INTERVIEWING WITNESSES

· Always interview persons privately, and not in groups

· Do not use recording devices

· Always conduct interviews in a non-threatening manner

· Always explain the reason for the investigation (to obtain the facts surrounding the accident to prevent recurrence-not to find fault with, blame or threaten)

· Show concern for the persons who were injured

· Do not ask leading questions

· Ask “open ended” questions about the facts and take notes, such as what the person saw and heard, what they were doing just prior to the accident, that training they received, etc.  

· Avoid phrasing questions so that they can be answered with a simple “yes” or “no”

· When you receive information from one witness that contradicts another witness, try to find out the reason for the conflict (without telling the person who said something different)

· Do not disclose any information you learned from others or concluded yourself to the person you are interviewing, even if it contradicts what they are saying

· Take notes and frequently, restate your understanding of the facts as they are offered by the person you are interviewing

· When you have finished interviewing a person, read back your notes to that person and request their signature on the form.  (If they refuse to sign, make a note of that fact)

· Conclude your interview with a “thank you” and encourage the person to contact you if they recall any other pertinent information

