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Procedures for Conducting an Internal Investigation 

 

1.  The procedures listed below shall be followed for all cadet disciplinary investigations. 

a. The investigator objectively and impartially compiles the evidence to establish the 

facts of what occurred.  

 

2. Initiating the investigation  
a. A preliminary investigation may be initiated by the Commandant. The complaint may 

relate to the conduct of a named person, or to a set of circumstances that may indicate 

improper conduct by a person or persons unknown. 

  

3. Assessing the complaint  
a. The Commandant’s first task is to determine the nature of the complaint.  

b. Not every complaint requires an investigation. The majority of concerns raised by 

complainants may be resolved at an informal level by TACs or Cadet Leadership or 

through other internal processes.  

c. Information which relates to improper conduct needs to be assessed to determine that:  

i. It is genuine and  

ii. If correct, it may indicate misconduct or questionable conduct is likely to have 

occurred.  

d. A decision can then be made as to whether the matter should be investigated.  

 

4. Complaints and complainants  
a. Complaints should preferably be made in writing or reduced to writing and verified 

by the complainant.  

b. This does not exclude oral complaints. The person receiving an oral complaint or 

allegation should have the complaint reduced to writing before forwarding it through 

appropriate channels. It is important that complaints be written by the complainant in 

his or her own hand, signed and dated.  A copy of the signed complaint will be 

provided the complainant. 

c. It is important to note that, in any investigation (and any subsequent Hearing or 

Board), the role of the complainant is that of a witness to the alleged misconduct. It is 

The Citadel investigator, not the complainant who 'drives' the investigation. Care 

should be taken that complainants are not provided with information regarding an 

investigation that would otherwise be confidential.  

 

5. The Commandant may assign two investigators to any investigation 



 

a. To ensure objectivity, accuracy, and timely investigation, two investigators may be 

used during an investigation.  One investigator is the note taker and the other is the 

interviewer.  One investigator may be sufficient for an investigation of relatively 

limited scope. 

 

6. Role of an investigator 
a. The investigator must objectively and impartially compile evidence to establish the 

facts of what occurred.  

b. The role of the investigator is to  

i. Establish and document facts;  

ii. Report all findings;  

iii. Draw conclusions regarding violations of regulations and ruling documents; 

and 

iv. Make recommendations for further action, as required. 

c. In fulfilling their role, the investigator will  

i. Identify the issue(s) to be investigated. The issue(s) may be contained in the 

original complaint or allegation or may be during the course of the 

investigation. Any complainant/s will usually be interviewed at this stage. The 

person who is or may be the subject of the complaint is not necessarily 

informed of the complaint or allegation at this stage.   As of yet, not all the 

issues may be identified.  

ii. Collect, record and store documentary evidence such as files, computer files, 

memos, letters, e-mails, photographs, etc.  

iii. Obtain witness versions of events and seek written signed statements (in the 

witnesses own hand) from key witnesses.  Ensure copies of their signed 

statements are provided to the witnesses.  

iv. In appropriate cases, interview the respondent and document his/her response 

or obtain a statement from the respondent. The respondent has the right to be 

accompanied by a support person during any interview, although it is arguable 

that any such person must be a staff member (not a practicing lawyer).  

v. Prepare and forward a report containing the findings to the Commandant or 

other appropriate person.  

 

7. Conflicts of interest  
a. All investigations must be conducted without bias or prejudgment.  

b. No one with an actual or perceived conflict of interest should be appointed or remain 

the investigator. At the outset of any investigation the investigator must be satisfied 

there are no conflicts of interest which would make it inappropriate to conduct the 

investigation.  

c. A conflict of interest will arise in circumstances such as where the investigator has a 

close personal association with the complainant, or the subject of the complaint, or 

where the investigator has an actual or perceived interest in the outcome of the 

investigation.  

 

 

 

8. Maintaining confidentiality 



 

a. Investigators must abide by confidentiality requirements and must impress upon all 

witnesses the obligation to keep details of the investigation confidential.  Witnesses 

will sign an affidavit stating their understanding of the confidentiality requirements. 

All parties will be informed that violations may result in disciplinary actions.   

b. Information gathered should only be divulged to others on a ‘need to know’ basis.  

 

9. Timeframes 
a. A proper investigation will require a combination of thoroughness and immediacy.  

b. While investigation timeframes should not be strict it is important to keep timeframes 

relevant.  

c. An investigation that is performed hastily may overlook relevant facts and 

information that may be important in deciding whether allegations should be brought, 

and vital in later proving those allegations before a Committee of Inquiry.  

d. If an investigation is allowed to become extended, evidence may become less reliable 

as people move on, memories fade, etc. Issues of fairness - to the complainant, the 

accused, the witnesses and others - also dictate that any investigation should be 

conducted as expeditiously as possible.  

