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**CONFIDENTIAL: INTERVIEW NOTES**

Case No. __________

Attorney–Client Privileged: Yes ☐ No ☐

Interviewee Name: ________________________________ Date and Time: __________

Interviewer Name: ________________________________ Notetaker Name: ________

Introduction
Introduce yourself and provide an explanation of the goal for meeting with the individual (i.e., to gather
information that person may have).

Example: Thank you for taking the time to meet with me today. My name is John Doe, compliance specialist, and
this is Jane Doe, HR business partner. We are gathering information related to a policy violation and believe you
might have information that might be helpful. I will be asking the majority of the questions, and Jane will be
taking notes. We have scheduled an hour for this meeting but can schedule more time if needed. Do you have
questions?

Insert your introduction notes/comments here:

​________________________________________________________________

________________________________________________________________

​________________________________________________________________

Note: Please use this document as a reference tool and consult with your organization for preferred statements to
provide as part of your standard interview script and proper processes to follow within your organization.

Confidentiality: You may want to consider describing to the interviewee your limits in keeping their information
as confidential as possible. This may include an inability to promise complete anonymity due to needing to
disclose information within the investigation team or to cooperate with other parties as required (i.e., regulators,
government agencies, etc.).

Nonretaliation: You may want to outline your organization’s nonretaliation policy.

Do you have any questions about confidentiality and nonretaliation?

Do you agree to keep this meeting confidential?

Do you have any other questions before we begin?
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Confidentiality and Nonretaliation Notice Provided: Yes ☐ No ☐

Attorney-Led Investigations: Do you need to provide the Upjohn Warning? If yes, please see “Sample Upjohn
Warning” for language.

Upjohn Warning Provided: Yes ☐ No ☐

This document is only available to subscribers. Please log in or purchase access.

Purchase Login

Copyright © 2024 by Society of Corporate Compliance and Ethics (SCCE) & Health Care Compliance Association (HCCA). No claim to original US
Government works. All rights reserved. Usage is governed under this website’s .

- 2 -

Terms of Use

https://www.hcca-info.org/healthcare-compliance-forms-and-tools
https://compliancecosmos.org/user/login
https://www.hcca-info.org/terms-use
https://www.hcca-info.org/terms-use

	Healthcare Compliance Forms and Tools
	Sample Interview Notes Template
	Introduction
	This document is only available to subscribers. Please log in or purchase access.



