will be prepared. The complainant will be notified when the investigation is complete but 
not of the outcome unless it is a qualified Title IX investigation.   

 
7. Explain the importance of full disclosure and that full fact-finding will be conducted.  Stress that 

no conclusion will be reached until the fact-finding is completed. 
 

8. Have the Complainant complete and sign a complaint form if it has not already been done. 
 

9. Obtain a detailed account of the conduct or comments that are the subject of the complaint. Do 
not characterize the descriptions of conduct as "discrimination", "harassment", “violence”, 
“bullying”, “retaliatory”, or "illegal".  Quote the Complainant directly as much as possible.  Use 
the worksheet as an interview guide (Appendix, Tab E).   
 

10. The interview is an interactive process.  Simply having the Complainant write a statement of 
what occurred is rarely sufficient.  

 
11. Do not lead.  Ask open-ended, but direct questions.  Ask for details – who, what, why, when, 

where, and how.   
 

12. Inquire about any physical or mental effect(s) of the alleged conduct on the Complainant.  
 

13. Ask for relevant documents and other information (photographs, videos, etc.). 
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14. Assess the Complainant’s credibility. 

a. How does the Complainant appear during the interview? 
b. Do the story and the facts sound correct? 
c. Note the Complainant’s appearance, facial expressions, body language, etc. but be 

mindful of cultural differences. 
d. Does the Complainant have a motive to lie? 
e. Document any refusals to answer questions or provide information. 
 

15. Request names and contact information for witnesses or others who may have relevant 
information. 

 
16. Inquire as to what the Complainant would like to see happen, but do not make any promises. 

 
17. Assure the Complainant that the complaint will be handled as discreetly as possible but do not 

make promises of confidentiality. 
 

18. Do not promise when the fact-finding will be completed.  (You may, however, give an estimate 
of the time necessary to complete the investigation.) 

 
19. Emphasize the District’s policy prohibiting retaliation against a Complainant.  Inform the 

Complainant that any form of retaliation should be reported immediately. 
 

20. Ask the Complainant to provide you with any additional information he/she may remember 
following the interview. 

 
21. Thank the Complainant for coming forward 
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D.  Interviewing Witnesses and Others with Relevant Information. 
 

1. Determine whether there are any age, disability, language or representational issues which 
require notice to a parent or teacher (see Sections E and F, below) or give a right to union 
involvement. 
 

2. Give Tennessen Advisory and obtain signature (Appendix, Tab C). 
 

3. Explain as little as possible about the details of the allegations and of the fact-finding.  Begin 
with general questions and move to more specifics as needed.  

 
4. The interview is an interactive process.  Simply having the witness write a statement of what 

was observed is rarely sufficient.  
 

5. Obtain a factual account of the conduct upon which the complaint is based.  Ask who, what, 
why, where, when and how. Quote the witness directly as much as possible.  Use the 
worksheet provided below as an interview guide. (Appendix, Tab F). 

 
6. Determine and record the source of the witnesses’ knowledge noting whether it is based on 

first-hand observation or other sources (rumor, gossip, hearsay).  
 

7. Note whether there is any indication of bias on the part of the witness. 
 

8. Ask the witness to keep the interview confidential, and explain that comments about the fact-
finding to others may be harmful to both the Complainant and the other parties involved. 

 
9. Ask the witness if there is anyone else he/she thinks might have information regarding a 

reported incident. 
 

10. Ask the interviewee to provide you with any additional information he/she may remember 
following the interview. 

 
11. Emphasize the District’s policy prohibiting retaliation against a witness.  Inform the witness 

that any form of retaliation should be reported immediately. 
 

12. Thank the witness for participating in the interview. 
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E. Interviewing the Respondent. 
 

1. Remember the investigator’s role is to obtain information and determine facts.  Do not exhibit 
hostility or anger toward the Respondent regardless of the severity of the allegations.  A 
Respondent who is put on the defensive will be less cooperative and less likely to respond 
to the investigator’s questions.  

