INVESTIGATION WORKSHEET
	1. Case Number
	MCCR Case #:_____________________

HUD Case #:______________________
EEOC Case #:_____________________

	2. Complainant Info

	Name:__________________________
Address:_________________________

________________________________

________________________________

________________________________ 

	3. Complainant Data
	Dates of Employment:

       From:___________ To:_____________

Position Title:_________________________

Name of Supervisor:____________________

Alleged Discriminator:___________________

	4. Respondent Info
         (List All)
	Name:___________________________

Address:__________________________

_________________________________

_________________________________

_________________________________

	5. Respondent Data
	# of Employees:  ____________________

Business Description: 


	6. Jurisdiction:
	

	a. Timeliness:  Did the complainant file the case in time?  


	· Yes

· No

	b. Standing: Is the person who filed the complaint the person who was injured by the alleged discrimination or a person reasonably associated with the person who was allegedly injured?


	· Yes

· No

	c. Subject Matter:  Did the person allege an injury based on the protection provided by the law?


	· Yes

· No

	d. Jurisdiction over the Respondent:  Does MCCR have jurisdiction over the Respondent?

	· Yes

· No

	7. What is the allegation(s)?  


	What are the Issues? Select all that apply

· Hiring

· Promotion

· Terms and Conditions of Employment

· Discharge

· Harassment

· Hostile Work Environment

· Discipline

· Other:_____________________________

	8. What is the basis?  Select all that apply.


	· Race:______________________________

· Color:_____________________________

· Sex:_______________________________

· Religion:___________________________

· National Origin:_____________________

· Age:______________________________

· Retaliation

· Disability:__________________________

· Familial Status:______________________
· Genetic Info
· Sexual Orientation

· Marital Status:_______________________

	9. What is the theory of discrimination?  Select all that apply.


	· Disparate Treatment 

· Adverse/Disparate Impact

· Pattern or Practice

· Direct Evidence

· Mixed Motive

· Other:_____________________________

	10. What statute(s) appears to have been violated?  Select all that apply.


	· Title VII (race, age, color, religion, sex, national origin, disability, and/or retaliation)

· Title 20 (race, age, color, religion, sex, national origin, sexual orientation, disability, and/or retaliation)

· Title VIII ((race, age, color, religion, sex, national origin, disability)

	11. When did the alleged discrimination occur?  


	· Date:____________To:___________

· Continuing action

	12. Where did the alleged discrimination occur?

            (List County)

	

	13. What documents and/or information are needed from Complainant?
	· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

· _______________________________

	14. Who are witnesses for the Complainant?

(Attach all witness statements)
      List all witnesses provided by CP and reasons if not    interviewed
	· Name :____________________________

Number:___________________________

Interview Date:______________________  

· Name:_____________________________

Number:___________________________

Interview Date:______________________

· Name:_____________________________

Number:___________________________

Interview Date:______________________

· Name:_____________________________

Number:___________________________

Interview Date:______________________

	15. What documents and/or information are needed from   Respondent?
	· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

	16. Who are witnesses for the Respondent?

(Attach all witness statements)

	· Name:_____________________________

Number:___________________________

Interview Date:______________________

· Name:_____________________________

Number:___________________________

Interview Date:______________________

· Name:_____________________________

Number:___________________________

Interview Date:______________________

· Name:_____________________________

Number:___________________________

Interview Date:______________________



	17.   What other information/data do you need to collect after Fact-Finding Conference?  

· Indicate the source and follow-up with a Document and Information request 


	· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

· ________________________________

	18.  Prima Facie Case:
	

	

	19.  Respondent’s Defense:
	

	

	20.  Source of Verification of RP Defense

       (Be sure to include tab location of documents listed and how the source was independently verified)
	· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

	21.  Complainant’s response to each defense:
	

	

	22.  Documents submitted by Complainant :

       (Be sure to include tab location of documents listed)
	· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

	23.  Comparative Evidence:
	· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

· ____________________________

	24.  Analysis:
	Legitimate non-discriminatory reason clearly stated:

Legitimate non-discriminatory reason verified: 

Direct evidence of discriminatory motive:     

	25.  Summary of Investigation:
	

	

	26.  Comments/Exit Interview:
	

	

	27.  Conclusion:
	

	

	Signature of Investigator:
	Date:

	Signature of Supervisor:
	Date:


FOR GUIDANCE ONLY

	ELEMENTS OF PROOF: Disparate Treatment
· Complainant is a member of a protected class;

· Complainant was subjected to adverse employment action by Respondent;

· Respondent treated similarly-situated persons not of Complainant’s protected status more favorably; and

· There is a causal link between Complainant’s protected class and the adverse action.
	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Discharge
· Complainant is a member of a protected class;

· Complainant is qualified for the position s/he was performing and satisfied normal requirements of the position;

· Complainant was discharged; 

· Respondent filled the position by an individual outside the protected group while similarly situated employees were retained; and

· There is a causal link between Complainant’s protected class and the discharge.
	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Disability
· Complainant is a member of a protected class and can perform the essential functions of the position with or without a reasonable accommodation;

· Complainant was subjected to adverse employment action by Respondent;

· Respondent treated similarly-situated persons not of Complainant’s protected status more favorably; and

· There is a causal link between Complainant’s protected class and the adverse action.
	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Hiring
· Complainant is a member of a protected class; 

· Complainant applied for the job and the job was open; 

· Complainant is qualified for the position; and

· Complainant was not hired and there is a causal link between the Complainant’s protected class and the refusal to hire/re-hire.
	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Retaliation 


· Complainant opposed an unfair practice;

· Respondent knew or should have known that Complainant opposed the practice;

· Complainant was subsequently subjected to an adverse employment action; and

· There is a causal connection between the opposition and the adverse action.
	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF:  Reasonable Accommodation
· Complainant has a disability which requires an accommodation;

· Respondent was made aware of Complainant’s need for accommodation;

· Respondent refused or failed to engage in an interactive process with Complainant, and/or refused or failed to provide the needed accommodation; and

· The required accommodation allows Complainant to properly perform the essential functions of the job in question.


	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF:  Religion
· Complainant is a practicing member of (identify creed or religion);

· Complainant notified Respondent of his/her need for religious accommodation;

· Respondent denied Complainant’s request for accommodation; and

· The requested accommodation was reasonable and did not create an undue hardship for Respondent.

	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Sexual Harassment/Hostile Work Environment


· Complainant is a member of a protected class;

· Complainant was subjected to unwelcome sexual conduct;

· The conduct was because of Complainant’s sex; 

· Complainant opposed the conduct (opposition not required if perpetrator is in supervisory position); and

· The conduct was sufficiently severe or pervasive to alter the terms/conditions of employment and create an intimidating, hostile, offensive work environment.


	Reason Charge Failed to Meet Element(s):

	ELEMENTS OF PROOF: Harassment/Hostile Work Environment
· Complainant is a member of a protected class;

· Complainant was subjected to hostile treatment;

· The conduct was because of Complainant’s protected class;

· The conduct was sufficiently severe and/or pervasive to alter the terms/conditions of employment and create an intimidating, hostile, offensive work environment; and

· Respondent knew or should have known of the harassment and failed to take prompt and remedial corrective action.


	Reason Charge Failed to Meet Element(s):


