


Notice of Discrimination or Harassment Complaint
Date
Employee full name
Employee address
State Postcode

Dear name,
Workplace Complaint
This letter is to inform you that of organisation name has received complaints against you by complainant name with respect to alleged conduct.
In summary, the following allegations have been made:
a. Allegation details
Given the seriousness of the complaint, organisation name has decided to conduct a formal investigation into the allegations and no findings or decisions have been made about any matter at this stage.
The investigation will be impartial and undertaken by investigator company name. You will be asked to meet with the person carrying out the investigation and answer questions and be given an opportunity to respond to the allegations. You will be permitted to have a representative at these meetings.
Organisation name will endeavour to keep confidential all aspects of this investigation. Some aspects of the investigation, however, may be disclosed to other investigation participants as part of the investigation. You and all other investigation participants are also required to maintain confidentiality.
You should be aware that it is unlawful to victimise a person because of their involvement in a complaint. This means you must not victimise or retaliate against any participant in the investigation. Similarly, you should not be victimised because of the complaints. If you feel you are being victimised, please contact name. Any act of victimisation will be dealt with seriously, including disciplinary action being taken.
You will be notified of the time, date and place of the interview. You are entitled to bring a support person or representative with you to the interview.
Once the relevant information has been collected, investigator company name will make findings arising from the investigation. Organisation name will then determine appropriate outcomes. Such outcomes may include no action being taken, a written apology, counselling, a warning, demotion, or dismissal, depending on the seriousness of the findings.
If you have any questions, please do not hesitate to contact name on number.
Yours faithfully,

Organisation name
Signatory Name
Signatory Position
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