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Why do I need an Interview Plan?

The Interview Plan is a document that should be used as a guide for planning and conducting your interviews with a witness or suspect as part of a fraud investigation.  Your Interview Plan should outline the key areas you want to cover with a specific individual and should guide you through your interview. The Interview Plan is not a script, but should ensure that you do not miss any key areas of questioning. The Interview Plan should not be an inflexible list of questions, but should allow you to ensure that you achieve the objectives of your interview.  The most important skill in interviews is listening to your interviewee. 

A few ground rules

· Interviews should be conducted by a minimum of two people, never conduct an interview alone
· Interviews should be conducted in a location where confidentiality can be maintained and where the individual being interviewed feels comfortable
· Interviews within a fraud investigation are fact-finding interviews – they are not interrogations to accuse the interviewees of any misconduct nor are they disciplinary hearings
· A contemporaneous record of the interview should be made – please consult with HR and the counter fraud team to determine what form such records should take
· Team work is important: decide on the roles of the interviewers, who will be the lead and who will be the second interviewer/note-taker. The second interview should also support the lead by ensuring that no questions are missed.
· The interviewee is entitled to bring a friend or staff representative with them and should be given adequate notice of the interview time.

A model for successful interviewing

A commonly used model for conducting interviews is the PEACE model, which takes you through the interview from beginning to end. The stages covered in PEACE are outlined below.  The model is designed to help you get the most out of your investigative interview:

· Planning and Preparation

This step takes place before you enter the interview room, ensuring that you are well-prepared for the interview with the right documentation and clear roles of the interview team.

· Engage and Explain

This is the stage where you build rapport with your interviewee and address any concerns they may have about the interview.

· Account Clarification and Challenge

This refers to the main part of the interview. Invite your interviewee to provide an account of what happened using open questions to encourage them to talk freely. Follow this up by more precise questions (closed questions) to clarify what they have said and also to challenge any inconsistencies or inaccuracies.

· Closure

The final stage of the interview itself. Here you should explain to the interviewee what will happen now and invite them to read, agree and sign the interview notes or witness statement.

· Evaluation

Once the interview has concluded you should evaluate the information you have gained during the interview, evaluating the information you did obtain as well as identifying any outstanding points.

The questions

During the interview you should use different types of questions depending on the kind of response you are seeking. The two main types of questions are open and closed questions.  

Open questions invite the interviewee to provide a narrative response and often begin with phrases such as “Please explain…” or “Can you tell me…” or question words such as “Why…?” or “How…?” or “What did you do?”. Open questions would be used in the Engage and Explain stage of the PEACE model and also when seeking an Account of what happened (at A of the PEACE model). 

Closed question require only a short specific answer, which is often yes/no or true/false. Closed question are used when seeking confirmation of facts or seeking to Clarify or Challenge previous statements (at A of the PEACE model). Examples of closed questions would be “Did you sign this document?” “Is it true that you were the only person in the office at the weekend?”

The Interview Plan itself should follow the structure outlined in the PEACE model and should identify key areas to be addressed in the interview, as well as questions to be asked within each area. The questions should serve as a guide only. It does not matter if you ask additional questions, or do not ask all the questions in your plan if you deem them to be no longer relevant. It is important to be flexible. The example below sets out a suggested structure for an interview.


Introductions

· Introduced yourself, your colleagues and ask the interviewee to introduce themselves. Explain how the interview will be conducted (including note-taking, length of time required etc)
· Inform the individual that they can ask for a break if they need one at any time
· Ask everyone to turn off phones to avoid any disruptions
· Remind everyone of the importance of keeping the interview confidential

Background

Ask the individual to explain briefly their background and work at [X charity] (or other organisation).  The purpose of this area is to build rapport with the interviewee and put them at ease. It is important to use open questions at this stage to encourage the interviewee to talk freely. Some questions could include the following:

· How long have you worked at the [X charity]?
· What is your role?
· Who else is in your team?

Vendor selection processes

The purpose of this next section is to find out more detail of the specific area where the fraud has occurred. General information gathered here can be used to challenge any conflicting information given later in regards to the specific situation.  Some questions could be the following:

· What are your responsibilities in relation to the selection of vendors?
· Who is in charge of the records to do with this process?

Specific transactions 

After encouraging the interviewee to talk freely as above, you could now move on to asking detailed questions about the specific transaction of concern. If relevant and appropriate then provide the individual with copies of documentation for their comment. Some suggested questions could be:

· Do you remember the transaction of XX date?
· Who was responsible for receiving these goods?
· Why did you sign this document?
· You previously said that you were responsible for X, but here you did not do this, can you explain why?

Closing the interview

Once you have covered all the necessary areas of the interview you should draw the interview to a close.  Explain to the interviewee what will happen next and ask if they have any questions. Ask them to agree, sign and date the interview notes if required and remind them of the requirement to keep the interview and its contents confidential.
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