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Notice of 
Allegations 
sent to both 

parties

Investigation
Evidence 

and/or Report 
Review

Determination 
of 

responsibility*
Appeal process
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Simple, direct 
questions

No compound 
questions

Don’t assume an 
answer in how 

question is 
phrased

Have a purpose 
for asking every 

question
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Witness Information Checklist

• Are you in a private place where you can talk freely?

• RECORDING – pursuant to College’s policy, this conversation will be audio recorded today. Parties will be 

able to review the recording as part of the evidence review process.

• ADVISOR IF ONE NOT PRESENT

• PRONOUNS, NAME, ETC—How should I address you?

• MY ROLE

o I am an attorney, but not representing you, the College, or the parties; our conversation today is not 

privileged. 

o I am retained by the College to conduct a neutral, fact-finding investigation. It is not my job to 

determine whether there has been a policy violation

o Currently, I am gathering relevant facts and will prepare a report of those facts for the parties to 

review before a panel/decision maker determines whether there has been a policy violation. The 

panel will use my report to help them make a determination after a hearing.

o Your name and any relevant information you provide to me will be a part of the report. You may be 

called as a witness at the hearing.

• College prohibits RETALIATION in any way against anyone who participates in this process. IF you 

witness, experience, or otherwise have concerns relating to retaliation, please contact the Title IX 

Coordinator.

• AMNESTY POLICY

• Confidentiality

• QUESTIONS, BREAKS, ETC. If you need clarification on anything I ask you today, please let me know. 

Please let me know if you need a break, water, etc.

• I request that you commit to telling me the truth today, and throughout this process.

• “I don’t know” or “I don’t remember” is an okay answer.

• If Northfield: I live in town—won’t acknowledge you if we run into each other.
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Who else should I talk to?

Any relevant documentation (texts, social media messages, 
emails) not already discussed? 

Anything else you want me to know?

Let them know you may need to follow up as the investigation 
progresses. 
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Starting the 
witness 

interview

Anticipating 
witness 

questions

Resistant 
and quiet 
witnesses

Lying 
witnesses
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CorroborationPast record
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https://somsull.com/ballast/ballast-resources/
https://somsull.com/ballast/ballast-trainings/
https://www2.ed.gov/about/offices/list/ocr/docs/resource-nondiscrimination-policies.pdf


mailto:ballast@somsull.com
http://www.somsull.com/ballast
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