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Fraud and corruption investigation 
AUTHORISED BY Deputy Director General, Finance, Strategy & 

Operations  
AUTHORISED DATE  10/12/2013 

ISSUED BY  Corporate Strategy & Communications  EFFECTIVE DATE  10/12/2013 

Purpose 
This document outlines the internal procedures for investigating reports of fraud and corruption affecting 
the department. It should be read in conjunction with the NSW Trade & Investment Fraud and 
corruption prevention policy TI-P-146. 

Procedure 
1. Reporting fraud and corruption 

Reports of possible fraud or corruption from any internal or external sources can be submitted internally 
to: 

 Line management 
 A Deputy Director General/ Executive Director 
 The Director General 
 Public Interest Disclosure receivers (refer to Public Interest Disclosure - Internal Reporting 

Policy TI-P-1231  

Staff not wishing to report a matter internally may make reports or Public Interest Disclosures to the 
following investigating authorities: 

 ICAC (for fraud / corruption matters) 
 NSW Ombudsman (for maladministration matters) 
 Auditor-General (for serious and substantial waste of public money) 
 Information Commissioner (for government information contravention) 
 Police 
 Anti-Discrimination Board. 

Public interest disclosures are covered by the Public Interest Disclosures Act 1994 and will be handled 
as outlined in the Public interest disclosures – internal reporting policy and procedure. 

2. Initial investigation 

Once fraud or corruption has been reported it must be handled confidentially, treated seriously and 
investigated competently. The department will explore all reports of fraud or corruption. 
 
All reports received by management will be submitted to the Fraud Control Officer and Public Interest 
Disclosure Coordinator. Within the department, the Fraud Control Officer and Public Interest Disclosure 
Coordinator is the Deputy Director General, Finance Strategy and Operations. 
 
The Fraud Control Officer and Public Interest Disclosure Coordinator will: 

 record all reports received 
 maintain confidentiality throughout the assessment and review 
 make an initial assessment of each report and determine the appropriate action to be taken 
 coordinate the initial investigation by nominating an appropriate investigator in a timely 

manner to conduct an investigation to establish whether there is a reasonable basis for 
believing that fraud may have occurred 

 ensure the investigating officer produces an investigation plan and  is provided with full 
access and cooperation 

 keep all parties involved in the matter informed of status and process 
 report to the Director General on the results of each investigation and recommendations 

1 http://www.trade.nsw.gov.au/policy/ti-a-123 
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 ensure that approved recommendations are implemented. 
 
Where actual or suspected corruption has been identified and reported to management, the Director 
General must notify ICAC as required under the ICAC Act 1988. 
 
In the case of fraud, during the initial investigation phase the aim is to impartially gather, assess and 
report facts rather than act as a prosecutor or advocate. The department aims to complete all initial 
investigations within 3 months. 
 
If, following the initial investigation, a reasonable basis appears to have been established for believing 
that fraud may indeed have occurred, the Director General must report the matter to the Police and 
likewise advise the ICAC. 
 
In this regard, the Personnel Handbook (Chapter 9, Section 9.9.2) states: 
“… the Department should advise the Police if the matter is also subject to an internal investigation.  
Unless there will be an impact on the Police investigation, there is usually no need to suspend the 
internal investigation. If appropriate all stages of dealing with the matter as a disciplinary matter may be 
taken. If all stages are not completed and the officer is charged criminally it is usually appropriate to 
await the outcome of the court proceedings. 

If the Police indicate that an internal investigation should be suspended, the grounds and reasons 
should be noted. Contact should be maintained with the Police, to ensure internal issues can be dealt 
with as quickly as possible.”  

3. Further investigations 

If the matter is reported to the Police and ICAC, the issue of further investigation of the alleged offence 
will be discussed with all parties involved in the matter in order to establish a satisfactory approach. 
If the department needs to conduct further investigations, it is most likely that the services of an 
independent investigator will be utilised. Investigation actions should be consistent with commonly used 
best practice investigation standards, such as the ICAC Investigation handbook - A guide to conducting 
internal investigations, Fact Finder, March 2012. Ensuring the quality of outsourced investigations 
remains a departmental responsibility. 
 
Where it has been discussed and agreed with the external authorities that further investigation of a 
suspected fraud situation should be undertaken by the department (using an independent investigator), 
the next step in the process is the development of an investigation plan. 

Departmental management will not become directly involved in an external investigation process or 
attempt to unduly influence the final report. Inquiries are specialised undertakings and require true 
independence to operate efficiently and effectively. 
 
The independent investigator will be asked to plan the investigation approach from the outset and to 
keep management fully informed throughout the process. 

4. Conduct and disciplinary standards 

4.1 Code of conduct 

The department’s staff have an obligation to the people of NSW to carry out the business of the 
department with efficiency, fairness, impartiality and honesty. 
 
The department’s Code of conduct2 outlines the standards of conduct and ethics expected of every 
employee appointed or attached to the department, and is part of the employment contract. The Code 
of conduct applies equally to consultants and contractors associated with the operations and functions 
of the department. 
 
