NOTICE OF POLYGRAPH TEST
TO:


NAME OF EMPLOYEE




ADDRESS

DATE NOTIFIED:


FROM: 

Name of Company Official

SUBJECT: NOTICE OF POLYGRAPH EXAMINATION

This memo constitutes a ______ hour notice and you are hereby requested to cooperate with a polygraph examination as part of an ongoing investigation.

1. The examination will address specific questions that have arisen from our ongoing investigation. The facts are: (Employer will describe the economic loss or injury to the employer’s business).  

2. You had access to the (property, codes or controls, etc) and (the employer will describe the employees access to the source of the loss) cash at all times while employed from _____ through _____ and this is the subject of this investigation because you had keys and did work during those times.
3. Reasonable suspicion of your involvement in the described incident is based on the following facts: (You handled the missing money, you entered the premises, etc).
4. Only questions discussed prior to the polygraph examination will be asked during the examination.
5. You will not be asked questions about your religious beliefs or affiliations, opinion or beliefs as to race, politics, sexual behaviour, the union that you belong to or questions that are degrading.
6. During the examination sensors will be placed on your body so for that reason, do not wear any bulky clothing. The instrument used will be an electronic instrument that records changes in the cardiovascular, respiratory, and electro- dermal patterns for the purpose of rendering a diagnostic opinion on the truthfulness of your responses. The examiner will review with you the nature and methodology of the test. Each and every question will be reviewed with you before the commencement of the chart collection phase of the examination.
7. You have the right to an interpreter.
8. If you prefer, any other person (such as your union representative) may be present during the examination, provided that he/she does not interfere with the proceedings.
9. The Polygraph Examiner and management wish to give you every opportunity to have a successful and positive examination. For that reason, you are asked to get good rest, eat lightly and refrain from any alcoholic or non-prescribed drugs for at least 24 hours before taking the test. 

10. The Polygraph Examiner asked that we inform you that this will be a non-accusatory examination.

11. The examination is voluntary and is viewed as part of the ongoing investigation; therefore the polygraph will be used as a tool to exclude you from any further investigation if your truthfulness is verified.


______________________________



Date:
_______________________

Employee Signature 








______________________________



Date: _________________________

Company Representative Signature (Name of Official)


