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Purpose of this document
This document sets out the key roles, responsibilities, and required separation of functions for the University’s response to matters involving Gender-based Violence and related psychosocial risk, including triage, clarification, safeguarding, support, investigation interfaces, re-triage and escalation.
Its purpose is to support clear role allocation, role separation, accountability, Code-trained triage, safe case management, procedural fairness, defensible record-keeping, and effective monitoring across the stages of triage, safeguarding, make-safe planning, support, action monitoring, and investigation, where required.
This document should be read together with WHSMP19 GBV Prevention and Response Procedure,  GBV Initial Triage and Pathway Decision Form, Appendix A Section 3 — Definition and Classification Guidance, the Make-Safe Plan, Support Plan, Safeguarding Action Plan, and any relevant investigation documents. Roles may be allocated at initial triage by the GBV Incident Response Team and then formally recorded in Appendix A, the Make-Safe Plan and related case documents.
Note: In a small team, some functions may be combined without compromising Code-trained triage, investigation independence, support role separation, procedural fairness, or decision-making integrity. The functions of Case Owner / Safeguarding Lead and Non-Retaliation Monitoring Lead may be allocated to the same person; the functions of WHS Psychosocial Risk Assessor and Make-Safe Plan Owner may be allocated to the same person; and the Procedural Fairness Lead function may be undertaken by the HR Case Manager, with Legal / Governance advice obtained where required. A person must not support both the person supported and the respondent in the same matter, or act as investigator or final decision-maker where this would compromise role separation.

Colour coding key

	Colour
	Function group
	How to use this colour

	
	Cross-functional triage / governance
	GBV Incident Response Team and shared governance decisions

	
	WHS / safeguarding / support / risk controls
	WHS-led staff disclosure, safeguarding, make-safe, psychosocial risk and support functions

	
	People and Culture / HR / Workplace Relations
	Employment process, respondent support, workplace controls, procedural fairness and misconduct pathway functions

	
	Student wellbeing / student interface
	Used only where a student support, student conduct, accommodation, placement or study interface is involved

	
	Investigation roles
	WHS safety investigation, Workplace Relations / misconduct investigation, or external independent investigation

	
	Legal / Governance
	Legal, privacy, regulatory, external reporting and governance advice

	
	Final decision-making
	Appointed decision-making function, separate from support and investigation roles









Roles and responsibilities matrix
	Role/function
	Function/source area
	Purpose
	Key responsibilities
	Must be separate from
	Primary forms/systems/records

	GBV Incident Response Team
	Cross-functional — WHS / People and Culture / Workplace Relations / Legal / Governance as required
	Undertakes initial triage, preliminary classification, pathway decision, immediate role allocation, and re-triage where required.
	Review intake information; apply the Code definition and Appendix A Section 3 classification lens; confirm restricted handling; ensure triage is made or reviewed by a person trained in the Code, WHSMP19, Appendix A and Section 3 guidance; seek clarification where information is unclear and safe to do so; identify immediate safety, retaliation, confidentiality, dependency, power imbalance, vulnerability and escalation indicators; check conflicts of interest; allocate immediate response roles; determine whether the matter proceeds to Step 2 or another pathway; ensure preliminary outside-Code decisions are explained and the person is given a reasonable opportunity to provide further information where appropriate; refer matters back for re-triage where new information indicates the GBV Code pathway may be engaged.
	Investigator; final decision-maker where possible; discloser/person supported or respondent support roles where separation is required.
	GBV disclosure information/report; Appendix A — Initial Triage and Pathway Decision Form; Appendix A Section 3 guidance; RiskWare intake record; clarification and pathway decision records.