 
2. Determine whether there are any age, disability, language or representational issues which 

require notice to a parent or teacher (see Sections E and F, below) or give a right to union 
involvement. 

 
3. If the Respondent is a union employee, he/she may have the right to request the presence 

of a union representative during the interview if the employee is subject to discipline as a 
result of the investigation (See applicable bargaining agreement).If the employee requests 
union representation, this request should be honored before questioning begins.  The 
representative may only observe, not respond to questions on behalf of the Respondent.  
The request for a union representative may not result in significant delay of the interview. 

 
4. Give Tennessen Advisory and obtain signature (Appendix, Tab C). Also make a notation if 

the Respondent is a union member and declines representation. (If the Respondent, should 
we have them waive representation in writing?) 

 
5. Explain the School District's policies against discrimination, harassment, violence, bullying 

and retaliation, as applicable.  
 
6. Explain the importance of full disclosure and that full fact-finding will be conducted.  Stress 

that no conclusion will be reached until the fact-finding is completed. 
 
7. Inform the Respondent that the fact-finding will be conducted as discreetly as possible, but 

do not promise complete confidentiality. 
 
8. The interview is an interactive process.  Simply having the Respondent write a statement of 

his/her side of the story is rarely sufficient. 
 
9. Without merely restating the Complainant's allegations, ask for a factual account of the 

conduct that forms the basis of the complaint.  Ask open-ended questions to elicit the person 
who is the subject of the complaint’s side of the story. (For example, "What do you know 
about what happened?").  Quote the Respondent directly as much as possible.  Use the 
worksheet provided below as an interview guide. (Appendix, Tab G 

 

10. Do not settle for a general denial -- insist that the Respondent provide her/his version of the 
facts. Ask who, what, why, when, where and how.  For the Respondent, asking “why” is 
particularly important.  It may provide important context or information regarding policy 
violations committed by others. 

 
11. Do not discuss other witnesses interviewed. 
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12. Ask for names and contact information for any witnesses or other persons with relevant 
information.  

 
13. Ask for any relevant documents. 
 
14. Request that the Respondent keep the substance of the interview confidential, except for any 

legal or union representation, if applicable. 
 
15. Emphasize the District’s policy prohibiting retaliation against a Complainant or witness.  

Inform the Respondent that the Complainant and all witnesses are being advised to report 
any retaliatory conduct. 

 
16. Ask the Respondent to provide you with any additional information he/she may remember 

following the interview. 
 
17. Do not threaten any disciplinary action.  The investigator does not recommend or implement 

corrective action.  The investigator may advise the Respondent that corrective action, if 
warranted, will be taken after the investigation is concluded.  

 
18. Thank the Respondent for participating in the interview. 
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F. Additional Guidelines for Interviewing Pre-K through 6th Grade Students.  
 

1. It may be wise to have the classroom teacher sit in on the interview in order to create an 
atmosphere of familiarity that is non-threatening.  Very young children can be best 
interviewed in their own class environment when other students are gone.  
 

2. Interviews should be short and to the point.  The investigator will need to spend a small 
amount of time initially asking the young interviewee about fun, personal data such as 
personal interests (toys, music, sports, TV, etc.). 

 
3. After the initial “ice breaker” the investigator needs to tell the child and/or parent and teacher 

the purpose of the interview, “We are meeting with some students in class about bad touch.” 
 

4. The investigator then asks the specific question(s) he/she needs to ask.  “Did you touch 
_____ on the butt?”  “Did ______ touch you on the butt?” 

 
5. Use language that is familiar to the child.  “Anus” or “anal area” may be meaningless.  The 

investigator needs to discover what term is commonly used at home and familiar to the child. 
 

 
G. Interviewing Students with Disabilities. 

 
Use Discovery or EdPlan to determine if the student receives services and/or accommodations for a 
disability on an IEP (Special Education) or an IAP (Section 504).  If so, consult with the Special 
Education Case Manager or 504 Manager.  They may provide insight on how to interview the student 
and could attend the interview if appropriate. 
 