The code of conduct is an important element in setting standards that assist in preventing fraud and 
corruption within the department.  The Fraud and corruption prevention policy and this procedure 
supplement and complement the Code of conduct. 

2 www.trade.nsw.gov.au/policy/ti-a-130 
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4.2 Standards of discipline 

The Code of conduct outlines that sanctions may be applied if the Code is breached.  Such sanctions 
range from counselling to disciplinary action, laying of criminal charges or taking civil action. 
 
In terms of disciplinary policy and practice, the department adheres to the standards as set by the 
Public Sector Employment and Management Act 2002 and the Personnel Handbook. 

5. Departmental reports 

The Fraud Control Officer and Public Interest Disclosure Coordinator will provide quarterly reports on 
fraud and corruption matters to the department’s Audit and Risk Committee. 

6. Further information 

These procedures were reviewed utilising:  
 the NSW Auditor-General’s performance audit report, Fraud Control: Current Progress and 

Future Directions, 2005 
 the Australian Standard: AS 8001-2008 Fraud and Corruption Control 
 various ICAC publications including Fighting Fraud: Guidelines for State and Local 

Government, November 2002. 
 ICAC Investigation handbook - A guide to conducting internal investigations, Fact Finder, 

March 2012 
Other useful information includes: 

 Section 54 report guidelines: what to include in your report to the ICAC, ICAC - December 
2007 

Definitions 
 Blackmail 

Any payment obtained by intimidation, threats of injurious revelations or accusations. The extortion of 
this payment. A general term covering a number of statutory offences involving obtaining money and 
other property by using threats of violence, threats to accuse of a crime, or other menacing conduct.  

 Breach of policy or procedures 

The breaking or violation of a law, right, obligation, engagement, or duty, either by commission or 
omission. For ICAC, it involves a breach of public service policies or procedures or internal policy or 
procedure developed by each organisation. 

 Bribe or bribery 

Any valuable consideration given or promised in return for corrupt behaviour in the performance of 
official or public duty. Anything given or serving to persuade or induce. 

 Collusion 

Secret agreement for a fraudulent purpose; conspiracy. An arrangement between persons to do some 
act in order to injure a third person or deceive the court. For example, private sector companies agree 
on amounts to quote for public sector work; various public sector employees conspire to protect another 
public sector employee 

 Conflict of interests 

Failure to provide information about a conflict of interest and to then take advantage of that conflict of 
interest.  For example, an employee fails to disclose a second job and conducts free inspections for 
their other employer. 

 Corruption 

Conduct which breaches public trust by making dishonest or partial use of an official position. This 
could involve prevention of the proper discharge of official duties, misconduct, bribery, blackmail, fraud, 
theft, embezzlement, misuse of information, maladministration or preventing the course of justice. 

 Cronyism 

Unfair partiality shown, especially in political appointments, for one's friends.  

 Currency violations 
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Fraud concerning money. (e.g. a NSW public official covers up for a Commonwealth public official on a 
customs form about the amount of foreign money they bring into Australia). 

 Discrimination 

To make a distinction, as in favour of or against a person or thing. The power of making distinctions or 
discriminating judgment (i.e. a person does not get a job because they were known to have made a 
Public Interest Disclosure at their last place of employment). 

 Duty to disclose 

A responsibility or agreement to disclose information that may be relevant in a decision making 
process. 

 Embezzlement 

To appropriate to one’s own use money or property entrusted to one’s possession. 

 Election bribery 

Bribery used specifically to influence situations where voting occurs. 

 Election fraud 

Fraud which occurs in relation to elections or voting (e.g. to fake someone else’s name and decision on 
a ballot form). 

 Extortion 

To use one’s position or office to obtain money or other things of value, when none is due or not so 
much is due or before it is due. Oppressive, threatening or illegal extraction, as of excessive price or 
interest. 

 Fabrication 

To fake or forge. The process of creating a fake story or document, an untruthful statement. 

 Fraud 

Deceit, trickery, sharp practice (conman), or breach of confidence, to gain some unfair or dishonest 
advantage. 

 Gifts 

Something given, a present.  Corruption occurs when the gift is meant to, or would possibly influence, 
the public official. 

 Improper use of information 

Using information to give a particular person an advantage. For example, sending out interview 
questions for a job to one of the applicants; using inside information to buy land which will be re-zoned. 

 Maladministration 

Inefficient, bad or improper administration.  Maladministration is defined in the Public Interest 
Disclosures Act 1994 as 'conduct that involves action or inaction of a serious nature' that is: 

 contrary to law 
 unreasonable, unjust, oppressive or improperly discriminatory 
 based wholly or partly on improper motives. 

Maladministration can also include conduct considered corrupt under the ICAC Act. 

 Misuse of public resources 

Using public resources for something other than for what they were allocated. 

 Nepotism 

Patronage bestowed by public officers in consideration of a family relationship and not merit. 