	Case Owner / Safeguarding Lead
	WHS
	Overall coordination of the safeguarding response and pathway implementation.
	Confirm the case pathway; ensure immediate risk assessment is completed; allocate actions; coordinate case reviews; monitor timeframes; maintain oversight of controls, decisions, support interfaces and escalation points; ensure relevant interfaces between WHS, HR, Legal / Governance, Student Support and line management are managed; ensure outside-Code matters are referred to the appropriate pathway while support and WHS controls are considered; escalate for re-triage if new information indicates the matter may be capable of engaging the GBV Code pathway.
	Investigator; final decision-maker where possible; sole support contact for either party.
	RiskWare record; case chronology; Safeguarding Action Plan; Make-Safe Plan; review records; correspondence log; re-triage/escalation records.

	WHS Psychosocial Risk Assessor
	WHS
	Completes the immediate GBV safeguarding risk assessment, including psychosocial risk assessment and identification of urgent control needs.
	Assess immediate safety risk, contact risk, power dependency, retaliation risk, confidentiality issues, psychosocial hazards, vulnerability, escalation indicators and urgent control needs; determine whether escalation is required; recommend immediate interim controls and psychosocial controls; record review dates; consider WHS controls even where a matter is redirected outside the GBV Code pathway; escalate to the GBV Incident Response Team if new information indicates re-triage may be required.
	Investigator into misconduct allegations; respondent support coordinator; final decision-maker, where possible.
	GBV Safeguarding Risk Assessment Tool; RiskWare; Make-Safe Plan; WHS psychosocial risk assessment records; review records; escalation records.

	Make-Safe Plan Owner
	WHS
	Owns implementation and monitoring of immediate make-safe and interim safety controls.
	Complete the Make-Safe Plan as soon as practicable after triage/risk screening; identify immediate safety controls; confirm control owners and review dates; implement and monitor agreed controls, including contact boundaries, reporting-line changes, confidentiality protections, workload or study adjustments, access restrictions and non-retaliation measures; coordinate with HR where controls affect reporting lines, work location, duties or communication arrangements; escalate control failures, confidentiality breaches, contact breaches, retaliation concerns or new information that may require re-triage.
	Investigator; respondent support coordinator; final decision-maker where possible.
	Make-Safe Plan; action tracker; RiskWare updates; review records; manager directions; escalation records.

	Support Coordinator — Discloser / Person Supported
	WHS
	Provides support contact for the person who made the disclosure/report or is otherwise being supported.
	Coordinate support; explain options, process, available services, confidentiality expectations and limits; monitor wellbeing and safety concerns; coordinate reasonable adjustments and referrals; support trauma-informed clarification conversations where required without testing credibility or taking over the investigation; maintain support contact without acting as investigator, respondent support, pathway decision-maker or final decision-maker.
	Respondent Support Contact; investigator; final decision-maker; sole procedural fairness lead where this would compromise role separation.
	Tailored Support Plan; referral records; support contact notes; adjustment records; RiskWare notes where appropriate.

	Respondent Support Contact
	People and Culture / HR
	Provides process information and support contact for the respondent.
	Explain the process, available support options, confidentiality expectations, non-retaliation expectations and wellbeing referral options; coordinate relevant adjustments or support referrals; maintain clear separation from the person-supported support role, safeguarding decisions and investigation functions; provide process information without acting as advocate, investigator or final decision-maker.
	Support Coordinator — Discloser / Person Supported; investigator; final decision-maker.
	Respondent support notes; referral records; support contact notes; adjustment records; HR records.

	External Contractor Employer / Nominated Respondent Support Contact
	External contractor employer / HR / wellbeing
	Provides independent respondent support and employment-process contact where the respondent is employed by an external contractor.
	Nominate a suitably independent respondent support contact; provide or coordinate process information, communication and any internal work-arrangement support; communicate relevant access restrictions, contact boundaries, confidentiality and non-retaliation expectations to the respondent; confirm implementation of controls within the contractor’s authority; promptly notify the SCU Contractor Interface of any change that may affect campus safety, access controls or escalation risk. The contractor remains responsible for its internal investigation and employment-process decisions.
	Support Coordinator — Discloser / Person Supported; contractor investigator; final decision-maker; SCU Case Owner / Safeguarding Lead.
	Contractor respondent support/referral records; contractor employment records; confirmation to SCU of required safety controls.