 

10. Detail required  
a. The level of detail any investigation report will eventually contain will vary, 

according to the circumstances of each case.  

b. While investigation of a matter will normally continue after allegations have been 

made and responded to by the staff member, the investigator should always employ 

their best efforts to ensure all evidentiary material relevant to the Commandant’s 

decision to bring, or not bring, allegations is brought to the Commandant’s attention.  

 

11. Recording and storing information during an investigation  
a. An investigator’s case file should be a complete record of the investigation. 

b. The investigator should document all evidence gathered, plus all discussions, phone 

calls, interviews and decisions made during the course of the investigation. This 

information should be recorded in chronological order.  

c. A running record may be placed on the inside cover of the investigation file to record 

the chronology of events that take place in the investigation.  

d. Originals of any relevant documentary evidence should be secured.  

 

12. Deciding who should be interviewed  
a. All witnesses, or others who may reasonably be able to assist an inquiry, should be 

interviewed. Those persons who can assist the investigator in establishing the facts of 

the matter should then be asked to provide written witness statements.  

b. The investigator should determine when the person, who is the subject of the possible 

misconduct/questionable conduct, should be interviewed. The sequence should 

consider the risk of evidence being tampered with or witnesses being intimidated.  

c. In many cases however, issues of fairness will require the subject of a complaint be 

informed an investigation is being conducted, and of the general nature of that 

investigation. It may be also be necessary to inform the person of the general 

substance of the allegations prior to he or she being interviewed, while also advising 

them that, at this preliminary stage of the investigation, disciplinary procedures have 

not been invoked.  



 

 

13. Witness statements:  
a. A witness statement captures, in written form and in logical and sequential order, the 

relevant information given by the witness to the investigator.  

b. Before giving a statement, witnesses should be advised of the investigation process, 

their obligation in relation to confidentiality and their possible future involvement in 

the investigation process, including that they may be asked to give testimony at any 

later Board or Hearing.  Additionally, witnesses should be notified that the inquiry 

will be recorded.  They should also be notified that the recording is to assist the 

investigator in carrying out his duties and to ensure accuracy in writing the report and 

provide additional evidence if a Board or Hearing is required. 

c. Witnesses do not need to know about sensitive issues which are irrelevant to their 

recollection of events.  

 

14. Taking a witness statement:  
a. Witness statements should be detailed and accurate, but contain only relevant 

information.  

b. To avoid actual or potential collusion, a separate statement should be prepared by 

every witness. Joint statements must not be used. A statement made by one witness 

should not be shown to another.  

c. Statements about events should, as far as possible, specify  

i. Where the events occurred,  

ii. When the events occurred,  

iii. Who was present , 

iv. What the witness saw, and  

v. What the witness heard. 

d. If a witness states an opinion, the witness should be asked the basis of that opinion. 

For example, an assertion that a person was 'clearly annoyed' should be supported: 

“He was clearly annoyed. He raised his voice and banged his fist on the table”.  

e. Witnesses should not summarize or paraphrase but, where possible, state actual words 

spoken. If the witness is unsure of the exact words, this should be noted.  

i. He said: “That is absolute garbage”; or  

ii. He said words to the effect of: “That’s not true”.  

f. It is imperative to minimize the chance of a witness statement being “tainted” because 

of an investigator inferred or expressly indicating what he or she expects the witness 

to say. The less the investigator “leads” the witness with what supposedly happened, 

the better. Equally, an investigator should beware putting a witness's statement in the 

investigator's words. For example, a witness may state he or she was not informed of 

a particular requirement. An investigator may inadvertently reduce this testimony to a 

similar statement that may in fact be incorrect: “I had no idea that this was a 

requirement”.  

g. Equally, an investigator may express a witness statement in a far more formal (or 

“legalistic”) term than the witness would themselves use. Either of these mistakes can 

be harmful in cross examination when it may appear the statement is not witness's 

own version of events, or is otherwise not credible.  

