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Conflict of Interest Policy 
 

Purpose 
The Celebrant Institute RTO ensures that all personnel within the organisation conduct their duties and 
responsibilities with the highest level of integrity, transparency and professionalism. This policy aims to 
prevent, manage and resolve any actual, potential or perceived conflicts of interest that may arise during the 
performance of their duties. 

Application 
This policy ensures that the organisation operates with transparency and integrity, safeguarding the interests 
of all stakeholders by managing conflicts of interest effectively. 

Policy Statement 
This policy applies to all personnel, including management, trainers, assessors, and support personnel 
engaged by the organisation. It covers all activities related to the provision of vocational education and 
training services, including governance, training delivery, assessment, student support, and industry 
engagement. 

The Celebrant Institute RTO is committed to maintaining impartiality and transparency in all its operations. All 
personnel are required to act in the best interest of the organisation and avoid any situations where their 
personal interests or relationships could conflict, or be perceived to conflict, with their responsibilities. Any 
conflicts of interest must be disclosed and managed appropriately to uphold the integrity of the organisation. 

Conflict of Interest is a situation where a person’s personal, financial, or professional interests could 
influence or appear to influence their official duties and responsibilities within the organisation. 

Perceived Conflict of Interest is a situation where it could reasonably be assumed that a conflict of interest 
exists, even if no actual conflict has occurred. 

Potential Conflict of Interest is a situation where a conflict could arise in the future. 

Rationale 
The Celebrant Institute RTO ensures that all personnel are fully aware of the types of conflicts of interest 
requiring disclosure and the processes for documenting and managing them through a comprehensive and 
structured approach. During induction, all personnel receive detailed information on the organisation’s 
Conflict of Interest Policy, which defines key terms such as actual, perceived, and potential conflicts of 
interest. This policy is accompanied by examples to help personnel identify situations where personal, 
financial, or professional interests might conflict with their responsibilities. 

Training sessions and regular updates reinforce awareness of the policy, with emphasis on the obligation to 
disclose conflicts promptly. Personnel are provided with clear instructions on using the Conflict of Interest 
Disclosure Record, which standardises the documentation process, ensuring that disclosures include 
relevant details, such as the nature of the conflict, the parties involved, and its potential impact on their 
duties. 

Ongoing communication, such as emails, newsletters, and team meetings, highlights the importance of 
transparency and integrity. Managers play a critical role in disseminating information, monitoring compliance, 
and providing guidance on the proper procedures for managing conflicts. This structured and proactive 
approach ensures all personnel and third parties understand their responsibilities, fostering a culture of 
accountability and safeguarding the integrity of The Celebrant Institute RTO’s operations. 

Identification and Disclosure of Conflict 
Personnel must disclose any actual, perceived, or potential conflicts of interest to the Chief Executive Officer 
as soon as they become aware of the situation. 



Conflict of Interest Policy 

Conflict of Interest Policy v2.docx 2 

The disclosure must be documented in writing using the Conflict of Interest Disclosure Form and must 
include details of the conflict, the parties involved and how the conflict may impact their duties. 

Assessment of Conflict 
Upon receiving a disclosure, the manager reviews the information to assess the severity and potential impact 
of the conflict on the organisation’s operations. 

The assessment should determine whether the conflict can be managed through mitigation strategies or if it 
requires further action. 

Mitigation Strategies 
Based on the assessment, the organisation may implement one or more of the following strategies. 

Recusal from Decision-making 

The person involved in the conflict may be required to withdraw from any decision-making processes related 
to the conflict. 

Reassignment of Duties 

Personnel may be reassigned to other roles or responsibilities where the conflict of interest is no longer a 
factor. 

Third-party Review 

An independent party may be appointed to review or oversee the activities that are subject to the conflict. 

Recording and Monitoring 
All conflicts of interest and the strategies implemented to manage them must be recorded in the Conflict of 
Interest Register. 

The assigned manager will monitor the situation to ensure that the mitigation strategies are effective and 
continue to protect the integrity of the organisation. 

Non-compliance 
Failure to disclose a conflict of interest or non-compliance with this policy will result in disciplinary action. 
Action may result in termination of employment or contract. 

Reporting Perceived or Actual Conflicts of Interest 
Personnel must report any suspected breaches of this policy. 

Personnel who wish to report a perceived conflict of interest anonymously may use the organisation’s 
whistleblowing process. Please refer to the Whistleblowing Policy for further information. 

Once a conflict has been reported, it is investigated promptly by the Chief Executive Officer and appropriate 
action is taken to manage or resolve the issue. 

This policy will be reviewed annually or as required to ensure it remains effective and relevant to the 
organisation’s needs. All personnel will be notified of any updates or changes. 

Monitoring and Evaluation 
The Celebrant Institute RTO monitors and evaluates the conflict of interest process to ensure the process is 
effective. 

A process of performance monitoring, evaluation, and reporting has been established and implemented.  
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The organisation continually improves the effectiveness and efficiency of processes. Process performance 
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well 
as to uncover any opportunities for improvement.  

Please refer to the Quality Policy for further information on the monitoring and evaluation process. 
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