1. Take particular care with students who have severe cognitive, language and/or 
communication deficits.  Make sure the interviewer makes the adaptations necessary to 
adjust for severe language/communication problems, (i.e., a signer for a hearing impaired 
student). 

 
H. Interviewing students who are English Language Learners (ELL) and have English as a Second 

Language (ESL). 
 

1. Be sure you consult the building ESL and ELL staff prior to an interview.   
 
2. If it is determined that an interpreter is needed, do not begin the interview.  Contact Student 

Support, Family and Community Engagement to obtain a qualified interpreter and reschedule 
the interview. 

 
3. If, during an interview, the investigator believes that language issues are preventing the 

interviewee from understanding the questions and/or providing a complete response, the 
investigator should stop the interview and reconvene after contacting Student Support, 
Family and Community Engagement and obtaining a qualified interpreter.  
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I. Findings of Fact Report.  
 

1. Upon completion of the fact-finding, the investigator shall prepare and submit a written report. 
(Appendix, Tab H The report must include the following elements:   
a. The names and contact information of the Complainant and Respondent. 
b. A statement of the specific allegations that were investigated. 
c. An identification of the relevant policies. 
d. The names and contact information of all individuals who were interviewed and a 

summary of each individual’s testimony. 
e. A list of documents and/or other items submitted for review and consideration. 
f. Specific factual findings (The statement, “The Respondent put the backpack in her locker” 

is a finding of fact.  The statement, “The witness said she saw the Respondent put the 
backpack in her locker” is not a finding of fact.  It is a summary of the witness’s testimony). 

g. An analysis and determination of whether the conduct occurred as alleged based upon 
the interviews, documents, and credibility assessments. 

h. An analysis and conclusion or conclusions as to whether the conduct that is found to have 
occurred violates MPS policy (substantiated) or does not violate MPS policy 
(unsubstantiated). 
i. An allegation is substantiated if, based upon the facts known to the investigator, it is 

more likely than not that a policy violation occurred.  If the Respondent is a student, 
then the building principal or site administrator should be notified.  If the Respondent 
is an employee, then Human Resources should be notified. 

ii. An allegation is unsubstantiated if, based upon the facts known to the investigator, 
it is more likely than not that a policy violation did not occur.  It is misconduct to 
make bad faith and/or false allegations.  If the investigator concludes that the 
complaint was made in bad faith, the building principal (if the Complainant is a 
student) or Employee Relations (if the Complainant is an employee) should be 
notified. 
 

2. Note:  For personnel and student complaints occurring in school buildings, the 
principal will determine whether a District policy was violated regardless of who 
conducts the investigation. If the complaint is regarding the principal, then the 
determination of whether a policy violation occurred will be made by the Office of 
Equality and Civil Rights.  

 
3. In determining factual findings and conclusions, the investigator will often have to resolve 

conflicting testimony and make credibility determinations.  To do so, the investigator should 
consider:  
a. the consistency of the information and the quality of the corroborating data; 
b. the relationships between the parties involved and the context in which the alleged 

incidents occurred;  
c. the Respondent’s individual history of behavior; 
d. the Complainant’s individual history of behavior; and 
e. Motivations of the Complainant and/or Respondent to exaggerate, distort information or 

lie. 
 

4. While it is the investigator’s role to determine whether the alleged conduct occurred and 
whether it violated MPS policy, it is not the investigator’s role to recommend discipline 
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or other corrective action.  Such determinations are made by the building principal or site 
administrator (if the Respondent is a student) pursuant to the District’s Discipline and Student 
Behavior polices or by Employee Relations (if the Respondent is an employee) pursuant to 
the District’s Personnel policies and, if applicable, any collective bargaining agreements.  

