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Event trigger
	Specific actions for prosecutor
	Specific actions for witness support officer

	Stage
1
	
Intro
	1.  Case File received
Make introductory phone call to set up first meeting
	
	
☐

	Stage
2
	First meet
	
2. First meeting with complainant
	
☐
	
☐ 

	As applicable
	Significant prosecution decisions
	3. Decision is made to discontinue a prosecution
	☐ Contact complainant, investigating officer, and other witnesses if necessary 

	

	
	
	4. Decision is made to lay additional charges or significantly change charges
	
☐
	

	
	
	5. Decision is made to significantly change statement of facts at plea negotiations.
	
☐
	

	
	Listing/co
	

6. Matter listed for committal
	
	





	


	



	As applicable
	
Plea
	7.  Guilty plea entered
Advise to affirm summary of facts
	☐
	

	
	
	8. Not guilty plea entered
Advise to await trial date
	☐
	

	
	
W.O. A
	9. Warrant of arrest issued
	☐
	

	
	
	10. Warrant of arrest executed
	☐
	

	
	
Bail
	11. Bail applications and results
Defendant applies for bail
	Alert police case officer to contact the
· complainant asking if
there are any grounds
for objection
	

	
	
	12. Bail application result is received (granted, reversed, varied or denied)
	☐Prosecutor/police to inform complainant of outcome and any strict conditions  
	

	
Stage
3
	Trial date
set
	13. Trial date is set
Inform witness of any pre-trial hearing
	
	☐

	
	Witness confere
ncing
	14. Witness
conferencing
Liaise with police to arrange briefing
	
☐
	
☐

	


Stage
4
	
Trial
	15. Commencement of trial
Ensures all agreed special measures are in place
	
☐
	
Arrange
· transport/accommod ation for the witness

	
	
	

16. Trial result
Explain verdict to witness
	
☐
	Meet with victim to provide contact information and
· access to
counselling and
other services in the community


	











































ATTACHMENT B – SAMPLE EVENTS TRIGGERING CONTACT (2023) SENSITIVE ONCE COMPLETED

ATTACHMENT B – SAMPLE EVENTS TRIGGERING CONTACT (2023) SENSITIVE ONCE COMPLETED






	







Stage
5
	
Sentencing
	17. Matter listed for sentencing
Provide victim VIS template
	☐
	Contact witness to
· offer support completing VIS

	
	
	18. Victim wishes to read their VIS in court
Ensures all agreed special measures are in place
	
☐
	
☐

	
	
	19. Where there is associated family violence offending Consider referring to agencies to apply for a protection order as part of the sentence.
	

☐
	

	
	
	

20. Sentencing outcome received
	
☐
	Meet with victim to provide contact information and
· access to
counselling and
other services in the community

	



Stage
6
	
Appeal
	21. Prosecutor appeals
	☐
	

	
	
	



22. Convicted Defendant files appeal
Respond to appeal
	



☐
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