WWF
INTERNAL INVESTIGATION AND DISCIPLINARY PANEL
PROCEDURE POLICY
1. PURPOSE
1.1.This document explains WWF-Australia's procedure to investigate and determine
allegations of and potential non-compliance with WWF policies.
1.2.The steps, processes and roles and responsibilities outlined in this policy are
intended to protect the integrity of the organisation and the rights and
responsibilities of employees.

2. POLICY
2.1.An internal investigation is a fact-finding exercise, it is not a trial or tribunal. All
internal investigations need to adhere to the principles of natural justice,
confidentiality, rules of evidence and standards of proof, legal and policy
compliance.
2.2. Internal investigations have serious consequences for organisations and for
employees. They may arise for various reasons including, but not limited to: fraud
and corruption, bullying, harassment or discrimination, grievances, conflicts,
violations of WWF's code of ethics, and issues related to internal WWF processes.
2.3.Internal investigations vary in size depending on the nature of the issue.
2.4.AII internal investigations are to be dealt with as detailed. Documentary evi.dence of
every stage of the process should be meticulously maintained both in secured
paper-based files and backed-up electronic versions.
2.5.A person/or persons who is/are alleged to have committed an act of non-compliance
with WWF policies remains innocent until evidence is provided that substantiates
the allegations, but if it is deemed necessary, the accused person may be
suspended on full pay, pending investigation and disciplinary hearing.
2.6. VVWF's approach to internal investigations is to:
•
Respond promptly to allegations of non-compliance or discovery of potential
non-compliance
•
Seek clarification through confidential enquiries to dete'rmine if the discovery or
allegation is credible. Note: many minor issues can be resolved through
grievance/dispute resolution processes
•
Provide all persons involved in the internal investigation with the opportunity to
present their case and be heard
•
Base any actions on evidence (not suspicion or speculation)
•
Maintain accurate documentation of every step of the process.
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