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1.0 INTRODUCTION 

Netball Ireland (NI) is committed to providing a safe and enjoyable environment for all people 

– employees, players, officials, spectators, and volunteers, etc – participating in any capacity 

within any NI activity.  NI will not tolerate any behaviour at odds with this objective and will 

challenge such offensive behaviour to ensure everyone is made to feel safe and able to enjoy 

netball.  This policy provides an avenue for challenging alleged offensive behaviour by 

outlining the complaint, dispute, and disciplinary process within NI. 

 

NI promote positive, effective interactions and practices, and expect all members to treat 

others fairly, equally and with respect – and to be treated the same in return.  In the first 

instance, and as appropriate, NI encourages its members to resolve any concerns and 

complaints locally (without intervention by NI), in an informal and timely manner. 

NI acknowledge that not all concerns, complaints and disputes can be rectified in this 

manner, therefore NI participants (members and non-members) should follow this policy for 

appropriate resolution. 

 

 

2.0 SCOPE 

This policy applies to all members and non-members with respect to any complaint 

regarding any alleged breach of NI policies, rules, or procedures that occurs within any 

activity under the auspices of NI. 

Please note noted that this policy is not governed by rules of law courts or legislative 

provision however NI will ensure that, at all times, common sense, fairness and natural 

justice prevails. 

 

NI reserve the right to, at any point throughout the complaint, dispute, and disciplinary 

process, impose interim sanctions if deemed appropriate (see 5.1). 

 

Please note some events, complaints, and disputes are superseded by the role and 

jurisdiction of this policy.  In these instances, alternative appropriate action will be followed 

immediately which can include the following: 

• Criminal offences 

Alleged events will be handed over to and investigated by An Garda Síochána.  Any related 

NI complaint, dispute, or disciplinary process may be suspended until the outcome of the 

criminal investigation is determined. 
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• Child Protection and Safeguarding 

Any concern or complaint about the safety or protection of young people (i.e. any person 

under 18 years of age) should be brought to the immediate attention of NI’s Child 

Protection Officer (CPO), and if necessary the relevant authorities (an Garda 

Síochána/Tusla),  for appropriate action. 

NI recognise the time sensitive and delicate nature of child protection and safeguarding, 

therefore any such concerns/complaints can be made initially by telephone and followed 

up with appropriate written documentation (as requested by the CPO).  See NI’s Child 

Safeguarding Statement (NI-1021) for relevant contact details. 

Otherwise, anyone who observes or experiences an event that raises a concern or 

complaint about the safety or protection of young people should complete (insofar as 

possible) an Incident Form (NI-3003) – available on the NI website – and submit it to 

childprotection@netballireland.com immediately after the event.  

 

• Anti-Doping 

NI have adopted unconditionally the Sport Ireland, World Netball, and WADA anti-doping 

codes and rules.  Any doping violation investigation and subsequent sanction from any 

of the aforementioned governing bodies will take precedence over NI’s complaint, dispute, 

and disciplinary procedures.  

For more information on anti-doping regulations and possible sanctions, see NI’s Anti-

Doping Policy (NI-1014). 

 

 

3.0 PRINCIPLES  

The overriding principles of this policy are of sensitivity and respect to all parties’ needs and 

views, and to always maintain a sense of fairness and conciliation so that the problem is 

resolved. 

Further principles governing this policy and its application are as follows: 

• NI’s approach will be consistent, non-discriminatory, open, and transparent. 

• All complaints, disputes, and related personnel will be treated with sensitivity, dignity 

and respect. 

• When necessary NI will gather all relevant information, which can include speaking to 

any witnesses and relevant members. 

 

NI consider any breach in standards – as per NI’s policies, procedures, and rules – to be 

unacceptable, and will always take appropriate action when any complaints are raised or 

when any breech is otherwise brought to the attention of NI.  

 

Please note that all information and documentation gathered during the complaint, dispute, 

and disciplinary process will be securely stored in the NI shared drive in line with NI’s GDPR 

Policy (NI-1007). 
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4.0 PROCEDURE 

Complaints should be raised within 5 days of the alleged event/s as to ensure that any 

investigation and resolution can be completed in a fair and timely manner. 

In the event that a complaint is submitted outside the 5 day timeframe, the complaint may 

still be processed under this policy if the NI Assessor (as per 4.1) deems the severity and/or 

gravity of the alleged event/s warrant further investigation.  

