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Template: Investigation Report


Important Information:
The Western Australian Reportable Conduct Scheme (Scheme) requires that the head of an organisation must, as soon as practicable after the end of a reportable conduct investigation, give the Ombudsman a written report.
The template Investigation Report below is a useful guide for organisations covered by the Scheme and may be used when submitting reports to the Ombudsman under section 19Z of the Parliamentary Commissioner Act 1971. Please note, use of the template is not required and is intended to reflect a ‘best practice’ approach.
Investigation Report (Template)
	Investigation details

	[bookmark: _Hlk175136080]Reportable Conduct Reference	
	e.g. RC/12345

	Organisation name
	

	Investigator name 
	

	Investigator title/position
	

	Investigator organisation (if external)
	

	Investigator conflicts of interest
	Any perceived, potential or actual conflicts of interest the investigator may have when investigating the matter should be noted here with information on how your organisation is managing the conflict.
For example: 
The Investigator’s child used to attend the premises of the alleged incident. Consideration has been given by the organisation as to whether this potential conflict of interest affects the Investigator’s ability to investigate this matter.
The organisation is satisfied that as the Investigator’s child no longer attends the premises and has no ongoing contact with any person from the premises, this conflict of interest can be sufficiently managed by way of final decision maker review. 

	Subject of allegation

	Name
	If there are multiple subjects of allegations, separate Notifications should be submitted to the Ombudsman for each subject employee.

	Phone number
	

	Email
	

	Role in organisation
	

	Date of birth
	

	Working with Children Check number
	

	Previous Workplace History
	The subject of allegation’s workplace history (where it is relevant to the consideration of the current allegation(s)) should be added. Workplace history information should include: when the allegation is said to have occurred, the nature of what occurred and the outcome of your organisation’s handling of the allegation at the time.

	Victim(s)

	Name
	If there is more than one victim, add details for all victims.

	Date of Birth
	

	Age
	

	ATSI Status
	

	Disability
	

	Other information
	

	Executive Summary 

	This section should include information such as: the details of the allegation(s) being investigated, the purpose of the investigation, a summary of the lines of enquiry followed, and the outcome of the investigation.
For example: 
On [Date], [Organisation Name], was made aware of an allegation(s) that:
[Allegation Details]
The Allegation is a reportable conduct allegation of [Applicable Reportable Conduct Type e.g Physical Assault].
On [Date], [Organisation Name], commenced a reportable conduct investigation into the allegation(s). The purpose of the investigation is to determine whether the alleged reportable conduct is substantiated or unsubstantiated.
The investigation consisted of information gathering from [List Evidence Sources e.g. witnesses, internal records, the subject employee’s response(s) etc].
Following [Organisation Name’s] investigation, the Investigator is of the view that on the balance of probabilities, the Allegation is [Substantiated or Unsubstantiated] for reportable conduct.

	Standard of Proof

	The standard of proof applicable is “on the balance of probabilities”.

	Relevant Policies and Procedures

	

	Investigation Timeline

	Date
	Time
	Action

	
	
	This section should include how and when:
· Your organisation became aware of the allegation(s);
· Managed risks posed by the allegation(s), including: reporting to external agencies such as the WA Police, actions against the subject employee, actions to protect the victim(s) or other children etc; and
· You gathered evidence.

	
	
	

	
	
	

	Procedural Fairness

	Date
	Type
	Details

	
	e.g. Letter of Allegation
	The Reportable Conduct Scheme has specific procedural fairness requirements. For further information about those requirements, see Information Sheet 12 – Procedural Fairness at: 
https://www.ombudsman.wa.gov.au/Reportable_Conduct/Documents/Ombudsman-WA-Information-Sheet-12-Procedural-Fairness.pdf.
It is important that your organisation ensures proper procedural fairness is afforded to the subject employee, as substantiated reportable conduct findings may be referred by the Ombudsman to the Department of Communities’ Working with Children Screening Unit, who may conduct a review into the employee’s ability to work with children. For procedural fairness template letters, visit our website at: 
https://www.ombudsman.wa.gov.au/Reportable_Conduct/RCS-Info.htm.
This section should clearly outline when and how your organisation satisfied the procedural fairness requirements of the Reportable Conduct Scheme, including the details of any response(s) received from the subject employee.
For example:
On [Date], the subject employee was provided a Letter of Allegation providing the details of the allegation(s), advising that the matter was subject to a reportable conduct investigation and providing them with an opportunity to respond.

	
	e.g. Interview
	Further example:
On [Date], the subject employee attended an Interview for the purposes of providing a response to the allegation(s). During the interview, the subject employee stated that:
· [Details subject employee’s responses]

	
	
	

	Summary of Evidence

	Evidence
	Description

	
	

	
	

	
	

	
	

	Findings

	Reportable conduct findings must either be “substantiated” or “unsubstantiated” and can differ from misconduct findings made. A reportable conduct finding is required for each allegation.
For example: 
Following an analysis of all information gathered during this investigation and on the balance of probabilities, I find that the Allegation is [Substantiated or Unsubstantiated] for reportable conduct ([Reportable Conduct Type e.g Physical Assault]).

	Reasons

	Reasons for your reportable conduct findings should include: what evidence supports/does not support whether the alleged conduct occurred and if the conduct did occur, whether the conduct amounts to reportable conduct and why or why not. In determining whether the conduct amounts to reportable conduct, you may wish to refer to the definition of the relevant reportable conduct type which can be found in Information Sheet 3 – Identifying Reportable Conduct at:
 https://www.ombudsman.wa.gov.au/Reportable_Conduct/Documents/Ombudsman-WA-Information-Sheet-3-Identifying-reportable-conduct.pdf.


	Recommendations and Actions

	This section is used for any systemic concerns identified during the course of your investigation and what actions your organisation is considering taking/has taken to address those concerns.


	Disciplinary Action

	This section should outline any actions taken against the subject employee. For example: termination, written warnings, training etc.



	Supporting Appendices

	All documents relied on as part of your investigation should be listed here and copies of these documents should be submitted to the Ombudsman alongside your Investigation Report. Your evidence should show us:
· How you became aware of the allegation(s);
· What lines of enquiry you pursued e.g. witness statements/interviews, internal records, closed-circuit television footage, photographs; and
· How and when the subject employee was provided procedural fairness. For example: Letters of Allegation, letters of Proposed Adverse Findings and Actions, Interview Notes/Transcript/Statements, Employee Response(s) and Final Outcome Letters.
If you do not provide the evidence required, the Ombudsman will request this information from you. 

	Date Investigation Report Completed
	

	Approved by Decision Maker on
	

	Decision Maker
	




Please submit all reportable conduct Investigation Reports via our secure dropzone accessible from: https://ombudsman.sendsafely.com.au/dropzone/reportableconduct.
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