 
5. A copy of the completed file (report, interview notes, supporting documents or exhibits, etc.)  

should be sent (email, pdf, fax, hard copy) to the Office of Equality and Civil Rights.  The 
office of Equity and Civil Rights will maintain a centralized record of all reported incidents.  
Redacted (private personnel and/or educational data removed) copies of the report should 
be placed in the Complainant’s and Respondent’s files.  For employees, the Office of Equality 
and Civil Rights will provide a copy of all substantiated reports to the Office of Employee 
Relations. 

 
6. The Office of Equality and Civil Rights will review all substantiated reports to ensure that the 

reports comply with the standards set forth in the manual.  The Office of Equality and Civil 
Rights may require additional fact finding, analysis, or conclusions from the investigator.  
When the report satisfies the standards in this manual, the Office of Equality and Civil Rights 
will forward it to Employee Relations.  
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TAB A  
(MPS Policies) 

 
 

Policy 4000 Equal Employment Opportunity 
http://policy.mpls.k12.mn.us/uploads/policy_4000.pdf 

 
Policy 4001 Disability Non-Discrimination 
http://policy.mpls.k12.mn.us/uploads/4001-Disability_Non-Discrimination.pdf 

 
Policy 4002 Harassment and Violence Prohibition 
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf 

 
Policy 5000 Equal Education Opportunity 
http://policy.mpls.k12.mn.us/uploads/policy_5000.pdf 

 
Policy 5201 Bullying and Hazing Prohibition 
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf 
 
Policy 5635 Reporting Maltreatment of Minors and Vulnerable Adults 
http://policy.mpls.k12.mn.us/uploads/policy_5635.pdf 
 

 
  

http://policy.mpls.k12.mn.us/uploads/policy_4000.pdf
http://policy.mpls.k12.mn.us/uploads/4001-Disability_Non-Discrimination.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5000.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5201.pdf
http://policy.mpls.k12.mn.us/uploads/policy_5635.pdf
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INVESTIGATION STEPS CHECKLIST 
 

Task:                            Date:        Initials: 
 
1. Complaint received and Responsible Authority notified.    ________    ______ 

 
 

2. Responsible Authority initiates investigation      ________    ______ 
(within 24 hours excluding holidays and weekends): 
a. Begin process to identify appropriate investigator 
b. Take steps to protect safety of the Complainant 
c. Investigator reviews relevant policies 
d. Calculate date for completion of investigation _________________ 

           (60 calendar days) 
 

3. Investigator interviews Complainant.  Document the following:                       _________   _____ 
 
a. Special considerations (age, disability, language, union) 
b. Tennessen Advisory 
c. Detailed factual account of the conduct or comments that are the subject of the complaint. Ask 

who, what, why when and how  
d. Any physical or mental effect(s) of the alleged conduct on the Complainant.   
e. Relevant documents and other information (photographs, videos, etc.) 
f. Names and contact information for witnesses or others who may have relevant information 
g.  Verbal notice of non-retaliation 

 
4. Investigator interviews witnesses.  For each, document the following:     _________   _____ 

 
a. Special considerations (age, disability, language, union) 
b. Tennessen Advisory 
c. Detailed factual account of the conduct or comments that are the subject of the complaint. Ask 

who, what, why, when and how  
d. The source of the witness’s knowledge (first-hand observation, hearsay) 
e. Indication of bias 
f. Relevant documents and other information (photographs, videos, etc.) 
g. Names and contact information for witnesses or others who may have relevant information 
h. Verbal notice of non-retaliation 

 
5. Investigator interviews Respondent.  Document the following:      _________   _____ 

 
a. Special considerations (age, disability, language, union) 
b. Tennessen Advisory and any refusal of union representation (if applicable) 
c. Detailed factual account of the conduct or comments that are the subject of the complaint. Ask 

who, what, why when and how  
d. Relevant documents and other information (photographs, videos, etc.) 
e. Names and contact information for witnesses or others who may have relevant information 
f. Notice of non-retaliation 
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6. Investigator drafts fact finding report to include:                     _________   _____ 
 