	SCU Contractor Interface / Contract Manager
	Property Services / Contract Management / WHS interface
	Coordinates SCU’s operational interface with the external contractor to implement and verify campus safety controls.
	Act as the single operational interface between the SCU Case Owner / Safeguarding Lead and the external contractor; communicate only information necessary to implement and verify campus safety controls, access restrictions, contact boundaries, confidentiality and non-retaliation arrangements; obtain contractor confirmation of required controls; coordinate Property Services, Security and other relevant operational areas; monitor compliance with SCU site requirements; and escalate control failures, attempted access, material changes or new risks to the Case Owner / Safeguarding Lead.
	Respondent Support Contact; investigator; final decision-maker; support role for the person supported where this would compromise separation.
	Make-Safe Plan; Safeguarding Action Plan; RiskWare; contractor communication and confirmation records; Security / Property Services records.

	HR Case Manager
	People and Culture / HR
	Manages employment-process interface and employment-related procedural fairness.
	Advise on employment obligations; coordinate reporting-line changes, workplace directions, leave or work adjustments; manage the interface between safeguarding actions, performance/conduct processes and respondent process requirements; consider adverse action and procedural fairness risks; ensure alignment between safeguarding actions and employment process requirements; escalate to Legal / Governance where required.
	Sole support contact for either party where separation is needed; investigator or final decision-maker where this would compromise fairness.
	HR case file; workplace direction records; letters; meeting notes; adjustment records; procedural fairness records; adverse action/legal escalation records.

	Non-Retaliation Monitoring Lead
	WHS
	Monitors for adverse treatment, victimisation, escalation, confidentiality breach or control failure.
	Monitor workload changes, exclusion, performance action, study impacts, communication tone, informal pressure, confidentiality breaches, contact breaches, victimisation, retaliation or other adverse treatment; escalate concerns promptly; ensure monitoring is documented; escalate for re-triage where new information indicates the matter may be capable of engaging the GBV Code pathway.
	Named parties; implicated local line management; investigator where independence could be affected.
	Non-retaliation monitoring log; RiskWare updates; case review notes; escalation records.

	Procedural Fairness Lead
	People and Culture / Workplace Relations; Legal / Governance where required
	Ensures procedural fairness at the appropriate stage of the process.
	Review timing and content of allegations put to the respondent; confirm opportunity to respond; check support access, role separation, bias controls and communication timing; support documentation of clarification and outside-Code pathway decisions where required; ensure fairness steps are documented and Legal / Governance advice is sought where required.
	Support Coordinator — Discloser / Person Supported; Respondent Support Contact where separation is required; investigator where fairness independence may be affected.
	Procedural fairness checklist; allegation letter; response records; decision records; clarification/pathway decision records.

	Witness / Other Affected Persons Contact
	People and Culture / HR or WHS as allocated
	Provides a safe contact point for witnesses or other affected persons.
	Make safe contact; explain support options and confidentiality expectations; provide referral pathways; avoid pressuring participation; escalate any safety, welfare, retaliation, confidentiality or re-triage concerns.
	Investigator where a separate support function is needed; support coordinator for a party where role conflict exists.
	Witness contact notes; referral records; confidentiality guidance; RiskWare notes where appropriate; escalation records.

	Student Wellbeing / Student Support
	Student Support / Student Wellbeing
	Coordinates student wellbeing and student support interfaces where a student matter or student interface is involved.
	Provide student wellbeing support and referral pathways; support study-related adjustments or temporary arrangements; coordinate with Case Owner, HR and Legal / Governance where student conduct, accommodation, placement or study impacts arise; maintain separation from investigation and final decision-making; escalate safety, welfare, retaliation, confidentiality or re-triage concerns.
	Investigator; final decision-maker; support role for another party where this would compromise separation.
	Student support notes; referral records; adjustment records; Student Conduct or accommodation interface records; RiskWare notes where appropriate.

