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The 5-Step Workplace Investigation 
 

Step 1 – Foundation: 

 Investigation necessary? 

 By whom (internal or 3rd party)?   

 What is your authority?     

 Choose your report writing methodology before you start. 

 

Step 2 – Scope:  

 What are the elements of the offense(s)? 

 To whom do you report? 

 Where are the limits and boundaries?  

 

Step 3 – Who:  

 Identify witnesses  

 Identify records and record keepers  

 Begin investigation case chronology  

 

Step 4 – Collect background data:  

 How are things supposed to work? 

 Obtain relevant documentation/video?  

 Are we going outside the normal custom and practice (is there a hidden agenda)?   

 

Step 5 – Investigation Plan and Documentation:   

 What’s your plan?   

 Organizing complex cases. 

 Some cases require a timeline   

 Think through and prepare questions in advance.   

 

 

August 24, 2015 

Joe Buskirk 

Lynne Curry 

RE: Training for Field Leaders 

  

Overview 

  

ASRC Energy Service LLC has a need for training for valued field leaders that are “stuck” in the old way of 

communicating with supervising subordinates.   

  

These task-oriented supervisors get the task one and are productive and yet create collateral damage in 

the way in which they communicate. 

  

The Growth Company Inc. has perfected a one-day training program, Manager’s Boot Camp, that 

addresses this need. 

  

We’ve provided this training to managers from a wide-variety of companies in the oil and construction 

industries. 

  

The training can be presented in an intensive fast-paced, highly participatory session, designed for ASRC 

Energy Service’s valued field leaders, offering systematic skill-building in: 

  

Managing employee work performance problems such as absenteeism, tardiness, slowed 

 productivity and disciplinary problems and; 

Effective supervisory communications. 

  

This skills-oriented training session involves participants in learning step-by-step systems and skills and in 

applying the skills presented in short practice sessions, giving all participants the opportunity to solidly 

develop and/or improve skills. 

  

Supervisors who attend this session will be more likely to: 

  

Handle work performance and employee problems effectively and efficiently;  

Effectively communicate 

  

http://www.thegrowthcompany.com/
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