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1. Introduction 

 

 

 

 

 

2. Definitions  

3. Scope 
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4. The Law 

 
 
 
 
 
 

5. Purpose 

6. Principles 
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7. Policy Statement 

 

 
 
 

 

8. Responsibilities  

 
 

 
 
 
 

 

 

 

 
 

 
 

 

 

9. The Procedures (most usually followed in sequence) 
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10. College Initiated Investigation 

11. Definitions 

12. Review  
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ANNEXURE   A 
 
 
 
 
 
 
 
 
The purpose of this form is to collect statistical information about anti-discrimination, sexual harassment and bullying 
complaints so that this information can be transferred to the Harassment Register.  No identifying information is to be 
recorded on this form.  A quarterly report is generated from the Harassment Register and forwarded to the 
Principal/Delegate.   Statistical information includes the gender, and employment status of person making complaint and 
person who is being complained about, and options chosen for resolution. 
 
 
DETAILS ABOUT RECEIVING COMPLAINT (For completion by office staff)  
 
 
 
 
 
   
 
 
 
 
 
INCIDENT DETAILS 

…………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………… 

 
Name of who finalized this complaint:  ______________________________________________________ 

Date of filing:      _______________________________________ 

FORMAL COMPLAINTS FORM   
For completion by person making complaint 

Date: 

Date of receipt of complaint:   _________________________________ 
  
Name of person who received  
the complaint at the first instance:  _________________________________ 
 

The complaint was referred to:  The Principal 
      Head of School – P / M / S  
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ANNEXURE   B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONFIDENTIALITY PROTOCOL FOR PARTIES AND WITNESSES 

This interview is being conducted by Nambour Christian College into allegation(s) of 
workplace problems / complaints and will be carried out based on the principles of 
natural justice and in good faith. 
 

PLEASE NOTE THE FOLLOWING 
 
1. True and accurate disclosure and co-operation is essential in establishing the 

facts. 

2. Confidentiality is to be maintained at all times to protect privacy and avoid 
defamation.   Only people required to know the information (Principal and 
CEO) should be told the details of the alleged problem.  No discussion about 
the fact that there has been an interview or what has been said at the interview 
must occur. 

3. If confidentiality is breached, you could be sued for defamation.   The College 
will regard breaches of confidentiality as serious and may take disciplinary 
action. 

4. You are requested to proceed in a professional manner and observe 
appropriate workplace behaviours.  No “victimisation” of anyone must arise 
during or after the investigation of this complaint. 

5. Concise notes will be taken of what you say and will be shown to you at the 
end of the interview for accuracy. 

6. You can contact your support person / union member at any stage of the 
process.   You have been advised of your right to have a support person 
present at this or any subsequent interview. 

 
 
I have read and understand this protocol. 
 
Name       Telephone 
__________________________________  _______________________ 
 
Signed       Date 
__________________________________  _______________________ 
 
Complaints Manager     Date 
_________________________________  _______________________ 
 
Signed 
_________________________________ 
 

 