a. The names and contact information of the Complainant and Respondent 
b. A statement of the specific allegations that were investigated 
c. Identification of the relevant policies 
d. The names and contact information of all individuals who were interviewed 
e. A list of documents and/or other items submitted for review and consideration 
f. Testimony obtained from the Complainant, Respondent and witnesses 
g. Specific factual findings  
h. An analysis of the likelihood of whether the conduct occurred as alleged based upon the 

interviews, documents, and credibility assessments 
i. If appropriate, conclusion or conclusions as to whether a violation of MPS policy is substantiated 

or unsubstantiated 
 
7. Forward final report to the Responsible Authority:                     _________   _____ 

 
8. Forward copy of completed file to the Office of Equity and  Civil Rights:  _________   _____ 
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PRE-INTERVIEW SCRIPT  
 

 The purpose of this interview is to conduct an investigation into whether District policies 
regarding ________________ (e.g. discrimination, harassment, violence, bullying, 
retaliation) have been violated. 

 Before we begin, there is certain information I need to give to you. 

 The first is called a Tennessen Advisory or Notice which is required any time a school district 
asks someone to provide private information about himself or herself. (Proceed to give 
applicable Tennessen and obtain signature.) 

 I am serving as a neutral fact finder, and I have made no decision about the outcome of this 
investigation.  

 I will be taking notes and these notes will remain in my possession. 

 While every effort will be made to preserve your privacy, information will be shared if it is 
necessary in order to conduct a thorough investigation. 

 You should not discuss the content of this interview with anyone except me and your 
(representative=employee) (parents=student), if any. 

 I may need to contact or interview you again in order to complete the investigation. 

 If this investigation reveals a violation of the District’s policies, the individual or individuals 
violating the policy could be subject to discipline, up to and including (discharge=employee) 
(expulsion=student). 

 Reprisal or retaliation against anyone who participates in this investigation is a violation of 
District policy. It will not be tolerated and should be reported immediately. 

 You will not be entitled to all of the information gathered during the course of this 
investigation. 

 In order to get the most accurate information possible I may need to interrupt you from time 
to time.  

 Do you have any questions before we begin? 
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INTERVIEW OUTLINES 
 
 
The following outlines reflect the minimum information an investigator should obtain during an interview.  
Investigators should feel free to modify these pages and use them as a guide for taking interview notes 
or completing a fact-finding report.  Investigators are encouraged to ask questions beyond those listed 
in response to answers received during an interview or as specific facts and allegations become 
available.  
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WORKSHEET – PREPARATION AND INTERVIEW OF COMPLAINANT 
 
1.  Complainant (name, address, employee/student/parent/other): 
 
2.  Date and time complaint made:  
 
3.  Person receiving complaint and others present at the time:  
 
4.  How the complaint was made (in person, in writing, by phone, other): 
 
5.  Was Complainant's parent contacted, if applicable (how, when, by whom)? 
 
6.  Interviewed (by whom, where, when)? 
 
7. Others present during interview: 

 
8. List any special considerations(disability, language) and how accommodated:  
 
9. Interview questions: 
 
 Work location or school building? 
  
 Position (District employee) 
  
 How long working for the district (District employee) 
 
 Other positions held (District employee) 
 
 How long have your known the Respondent (use name)? 
 
 How would you describe your relationship with the Respondent? Past and present? 
 
 When did the incident take place? Note date and time.  
 
 Where did it take place? 
 
 Tell me what happened?  
 
 Who was present at the time? 
 
 Who was involved? 
 
 
 
  
 
  
 



  
 

27 

 

 Who did what? 
 
 Who said what? 
 
 This is the time that you will typically slow the interviewee down to get very specific details and 

ask specific follow up questions about the incident(s).  
  
 Did it happen more than once? (obtain details) 
 
 Do you know if anything happened previously that may have led to this incident? 
 
 How did you feel when the incident happened? 
 
 How do you feel about the incident now? 
 
 Have you discussed the incident with anyone else? 
 
 How has the incident affected you? 
  
 Anyone else who may have specific knowledge about the issues we discussed here today?   
 

