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COMPLAINT 
INVESTIGATION PROCESS 
FOR ALLEGED MISCONDUCT OR REPORTABLE 

CONDUCT BY A MEMBER OF STAFF
TRINITY
 GRAMMAR SCHOOL

1.	 Making Allegations:

Allegations made against staff by a parent, caregiver or community member;	

	Æ should be made in writing to the Head Master either by letter addressed to; 	  
The Head Master -Trinity Grammar School, PO Box 174, Summer Hill NSW, 2130	  
or by email to headmaster@trinity.nsw.edu.au 

	Æ should be made confidentially and will be treated as confidential;	

	Æ will be acknowledged in writing by the Head Master or his delegate. 

	Æ an allegation made against the Head Master is to be made in writing by letter addressed to; 
The Chairman of the School Council- Trinity Grammar School, PO Box 174, Summer Hill NSW, 2130  
and be marked CONFIDENTIAL.

Allegations made against Staff by another Staff Member;	

	Æ Are to be made as per the Schools Code of Conduct, Child Protection Policy and Safe Learning and Workings Environment Guidelines.

2.	 Receiving the allegations: 

The Head Master or his delegate will discuss the allegations received with a School Psychologist and an Accredited Child Protection Investigator 
for class and kind allegations and will ascertain whether the complaint involves a risk of significant harm. They will refer to the Mandatory 
Reporting Guide (MRG) to ascertain whether the NSW Department of Communities and Justice and/or the NSW Police should be informed. The 
Head Master will decide whether the allegation is:

2.1.	 An allegation of reportable conduct, meaning a type of child abuse either physical, sexual, psychological, ill treatment, neglect or 
misconduct that may involve child abuse. In which case, it will then be decided to:

	Æ clarify the allegation by having a School Psychologist or Accredited Child Protection Investigator interview the alleged victim and 
determine that it is an allegation of reportable conduct;

	Æ make appropriate notifications to NSW Department of Communities and Justice, NSW Police, the NSW Office of the Children’s Guardian 
if an allegation of reportable conduct has been made;

	Æ carry out a risk assessment to ensure the safety of the alleged victim, the person subject of the allegation, other students and the School.

2.1.	 A non-reportable allegation may include: 

	Æ a first time allegation of physical assault;

	Æ a first time allegation of unreasonable restraint or excessive force to protect a child;

	Æ no injury or harm has occurred to a child;

	Æ no force was involved in the alleged incident;

	Æ no use of objects.

	Æ In which case:

	Æ clarify the allegation by having an Accredited Child Protection Investigator interview the alleged victim and determine that it is an 
allegation of a class or kind;

	Æ carry out a risk assessment to ensure the safety of the alleged victim, the person subject of the allegation, other students and the School;

	Æ consult with the Association of Independent Schools - Child Protection Unit

2.2.	 A non-reportable allegation of conduct that does not involve child protection issues such as professional misconduct or incompetence.

	Æ clarify the allegation by having an Accredited Child Protection Investigator interview the alleged victim and determine that it is an 
allegation of a conduct that does not involve child protection issues;

	Æ carry out a risk assessment to ensure the safety of the alleged victim, the person subject of the allegation, other students and the School.
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3.	 Investigation

3.1.	 If the NSW Police and/or NSW Department of Communities and Justice decide that an external investigation should be conducted, the 
NSW Police and/or NSW Department of Communities and Justice will determine the investigation process.

3.2.	 During the investigation, the Head Master or an Accredited Child Protecton Investigator will carry out a risk assessment to determine 
whether the person subject of the allegation may continue to carry our his/her normal duties.

After an Investigation by NSW Police or NSW Department of Communities and Justice

3.3.	 After the completion of an external investigation and any legal proceedings arising have been finalised, the Head Master may determine 
that a School investigation will be conducted.

3.4.	 If an allegation is referred to the NSW Police and/or NSW Department of Communities and Justice and these agencies did not 
investigate, the Head Master will conduct an investigation.

3.5.	 If there is no external investigation, a decision will be made by the Head Master as to how to proceed and whether a formal 
investigation is necessary due to the nature of the complaint. If so, he will appoint an Investigator to investigate the allegation. Only 
Accredited Child Protection Investigators will investigate allegations. The allegation(s) will be formalised in writing.

3.5.1.	 The allegations will then be provided in writing to the person who is the subject of the allegation (PSOA) as well as 
information regarding the investigation process, support for the PSOA and other relevant information.

3.5.1.	 An opportunity will be provided for the person against whom the allegation has been made to respond to the allegation(s), 
and be advised that they may have a support person of their choice

3.5.1.	 If necessary, the allegation(s) will be investigated by interviewing the alleged victim(s) and any other person(s) who may have 
relevant information:

3.5.3.1 full documentation, will be collated including all relevant information and transcripts of interviews.

3.5.3.2 all relevant witnesses will be interviewed.

3.6.	 An analysis of all collected information/evidence will then be undertaken by the Investigator.

3.7.	 Consideration will be given to all the evidence and a Preliminary Finding will be made as to whether the allegation is sustained

3.8.	 A report of these findings will be submitted to the Head Master for final consideration and determination.

3.9.	 If necessary, the Head Master will notify the NSW Department of Communities and Justice, the NSW Police, the NSW Office of the 
Children’s Guardian.

