STAFF-IN-CONFIDENCE (When QA brief is drafted)

QUICK ASSESSMENT EXAMPLE TEMPLATE FOR 
UNACCEPTABLE BEHAVIOUR COMPLAINTS
Quick Assessment Brief for [insert name of initiating officer/manager]

Complaint of Unacceptable Behaviour: [insert identifier, eg complainant’s name, respondent’s name or event]

Date of incident: [insert date or range of dates of alleged unacceptable behaviour]

DIRECTION 

1. Details of the direction provided to the QA officer. (Content may include who requested the QA; when the QA was requested (date/time); the timeline for the QA (generally with 24 hours, unless directed otherwise); and if appropriate, date and time of the completed QA brief.) 

ALLEGATION(S)
Summary of the Allegation(s) or Incident(s)
2. Provide a summary of the specific allegations from the complaint. 
Summary of Details Known

3. Parties involved:

a. Complainant – [name, workplace].
b. Respondent – [name, workplace].
c. Witness – [name, workplace].

d. Other parties involved – [name, workplace].
4. Date, time and place of alleged incident(s):
5. Supporting information or evidence: [Identify the information – do not provide assessment at this point, eg xxxx is provided at Attachment [X].

PARTIES INTERVIEWED

6. [Name]. Summarise key information provided. Interview notes / record of conversation with [name] is Attachment [X]. 

7. [Name]. Summarise key information provided. Interview notes / record of conversation with [name] is Attachment [X]. 

8. [Name]. Summarise key information provided. Interview notes / record of conversation with [name] is Attachment [X]. 

Complainant’s Desired Outcome(s)
9. Identify the complainant’s desired outcome. 

ACTION(S) TAKEN TO DATE
10. What action has been taken to date to resolve this situation? (Content may include the actions of the respondent and line supervisor, whether the respondent has been available to be informed of the allegation, what advice you have considered in the conduct of the QA, and whether other inquires or investigations are currently underway that are associated with, or directly related to this allegation)
ASSESSMENT OF THE COMPLAINT
Provide an assessment of the complaint based upon the evidence. Do not make any assumptions or provide personal judgments. Areas to address are outlined below.
Type of Unacceptable Behaviour
11. Is the complaint about unacceptable behaviour as defined in Annex B to DI(G) PERS 35-3 ? If so, what is the category of unacceptable behaviour?  

Resolution of Unacceptable Behaviour
12. What options are available and appropriate for the resolution of this complaint, include type of informal resolution or form of inquiry? 
Notification/Reporting
13. What are the notification or reporting requirements for this type of incident?  

Safety, Health & Wellbeing

14. Any known impact of the allegation on the safety, health or wellbeing of individuals? 
Systemic/Procedural/Cultural/Training/Communication Issues
15. Have any systemic, procedural, process, cultural, training or communication issues been identified. (Do not pursue inquiry into these matters, though if apparent, it may lead to a recommendation for further inquiry into these matters.)
RECOMMENDATIONS
Based on your assessment of the complaint, provide the commander/manager with recommendations.

16. Recommendation in relation to the complaint: (insert as appropriate)
· no further inquiry – close complaint because:
· allegations do not constitute unacceptable behaviour as defined in DI(G) PERS 35-3 (but may require recommendation for an alternative form of management); or
· there is insufficient information to pursue further inquiry; or
· the complaint is trivial or inconsequential (this recommendation must be used with caution and be strongly supported by information gathered and your assessment); or
· resolve informally – (describe which option(s)); or

· conduct further inquiries (specify where appropriate; for ADF refer to ADFP 06.1.4 Administrative Inquiries Manual for further guidance on what type of inquiry is appropriate in the circumstances).
17. Other recommendations as appropriate in relation to management responsibilities: (Content may include reporting actions such as FR / OHSB / Comcare, support measures, systemic/procedural/cultural/training/communication issues.)
Signature Block

Name

Rank/Position

Date

Attachment(s)

Attachments should include:

· notes on direction of QA (if provided);

· notes of interview, or records of conversation; and
· any supporting documentation or evidence.

Decisions
I concur / do not concur with recommendations. (delete as appropriate)

Additional or alternative decisions and directions: (insert if appropriate):

Signature block of commander/manager

Date
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