INVESTIGATION PROCESS
If an investigation needs to be conducted the following steps are to be followed:
1.

A written brief will be provided to the investigator to ensure the terms of engagement and scope of the
investigator’s role and responsibilities are clear.

2.

The complainant will be interviewed and the complaint documented in writing.

3.

The details of the complaint will be conveyed to the person/people complained about (respondent(s)) in full. The
respondent(s) must be given sufficient information to enable them to properly respond to the complaint.

4.

The respondent(s) will be interviewed and given the opportunity to respond. The respondent(s) response to the
complaint will be documented in writing.

5.

If there is a dispute over the facts, then statements from witnesses and other relevant evidence will be obtained
to assist in a determination.

6.

The investigator will make a finding as to whether the complaint is:
•

substantiated (there is sufficient evidence to support the complaint);

•

inconclusive (there is insufficient evidence either way);

•

unsubstantiated (there is sufficient evidence to show that the complaint is unfounded); and/or

•

Mischievous, vexatious or knowingly untrue.

7.

A report documenting the complaint, investigation process, evidence, finding and, if requested,
recommendations, will be given to the Complaints Manager.

8.

A report documenting the complaint and summarising the investigation process and key points that were found
to be substantiated, inconclusive, unsubstantiated and/or mischievous will be provided to the complainant and
the respondent(s).

9.

Both the complainant and the respondent(s) are entitled to support throughout this process from their chosen
support person/adviser.

10.

The complainant and the respondent(s) may have the right to appeal against any decision based on the
investigation. Information on our appeals process is in Attachment C5.

More detailed information on conducting internal investigations can be found at
www.ausport.gov.au/ethics/policy.asp

COMPLAINTS PROCEDURES

Attachment C3