As per 2.0, it is accepted that complaints pertaining to child protection and safeguarding 

issues may be made in the first instance by telephone and followed up with appropriate 

written documentation (as requested by the CPO). 

 

The party/s raising the complaint or concern shall be called the Complainant/s. 

The party/s against whom the complaint is being raised shall be called the Respondent/s. 

 

Please note that if, at any point, the Complainant stops engaging with the relevant process, 

the matter will be discontinued and the complaint closed with no further action – except for 

all complaints relating to child protection and safeguarding, only the CPO can close these 

once appropriate investigations have been completed.  If, at any point, the Respondent does 

not engage with the relevant process, the complaint, dispute, and disciplinary process can 

continue without their input. 

 

4.1 Lodging a Complaint 

The Complainant must submit a Complaint Form (NI-3017) – available on the NI website – 

to the Honorary Secretary (Secretary) via info@netballireland.com within 5 days of the 

alleged event/s.  If the complaint is against the Secretary, the Complainant should submit 

their Complaint Form to the Vice President (VP) via vicepresident@netballireland.com. 

The Secretary or VP then act as the ‘Assessor’ for this complaint. 

 

4.2 Establishing the NI Authorised Authority 

The Assessor will first assign a case file number and record the complaint on the Complaint, 

Dispute, and Disciplinary Log (NI-3018) – anonymised as appropriate – and then select the 

NI Committee member best positioned to process the complaint (based on the content of the 

complaint and the remit of the committee role).  Please note, the NI President cannot act as 

the AA (see 6.0). 

 

This chosen NI committee member shall be called the Authorised Authority (AA).  The 

Assessor will complete Section 4 of the Complaint Form – name the appointed AA and assign 

a case file number – and forward this document, and a Complaint/Dispute Process Record 

form (NI-3019), to the AA within 3 working days. 

 

If the Complainant has indicated on the Complaint Form that the alleged events should be 

processed urgently the Assessor will endeavour to complete this process in a timelier 
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manner and must communicate the urgency to the AA via email and telephone.  

Subsequently, the AA will endeavour to progress and complete the complaint process in a 

timelier manner than the usual timeframes (as set out below). 

 

NI may at this point impose interim sanctions (see 5.1) if appropriate based on the content 

of the complaint.  The Assessor and the AA will liaise about this possibility and determine 

any interim sanction as required, which the Assessor will communicate to all relevant 

parties. 

 

4.3 Processing a Complaint 

Once an AA has been assigned, the Assessor will email the Complainant informing them of 

the following: 

- The name and contact email of the assigned AA, explaining what this person’s role is 

within NI and that they will be the future point of communication for all actions regarding 

their complaint and the ensuing process. 

- The summarised details of their complaint as logged on the Complaint, Dispute, and 

Disciplinary Log. 

- Any interim sanction deemed appropriate. 

 

The AA should document all communications throughout the process on the 

Complaint/Dispute Process Record form. 

 

Upon receipt of the Complaint From, the AA will assess the severity of the complaint and 

make a judgement call about whether this complaint should be escalated straight to a 

Review Panel (see 4.5).  This will be done on a case by case basis to best protect and assist 

all parties – including the alleged victim, the alleged offender, possible witnesses, as well as 

the NI committee member/s processing the complaint. 

In this instance, the AA will communicate this decision to both the Complainant and 

Respondent and initiate the Review Panel Process. 

  

If the complaint is not escalated straight to a Review Panel, the AA will contact the 

Complainant and Respondent (as appropriate) within 3 working days of receiving the 

Complaint Form to further establish the full nature of the complaint and alleged events and 

begin informal mediation. 

 

4.4 Informal Mediation 

The AA can offer support and advice to the Complainant and Respondent (as appropriate) 

and may be able to resolve the complaint by answering questions, or explaining the rationale 

behind a decision, or identifying alternative views on the situation, etc.  Where appropriate, 

the AA may be able to address an issue by referencing and informing of NI’s Constitution, 

Bye Laws, and policies, rules, and regulations. 
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When a complaint is resolved in this manner – to the satisfaction of all relevant parties – 

the AA will complete Section 5 of the Complaint Form and send a PDF of this completed 

document to the Complainant and Respondent (as appropriate) via email within 3 working 

days of the resolution being reached.  In this event the complaint is considered closed.  The 

AA will update the Complaint, Dispute, and Disciplinary Log – anonymised as appropriate 

– and store the Complaint Form and the Complaint/Dispute Process Record form securely 

in the NI shared drive. 

