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INTRODUCTION 

Purpose This Standard Operating Procedure (SOP) outlines the procedures you must follow to file all relevant documents 

Relates to This SOP relates to Tip-Off Triaging Action 10 – Concern assessment 

Step Action 

1 

Tip-offs received via surface mail, email or webform as well as supporting documents are all relevant documents that are required to be 

saved into TRIM either under the subject’s individual TRIM Digital File AND alternatively within the relevant Tip-Off Project Digital File OR, if 

no case is created, under the current No Further Action (NFA) Digital File. 

2 

 

Once the subject of the tip-off has been identified and a  

is to be created, the TRIM Digital File for the subject should be 

located or created (see SOP 10.5). All relevant documents can then 

be saved into the relevant individual’s Digital File.  

 

The original email or web-form should also be saved alternatively 

within the relevant Tip-Off Project Digital File (located under TRIM 

Placeholder ). 

 

Documents associated with a Fraud Hotline Input to be closed with 

no further action taken, and where there is no individual TRIM Digital 

File, should be saved to the current NFA Digital File – TRIM e File 

reference  

 

• Irrespective of in which digital file the document is stored, 

you must ensure the title of the document is searchable by 

‘Title word’. Ensure the name of the subject and any 

identifying number are included in the TRIM title. This will 

allow the document to be located for intelligence purposes at 

a later date. 
 

• To save a document into a Digital File follow the procedures 

set out in TRIM Quick Reference Guide (QRG) - Doc Mgt - 

Saving Documents into TRIM.pdf 
 

o Tip-offs received via surface mail will need to be 

scanned and checked to ensure it is complete and 

correct.   
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OUTCOME 

Information Any relevant documents and files have been saved into the appropriate TRIM Digital File. 
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1. Is the
allegation a
compliance or
professional
concern?

No Close – NFA 
• Not a BIDHD compliance issue or
• Insufficient information to identify risk

Yes 
2. Is BIDHD the
most
appropriate
jurisdiction to
deal with it?

No Close – NFA 
• Referred within Department of Health or
• Referred to Department of Services Australia – public matter or
• Referred to other jurisdiction

Yes 
3. Is the
Initiator /
Subject of the
tip-off able to
be identified?

No Close NFA 
• Subject of tip-off cannot be identified

(Referral to  may be warranted in some 
situations.) 

Yes

4. Can the
allegation be
substantiated?

No Close – NFA 
• Allegation not substantiated

(Referral to  may be warranted in some 
situations.)

Yes

5. Is there
evidence /
allegation of
non-provision /
non-supply?

Yes 6. Is there
already an open
case for the
same Initiator /
Subject of the
tip-off?

No Investigations 
• Evidence / allegation of non-

provision / non-supply

No 
(Go to Q10) 

Yes 7. Is the open case an Investigations Case?

Yes Add to existing case; contact Case 
Officer if case is already allocated. 
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Tip-Off Reporting 

CFC – November 2022 

 

TIP-OFF CASE FLOW REPORT 

 

PURPOSE 

The purpose of this document is to provide an update to the Case Flow Committee (CFC) in relation to 
the tip-off case flow and the progressive iteration of this report. The aim of the tip-off reporting is to 
support the committee’s oversight and decision making in relation to case flow.  

UPDATE 

The CFC Tip-Off Report is attached. Attachment 1 contains the high-level tip-off case flow information 
and Attachment 2 contains the more detailed case flow information. 
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Tip-Off Reporting 
CFC – October 2022 

TIP-OFF CASE FLOW REPORT 

PURPOSE 

The purpose of this document is to provide an update to the Case Flow Committee (CFC) in relation to 
the tip-off case flow and the progressive iteration of this report. The aim of the tip-off reporting is to 
support the committee’s oversight and decision making in relation to case flow.  

UPDATE 

The CFC Tip-Off Report is attached. Attachment 1 contains the high-level tip-off case flow information 
and Attachment 2 contains the more detailed case flow information. 
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Tip-Off Reporting 

CFC – September 2022 

 

TIP-OFF CASE FLOW REPORT 

 

PURPOSE 

The purpose of this document is to provide an update to the Case Flow Committee (CFC) in relation to 
the tip-off case flow and the progressive iteration of this report. The aim of the tip-off reporting is to 
support the committee’s oversight and decision making in relation to case flow.  

UPDATE 

The fourth iteration of the CFC Tip-Off Report is attached. Attachment 1 contains the high-level tip-off 
case flow information and Attachment 2 contains the more detailed case flow information. 
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Tip-Off Reporting 

CFC - August 2022 

 

TIP-OFF CASE FLOW REPORT 

 

PURPOSE 

The purpose of this document is to provide an update to the Case Flow Committee (CFC) in relation to 
the tip-off case flow and the progressive iteration of this report. The aim of the tip-off reporting is to 
support the committee’s oversight and decision making in relation to case flow.  
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Tip-Off Reporting 

CFC - August 2022 

ATTACHMENT 1 – HIGH LEVEL TIP-OFF CASE FLOW 

 

TABLE 1 – HIGH LEVEL CASE FLOW BY TREATMENT TYPE – ROLLING 12 MONTHS 

The following table reports the number of new cases allocated to each section in the last 12 months (1 
August 2021 to 31 July 2022), the number of cases on hand (as of 1 August 2022), and the number of 
cases closed / completed in the last 12 months. 

 

Treatment Type New Cases 

Investigations 279 

 

TABLE 2 – HIGH LEVEL CASE FLOW BY TREATMENT TYPE – JULY 

The following table reports the number of new cases allocated to each section and the number of cases 
closed / completed during the month of July 2022. 

 

Treatment Type New Cases 

Invest 16 
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Tip-Off Reporting 
CFC - August 2022 

ATTACHMENT 2 – TIP-OFF CASE FLOW REPORT 

Treatment Type Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul FYTD Avg

Invest 26 23 16 29 36 17 14 21 16 36 29 16 279 23

NEW CASES BY RECOMMENDED TREATMENT TYPE

 TIP-OFF REPORT for CFC - ROLLING 12 MONTHS TO 31 JULY 2022
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TIP-OFF REPORTING – PROPOSAL AND PROTOTYPE 

PURPOSE 
The purpose of this document is to propose to the Case Flow Committee (CFC) an approach to reporting 
on tip-offs that will support the committee’s oversight and decision making in relation to case flow.  
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To: Daniel McCabe 
First Assistant Secretary,  
Benefits Integrity and Digital Health Division 

SUBJECT: Health Provider Fraud Section Significant Case Update - July 2022 

Purpose 
To provide an update on current and upcoming activities being conducted by the Health Provider Fraud 
Section (the Section), cases of significance under investigation, current strategic priorities and outcomes 
achieved in the 2021/22 financial year. 
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