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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 – outcome - Complainant
Template for guidance purposes 
[bookmark: _Hlk53393081]
DATE
STRICTLY CONFIDENTIAL
NAME
POSITION
DEPARTMENT
DELIVERED BY:
EMAIL/HAND: 

Dear [NAME],
Outcome of the Investigation 
This letter confirms the outcome of the investigation into the allegations of workplace misconduct that you made about [NAME OF RESPONDENT] (Investigation).  
The Investigation looked into matters that were relevant to the allegations you made about [NAME OF RESPONDENT]. 
You alleged that: 
[COMPLETE WITH ALLEGATION 1]
[COMPLETE WITH ALLEGATION 2] ETC.   
(collectively, and separately, the Allegations).
Findings 
On the balance of probabilities, I have made the following Findings with respect to the Allegations. 
Substantiated: 


[LIST ALLEGATIONS THAT HAVE BEEN SUBSTANTIATED] 
Unsubstantiated: 
[LIST ALLEGATIONS THAT HAVE NOT BEEN SUBSTANTIATED]
(collectively, and separately, the Findings).

Process 
The process of the investigation included, but was not limited to:
Interviewing yourself.
Interviewing [NAME OF RESPONDENT].
[Optional: Interviewing other relevant witnesses.]
[Optional: Reviewing relevant documentary evidence.]
Assessing the evidence gathered and forming a view that it was sufficient to draw a conclusion on the balance of probabilities.  
Considering the evidence gathered and drawing findings on the balance of probabilities. 
[Insert any other relevant steps]
Next Steps
The Investigation is now concluded. 
[NAME OF RESPONDENT] has been given a letter setting out the Findings of the Investigation in similar terms to this letter. 
[EMPLOYER NAME] will consider these Findings and decide what action is appropriate in the circumstances.  
Employee Assistance Program 
As you are aware, our EAP provider, provides free and confidential counselling services for all employees and members of their immediate family and household. Should you wish to contact EAP please do not hesitate to do so by telephoning [INSERT CONTACT NUMBER]. 
Strict confidentiality and related matters 
Please be advised that the information contained in this letter as well as the details of the Investigation remain strictly confidential. You are required to maintain confidentiality at all times in respect of this matter, and therefore not discuss any part of this Investigation, Findings or outcomes, with any person.  
Please also keep in mind that you must not treat anyone detrimentally or retaliate against anyone because of this Investigation or their involvement in this Investigation. 

Any breach of these requirements could be considered a serious breach of [EMPLOYER NAME] values and/or your contract of employment, which may result in disciplinary action up to and including termination of your employment. 

Queries 
If you have any queries in relation to the Investigation, please contact me on [PHONE NUMBER] or via email at [EMAIL ADDRESS]. 
Yours sincerely
NAME
POSITION
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