Are there any documents, notes, etc., related to the incident?  Ask that these documents be 
turned over to the interviewer. 

 
Do you have any other comments? 
 
Has everything you’ve said been truthful, complete and accurate to the best of your 
knowledge? 
 
Our interview today is complete.  If you think of anything else that I should know, please 
contact me as soon as possible.  Thanks for your cooperation and time today.  
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WORKSHEET - WITNESS INTERVIEW 
  
1. Witness (name, address, employee/student/parent/other) 
 
2. Interviewed (by whom, where, when) 

 
3. Others present during interview: 

 
4. List any special considerations(disability, language) and how accommodated:  

 
5. Work location or school building? 

 
6. Position (District employee) 

 
7. How long working for the district (District employee) 

 
8. Other positions held (District employee) 

 
9. Do you know anything about what happened on or at?  What did the witness see/hear? 

 
10. When did it happen?  Date and time.  

 
11. Where did it happen?   

 
12. Who was present? 
 
13. Who was involved?  

 
14. Do you know if anything happened previously that may have led to this incident?  

 
 

15. How would you describe your relationship with Complainant Past and present 
 

16. How would you describe your relationship with Respondent Past and present 
 

17. Anyone else who may have specific knowledge about the issues we discussed here today?  
 

18. Do you know of any documents related to the incident?  Ask that these documents be turned over 
to the interviewer 

 
19. Do you have any other comments? 

 
20. Has everything you’ve said been truthful, complete and accurate to the best of your knowledge? 

 
21. Our interview today is complete.  If you think of anything else that I should know, please contact 

me as soon as possible.  Thanks for your cooperation and time today.  
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WORKSHEET - INTERVIEW OF THE RESPONDENT 
 
1.  Respondent (name, address, employee/student/parent/other): 
 
2.  Was Respondent's parent contacted, if applicable (how, when, by whom)? 
 
3. Interviewed (by whom, where, when)? 

 
4. Others present during interview: 

 
5. List any special considerations(disability, language) and how accommodated:  

 
6. Interview questions: 

 
 Work location or school building? 

 
 Position (District employee) 

 
 How long working for the district (District employee) 

 
 Other positions held (District employee) 
  

What can you tell me about an incident that took place on or at ____. Note Respondent’s 
version of the incident?  

 
 Who was present? 
  
 Who was involved?    
   
 What happened?  
 
 Where did it happen?    
 
 When did it happen?   Note date and time 
 
 Why did it happen? 
 
 Did it happen more than once?  (Obtain details).    
 
 Do you know if anything happened previously that may have led to this incident? 
 
 Note the relationship, if any, between Complainant and the Respondent. 
 
 Anyone else who may have specific knowledge about the issues we discussed here today? 
 

Are there any documents, notes, etc. related to the incident?  Ask that these documents be 
turned over to the interviewer. 
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 Do you have any other comments? 
 
Has everything you’ve said been truthful, complete and accurate to the best of your 
knowledge? 

 
Our interview today is complete.  If you think of anything else that I should know, please 
contact me as soon as possible.  Thanks for your cooperation and time today.  
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File No.______________ 
(for Office of Equality and Civil Rights only) 

 
 

Minneapolis Public Schools 
Office of Equality and Civil Rights 

 
Confidential Fact-Finding Report 

(___________________________Insert Respondent’s Name), Subject 
(_______________________Insert month) 20____ 

 
This report and supporting documentation are covered under the investigative data, personnel 
data and/or educational data provisions of the Minnesota Government Data Practices Act. 
 
A. Parties: 

 Complainant (name, address, employee/student/parent/other)  

 Respondent (name, address, employee/student/other) 

 
B. Statement of Allegation(s) investigated: 

 
C. Relevant Policies: 

 
D.  Witnesses Interviewed: 

 Name, address, employee/student/parent/other 

E. Documents and Other Items Reviewed: 

 

F. Testimony Obtained From the Complainant, Respondent and Witnesses: 

 Present each interviewee’s testimony separately.     

