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OBJECTIVES

1. Learn the basics of conducting an interview

2. Understand the importance of Kinesics and Proxemics and 
how it applies during an interview

3. Identify a good location to conduct your interview

4. How to establish rapport with the interviewee



Conducting Effective Interviews

5. Identify important questions to ask the interviewee

6. Identify when to stop the interview

7. Discuss a few case examples



Title IX Investigator Pre-test

Find six differences



Kinesics and Proxemics

Kinesics

The study of body motion
• Facial Expressions

• Body Motion or Gestures

Proxemics

The study of body space
• Intimate zone

• Personal zone

• Social zone



Non-verbal Communication

• Agreements: Nods, smiles, eye contact, facial expressions

• Disagreement:  Frowns, head-shaking, brow-furrowing

• Resistance:  Head-shaking, head-tilting, arms folded, facial 

expressions

• Approval: Nods, smiles facial expressions

• Deception:  Forced smiles, nervous glances



Location of the Interview

Chose a location that has the following:

 Table and chairs

 Limits distractions

 Eliminates physical barriers (if possible)

 Offers little to no interruptions (IE: telephone ring, Cell 
phone ding, copy machine in room)



Preparations

 Pens and notepads

Witness statements

 Translator 

Map of school or work location

 Know who you are interviewing



Consider the Following

Is the interviewee:

 Hungry

Wet from rain

 Restroom break

 In need of medication or medical attention



Sex Crimes

No OCPS employee should ever interview a child

who has just been the victim of a sex crime.

Once basic preliminary information has been

obtained law enforcement officer must be

notified without delay.





How do I start the interview?

Introduction

First describe who you are and tell them why
they are being interviewed.

If there are other people in the room, have them introduce
themselves and explain why they are there.



Establish Rapport

 Start with building rapport by asking how their day is going

 Do some advance work to see what the student is into
IE: skateboarding, drawing, football etc.

 Engage in casual conversation

 Explaining the purpose of the meeting

 Avoid talking about the offense at first

 Dispel any fears upfront

 Use simple words and sentences



Establish Rapport

 Rely on effective communication skills throughout the 
interview process

 Listen carefully and attentively

 Ask about his or her family and daily activities:
“How many brothers and sisters do you have?”

“What is your cat’s name?”

“What’s your favorite flavor of ice cream?”

 Empathize and show concern 

 Be courteous and considerate



What

Start by asking the interviewee to explain what exactly 
happened during the incident.

If necessary, ask clarifying questions:
 What were the circumstances?
 What were you/they doing at the time?
 What were the surroundings like?
 What items were at the scene when it happened?
 What were the other people doing?
 Did anyone take pictures of the incident?



Who

Ask the interviewee:

Who was present when the incident
happened?

 Did you tell anyone about it?

Who else knew about the incident?
A person, social media, text or email?



When

Ask the interviewee: 

When did the incident happen?

Defining time for children can be difficult so as an
investigator you may use events such as: Test dates,
hobbies, after school sports, birthdates, before breakfast,
after lunch, daylight, nighttime, weather conditions or any
other important event to help narrow down a date and
time.



Where

Ask the interviewee:

Where did the incident occur?

 Have a map of the school or building (bring several copies)

 To help the interviewee identify the location ask them
to think of what the area looked like
What do you remember from the location, classroom, house, apartment,
business (address), park, etc. Maybe even what did the area smelled like.



Why

Ask the interviewee:

Why does the interviewee think the incident
happened?

 If the report was delayed, ask if there was a reason they
waited to report the incident?

 Impress upon the interviewee not to leave out any
information regardless of whether they believe is not
important, embarrassing, or silly. All of the details
surrounding the incident matter.



Examples of Open Ended Questions

“Tell me what happened.”

“What happened next?”

“Where did it happen?”

“How did you get involved in this 

situation?”

What did you see?

“Why do you think this happened?”

“Then what did you do?”

“Who were you with?”

“Where did you meet?”

“How long were you there?”



Things to Consider

 Schedule interviews with preschoolers and elementary school 
aged children as soon as possible (respondent must be given at 
least two (2) schools days to prepare a response before the initial 
interview). 

 Take into consideration when was the interviewee’s last meal 
and/or nap because irritability may hamper your questioning. 

 Children under the age of six may unintentionally struggle with 
telling the truth. 

 Sometimes children perceive information regarding an incident 
differently and relate the information in an illogical or confusing 
manner. 



Scenarios

Based on the following incidents what kind of questions do you think you need 
to ask?

Example:

Student A tells you that Student B touched their private area (over their clothes) 
during class multiple times last week. 

Questions: Begin the What, Who, Where, When analysis.

What happened? (SRO should be notified)

Who was present? Did anyone witness what happened?

