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Introduction

A basic duty of school leaders 
is conducting investigations 

(Big I and Little i).  Sometimes 
you lead them and sometimes 
you assist as a part of a team.  
Today is to help you with some 
of the basic points regardless 

of the role you play in the 
investigation.

Ray, Chief Legal Officer
Tom, Assistant Superintendent 

of Human Resources
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Purpose

Due Process

Protect Work 
Environment

Compliance

Everyone afforded 
due process (fair 

and thorough 
investigation)

Safe and 
professional

Board policies 
govern us



Due Process

CBA deadlines;
Document in real 
time

Timely Notice

Documentation, 
interviews, 
personnel file

Thorough

3 sides to a story

Opportunity to 
be Heard

Rely on 
evidence/facts; 
not perceptions

Impartial

Union afforded a 
rep

Right to 
Counsel



CBA Timelines

Written Letter

Within 2 working days

Review
Witness interviews, 

procedures, policies, 
evaluations

Procedural Exposure

Easier/strategic to attack 
procedure than substance

Key info:
● Documentation
● Violation
● 2 working days notice
● Union representation
● Potential for discipline

Meeting

Summary
 



Methods of Documentation

Notepad for phone calls

Emails from calendar invites

Follow up emails

Google docs (esp for multiple authors)

Personal notes or journal

Evaluations



Preparation

Complainant DCFS/SPD? Parties Questions Doc Review Notice

Who, what, 
when, where

Unpack 
conclusions/
assumptions

Mandated 
reporter 

obligations

Draft 
questions & 
anticipate 
responses

Sequence of 
complainant, 

witnesses, 
respondent

Cameras, 
personnel file, 
emails, notes, 

evaluations

48 working 
hours prior & 

union rep



The Interview

Ask all questions you need to ask
Open ended questions that do not prejudge or lead
Press for clarification when responses are vague
Take a moment to process and add new questions
No group interviews

Whenever possible, have 2 admin in meeting
Notes do not need to be verbatim; but specify direct quotes

Ensure due process for member
Cannot interfere with questions (leading questions, answer for member)
If disagreement arises, document it but keep going

Questioning

Note Taking

Union’s Role



The Findings

Founded or unfounded 
based on 

preponderance of 
evidence

Findings

Cc supervisor, District 
office

Personnel 
File

Including directives 
and appropriate 

remediation efforts

Discipline



Evaluations

What you need 
improved, what is 

going well

First time is not in 
evaluation

Within same school year

Write as if someone 10 
years from now is 

reading and interpreting

If you cut and 
paste, add current 

evidence

Honest 
Feedback Be Specific

Audience Timely



Chain of Command

Direct Supervisor

Assistant Principal

Principal

District

Briefed on all matters
Vet whether District 

needs to be involved

Consult on discipline
Beyond level 1 

discipline

Determine which area 
this falls under

Vet whether fact 
finding is required

Day to day 
expectations and 

coaching



Thanks!
Questions?

Tom: thokim@d219.org

Ray: raychu@d219.org


