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Template: Outcome Letter


Important Information:
The Western Australian Reportable Conduct Scheme (Scheme) requires the head of an organisation covered by the Scheme to provide subject employees with procedural fairness. Section 19ZA of the Parliamentary Commissioner Act 1971 (the Act) requires that as soon as possible after the end of an investigation, the head of the organisation must provide the employee: 
· Written notice stating that the investigation has ended (section 19ZA(2)(a)); and 
· A written report setting out the findings of the investigation and the reasons for those findings (section 19ZA(2)(b)) (this does not need to be the same written report provided to the Ombudsman).
The template Outcome Letter below is a useful guide for entities covered by the Scheme and may be used when submitting documents to the Ombudsman evidencing compliance with section 19ZA of the Act. Please note, use of the template is not required and is intended to reflect a ‘best practice’ approach.

Outcome Letter (Template)Private & Confidential

[Name of Subject Employee]
[Subject Employee Address]

[Date]

Dear [Name of Subject Employee]

Outcome

This letter relates to the following alleged incident(s), namely that at [Organisation/Location of Alleged Incident] – 

[Outline Allegation Details]

In our letter to you dated [Date of Proposed Findings and Actions Letter], we advised you that we were proposing to make [substantiated/unsubstantiated] disciplinary and reportable conduct findings to the above allegations.

We have considered the additional information you provided on [Date of Employee’s Response(s)].



Our investigation is now finalised. Having considered all the information available, the following allegation(s) are [substantiated/unsubstantiated]:

[Outline what the Allegation(s) are substantiated/unsubstantiated for]

Reasons

The reasons for these findings are as follows:
· [Outline the Reasons for the finding(s)]

Required Actions 

As a result of the findings, the following action is required:
· [Outline adverse action against Employee]

These findings have been reported to the Ombudsman Western Australia. 

Confidentiality

We remind you that this matter is confidential. This means you should not discuss or disclose any matter relating to this investigation with any person, other than me, your representative or your support person. You should also ask them to keep this matter confidential. If you become aware of any breach of confidentiality regarding the investigation, please contact me immediately. 

Harassment 

It is against [Organisation’s name] policies for any person to victimise, harass or retaliate against you as a result of your involvement in this matter. You should immediately contact me if you think this has occurred. Likewise, it is against our policies for you to victimise, harass or retaliate against any person or witness involved in this matter. If you do so, you may be subject to disciplinary action, up to and including termination of your employment.

Employee Assistance

[Details of any Employee Assistance available]

Thank you for your cooperation shown during our investigation.

Yours sincerely,
[Signature]
[Name of Decision Maker]
[Title of Decision Maker]
[Contact Details of Decision Maker]
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