 

If the complaint cannot be not resolved to the satisfaction of all parties in the above manner, 

the AA should advance this as a dispute to a Review Panel. 

Please note, if at this point the Respondent has not been informed of the complaint against 

them the AA must communicate with the Respondent – via email and (if appropriate) by 

telephone – to inform them of the complaint against them and how this will be progressed, 

and advising them to engage with the process. 

 

4.5 Review Panel 

A Review Panel is an impartial group that will convene to objectively assess and process a 

dispute (a complaint not resolved informally as per 4.4) or a complaint NI deemed severe 

enough to warrant immediate Review Panel attention (as per 4.3). 

 

The AA will form a Review Panel which will include the AA and two other impartial NI 

committee members not involved in the event/s detailed in the complaint/dispute.  All NI 

committee members are bound by the Code of Conduct (NI-1011) and must disclosure any 

lack of impartiality or conflict of interest when asked to become a Review Panel member. 

 

If the AA cannot sit on the Review Panel a designated alternative AA will be named.  Where 

possible this designated AA should be a NI committee member. 

Please note, the NI President cannot be a Review Panel member (see 6.0). 

 

Where a complete Review Panel cannot be formed from NI committee members, the AA will 

recruit from the wider NI membership.  When registering to NI, members will be asked 

whether they consent to being called upon, if needed, to join a Review Panel and objectively 

process a complaint/dispute that may arise within NI.  The AA will liaise with the Assessor 

to determine which affiliated members would be suitably impartial to the alleged events, 

after which the Assessor will contact the selected member to confirm their availability and 

impartiality – all NI members are bound by NI’s Code of Conduct and must disclosure any 

lack of impartiality or conflict of interest when asked to become a Review Panel member. 

 

The AA must document the Review Panel formation process on the Complaint/Dispute 

Process Record form and name the Review Panel members in Section 6 of the Complaint 

Form. 
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Once formed, the AA will act as chairperson of the Review Panel which will conduct a 

coordinated investigation to gather all relevant information in relation to the alleged events.  

The Complainant, Respondent, and witness/es may be asked to submit a written statement 

of events and/or partake in an interview via telephone, videoconference, or in person.  

The AA is responsible for ensuring all communication throughout the Review Panel 

investigation is recorded appropriately on the Complaint/Dispute Process Record form. 

 

NI may at this point impose interim sanctions (see 5.1) if appropriate based on the content 

of the complaint.  The Review Panel will liaise about this possibility and determine any 

interim sanction as required, which the AA will communicate to all relevant parties. 

 

4.6 Review Panel Meeting 

A Review Panel meeting will be agreed and arranged as soon as reasonably possible after 

obtaining all relevant information.  It may be appropriate that both parties attend the 

meeting, if this is not suitable then two separate meetings will be arranged. 

Both parties can have an impartial support person attend the meeting – ideally this person 

will be a NI member and therefore have an understanding of NI operations, policies, rules, 

and regulations, as well as the sport of netball.  Support person’s attend only to support the 

Complainant or Respondent and will not offer an opinion on the alleged events or 

proceedings.  Young people and vulnerable adults should be supported by their parents or 

legal guardians, who shall act on their behalf at any meetings. 

See Appendix I: Notice of Hearing for a detailed explanation of arranging a Review Panel 

meeting. 

 

In advance of the meeting the Review Panel must review all relevant material (as provided 

by the AA – see Appendix I) and should establish the agreed note-taker as well as the order 

of proceedings (see Appendix II – Review Panel Meeting Procedure for guidance). 

 

As chairperson, the AA will open the meeting by advising all attendees of the agreed meeting 

structure.  During the meeting, the Complainant/s and Respondent/s will have the 

opportunity to make a statement about the alleged events and make suggestions as to how 

they feel it could be resolved.  Witness/es, if appropriate, will be asked to give a statement.  

Statements and comments from all parties can be later queried by the Review Panel for 

further clarification.  See Appendix II for a more detailed explanation of this process. 