	WHS Safety Investigator
	WHS
	Undertakes a WHS-informed, systems-focused investigation where required to examine harm, risk exposure, organisational conditions, control effectiveness and prevention opportunities.
	Confirm investigation scope against Appendix A pathway decision; review safety and psychosocial risk factors; assess contributing organisational, cultural, governance and environmental factors; identify control gaps and corrective/preventive actions; coordinate with the Case Owner / Safeguarding Lead where safety controls remain active; escalate new information for re-triage where required.
	Support Coordinator — Discloser / Person Supported; Respondent Support Contact; final decision-maker; any person with a conflict of interest.
	Appendix G; Appendix H; RiskWare/restricted case record; investigation report; WHS corrective action records.

	Workplace Relations / Misconduct Investigator
	People and Culture / Workplace Relations
	Undertakes or coordinates any employment, conduct or misconduct investigation where the approved pathway requires formal examination of alleged staff behaviour.
	Manage the investigation process in accordance with employment, conduct, procedural fairness and applicable University requirements; ensure the respondent is given appropriate process information and opportunity to respond; coordinate with WHS where safety controls remain active; ensure findings or outcomes are handed back to the relevant decision-maker.
	Discloser support; respondent support where independence is required; WHS safety investigator where roles need to remain separate; final decision-maker unless permitted by process and no conflict exists.
	HR / Workplace Relations case file; investigation plan; correspondence; interview records; investigation report; outcome records.

	External Investigator
	Independent / external appointment
	Provides independent investigation where impartiality, complexity, seniority, conflict of interest, regulatory risk or specialised expertise requires external appointment.
	Conduct investigation within approved terms of reference; apply trauma-informed and procedurally fair process; maintain confidentiality and restricted handling; escalate safety or re-triage issues to the Case Owner / Safeguarding Lead; provide investigation findings/report to the nominated University owner.
	Support roles for either party; final decision-maker; any person involved in triage, safeguarding or prior decision-making where this may compromise independence.
	Terms of reference; external investigation report; Legal / Governance file where applicable; HR/WHS/restricted case record.

	Legal / Governance Advisor
	Legal / Governance / external legal
	Advises on legal risk, procedural fairness, privacy, disclosure, privilege and external obligations.
	Advise on confidentiality, disclosure obligations, privilege, evidence preservation, investigation scope, regulator exposure and legally sensitive decisions; advise where a matter involves possible sexual harassment, harassment on the ground of sex, adverse action, regulatory risk, police involvement, reportable conduct, privacy, external reporting uncertainty or reclassification risk; review draft correspondence or process steps where required.
	Investigator unless formally appointed in that role; support role for either party.
	Privileged legal advice file; draft correspondence; disclosure log; investigation scope documents; external reporting and escalation records.

	Final Decision-Maker
	Appointed delegate / Executive / People and Culture as required by pathway
	Makes the final decision where a formal outcome, employment action, conduct outcome or closure decision is required.
	Review investigation findings or relevant case information; confirm procedural fairness requirements have been met; decide outcomes within delegated authority; ensure active support, safety controls, handovers and closure requirements are addressed before finalisation.
	Support Coordinator — Discloser / Person Supported; Respondent Support Contact; investigator; any person with an unresolved conflict of interest.
	Decision record; outcome letter; closure record; handover record; RiskWare/HR case record updates.



Role separation note
The same person must not provide support to both parties. Support roles must be separated from investigation and final decision-making. WHS may lead staff disclosure, safeguarding, support coordination, risk assessment and make-safe planning, while HR / People and Culture manages respondent support, employment processes and procedural fairness. Investigation roles must be allocated based on the pathway, required independence and any conflict of interest.
Where the respondent is employed by an external contractor, record the contractor’s nominated independent respondent support contact, available wellbeing/support referral options, and the SCU contractor-interface owner. SCU roles supporting the person affected, safeguarding, investigation and final decision-making must remain separate from respondent support













Worked examples for training use
Example 1 — Staff complaint of GBV involving another staff member
Scenario: A staff member discloses and makes a complaint of Gender-based Violence involving another staff member. The discloser and respondent are both SCU staff members. WHS coordinates the disclosure, safeguarding and immediate safety response. HR / People and Culture manages respondent support and employment-process matters, including procedural fairness.

