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	Guide to Dealing with Anonymous Communications
Regarding Members of Staff



Introduction
This guide outlines how the College will act upon information contained in anonymous letters and other anonymous communications sent to the College regarding members of staff.
Definition of Anonymous Communication
A letter or communication giving no name, identity, address or identifying factors of the sender.
Who will deal with anonymous letters and other anonymous communications?
All anonymous communications should be referred IN CONFIDENCE directly to the Assistant Principal, Human Resources and a decision will then be made as to whether any further action will be taken.
College Discretion
The College:

· will not normally consider anonymous communications unless there is corroborating evidence;

· reserves the right to exercise its discretion whether to investigate anonymous disclosures;

· reserves the right to take each allegation on its own merit and invoke procedures as necessary; and
· reserves the right to take no action.
The exceptions to these approaches will be any anonymous communications, which allege:
· a criminal offence;

· fraud or irregularity; or
· abuse of a student (accompanied by, or there exists supporting information, which suggests the allegation can be substantiated).
When deciding what action to take, the following will be considered:

· the seriousness of the issues raised;

· criminal and legal implications;

· Health and Safety of staff and students;

· credibility of the concern;
· whether sufficient information is provided to corroborate the allegation(s) and enable an investigation to be carried out; and
· fraud and any other irregularities detrimental to the College.

Vexatious and Malicious Anonymous Letters
Should members of staff be found to have written vexatious or malicious anonymous communications, disciplinary action will be taken which may result in dismissal.

Letters, or any form of communication considered to be vexatious and malicious may be forwarded to the appropriate authorities and the College will provide full support for those authorities to carry out any related investigation.
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