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CHART 1 - REPORTING FRAUD

If you suspect fraud or other illegal act 
involving the organisation by an employee or 

perpetrated on the organisation. 

Discuss with your Service Manager 
or with a nominated Officer. 

If suspicions appear well 
grounded.  Service Manager 
or nominated officer tells the 
Financial Services Manager 

or Audit Manager. 

Financial Services 
Manager/Audit Manager 

records details immediately 
in a log 

Fraud & other 
illegal acts log 

Financial Services 
Manager/AuditManager 

considers need to inform 
External Auditor, Police, 
Strategic Director and 
appropriate outside 

agencies 

Where applicable Financial 
Services Manager/Audit 

Manager to initiate action to 
end loss, and correct any 
weaknesses in controls or 

supervison. 



YES

EITHER OR

NO

YES

CHART 2 - MANAGING THE INVESTIGATION

Financial Services Manager appoints 
Internal Audit to oversee & start 

investigation 
 

Diary of events 

Inform Strategic 
Director, Police and 
External Auditors 

Gross Misconduct 

Error of judgement / negligent 
conduct 

FM and/or SM to 
decide what, if any, 

action to take 

Inform S.D., 
Service Manager 

and Human 
Resources 
Manager 

Inform Service 
Manager & Human 

Resources Manager 

Loss 
recovered 

? 

Consider possibility 
of making good the 
loss including a civil 
action for recovery 

Consider possibility of 
making good the loss 

In conjunction with Human 
Resources Manager, implement 

disciplinary procedures if 
appropriate 

Initiate 
dismissal 

procedures 

Update the fraud & other illegal 
acts log 

Financial Services records any losses in a 
Losses & Special payments register 

Losses & Special 
payments register 

Fraud & other 
illegal acts log 

 
From Chart 1 

Does it appear 
that a criminal act 
has taken place ? 

Investigate 
Internally to decide 

which of the 
following applies 

No case to 
answer 



                                   NO

              YES

YES

              YES

YES

               YES

NO               NO

CHART 3 - GATHERING EVIDENCE

Criminal act believed to have taken place 

Collect evidence with documentary record 
of time and place 

Investigation Manager (as 
appointed) to obtain written 
statement(s) of the events 

Make a written note of any 
discussion 

Investigation Manager to report 
to Financial Manager 

Financial Manager/Service Manager to 
consider if suspect should be interviewed 

Is there any 
physical evidence? 

Are there any 
witnesses ? 

Is witness 
prepared to give a 
written statement ? 

 
From Chart 2 



NO

YES

YES

NO

YES

YES

NO

CHART 4 - INTERVIEW PROCEDURE

advise suspect that Investigation 
Manager wishes to discuss incident with 

a suspect who may have a 
representative present 

Arrange a meeting at 
earliest practicable 

time, that allows 
suspect opportunity to 
have a representative 

present 

 
Interview 

Confer with Strategic 
Director/Human Resources 

Manager and review events with 
Police (if appropriate) Confer with 

Strategic Director, 
SM & Human 

Resources Manager 
and review events 

with Police. 

 
From Chart 3 

Does matter 
warrant interview 

of suspect ? 

Is suspected 
person willing to 
be interviewed ? 

Is suspected 
person willing to 
be interviewed ? 

Is evidence 
gathered sufficient 

for dismissal ? 


