Interview Preamble 

[This preamble is written from the point of view that someone is conducting the investigation on the monitoring officer’s behalf. If the monitoring officer is conducting the investigation the preamble should be amended accordingly.]
Unrecorded Interviews

My name is [insert name] and I am an investigator for the monitoring officer of [insert authority name].

As I advised you [on the telephone/by letter] I will be taking notes, and I am not recording this interview. 

The monitoring officer responsible for this investigation has asked me to help [him/her] with case number [insert number] about allegations of the conduct of [insert subject member name].

I am conducting this interview under the powers given to the monitoring officer by the Local Government Act 2000 and The Standards Committee (England) Regulations 2008.

Prior to the completion of the investigation, [insert subject member name] and [insert complainant name] will be sent a draft of the report to enable them to make any representations they consider necessary. As a witness you may be sent relevant extracts from the draft report for the same purpose. Having considered comments on the draft report, I will then issue my final report. Parts of the notes of this interview may be included in the draft and final report. 

If the matter is considered at a hearing, notes of this interview may be submitted as evidence and you might be called as a witness. If you provide us with information of a sensitive or private nature, I will ask the Adjudication Panel for England or the standards committee to keep this information confidential. This is, however, their decision and they may disagree with my recommendation and allow the information you have provided to be made public.

Please treat any information provided to you during the course of this investigation as confidential. In addition, there are statutory restrictions on the disclosure of information obtained during an investigation. This is covered by Section 63 of the Local Government Act 2000 and disclosure of information contrary to this is a criminal offence.

Do you have any questions about what I’ve said?

If at any stage you feel you would like a break please say so, and we will adjourn the interview for a short period.  Do you have a fixed end time (such as to collect children from school)?
The interview should take approximately [insert time], however this may change. I will offer you a break around every hour and I may decide to take a break to assist me in my role, even if you do not feel you need one.

Recorded Interviews

[Switch on the tape recorder before beginning preamble]

My name is [insert name] and I am an investigator for the Monitoring Officer of [insert authority name].

As I advised you [on the telephone/by letter] I will be recording this interview. Could you confirm for the record that you consent to this?

For the benefit of the tape it is [insert time & date]. The monitoring officer responsible for this investigation has asked me to assist [him/her] in this matter.

For the record this is an interview with [insert name of interviewee] about case number [insert case number] regarding allegations about the conduct of [insert subject member name].

I am conducting this interview under the powers given to the monitoring officer by the Local Government Act 2000 and The Standards Committee (England) Regulations 2008.

Before the investigation is completed, [insert subject member name] and [insert complainant name] will be sent a draft of the report to enable them to make any representations they consider necessary. As a witness you may be sent relevant extracts from the draft report for the same purpose. Having considered comments on the draft report, I will then issue my final report. Parts of the transcript of this interview may be included in the draft and final report.

If the case is considered at a hearing, parts of the transcript of this interview may be submitted as evidence and you may be called as a witness. If you provide me with information of a sensitive or private nature, I will ask the Adjudication Panel for England or the standards committee to keep this information confidential. This is however, their decision and they may disagree with my recommendation and allow the information you have provided to be made public.

Please treat any information provided to you during the course of this investigation as confidential. In addition, there are statutory restrictions on the disclosure of information obtained during an investigation. This is covered by Section 63 of the Local Government Act 2000 and disclosure of information contrary to this is a criminal offence.

Do you have any questions about what I’ve said?

If at any stage you feel you would like a break please say so, and we will adjourn the interview for a short period.

[For telephone interviews, ask whether the interviewee can talk freely, somewhere where there are no interruptions and the conversation cannot be overheard].  

Is there anything else you would like me to explain, either procedural or otherwise?

The interview should take approximately [insert time], however this may change. I will offer you a break around every hour and I may decide to take a break to assist me in my role, even if you do not feel you need one.