The note-taker will record proceedings on the Complaint/Dispute Process Record form. 

 

Once all contributions are completed, the AA will close or adjourn the Review Panel meeting 

(see Appendix II, 15a/b) and outline the next steps (as per 4.7) to the attending parties. 

The Review Panel will decide if further investigations/meetings are needed.  If so, these will 

be conducted within a reasonable timeframe.  

 

4.7 Conclusion Meeting 
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Following the Review Panel meeting, and any further investigations/meetings, a conclusion 

meeting will be held with panel members only.  At the conclusion meeting the panel will 

discuss the various contributions and information obtained and agree whether the alleged 

events are agreed to have occurred or not.  If the alleged events are agreed to have occurred 

the complaint is upheld and the panel will agree on appropriate sanctions/disciplinary 

actions as required – see 5.0.  

The proceedings of the conclusion meeting will be recorded on the Complaint/Dispute 

Process Record form. 

 

The AA will ask the Assessor to assign an appropriate Appeals Officer (see 6.0).  The AA will 

complete Sections 7 and 8 of the Complaint Form, detailed the Review Panel decision, and 

naming the appropriate Appeals Officer.  The AA will send via email a PDF of the completed 

Complaint Form to the Complainant and Respondent within 3 working days of the decision 

being reached. 

Where the Review Panel has determined any sanctions/disciplinary actions are required, 

the AA will communicate this to relevant parties only and ensure it is implemented. 

This process should be documented on the Complaint/Dispute Process Record form. 

 

At this point the complaint/dispute is considered closed. 

The AA will update the Complaint, Dispute, and Disciplinary Log – anonymised as 

appropriate and securely stored in the NI shared drive. 

The Complaint Form, and Complaint/Dispute Process Record form will be securely stored 

in NI’s shared drive but accessible only to the AA and the Appeals Officer thereafter. 

Where the Complainant and/or Respondent does not uphold the decision of the Review 

Panel they can apply to appeal – see 6.0. 

 

 

5.0 INTERIM SANCTIONS, SANCTIONS, AND DISCIPLINARY ACTIONS 

NI do not implement any interim sanction, sanction, or disciplinary action without due 

consideration, and any event that leads to such a requirement is considered suitably serious 

to warrant such an outcome. 

Any interim sanction, sanction, and disciplinary action imposed by NI shall be binding on 

all NI members, employees, spectators and volunteers.  

 

When determining an appropriate sanction/disciplinary action, considerations should be 

given to: 

- whether the offender has pleaded guilty or otherwise admitted any material fact(s). 

- whether the offender has already tried to appropriately make amends prior to a complaint 

being submitted. 

- precedent/s set by previous sanctions/disciplinary actions imposed for similar incidents 

(as recorded in the Complaint, Dispute, and Disciplinary Log). 
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Where a suspension – of membership or from specific activities/events under the 

jurisdiction of the NI – is imposed, the wording and the exact dates and details of the 

suspension must be clear and specific.  Any period of suspension imposed may be 

backdated to account for any temporary suspension imposed as an interim sanction.  

 

If new evidence is presented after any sanction or disciplinary action has been 

determined/imposed, a new complaint should be submitted against this decision.  The new 

complaint should outline the additional evidence in combination with the previous 

account/s given. 

 

5.1 Interim Sanctions 

An interim sanction may consist of, without limitation: 

- a temporary suspension from membership (and associated rights); and/or 

- a temporary prohibition of any person or club taking part in any capacity at any specified 

activity and/or event under the auspice of NI – including playing, training, officiating, 

coaching, management, attending meetings, volunteering at clubs or competitions, and 

entering a venue where NI events are being held.  

 

The only criteria to be used when deciding whether an interim sanction is appropriate are:  

• The matter is considered sufficiently serious.  

• There is a need to protect the interests and credibility of NI. 

• To protect the rights of an individual or individuals where there is potential harm. 

• The matter must be processed in a timely matter as it impacts on scheduled NI activities. 

 

5.2 Sanctions 

Sanctions may include, but are not limited to:  

• Written warning. 

• Requirement to change current practices within a defined timeframe otherwise further 

action/s will be taken. 

• Requirement to change, within a defined timeframe, the operations, rules or regulations 

of a squad, club, league, event, or committee if they conflict with those of NI, otherwise 

further action/s will be taken. 