 Pecuniary interest 

A situation where a public official has a personal monetary interest in their official duties. For example, 
a local council employee makes decisions about development applications for their own business. 
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 Perverting the course of justice 

Deliberately attempting to mislead administrators of the court. 

 Perjury 

The wilful utterance of a false statement under oath or affirmation, before a competent tribunal, upon a 
point material to a legal inquiry. 

 Public authority 

A public authority is defined in section 3 of the ICAC Act and can include: 

 a government department, administrative office or teaching service 
 a statutory body representing the Crown 
 a declared authority under the [Public Sector Employment and Management Act 2002] 
 a local government authority 
 a body which keeps account of administration or working expenses under the Public 

Finance and Audit Act 1983, or over which the Auditor-General has authority. 

There is a wide range of organisations which are also public authorities including state owned 
corporations, government trading enterprises and local government councils. 

 Public official 

A public official is defined in the ICAC Act as an individual having public official functions or acting in an 
official capacity. For example, public authority employees and individuals who are members of certain 
boards such as the Board of the State Rail Authority would be considered public officials. In some 
circumstances private contractors and consultants could be public officials. 

Public officials also include Ministers, other Members of the NSW Parliament, NSW local government 
councillors and NSW judges and magistrates. 

 Secret commission 

Rewards that influence decision making. 

 Serious and substantial waste 

The NSW Auditor-General has adopted a definition that encompasses 'uneconomical, inefficient or 
ineffective use of resources, authorised or unauthorised, which results in significant loss or wastage of 
public funds or resources'. 

 Tampering with evidence 

To meddle, especially for the purpose of altering, damaging, misusing something. Suppressing, 
concealing, destroying, altering or falsifying evidence that is or may be required in a judicial proceeding. 

 Theft 

The act of stealing (e.g. claiming travel-allowance from two sources for the same trip). 

 Treating 

To provide someone with goods, services or information as an inducement. For example, a human 
resources manager takes a potential employee out to lunch as an inducement to take up the job. 

 Unauthorised access or release of information 

Using information that the public official is not supposed to have access to, or failure to protect 
unauthorised use, or disclosure of information given in confidence or in connection with the 
performance of public duty or function. Giving information to others when they are not supposed to 
have it. 

 Victimisation 

To make a victim of someone. To discipline or punish selectively or unfairly, especially as a result of an 
industrial dispute. 

Possible indicators of involvement in fraudulent behaviour or corruption 
 only taking leave for very short periods of time for fear of detection 
 unusual working hours on a regular basis, e.g. first to arrive, last to leave 
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 missing expenditure vouchers and unavailable official records 
 crisis management coupled with a pressured business climate 
 excessive variations to budgets or contracts 
 refusals or inability to produce files, minutes or other records 
 borrowing from fellow employees 
 excessive altering of manual or computerised records without reasonable grounds (including log 

books and timesheets) 
 ‘blind approval’, where the approving officer signs without sighting supporting documentation 
 duplicates only of invoices  
 refusing other employees access to manual or computerised records without reasonable 

grounds 
 an inclination towards covering up inefficiencies 
 employees apparently living beyond their means 
 no supervision 
 excessive staff turnover  
 figures, trends or results which do not accord with expectations 
 excessive movement of cash funds 
 remote locations 
 unauthorised changes to systems or work practices 
 employees with outside business interests or other undeclared jobs 
 large outstanding bad or doubtful debts 
 employees suffering financial hardships 
 placing undated/post-dated personal cheques in petty cash 
 becoming annoyed at reasonable questioning 
 heavy gambling habits 
 signs of drinking or drug abuse problems 
 conflicts of interest not declared 
 lowest tenders or quotes passed over with scant explanations recorded 
 employees with an apparently excessive work situation for their position 
 managers bypassing subordinates and vice versa 
 excessive generosity and/or carrying unusually large amounts of money 
 large sums held in petty cash 
 lack of clear financial delegations 
 secretiveness 
 marked character changes 
 excessive ambition 
 poor morale 
 excessive control of all records by one officer 
 poor security checking processes over staff being hired 
 consistent refusal to comply with normal rules and practices 
 personal creditors appearing at the workplace 
 large backlogs in high risk areas 
 lost or unaccounted assets 
 absence of controls and audit trails. 

Superseded documents 
This document replaces: 

 DSRD Fraud and corruption prevention policy and guidelines V3.2 Jan 2009 
 I&I G-006 Fraud and corruption investigation procedure V1 

Revision history 

Version Date issued Notes By 

1.0  New procedure developed to rationalise duplicate 
policies within NSW Trade & Investment. 

Manager Corporate 
Governance 

Review date 
10 December 2015 
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Contact 
Fraud Control Officer and Public Interest Disclosure Coordinator 
Deputy Director General, Finance Strategy and Operations  
Phone: 02 6391 3319 
 
Policy advice: 
Manager Corporate Governance  
Phone: 02 9995 0423 
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