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CEO Statement

The purpose of this policy is to outline the responsibilities and expectations of the Chief Executive Officer
(CEQ) in ensuring the effective leadership, compliance, and strategic management of the organisation.

This policy applies to the CEO of the organisation and outlines the duties required to ensure effective
operations and compliance, and to support the overall quality of vocational education and training services.

Rationale

The Celebrant Institute RTO has implemented a comprehensive framework to identify, communicate, and
monitor roles, responsibilities, and accountabilities throughout the organisation. This framework begins with
clear role identification and formal delegation of authority, ensuring that all personnel and stakeholders
understand their duties. Key documents, including organisational charts and delegation records, are
accessible and regularly updated, while CEO oversight ensures alignment with strategic goals and regulatory
requirements.

Communication is central to the organisation’s approach, with systems in place to ensure that roles and
responsibilities are effectively shared with all personnel. The CEO plays a pivotal role in notifying regulatory
bodies and internal teams of significant changes, ensuring compliance and transparency. Training and
engagement initiatives further strengthen personnel understanding of their responsibilities, particularly in areas
critical to quality and compliance.

Monitoring and evaluation mechanisms are integral to maintaining accountability. Regular audits, performance
reviews, and the submission of compliance declarations ensure that roles and responsibilities are executed
effectively. The CEO oversees these processes, supported by tools such as self-assessment and internal
audits, which identify areas for improvement and ensure alignment with the VET Quality Framework and
Standards for RTOs.

Chief Executive Officer

The CEO is responsible for providing strategic leadership, ensuring regulatory compliance, and promoting a
culture of quality and continuous improvement within the organisation.

The Celebrant Institute RTO Chief Executive Officer role and responsibilities are undertaken by:
The Celebrant Institute RTO Chief Executive Officer
Sarah Aird, sarah@celebrantinstitute.edu.au, 0434 884 834

The Celebrant Institute RTO CEO holds a number of regulatory compliance obligations as outlined below.

Compliance Management
The Celebrant Institute RTO Chief Executive Officer:

o Ensures The Celebrant Institute RTO complies with the VET Quality Framework and Standards for
RTOs, including any national directions, policies or guidelines issued by ASQA and NCVER,

e Ensures all contractual requirements with various government and project contracts are met, and

e Ensures effective internal & external audit process reviews and actions occur for operations.

VET Quality Framework comprises:

e The Standards for Registered Training Organisations, including Compliance Requirements and
Credential Policy,

The Australian Qualifications Framework,

The Fit and Proper Person Requirements,

The Financial Viability Risk Assessment Requirements, and

The Data Provision Requirements.

Cooperation with ASQA

The Celebrant Institute RTO cooperates with ASQA in responding to requests for information, undergoing
audits and managing records.

The Celebrant Institute RTO notifies ASQA in writing within ten (10) business days after the RTO becomes
aware of:

o Any prospective changes to the ownership of the organisation as soon as practicable before the
change takes effect; or
e Any prospective or actual change in relation to a governing person of the organisation:
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o Ifthe change cannot be determined until it takes effect — within 10 business days of the change
taking effect, or
o Otherwise — as soon as practicable before the change takes effect.

The Celebrant Institute RTO provides such information as the VET Regulator requests, as soon as practical,
in relation to these matters.

Annual Declaration on Compliance

The Celebrant Institute RTO submits an annual declaration on compliance with the VET Quality Framework to
ASQA each year within the relevant reporting period.

The annual reporting period is the period of twelve (12) months that is specified by the National VET Regulator
as the organisation’s annual reporting period.

An annual declaration on compliance submitted must be in the approved form as published on the National
Register by the National VET Regulator from time to time.

Information on Request

The Celebrant Institute RTO produces to ASQA such documents as the regulator requests by notice in writing,
so long as the organisation is capable of complying with the request. For example, The Celebrant Institute
RTO may not possess the information. In any situation where the RTO is unable to comply with a request, it
notifies ASQA as soon as practicable of the reasons why it is unable to comply with the request.

Where requested, The Celebrant Institute RTO provides ASQA with:

¢ Information about the kind of legal entity The Celebrant Institute RTO is.

e A copy of the organisation’s certificate of incorporation (which displays all current and historical owners
and directors), or a copy of the organisation’s constitution or articles of association.

e Any information required to assess compliance with the Financial Viability Risk Assessment

Requirements.

Business name registration certificate.

ACN.

ABN.

Information about the type of training organisation The Celebrant Institute RTO is.

The following address details for the NVR registered training organisation:

- the physical address and postal address for the head office,

- the physical address of the organisation’s principal place of business, and

- website address.

o Names of executive officers and high managerial agents,

e Contact details for:

- public enquiries,

- registration enquiries, and

- the chief executive or other head manager.

o Any previous identifier code as displayed on the National Register (including any such code that
relates to registration with a VET Regulator in a non-referring State).

o Whether or not The Celebrant Institute RTO, an executive officer or high managerial agent hold a
similar role with respect to any other application for registration currently lodged (including where it is
still being considered or where it was granted) under the Education Services for Overseas Students
Act 2000, the Tertiary Education Quality and Standards Agency Act 2011, the Australian Education
Act 2013 or for registration with a VET Regulator in a non-referring State.