• Temporary suspension from specific activities and events under the jurisdiction of NI. 

• Temporary suspension of membership and consequently all activities under the auspices 

of NI. 

• A requirement to participate in re-training and/or educational programmes. 

• Points deduction in line with Women’s Senior League Rules (NI-5018). 

• Temporary suspension from role. 

• Any other appropriate sanction which may be levied from time to time 

 

5.3 Disciplinary Actions 

Disciplinary actions may include, but are not be limited to:  
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• Final written warning. 

• Requirement to change current practices within a defined timeframe otherwise 

membership will be revoked. 

• Requirement to change, within a defined timeframe, the operations, rules or regulations 

of a squad, club, league, event, or committee if they conflict with those of NI, otherwise 

membership will be revoked. 

• Revoking of membership, and consequent exclusion from all activities/events under the 

auspices of NI, for any length of time – including in perpetuity. 

• Permanent suspension from specific activities and events under the jurisdiction of NI. 

• A requirement to participate in re-training and/or educational programmes. 

• Financial penalty. 

• Termination of role. 

• Any other appropriate sanction which may be levied from time to time. 

 

 

6.0 APPEAL 

If the Complainant or Respondent are not satisfied with the decision of the Review Panel it 

can be appealed within 3 workings days of the completed Complaint Form – with the 

decision of the Review Panel – being received from the AA. 

Please note that the appeals process is subject to a €15 fee which must be transferred into 

the NI account before the appeal will be processed.  If the appeal is successful, the €15 shall 

be returned to the applicant. 

 

The appealing party will contact the Appeals Officer (as per the completed Complaint From) 

and submit: 

• A completed Appeals Form (NI-3021). 

• The completed Complaint Form, as received from the AA. 

 

The NI President acts as the Appeals Officer unless the alleged events under appeal involve 

the President, in which case a suitable designate from the NI Executive Committee will be 

nominated by the Assessor.  Where impartiality to the alleged events can be maintained, an 

Officer of the Association – as per NI’s Constitution (NI-1001) – should be selected in the 

first instance. 

 

The Appeals Officer will review all documentation in relation to the complaint/dispute and 

the alleged events.  The Appeals Officer should review the documentation to ensure the 

correct process has been followed and all NI policies, rules, and procedures consistently and 

appropriately applied.  An appeal meeting, if applicable, will be arranged as soon as 

reasonably possible after obtaining all relevant information. 

 

During the appeal meeting the appealing party will meet with the Appeals Officer to discuss 

grounds of appeal and any additional points for consideration.  Upon the conclusion of the 
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meeting, the Appeals Officer will give a specific timeline regarding reaching an appeals 

decision. 

The Appeals Officer will record all proceedings and contributions in the relevant 

Complaint/Dispute Process Record form, which will be agreed by the appealing party at the 

end of the meeting. 

 

After reviewing all relevant information, the Appeals Officer will determine whether the 

appeal is upheld, partially upheld, or rejected, and will decide, as appropriate, any 

amendments to sanctions/disciplinary actions previously imposed. 

The Appeals Officer will complete Section 3 of the Appeals Form, a PDF copy of which will 

be emailed to the applicant and all relevant parties and securely stored in NI’s shared drive 

but accessible only to the Appeals Officer thereafter. 

Where the appeal decision carries a change in sanction/disciplinary action against the 

Respondent or Complainant, the Appeals Officer must communicate this to all relevant 

parties and ensure this is implemented. 

The Appeals Officer will update the Complaint/Dispute Process Record form and the 

Complaint, Dispute, and Disciplinary Log – anonymised as appropriate – which will both be 

securely stored in the NI shared drive. 

 

Should the appealing party dispute the fairness and/or objectivity of the appeals process 

and decision, then a route of mediation through Sport Dispute Solutions Ireland (SDSI) is 

available.  An appealing party wishing to engage in further mediation with external agencies 

(such as SDSI) should be aware of potential costs this could incur and should discuss this 

openly with any third parties prior to commencing any external mediation process. 

NI will not be liable for these costs unless judgement is found in this manner. 

 

NI reserve the right to also refer arbitration and conciliation to SDSI, or other external 

agencies, where appropriate. 