 Provide direct quotes as much as possible. 

 Include testimony even if it is later contradicted by other witnesses or deemed not credible 

 

G.   Findings of Fact: 

 Present the findings separately for each point/allegation/issue of concern in turn, by confirming 

the facts established by the investigation, identifying the sequence of events, and cross-

referencing any documentation or other evidence.   

 Avoid using vast extracts from witness statements - only quote directly from the statements 

where it is necessary.  It is the investigator’s responsibility to analyze all the statements and 

draw out all corroborative evidence.   

 Do not merely repeat testimony.  For example, the statement, “The witness stated that she saw 

the Respondent put the backpack in her locker,” is not a finding of fact.  The statement, “The 

Respondent put the backpack in her locker” is a finding of fact. 
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H.  Analysis: 

 Using the findings of fact, determine whether it is more likely than not that the alleged conduct 
occurred 

 If appropriate, apply the findings to the standards stated in the policy(ies) to determine whether 
a violation of District policy(ies) occurred. 

 Address discrepancies in testimony and any credibility issues that influenced the factual findings. 

 If the evidence does not substantiate an allegation - say so.  The Responsible Authority wants 
to know whether there is any evidence to support the allegations - it is also the investigator’s 
responsibility to explain how significant the evidence is - this should come across throughout the 
report.  

 For each allegation/concern/issue provide an overall fact based opinion on a) whether there is 
any evidence to support the allegations and b) the strength of the evidence.  

 Draw out key facts which demonstrate particular breaches of policy (e.g., Harassment, service 
policies & procedures etc.)  

 If there are any special circumstances/mitigating factors ensure that they are clear within the 
conclusions and it is important to explain their significance. 

 Support the conclusions with the strongest evidence without repeating the text in the main body 
of the report (where possible) - the conclusions should be clear and concise.  

 Identify to the reader the strengths and weaknesses in the evidence - emphasising the 
importance of any issues and where evidence can be open to different interpretation / scenarios. 

 
I.  Conclusion(s): 
 

 State whether the factual allegation is substantiated or unsubstantiated. 
 If appropriate, state whether a violation of MPS policy(ies) occurred 
 

J.  Sign and Date Report 
 

 
NOTE: When reviewing the evidence, investigators need to aim to demonstrate a reasonable belief as 

to what happened, based on their assessment of the evidence available.  The standard of proof for 

internal investigations and any subsequent disciplinary hearing or grievance meeting is based on the 

“balance of probabilities”, i.e. that on the basis of the evidence it was more probable than not that the 

alleged misconduct was committed. Investigators are not required to demonstrate beyond reasonable 

doubt, unlike in criminal investigations, but do need to act reasonably on behalf of the employer.   
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TRAINING RESOURCES 
 
 

1.  Office of Equality and Civil Rights– 612-668-0023 
 

  

 
IMPORTANT PHONE NUMBERS 

 
 
1.  Equality & Civil Rights      

 Francisco Gonzalez, Director     668-0023 
 
2.  General Counsel’s Office 
  Amy Moore, District General Counsel    668-0486 
  Anjie Flowers, Assistant General Counsel   668-0019 
 
3      Special Education Monitoring and Compliance 

  Kim Buechel Mesun, Manager     668-0482 
  Cynthia Atsatt       668-0168 
    

4.  Human Resources  
  Kristine Morshead, Executive Director    668-0532   
 
5.  Student Support, Family & Community Engagement     
  Celina Martina, Director      668-0461  
  Jason Bucklin, Out4Good      668-5482 
 
6.  Safe and Drug-free Schools                       
  Julie Young-Burns, Coordinator     668-0867 
 
7.  Emergency Management and Safety & Security      
  Jason Matlock, Director      668-0178  
 
8.   Out4Good LGBT       668-0191 
  Jason Bucklin, Coordinator  
 
9.  Ombudsperson       668-0234 
  Mitch Roldán 
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