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

Dear [NAME],

Invitation to Attend a Workplace Investigation Meeting
I’m writing in relation to your complaint of [DATE] in relation to [NAME OF RESPONDENT] (Complaint). 
A workplace investigation has been commenced in relation to your Complaint, and the purpose of this letter is to set out the Investigation process and invite you to an Investigation meeting.
Process
[NAME] has been assigned to conduct the Investigation into the Complaint. 
The first step will be for [NAME] to meet with you to go through your complaint and obtain any further information and/or evidence that you may be able to provide. 
The Investigation will involve obtaining relevant evidence which may include witness evidence, supporting documents, records, and any other relevant information.

[NAME OF RESPONDENT] will be provided with full details of the Allegations made about them and given an opportunity to respond and provide any information or evidence that they may wish to provide.  
At the conclusion of the investigation, [NAME] will determine, on the balance of probabilities, whether the Allegations are substantiated, unsubstantiated, or whether there is insufficient evidence to make a finding. You will be advised of the findings in due course. 
The findings will be reported to the decision maker who will make a decision on what action(s) to take, if any.

Meeting Details
[NAME] would like to meet with you to discuss your complaint. Please let us know your preference of the following times:
[INSERT TIME OPTIONS]
The meeting will be held at [LOCATION]. Once we confirm a time, I will send you a separate calendar invitation. [If applicable] NAME (POSITION TITLE) will also attend the meeting to take notes. 
The purpose of the meeting is to give you an opportunity to provide your version of events and provide any information and/or documents that you would like considered.
Please let me know if you wish to bring a support person and their name so that appropriate arrangements can be made. Your support person must not be a person who was involved in the events under investigation and/or who is identified as a potential witness to those events. A support person is there to provide you with support during the meeting and not to act as an advocate.
If you wish to provide written information about the Complaint before the meeting, please send it via email to [INSERT EMAIL]. You will also be able to provide information after the meeting. 
Confidentiality
During the Investigation, you are responsible for maintaining strict confidentiality about the Investigation and cooperating with the Investigation and related processes. 
Victimisation is not tolerated and if found may result in disciplinary action up to and including termination of employment. 
Employee Assistance Program
As you are aware, the Employee Assistance Program (EAP) offers 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]. 

Do not hesitate to contact me if you have any queries. 

Yours sincerely
[insert signature]
Name Surname
Position Title
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