 

 

7.0 DOCUMENT HISTORY 

 Version 01:  This is a new Policy  

 

 

8.0 ABBREVIATIONS & DEFINITIONS 

 NI          Netball Ireland 

CPO  Child Protection Officer 

Secretary  Honorary Secretary 

VP  Vice President 

AA  Authorised Authority 

WADA  World Anti‐Doping Agency 

GDPR  General Data Protection Regulation 
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 SDSI  Sport Dispute Solutions Ireland 

NOH  Notice of Hearing 

 

Young people/person: any person under 18 years of age. 

 

An Garda Síochána: the national police service of the ROI, headed by the Garda 

Commissioner who is appointed by the Irish Government. 

 

Tusla: the dedicated State agency responsible for improving wellbeing and outcomes for 
children. 
 
Sport Ireland: the authority tasked with the development of sport in Ireland. 

 

World Netball: the worldwide governing body for the sport of netball (formerly International 
Netball Federation, or INF). 
 
WADA: independent agency that leads the collaborative, international movement for doping-
free sport. 
 
Sport Dispute Solutions Ireland: is a not for profit dispute resolution service for Irish Sport 
offering mediation and arbitration. 
 

 

9.0 REFERENCE 

NI-1001 Constitution 

NI-1007 GDPR Policy  

NI-1011 Code of Conduct 

NI-1014 Anti-Doping Policy 

NI-1021 Child Safeguarding Statement 

NI-3003 Incident Form 

NI-3017 Complaint Form 

NI-3018 Complaint, Dispute, and Disciplinary Log 

NI-3019 Complaint/Dispute Process Record form 

NI-3020 Witness Form 

NI-3021 Appeals Form 

NI-5018 Women’s Senior League Rules 

 

 

10.0 APPENDIX 

Appendix I: Notice of Hearing 

AA will liaise with Complainant and Respondent to find a suitable time/date for the Review 

Panel meeting and to confirm any witnesses who will be attending and/or contributing. 
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Once decided, the AA will contact the witness/es to inform them that they may have 

witnessed events against which a complaint has been made and provide the date and brief 

details to identify the incident.  The AA will request written statement/s (i.e. to complete a 

NI-3020 Witness Form) and impress emphasise that these must be submitted no later than 

48 hours prior to the meeting.  

 

The AA will also send a ‘Notice of Hearing’ email to the Complainant and Respondent.  The 

Notice of Hearing (NOH) email will include: 

• The date and time of the Review Panel meeting and a copy of Appendix 2 (detailing the 

Review Panel meeting procedure).  The AA should endeavour to ensure that 5 working 

days advance notice is given. 

• A copy of the original Complaint Form and any subsequent actions taken and 

documented by the AA to resolve the matter previously. 

o In the email to the Respondent only; the AA will request confirmation as to whether 

the complaint/dispute and alleged events are agreed in full, or disputed in full or in 

part (i.e. dispute that the alleged events took place at all, or dispute that alleged 

events took place exactly as described by the Complainant). 

• The named members of the Review Panel. 

• A request for acknowledgement that NOH has been received and meeting attendance 

confirmed.  This will include a reminder to: 

o The Complainant that if they do not engage with the NOH that the matter will be 

discontinued, and the complaint/dispute closed with no further action.  

o The Respondent that if they do not engage with the NOH that the complaint/dispute 

will continue to be processed without their input, and that they are advised against 

this as without their statement (and that of supporting witnesses etc) NI will only be 

able to make judgements, and introduce sanctions, based on evidence against them. 

Please note: if acknowledgement of NOH has not been received electronically within 48 

hours, the AA must attempt to contact the relevant party by phone to request electronic 

acknowledgment. 

• A request for confirmation (in writing to the AA) of any support personnel attending.  The 

Complainant and Respondent will be reminded that only people who are named may be 

allowed to attend the Review Panel meeting.  Attendees can be confirmed any time up to 

12 hours prior to the meeting. 

 

The Review Panel must review all relevant material prior to the meeting.  The NOH the AA 

send to the Review Panel will contain all the above and: 

• The date and time of the Review Panel meeting and a copy of Appendix 2 (detailing the 

Review Panel meeting procedure).   

• Copy of the Complaint Form. 

