
Yes Notify
donor

Subject of
Complaint

advised

Investigation findings are either
‘substantiated’ (proven) or

‘unsubstantiated’ (not proven). The
child/adult is made aware of the

outcome and helps determine next
steps, where appropriate.

Update
donor

The child/adult may be
referred to trusted local

authorities or service
providers for support.

Information gathering can take days
or up to a few weeks. The Investigation
Team will regularly update the alleged
victim/survivor and SOC, offer ongoing

support as needed.

If there is an
immediate safety
concern, trusted
local authorities

should be
contacted.

Responsible Persons
take action to prevent
further harm, including
temporary suspension

of the Subject of
Complaint.

Further review of support
needs of victim/survivor

based on outcome of
investigation.

Reflecting on
lessons learned
is critical at the
close of every
investigation.

Individuals with
specialist skills and

training must be involved
where a report relates to
a child or person with a

disability. Reports
relating to employees

must be led by HR
Managers.

Does the report
need to be  

investigated?

Anyone connected to CARE may see, be told or learn of something concerning the safety or wellbeing of a
child or adult - this could be an incident, allegation, suspicion, rumour, or suspected misconduct. 

For Personnel, Partners, and Service Providers - it is a requirement to report these concerns to CARE. 
Where a report is about the conduct of a person connected to CARE (Personnel, Partner, Service Provider, or

Visitor), CA’s internal reporting and investigation procedure is activated.

Does the
information
need to be
reported?

Report the information via
CARELine, a Feedback

Mechanism or Responsible
Person at CARE.

Review of risk
matrix and

management
procedures.

No

Responsible Persons to
determine who will form the

Investigation Team.

24
hours

Internal Reporting and Investigation Process:
Child Protection (CP) and Sexual Harassment,
Exploitation and Abuse (SHEA) Concerns

Investigation Team develop TOR,
consult with Partners (as relevant),

gather information/evidence,
conduct interviews, etc.

The Subject of Complaint is
interviewed last.

What is the
outcome of the
investigation?

Substantiated

Not substantiated

Responsible Persons to
take action based on

seriousness of
misconduct.

Disciplinary
action, up to
and including
termination.

External
report made
(police/local
authorities).

Review of risk
matrix and

management
procedures.

Subject of
complaint

informed they can
return to work.

The report is assessed by
Responsible Persons and

found to fall within the scope
of CARE’s work,  activating
the internal investigation

process.

Yes

Decision-making questions

Process steps

Communication with donor 

Other actions that may be taken

Additional considerations

*Please refer to the CARE Australia Safeguarding Investigation Protocol for more detail on the Reporting and Investigation process.

Investigation Team
develop Investigation

Report outlining findings

People’s privacy and
confidentiality must be

maintained at all
times, with information
shared only on a ‘need

to know’ basis.

Where a report has come from a
particular project or community it is
important to involve a team member

who has strong local relationships and
can help facilitate open communication,

to support the Investigation Team.


