




Instructions
This is an instruction page only. Please remove this page prior to finalisation, publication or circulation. 
This Catholic Employment Relations template has been prepared to support organisations seeking to complete an investigation. It is provided for general guidance purposes only and must not be relied upon as legal advice.
The template has been developed for the Catholic Education Queensland Limited as an interim document for a temporary portal website. It is intended to illustrate the nature of the supporting materials that will be made available. It is not to be used as legal advice.
For advice and assistance in using this Investigation Report to suit your organisation, contact CER on (02) 9189 5999 or enquiry@cer.catholic.org.au .


INVESTIGATION REPORT

Complainant:	<Complainant’s Full Name>, <Complainant’s Title>, <Complainant’s Department> (Complainant)

Respondent: 	<Respondent’s Full Name>, <Respondent’s Title>, <Respondent’s Department> (Respondent)

Investigator:	<Full Name>, (Investigator)

Decision Maker:	<Name>, <Title>, <Respondent’s Department>


1. BACKGROUND

	DATE
	EVENT

	
	[Complainant] provided a complaint about [Respondent] to [insert employee/manager].

	
	[Option 1: In accordance with relevant policies and processes, the complaint was assigned to the Investigator in its capacity as [position title]. OR
[Option 2: The Investigator was instructed by the Decision Maker to investigate the complaint.


	
	The scope of the Investigation was to make:
a. findings of fact, 
b. findings of any breaches of relevant company policy/process, and 
c. recommendations.


	
	The Investigator took a statement and clarified the complaints with the Complainant.

	
	[Insert additional rows with steps taken on each date]



2. ALLEGATIONS

The Complainant has alleged that <Respondent’s First Name> has engaged in the following conduct:

· [Set out details of allegations and particulars, ensure that the allegations are clear, precise, specific, descriptive so that findings of fact can be made.] 

The alleged conduct, if substantiated, is capable of breaching the following workplace policies:

· [insert applicable policies including state government policies (e.g. in relation to child protection and reporting]

3. INVESTIGATION METHODOLOGY AND PROCESS
The process of investigation has involved speaking with the following people and considering the information they provided:

	Name of Interviewee
	Position Title 
	Date of interview 
	Appendix Reference 

	Name of Complainant (Complainant) 
	
	
	A 


	Name of Respondent (Respondent)
	
	
	B

	List any witnesses 
	
	
	C

	
	
	
	Insert relevant Appendix label to notes of meeting with respective individuals

	
	
	
	



[if applicable, Persons not interviewed and why]


The following other written evidence was considered:

	Name of Document
	Details
	Date of Document
	Appendix Reference 

	Document ie. Email
	From who to who i.e. from the Respondent to the Complainant
	
	D


	
	
	
	E

	
	
	
	F



The Investigator assessed the evidence gathered. The findings herein were made on the balance of probabilities. 


4. RELEVANT POLICIES AND PROCEDURES


Below is a list of relevant extracts from [Employer’s name] policies and procedures. These were taken into account when making findings. 

	Policy/Procedure
	Relevant Extract
	Allegation(s)

	
	
	Insert which allegations this policy/procedure is relevant to

	
	
	

	
	

	




5. STANDARD OF PROOF

The Investigator has assessed the evidence referred to in this report and made findings on the balance of probabilities. The Investigator has taken into account the seriousness of the allegations, the inherent likelihood of the conduct having occurred based on the evidence, and the gravity of the consequences following a finding. 

Where there was a direct conflict of evidence about an issue, the Investigator sought to identify a document or independent witness evidence to establish the position. Where none was available, the Investigator has taken into account the credibility and consistency of the witness evidence and where possible made a finding.

6. EVIDENCE, FACTUAL FINDINGS AND REASONING 
	Detailed allegations
	Responses to allegations  
	Evidence and Reasoning 
	Factual Findings




	ALLEGATION 1: [insert allegation]
	
	Witness accounts from ….

Corroborate evidence i.e. ‘Witness 1’s version of events were consistent with the Complainants.
	[Options are:

Substantiated, Partially substantiated (if partially substantiated, explain which parts), Not substantiated, 
Could not be substantiated]


	ALLEGATION 2: [insert allegation]
	
	
	



Further analysis of evidence that was taken into account to make the above findings.

	Evidence and Issue
	Reasons / Explanation
	Impact 

	INSERT THE ISSUE
	INSERT EXPLANATION OF ISSUE
	INSERT WHY AND TO WHAT EXTENT THIS IMPACTED YOUR FINDINGS 

	Reliability of Respondent
	The Respondent provided inconsistent verbal responses, for example [insert].
	This has impacted the credibility of the Respondent’s evidence, therefore, when there was inconsistency between the Respondent’s version of events, the 

	Procedural issue 
	The Respondent did not receive the allegations in advance.
	Potentially the Respondent did not have sufficient time to prepare for the allegations.

	Confidentiality issue 
	On their own admission, the witnesses discussed this incident prior to the investigation meeting
	This may impact on the witness’ credibility, influence witness’ evidence and impact the weight afforded to the witness’ evidence.

	Motive of Complainant
	The Respondent was performance managing the Complainant.
	This may provide the Complainant with a motive to make a complaint. Therefore, the evidence of the Complainant has been closely scrutinised.

	Procedural Fairness
	The date of the Complaint was made was 2 years after the incident.
	This makes witness evidence difficult to rely on, given the lapse in time and memory issues of persons present.




6. Considerations and Recommendations 

With reference to the matters set out above, the Investigator recommends:


[signature]

Name of investigator
Poston Title


Date




APPENDIX OF DOCUMENTS

Appendix 1.

Interview with <Complainant’s Full Name>
Conducted by <Insert Senior HRA Full Name>, Senior HR Advisor
<date> 
<time>
<Insert / Append Meeting Notes>






Appendix 2.
<date>
Conducted by <Insert Senior HRA Full Name>, Senior HR Advisor
Interview with <Respondent’s Full Name> <Respondent’s Title>
<Insert / Append Meeting Notes>






Appendix 3.

Interview with <Insert Witness Full Name>
Conducted by <Insert Senior HRA Full Name>, Senior HR Advisor
<Insert Date> <Insert Time>
<Insert / Append Meeting Notes>
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