• Any further notes/information collected by the AA regarding previous attempts to 

resolves the matter (and the outcomes thereof), as documented in the Complaint Form 

and the Complaint/Dispute Process Record form. 
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• Notice of Respondent’s confirmation as to whether the alleged events are agreed in full, 

disputed in full, or disputed in part.  

• All Witness Forms submitted. 

• Names of all attendees, including named witnesses for each party and any support 

personnel. 

 

 

Appendix II: Review Panel Meeting Procedure 

The Review Panel Meeting will take place in private, with named personnel in attendance 

only.  The Review Panel has the discretion to determine the most orderly and effective 

procedure for the meeting, and the following is a flexible guide as to the order of proceedings. 

 

1. The AA (or nominated Chair) will open the meeting and minutes will be recorded on the 

Complaint/Dispute Process Record form by the previously assigned note-taker. 

2. AA will assert that the NI complaint, dispute, and disciplinary process is not governed 

by rules of law or legislative provision, but that common sense, fairness, and natural 

justice will prevail. 

3. AA will introduce the panel members, the Complainant and Respondent, and any 

witnesses/support personnel in attendance. 

a. If the Complainant is not appropriately in attendance, the AA will confirm that the 

matter is to be discontinued and the complaint/dispute closed with no further 

action. 

b. If the Respondent is not appropriately in attendance, the AA will confirm that the 

NOH has been correctly delivered and that the meeting can continue in their 

absence. 

4. AA will assert that the meeting will be conducted in a fair and orderly manner and that 

each relevant party will have an opportunity to contribute.  The AA will advise that any 

person who wilfully misleads the Review Panel will be liable to disciplinary action. 

5. AA will advise that interruptions, speaking over someone making a statement, and/or 

rude behaviour (e.g. scoffing, rolling eyes, using offensive language outside the context 

of making a factual statement of alleged events, etc) will not be tolerated.  AA will advise 

that anyone behaving in such a manner will be given a maximum of two verbal warnings 

(by the AA) to desist and if this is not adhered to they can be removed from the meeting 

with proceedings to continue without them (as per 3a/b). 

6. AA will ask the Respondent if the alleged events (of the complaint/dispute) are agreed 

in full, or disputed in full/in part (i.e. dispute that the alleged events took place at all, 

or dispute that alleged events took place exactly as described by complainant). 

7. AA will outline the procedure for the meeting going forward (as per 8 to 15).   

8. The Complainant will be invited to provide a statement on the complaint/dispute.  This 

can be read by any nominated member of the panel, but the Complainant is advised to 

speak for themselves. 
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9. The Respondent will be invited to respond with a statement regarding the 

complaint/dispute.  This can be read by any nominated member of the panel, but the 

Respondent is advised to speak for themselves. 

10. If in attendance, named witness/es for the Complainant and then the Respondent will 

each be invited to make a statement. 

11. Review Panel members may ask any of the contributors (as per 8, 9, and 10) for 

clarification and further information as relevant. 

12. The Complainant will be asked to propose what reasonable way/s they believe the mater 

could be resolved. 

13. The Respondent will be asked whether they agree with the Complainant’s proposal (as 

per 12), and if not will be asked to propose what reasonable way/s they believe the 

mater could be resolved. 

14. Review Panel members will have an opportunity to clarify/query the statements from 

12 and 13. 

15. AA will close or adjourn the meeting: 

a. If the meeting is closed AA will advise attendees of the next steps to be taken (as 

per 16 to 17. 

b. The Review Panel has the discretion to adjourn the meeting for a maximum of 7 

days if at any time they believe the interests of justice require it (e.g. secure the 

attendance/contribution of another key witness).  After this has been acquired, 

the meeting will resume at a mutually agreed date/time, the new information will 

be heard from relevant parties, and both the Complainant and Respondent will be 

given an opportunity to make a statement only in reference to the new information.  

After this the meeting will be closed.  

16. Review Panel members only will conduct a conclusion meeting immediately after the 

closure of the Review Panel meeting to determine whether the alleged events are agreed 

to have occurred or not, and what sanction/disciplinary action (if any) is required. 

17. AA will complete the Complaint Form (sections 7 and 8) and email a PDF copy to both 

the Complainant and Respondent, and any relevant parties, to advise of the conclusions 

of the Review Panel.  This email will also include an Appeals Form and a link to the 

PayPal payment required to initiate the appeals process. 


