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Ethics Intake

1.  A person performing ethics “intake” need not be a subject matter expert but needs to know limitations on scope (e.g., risks related to privacy or non-US laws restricting anonymous reporting).
2.  Utilize standard procedures, including checklists, which will reinforce the training for those performing intakes and reduce the numbers of lapses.
3.  Emphasize the need for courtesy, respect, and patience.
4.  Emphasize the need to avoid being judgmental.
5.  Focus on the facts; seek documents or other physical evidence; ask about witnesses.
6.  Cover who, what, when, where, why, and how.


Investigation

1.  Pay attention to process (and “procedural justice”):
a.	Get the right people involved;
b.	Develop and use a good process for gathering and weighing facts;
c.	Consider the requirements of law;
d.	Consider the impact of alternatives on stakeholders;
e.	Consider alternatives with reference to company values; and
f.	Assess whether the decisions reached are intended to treat similarly situated persons in similar ways.
2.  Avoid being judgmental; allow the facts to shape the investigation.
3.  Be attentive to the risks of physical harm to persons and the risks of ongoing, unlawful activity.


Close-Out and Follow-Up

1.  Seek fair outcomes for discipline.
2.  Perform root cause analysis, and assess opportunities for strengthening the following:
a.	Standards (code and policies);
b.	Communications regarding Standards, Procedures, and Ethics Program;
c.	Training regarding Standards, Procedures, and Ethics Program;
d.	Reporting mechanisms;
e.	Risk management program, including the use of systems and controls;
f.	Employee appraisal process;
g.	Investigation process;
h.	Monitoring, including audit;
i.	The Ethics/Compliance organization; and
j.	The culture of the organization.