¢ Any information required to assess compliance with the Fit and Proper Person Requirements.

e A list of the national code and title of the Training Packages, VET qualifications, VET accredited
courses, modules or units of competency that the applicant/NVR registered training organisation
delivers, or intends to deliver, including:

- a training and assessment strategy for each VET qualification, VET accredited course, module
and unit of competency,

- evidence to demonstrate that each trainer and assessor has the necessary training and
assessment credentials (as required under the Standards for NVR Registered Training
Organisations), the relevant vocational competency and current industry skills for each VET
qualification, VET accredited course, module and unit of competency that they deliver or assess,
and
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- evidence of ongoing access to personnel, facilities, equipment and training and assessment
materials, that are consistent with the requirements of the Training Package or VET accredited
course and the RTO’s own training and assessment strategy.

Where another licensing or authorising body is responsible for licensing or otherwise authorising in

relation to a VET course offered by The Celebrant Institute RTO, evidence of whether a licence or

other relevant authorisation has been, or is to be, granted.

Whether or not The Celebrant Institute RTO delivers, or intends to deliver, any training online or by

distance.

Whether or not The Celebrant Institute RTO delivers, or intends to deliver, any training overseas.

Whether or not The Celebrant Institute RTO offers, or intends to offer, or has otherwise applied to offer

any training to overseas students, and if so, details of approval held under the Education Services for

Overseas Students Act 2000 (in relation to applications that are pending, have been granted or

rejected).

Whether or not The Celebrant Institute RTO intends to apply for, or already receives, Commonwealth,

State or Territory government funding for training.

Whether or not The Celebrant Institute RTO delivers, or intends to deliver, training or assessment

through a contract with another organisation (other than employment contracts, lease agreements or

hire arrangements).

Where training is delivered through a contract:

- details of the other organisation’s ABN,

- contact details of the other organisation,

- details about the term of the contract and the services to be provided, including the VET courses
it relates to,

- details about where the training services will be provided, and

- details about which organisation is to retain VET records associated with the training services
provided under the contract.

Whether or not The Celebrant Institute RTO collects, or intends to collect, $1,500 or more in fees,

including enrolment fees, tuition fees, administrative fees, fees for materials required for a course or

any other amount that a learner is (or may be) required to pay to enrol, learn, train or undertake
assessment with The Celebrant Institute RTO, and which are (or may be) paid before any relevant
goods or services for which those fees have been paid are delivered by The Celebrant Institute RTO,

Whether or not The Celebrant Institute RTO delivers, or intends to deliver, training to students under

the age of 18, and if so:

- details about working with children checks for any trainer, assessor or other personnel member of
The Celebrant Institute RTO who is required to hold one under a law of a state or territory, and

- policies and procedures for managing these students.

Evidence of appropriate financial records management systems,

Evidence of systems that allow The Celebrant Institute RTO to comply with the requirement to provide

AVETMISS data as required under the National VET Provider Collection Data Requirements Policy,

Information about the ability of The Celebrant Institute RTO to meet requirements about information

technology set out in any legislative instrument, and

Copy of documentation demonstrating public liability insurance coverage.

If the details of any information provided to ASQA change because of an event, The Celebrant Institute RTO
provides updated details of the change to ASQA as soon as practicable following the event.

If an event occurs that results in The Celebrant Institute RTO no longer complying with the Financial Viability
Risk Assessment Requirements or the Fit and Proper Person Requirements, The Celebrant Institute RTO
provides details about its non-compliance to ASQA as soon as practicable following the event.

Communications

The Celebrant Institute RTO Chief Executive Officer undertakes all required communications with ASQA
regarding information, operational updates and co-operation with the regulator including:

By providing accurate and truthful responses to information requests relevant to its scope of
registration,

In the conduct of audits and the monitoring of its operations,

By providing quality/performance indicator data, and

In the retention, archiving, retrieval and transfer of records.
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Annual Reporting of Quality Indicators

The Celebrant Institute RTO provides data to ASQA, by 30 June of each year, in the form of an annual
summary report that details its performance during the previous calendar year against the quality indicators
agreed by the Ministerial Council.

Ceasing Operations

Should it stop operating as an RTO, The Celebrant Institute RTO will transfer sufficient digital records to ASQA
to confirm what each student has completed.

Notifications

ASQA notifications are completed using ASQAnet or provided form versions on the ASQA website
Www.asqa.gov.au:

o ASQA Notification of Change of Provider Details,
o ASQA Notification of Material Change or Event, and
o ASQA Statutory Declaration Change of Chief Executive.

Each form includes advice as relevant about what information and evidence must be attached in each case.
Communications and Notifications with Key Stakeholders

The Celebrant Institute does not have contracts or arrangements with any othe regulatory or contractual
bodies.

Key Locations and Officers

The Celebrant Institute RTO Chief Executive Officer ensures that current lists be maintained of address and
contact details for:

e Head office,
e Principal place of business, and
e Permanent delivery sites or campuses.

The Celebrant Institute RTO Chief Executive Officer ensures that current lists be maintained, for name and
contact details for:

e Executive officers,

e High managerial agents, and

e Any person or entity which exercises a degree of control or influence over the management or direction
of the registered training organisation.

Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates this CEO Statement to ensure effective accountability
and engagement with stakeholders.

A process of performance monitoring, evaluation, and reporting has been established and implemented.

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.

Version History
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