
We record the 
complaint, give it a 
unique number and 

set up a file 

We conduct 
preliminary 

inquiries to see if 
there is a case to 
answer and if we 
can investigate

The Complaint is 
about staff conduct 

we refer it to the 
appropriate person

Complaint is one 
staff member about 

another staff 
member. We will 

refer the complaint 
to HRS.

Complaint is about 
a matter of 
academic 

judgment. We will 
case manage the 

complaint and liaise 
between the 

complainant and 
the respondent. 

The complaint is 
resolved or closed 
and we inform the 
complainant of any 

appeal rights.

We apply policy 
and procedure. The 
respondent may be 

consulted and 
asked for input and 

comment 

We gather evidence  
and make a report 

with  
recommendations 

to appropriate 
person

The appropriate 
person will 

determine the 
matter and take 

any  action if 
needed

We will send an 
outcome letter to 
the complainant

We will send an 
outcome letter to 
the complainant

The complaint 
is about something
we can investigate

The complaint is 
about something 

we can’t investigate

We will send an 
outcome letter to 
the complainant
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