	Role/function from matrix
	Functional owner / area
	Primary responsibility in this scenario
	Primary records

	GBV Incident Response Team
	Cross-functional
	Triage and pathway decision using Appendix A and Appendix A Section 3 guidance.
	Appendix A; case chronology; RiskWare/restricted case record.

	Case Owner / Safeguarding Lead
	WHS
	Coordinate safeguarding response and ensure risk assessment, make-safe plan, support plan and safeguarding actions are completed.
	Safeguarding Action Plan; RiskWare/action tracker; review records.

	WHS Psychosocial Risk Assessor
	WHS
	Assess staff safety and psychosocial risk, including contact/proximity, power dependency, retaliation, confidentiality and escalation risks.
	GBV Safeguarding Risk Assessment Tool; RiskWare; WHS control records.

	Make-Safe Plan Owner
	WHS
	Complete and implement immediate make-safe controls, including contact boundaries, work location changes, reporting-line controls, confidentiality controls and review dates.
	Make-Safe Plan; RiskWare/action tracker; review records.

	Support Coordinator — Discloser / Person Supported
	WHS
	Provide trauma-informed support contact for the staff member making the complaint and coordinate support options and referrals.
	Support Plan; referral records; communication notes.

	HR Case Manager
	People and Culture / HR
	Advise on employment obligations, reporting lines, workplace directions, leave/flexible work and conduct/performance interface.
	HR case file; workplace directions; decision records.

	Respondent Support Contact
	People and Culture / HR
	Provide process information and support referral for the respondent, separate from discloser support.
	Respondent support notes; referral records; HR records.

	Procedural Fairness Lead
	People and Culture / Workplace Relations
	Check process fairness, communication timing, role separation and respondent information requirements.
	Procedural fairness checklist; correspondence record.

	WHS Safety Investigator / Workplace Relations Investigator / External Investigator
	Allocated based on pathway
	Investigation role is allocated only if required and must be independent of support and final decision-making roles.
	Investigation plan/report; Appendix G/H; HR/WHS/restricted case record.



Role separation note: discloser support must be separate from respondent support, investigation and final decision-making. The WHS risk/safeguarding roles should not make disciplinary findings. HR manages respondent support and employment-process matters, with Legal / Governance advice where required.







Example 2 — Staff disclosure of domestic and family violence
Scenario: A staff member discloses that they are experiencing domestic and family violence outside work and requests support with workplace safety. This may not require a GBV investigation. The response is limited to support, workplace safety planning and employment-related adjustments unless new information changes the pathway.

	Role/function from matrix
	Functional owner / area
	Primary responsibility in this scenario
	Primary records

	Case Owner / Safeguarding Lead
	WHS
	Coordinate the safeguarding response and confirm what workplace safety controls are required.
	RiskWare/restricted case record; case chronology.

	WHS Psychosocial Risk Assessor
	WHS
	Assess work-related safety and psychosocial risk, including contact risk, confidentiality, work location, travel and escalation risk.
	GBV Safeguarding Risk Assessment Tool; WHS control records.

	Make-Safe Plan Owner
	WHS
	Implement immediate workplace safety controls, communication arrangements and review dates.
	Make-Safe Plan; action tracker; review records.

	Support Coordinator — Discloser / Person Supported
	WHS
	Provide support contact, coordinate referrals and support communication preferences.
	Support Plan; referral records; communication notes.

	HR Case Manager
	People and Culture / HR
	Support employment-related adjustments such as leave, flexible work, supervisor communication or temporary work arrangements.
	HR case file; adjustment records; workplace directions.

	Legal / Governance Advisor
	Legal / Governance as required
	Advise only if privacy, disclosure, external reporting, police/regulatory or other legal issues arise.
	Legal advice file; disclosure or escalation records.
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