 

15. Format of witness statements:  
a. As a matter of form:  



 

i. Witness statements are expressed in the first person and written in the 

witnesses own hand. Any changes should be annotated and initialed by the 

witness and the investigator. 

ii. Witness statements should be dated, state the name of the witness, the position 

of the witness, and, where relevant, their relationship to the person who is the 

subject of complaint.  

iii. Pages of statements should be numbered.  Witness should initial each page of 

the statement. 

iv. A witness must write a statement before he / she signs it and confirm to the 

investigator that it is true and correct.  (e.g.; “The above statement is true 

and correct.  It is given of my own free will and without coercion.”) 

v. The witness should sign the statement after the last section of text.  

vi. If, after the witness signs the statement, the witness wants to alter the 

statement or add something to it, the witness should provide another statement 

rather than amending the first statement. If the second statement contradicts 

something in the first statement, the reasons for the contradiction should be 

explained in the second statement.  

vii. All notes connected with the interview should be preserved and added to the 

investigation file.  

viii. Witnesses should be provided with their own copy of their statement(s).  

 

16. Preparing an investigation report 
a. At the conclusion of an investigation the investigator will compile his or her report. 

This report should be signed and marked ‘confidential’.  

 

17. Description of wrongdoing  
a. An investigation report will identify possible misconduct or questionable conduct. 

b. The report should detail the policy, code of conduct, or college regulation that is 

alleged to have been breached and examine the factual circumstances in which that 

alleged breach occurred.  

 

18. The investigation report  
a. The investigation report will include:  

i. An executive summary or covering memorandum.  

ii. A statement of the relevant facts and evidence.  

iii. Copies of relevant legislation and/or policies.  

iv. Relevant documentary material, including witness statements (or records of 

interview), emails, etc.  

 

19. In summary  
a. In any investigation and its outcome, the investigated individual should be extended 

both substantive and procedural fairness.  

b. To prevent the outcome of a disciplinary investigation being found to be biased and 

unfair and thus overturned:  

i. Investigators should carry out their role objectively and impartially.  

ii. Investigators must ensure proper process is followed.  

iii. Evidence should be as complete as is reasonably possible– all available 

witnesses interviewed and all relevant documentary evidence gathered.  



 

iv. Investigators draw conclusions as to whether rules were breached or whether 

allegations of misconduct or questionable conduct occurred.   

v. Investigators do not provide recommendations for subsequent actions. 

20. This Memorandum will remain in effect until superseded by another memo. 

 

 

NOTE:   

Title IX investigations are unique are regulated by the DOE and OCR.  Therefore, procedures 

for investigations under Title IX can be found in the “Sexual Violence and Sexual Harassment 

Polices on-line.  (Currently they are under review) 

 

 

 

By Order of the Commandant 

 

 

     

ROBERT A. SBERNA 

Lt Col, U.S. Air Force (Retired) 

Assistant Commandant for Discipline 
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 INCIDENT REPORT/WITNESS ACCOUNT 
 

Name of reporting individual: _________________________  Company:  _________ 

(Last, First, MI) 

Rank/Position or Title: ______________________________  CWID #:_____________ 

Class:_______________   E-Mail:______________________  Phone:_______________ 

 

Directions: Please answer the following questions as completely and accurately as possible.  

Please put your statement in a logical and sequential order. Use a continuation sheet if necessary. 

 

Description of Incident: 

 

Who were the individual(s) responsible for the incident; who was present during the incident and 

who witnessed the incident?_________________________________________________ 

__________________________________________________________________________ 

______________________________________________________________________________

________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 

Who else did you report this incident to:_________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

 

What is the relationship between you and those responsible (First Sgt., Platoon Sgt., etc.) 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

 

What happened? ___________________________________________________________  

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________ 
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INCIDENT REPORT/WITNESS ACCOUNT 
 

What did you see? __________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________ 

 

What did you hear? __________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________ 

 

When and Where did the incident occur? 

Date(s):  ____________________            Time Frame:  ____________________ 

Location(s):  _______________________________________________________________ 

______________________________________________________________________________

________________________________________________________________________ 

 

Why do you think the incident occurred? Were there any previous factors or events that 

contributed to the incident? ____________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

___________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

 

Have you been threatened about reporting this event and if so by who? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________ 
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 INCIDENT REPORT/WITNESS ACCOUNT 
 

Who else have you spoken to about this incident___________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________ 

 

Has this happened to anyone else that you have first-hand knowledge of_______________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________________________________ 

 

Has anyone attempted to get you to change your story or otherwise interfere with the 

investigation (e.g.; told you not to report, told you to change some facts, etc.) 

 

Additional Facts or Comments: __________________________________________________ 

__________________________________________________________________________ 

___________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________________________________ 

 

 

Witness Signature* ___________________________________ Date:  __________________ 

 

* This document constitutes an official statement.  The above statement is true and correct to the 

best of my knowledge.  It is given of my own free will and without coercion. 

 

Signature of Investigator(s)_____________________________________________________ 

 

Print name of Investigator(s)____________________________________________________ 

 

Date______________________________ 
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