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Description
An investigation protocol sample provides a standardized, trauma-informed framework for addressing anti-Black and anti-Indigenous racism reports and ensuring clarity, confidentiality, and consistency throughout the process. Shared with Toronto Academic Health Science Network (TAHSN) by Unity Health, this template guides investigators in transparently communicating roles, protections, and next steps, thus fostering trust and accountability. By structuring interviews with empathy and precision, established protocols safeguard complainants’ rights while upholding organizational commitments to equitable resolution and systemic change. It is critical to adapt this tool to align with the organization’s specific policies, cultural context, and community needs to ensure relevance and effectiveness in addressing systemic barriers and promoting equity.
How and When to Use
This tool should be used during initial meetings with complainants to ensure a clear, empathetic, and structured approach; outline roles, confidentiality, and next steps; and emphasize organizational support and protections. Employ this tool at the onset of an investigation to provide a consistent framework for gathering information and setting expectations. Organizations should customize the protocol to reflect their unique operational structures, trauma-informed practices, and anti-racism goals, ensuring it remains responsive to the lived experiences of Black and Indigenous communities and supports meaningful systemic transformation.



Date
Name
Site: (where applicable)
Additional Information:
Script:
Thank you for meeting with us. I wanted to meet with you because your initial concerns were shared with me by ways of [Name of person who shared the concern] and your manager [or supervisor or equivalent role], [Name of the person manager/supervisor].
You may already know [Name of the person manager/supervisor], but I want to introduce myself. My name is [Name of human rights consultant or equivalent organizational role], [Organizational title] and part of my role is to support staff when they have complex human rights issues that they’ve shared.
My role is an investigative one. I am not a decision-maker. All decisions are for management to make. However, I do provide recommendations.
My process is confidential, meaning that only people who need to be involved in the matter are brought in. I ask that you not speak about the matter to your colleagues, including anyone directly involved. You may, of course, speak to your union.
Further, all staff that participate in investigations are protected from retaliation. If you feel that you’ve been retaliated against for participating, please let me know and the matter will be investigated.
Also, I want to remind you of the Employee Family Assistance Program. [Provide the details and contact information for the specific program]
Finally, can I send you the [Human rights office or organizational equivalent] questions and answers after our call?
Questions:
[Consider Intake/Needs Assessment Template as a tool that can help to standardize the process.]
Closing:
I want to remind you of the importance of confidentiality. Please do not discuss these matters with anyone outside this meeting with the exception of your union, an external non-[Organization name] support person, and/or the Employee Family Assistance Program.
Next steps:
[Outline next steps in the process. Consider Closure Letter Template as a tool to support the standardized process.]