3.10.	The Head Master will determine whether any disciplinary action is taken by the School and what information is provided to the 
complainant.

4.	 Complaints of a minor matter that do not involve child protection issues or major breaches of the Trinity Grammar School Code 
of Conduct for staff

Complaints may be made by students and parents regarding staff members that are minor and which can be dealt with by a Head of Department, 
Housemaster, Stage Coordinator, Sportsmaster, Master In Charge of a sport or a co-curricular activity, Activities Master or Deputy Head. 
Examples of complaints of a minor nature include, but are not limited to, team selection or homework. 

In these situations, the relevant person will discuss the matter with the student concerned and with the teacher who is the subject of the concern 
in order to resolve the issue.

If the matter cannot be resolved, then the concern should be referred to the Head of the Junior School, Head of the Preparatory School, Head 
of the Middle School or Head of the Senior School.

The matter may be referred to the Deputy Head Master - Summer Hill or Head Master.

Click to view -

Child Protection Policy

http://community.trinity.nsw.edu.au/global_docs/Child-Protection-Policy.pdf
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COMPLAINT INVESTIGATION PROCESS

FOR ALLEGED MISCONDUCT OR REPORTABLE CONDUCT BY A MEMBER OF STAFF

The Head Master or his delegate will respond to the complainant in writing and keep them informed throughout any investigation and of the 
investigations final findings if appropriate.

COMPLAINTS (ALLEGATIONS) INVESTIGATION PROCESS 
FOR ALLEGED SERIOUS MISCONDUCT BY STAFF (of a Child Protection nature) 

HEAD MASTER 
Decision made as to nature of the complaint (allegation) by the Head Master or 
his delegate in consultation with Head of Counselling Services and Senior Staff. 

MRG completed. Psychologist for the alleged victim/s appointed and staff 
offered to PSOA .

NOTIFICATION Notification is 
made to the NSW Office of the 
Children's Guardian, the Police, 

Communities and Justice. 

REPORTABLE CONDUCT1 CLASS OR KIND 
ALLEGATION2 

Collection and analysis will be made of 
all relevant information. 

PSOA given an opportunity to respond 
to any further allegations that might be 

revealed during the investigation 

EXTERNAL AGENCY 
INVESTIGATION 

(Police, CaJ or JCPR)

COMPLAINT 

REFERENCE OF 
INVESTIGATION 

SENT TO THE ASSOCIATION OF 
INDEPENDENT SCHOOLS NSW 

RISK ASSESSMENT carried out. 

PRELIMINARY FINDINGS submitted to 
the HEAD MASTER who will make a 

FINAL FINDING and take appropriate 
action. 

Alleged victim/s interviewed. 
All relevant witnesses interviewed. 

NOTE: 

1
A reportable allegation can include child 

abuse, neglect, physical assault (for 
example, any unwelcomed touching), 
sexual assault (including grooming), 
psychological abuse (that is, hostility, 
rejection or humiliation) and misconduct 
(misbehaviour or wrong doing). 

2

Agreements between the AIS, the NSW 
Ombudsman and the Children’s Guardian 
has meant that allegations of a Class or 
Kind nature can be investigated 
internally to the organisation concerned 
if done so by AIS trained Investigators. 

Person Subject Of the Allegation is informed in writing. 
Given an opportunity to respond. 

Head Master’s action within the School. 
Appropriate notification if necessary to 
NSW Office of the Children’s Guardian. 

FOR CLASS OR KIND 
ALLEGATIONS ONLY 

NON REPORTABLE, NON CLASS AND 
KIND, NON PROFESSIONAL 

MISCONDUCT OR INCOMPETENCE  

INTERNAL SCHOOL INVESTIGATION 

NON 
CLASS OR KIND 
ALLEGATIONS 

PROFESSIONAL MISCONDUCT OR 
INCOMPETENCE 

that does not involve Child 
Protection Issues. 

The minor matter can then 
be investigated by the: 
 Head of Department;
 Housemaster;
 Stage Pastoral Leaders;
 Director of Sport and 

Cocurricular;
 Activities Master;
 Sportsmaster;
 Sports MIC;
 Cocurricular MIC;
 Deputy Head of 

School,
Depending on the matter of 
the complaint. 

The matter could then be 
referred, if not resolved to the: 
 Appropriate Head of School;
 Academic Dean; or
 Head of Human Resources.

If a satisfactory resolution has 
still not been found, the matter 

could be referred to the 
Deputy Head Masters or the

Head Master 

IF NOT RESOLVED 

IF NOT RESOLVED  

AIS CONSULTED 

INVESTIGATOR APPOINTED – only AIS accredited 
investigators to be appointed for class and kind allegations 

RISK ASSESSMENT carried out. 

The Head Master must 
either provide a 

finalised investigation 
report or an interim 

investigation report to 
the Office of the 

Children’s Guardian at 
the 30-calendar day 

mark (ie within 30 days 
after the Head Master 
receiving the report of 

the reportable 
allegation) If the entity 

report is not available at 
the 30-day mark, the 
relevant entity must 
provide an estimated 

timeframe for 
completion of the entity 

report.