Did you tell anyone about it?

When did the incident occur?

Where in the classroom did it happen? Were you sitting down or standing up?



Scenarios

Examples:

Student A and Student B were previously in a relationship. One day during 2nd

period after learning about Student B’s new relationship, Student A was upset 
and shared a nude picture of Student B on snap chat. 

Questions: Begin the What, Who, Where, When analysis.

What happened? (SRO should be notified)

When was the post shared? Is there a time and date stamp?

Did other students see the post? If so, who?

Where were you when you found out the post?



The Investigative Report



Investigative Report

OBJECTIVES

1. Understand the purpose of an Investigative Report

2. Know the basic elements of an Investigative Narrative

3. Know how to organize the Investigative Narrative

4. Know what statements must never be included in an Investigative 

Narrative



Investigative Report

5. Discuss how to effectively summarize an interviewee’s 
statement

6. Discuss how to incorporate any evidence discovered 
throughout your investigation



Report Writing
Investigative Report vs. Investigative Narrative

Why do we need a report?

Who will read this report? 

Complainant, Respondent, Advisors, Principal, District Title 
IX Coordinator, Appeals Decision-Maker. OCR may audit us. 

What will this report be utilized for?



Basic Elements of an Investigative Narrative

Who What When Where How

The narrative section of the investigative report should answer all the 
questions from basic elements of an investigative narrative.  

The report should be detailed.



Organizing the Narrative

The narrative portion shall include the following information:

 Introductory paragraph

 Interview paragraph(s)

 List evidence  (if any)

 Actions Taken 

 Summary 



Introductory Paragraph

Sample:

“On February 13, 2020, I received a formal complaint alleging sexual 
harassment and I began a Title IX investigation on February 14, 2020. The 
allegation by the complainant stems from an incident that occurred on 
February 6, 2020 at XYZ Middle School, in the cafeteria.  

Student A alleged that the respondent demanded that Student A touch 
the respondent’s private parts.  The incident was reported to Mrs. Orange 
who was working in the cafeteria at the time.  Mrs. Orange reported the 
matter to my office. I notified SRO Deputy Jones who works for the 
Orange County Sheriff’s Department. Deputy Jones took an initial police 
report case# 20-001222, but no criminal charges were filed.”



Interview Paragraph

“On February 17, 2020, I interviewed Student A in reference to the 
incident from the cafeteria.  In the interview room was also 
Counselor A who assisted me with conducting Spanish/English 
translation.“

 Start a new paragraph for Witness A

 New paragraph for Witness B

 New paragraph for Respondent A

So on and so forth…



Paraphrasing

 Do not quote the entire statement

 Summarize the interviewee’s statement

 Reference the statement whenever possible and attach it to the 
report 

 When writing the Investigative Narrative, you want to use quotes 
when using the interviewee’s words.  



Writing the Investigative Narrative

 If student refuses to write a statement then write in 
your narrative that the student refused to write a 
statement.  

 If they are willing to speak to you but not write a statement it is 
suggested that you summon for another employee to be in the 
room, not the Decision-Maker, so as to have two witness to what is 
being said. The other employee must have attended the mandatory 
Title IX training. 

 Ask follow up questions so you have a clear understanding of what 
happened.  



Incorporating Evidence

Video or Pictures  

 You will not take a picture or copy anything that contains 
pornography or child erotica. 

 You will describe the picture in your Investigative Narrative in 
detail. This is the same way it is done for discipline. 

 Note if a witness/respondent/complainant has given you any 
evidence and attach copies when appropriate.



Incorporating Evidence

Sample paragraph:

“After interviewing Student A, I collected several screen shots of texts 
from his cell phone.   The screen shots were attached to this report under 
Attachment A.  I also collected a print out from Student B’s Google search 
history for February 6, 2020 from his digital device.  This print out was 
attached to this report under Attachment B.”



Do not Include

Personal Opinions
“The responded could not have been at that same location because
students have lunch at 12:13pm.”

Assessment
“Student A appeared to be untruthful because he kept moving in his
chair and looking away when I asked uncomfortable questions. He also
had a long pause before he answered any of my questions.”

Determination
“This incident is deemed to be unfounded due to the lack of witnesses
and evidence.”



Your Actions

 Interview any relevant witnesses

 Develop and follow up on all leads you are given

 Document what happened to your leads and what 
actions did you take 

 Review and document any relevant evidence 

 Conduct follow up interviews when necessary



Summary

The summary report should be a concise wrap up of whom you 
interviewed and if any evidence was gathered.

“During the course of this investigation I spoke with Student A, Student B, Staff 
A, and Staff B. All statements and evidentiary items were attached to this report 
and forwarded to the Principal/Decision-Maker”


