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The complaint should include the following: 

 The alleged event, matter, or issue 

 The name and details of the 

respondent 

 The names and addresses of any 

witnesses 

 Any additional information, 

documentation, or other evidence  
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TIME LIMIT 

The complaint must be filed 

within three months of the 

incident or last incident 

INQUIRY PROCESS 

 Send a copy of the complaint to the 

respondent within seven working days  

 Receive the respondent's response within 

10 working days 

 Begin the inquiry and complete it within 

90 days  

 Follow the principles of natural justice 

APPEAL 

If the complainant or 

respondent is not satisfied 

with the inquiry report, they 

can appeal to the employer 


