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Application form and information for applicants 

(including review of Code of Conduct finding and sanction)

Before completing the application for primary review, please read the following information. This information should be retained for your records. Further information can be obtained by contacting the Review team on
02 8239 5330.

In what circumstances can I seek a review by the Merit Protection Commissioner (the Commissioner)?

· Where your application is for a review of a determination that you breached the Code of Conduct and/or a sanction imposed for that breach.

· The Commissioner may also accept an application for review if:

– the agency head was directly involved in the action; or

– it is not appropriate because of the seriousness or sensitivity of the action for the agency head to deal with the application; or

– the action is claimed to be victimisation or harassment of the employee for having made a previous application for review of action.

In other circumstances, the review process usually requires you to lodge your review request with your agency head and then, if you are dissatisfied with the outcome of their investigation of the matter, you can seek further review by the Commissioner. There is a separate application form and information sheet about these reviews—
See: A separate application form and information sheet is available at http://www.apsc.gov.au/merit/reviewactionssecondaryapplicants.htm.

What will happen once the Commissioner receives my application?

· We will assess whether the action which is the subject of your application is reviewable by the Commissioner, and we will advise you in writing if it is determined that it is not reviewable, including the reasons why. In some circumstances, we may contact you seeking additional information before a final decision is made as to whether an action is reviewable. 
· Where an action is assessed as reviewable, we will acknowledge receipt of your application.

What information should I provide with my application?

· This form identifies the information you should provide, which includes a brief outline of why you are seeking review, any outcomes sought, and a summary of your case. You may also provide attachments, however only information which is directly relevant to your request for review should be included and cross referenced to your case summary.

· We will ask your agency for documents relevant to your application for review, so you do not need to provide documents that will be provided by your agency, for example, the Code of Conduct investigation report and related correspondence.

What will happen to the information/documents that I provide to the Commissioner?

· If we accept your review application, documents you provide will be placed on a file and will become part of the Commonwealth record. Documents will not be returned to you. Therefore, you should provide this office with copies of any documents that you wish to retain, and not the original documents. 

· If your review application is not accepted, we will return to you material that is not required to be kept for the purposes of a Commonwealth record. This will usually be all material other than your application for review. If it is not possible to return the documents to you, they will be destroyed.
APPLICATION FORM – CODE OF CONDUCT CASES

	CASE DETAILS

	Action(s) for which review is sought:

Finding of breach of the Code of Conduct Yes  No

Sanction imposed for breach Yes  No

Further information:


	Date action(s) occurred:
Finding of breach of the Code of Conduct:

Sanction imposed for breach:



	Brief statement as to why review is sought:

	Outcome(s) sought:

	Case summary (please limit to 2 pages):




Signature:………………………………………...............
Date:………………………………..

	Personal details – CODE OF CONDUCT CASES

	 Mrs     Ms      Mr      Dr      Other

Full name:

	Preferred mailing address*:

	Actual work address (if different from preferred mailing address):

	Preferred contact phone number*:

	Alternative contact phone number/s*:

	Preferred contact email address*:

	Department/agency in which employed:

	Job title and classification (current)

	
Substantive:

	
Acting:

	Job title and classification at time of breach 

	
Substantive:

	
Acting:

	If you:

•
are of Aboriginal, or of Torres Strait Islander descent;

•
are from a non-English speaking background; or

•
have a disability

you may wish to indicate this below, including any special requirements you may have to enable a review adviser to speak with you.


Please note that it is your responsibility to advise this office of any changes to these details during the course of the review.
Personal information provided is protected by the Privacy Act 1988. Information provided will be used for the purpose of the review of action only.

You may be asked to provide feedback on your experience with the review process. This will have no bearing on the outcome of the review and is for research and development purposes only. Please indicate whether you would be prepared to provide feedback. Yes/No

