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Purpose  

This policy establishes a transparent and accountable process for dealing with concerns or 
complaints about McoT. The process ensures such requests are considered fairly and 
appropriately. 

Scope 

This policy applies to all members of MCoT, including Board members, organisational members, 
individual members, and staff as well as anyone who may wish to make a complaint or raise a 
concern about MCoT. It also governs requests for operational information that fall outside 
MCOT’s regular reporting and disclosure requirement under Association Incorporation Act 1964, 
Association Incorporation Regulations 2017, the ACNC Act 2012, and the ACNC Regulations 
2022.  

Principles 

• Requests must be specific and pointed, not open-ended. 
• All requests must be made in good faith and with accountability (i.e. the requestor(s) 

must be identified). 
• Requests must be supported by apparent reasons and evidence of a cause for 

concern. 
• The CEO will receive the complaint in the first instance and determine whether the 

matter needs to be brought to the attention of the Chair and the Board.  
• Transparency and accountability are maintained through proper record-keeping. 

Process 

Step 1: Submission of Request 

• The concern or complaint will be submitted in writing to the CEO. 
• The request must include: 

o The specific question to be addressed (not broad or open-ended). 
o The name(s) of the requestor(s). 
o The reason(s) and evidence supporting the concern. 

 



  

Step 2 : CEO Assessment 

• The CEO will acknowledge the concern or complaint and undertake an assessment of 
the concern or complaint within 7 working days. 

• The CEO will determine to either deal directly with the matter if it is routine or to advise 
the Chair of the Board should they consider that the matter warrants doing so. 

Step 2: Board Assessment (where escalated to Board) 

• The Chair will present the request to the Board. 

• The Board will assess whether the request is reasonable, evidence-based, and 
consistent with MCoT’s governance responsibilities. 

• The decision of the Board will be recorded in the Board minutes (at a future meeting). 

Step 3: Staff Response 

• If the Board approves the request, staff will be directed to prepare a written report 
addressing the question. 

• Supporting documents may be provided if relevant. 

• The timeframe for completion will be communicated, depending on staff workload and 
capacity. 

Step 4: Review of Response 

• The report will be provided to the requestor(s). 

• If the requestor(s) consider the response unsatisfactory, they must submit a new 
request in accordance with Step 1 of this policy. 

Exceptions and Limitations 

• Requests that are vexatious, repetitive, overly broad, or lacking reasonable evidence 
will not be investigated or further considered. 

• Requests that would impose an unreasonable burden on staff or that duplicate 
information already provided may be declined. 

• Information may be withheld if disclosure would: 

o Breach confidentiality obligations (e.g. personal information, employment 
records). 

o Compromise legal, contractual, or regulatory requirements. 

• In such cases, the Board will record the reasons for declining the request in its minutes 
and communicate the decision to the requestor(s). 

Record-Keeping 

All requests, Board decisions, and staff responses will be documented and retained in MCOT’s 
records to ensure transparency and accountability. 

 

 

 



  

Policy Review 

This process will be reviewed every two years, or earlier if required, by the Board of directors. 

Authorization 

Signed by CEO:     ……………………………………………..       Date: 25 November 2025 

  

Signed by Chair:    …… ……..      Date: 25 November 2025 

  



  

 

Form to Raise a Concern or Complaint about the Multicultural Council of Tasmania 
(MCoT) 

This form is to be completed to raise a Concern or Complaint about the Multicultural 
Council of Tasmania (MCoT). Please complete all sections before submitting to the 
CEO. 

1. Requestor Details 

• Name(s): ___________________________________________ 
• Organisation (if applicable): __________________________ 
• Contact details (email/phone): ________________________ 

 

2. Specific Question 
(Please state clearly the nature of your concern or complaint and the outcome that you 
are seeking. Broad or open-ended requests will not be accepted.) 

 

 

 

 

3. Reason for Request 
(Please explain why you are raising this concern or complaint. What concern are you 
addressing?) 

 

 

 

 

4. Supporting Evidence 
(Please provide details of evidence or circumstances that give rise to your concern. 
Attach documents if applicable.) 

 

 

 

 



  

 

 

5. Declaration 
I/we confirm that this request is made in good faith, is specific in nature, and supported 
by reasonable evidence. I/we understand that: 

• The CEO and the Board (if appropriate) will assess this request and decide 
whether it will be investigated and further considered.  

 
• The aim will be to deal with the matter as soon as practicable however staff 

capacity and operational priorities will determine the timeframe for any 
response. 
 

• Requests that are vexatious, repetitive, or lacking reasonable basis may be 
declined. 

 

Signature(s): _____________________________ Date: _____________ 

 

For Board Use Only 

• Date request received: _____________ 
• Board decision: [ Approved / Declined] 
• Reason (if declined): ________________________________________________ 
• Date of staff response (if applicable): _____________ 

 


