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Governance

This policy documents The Celebrant Institute RTO’s governance processes for the achievement of its
strategic aims and quality outcomes, including requirements as specified in legislation, guidelines and policy
requirements relevant to the organisation’s governance activities.

This policy applies to all governing persons, management, and personnel within the organisation.

The organisation is committed to sound governance of the organisation and its operations, aligned with the
Standards for RTOs, ensuring integrity, accountability, and the continuous improvement of vocational
education and training services.

Good governance establishes systems, policies and practices that ensure accountability, transparency and
integrity. It provides a clear framework for decision-making, promoting efficiency and effectiveness in achieving
quality VET outcomes.

Good governance also fosters trust among stakeholders, including personnel, students, regulators and the
broader community. It demonstrates a commitment to ethical practices and compliance with laws and
regulations. It also mitigates risks by identifying and addressing potential issues proactively, protecting student
wellbeing and the RTO’s reputation and sustainability.

The organisation is committed to maintaining high standards of governance that promote transparency, ethical
decision-making, and compliance. This ensures that all training and assessment services meet quality
standards and regulatory requirements, protecting student wellbeing and the organisation’s reputation.

The only governing person at The Celebrant Institute RTO is the Chief Executive Officer. There is no separate
governing body due to the small size of the RTO. The CEO is responsible for all decision-making across the
organisation.

Rationale

Effective governance within The Celebrant Institute RTO is underpinned by a commitment to ensuring that the
CEO is suitable, fit, and proper to lead the organisation in compliance with the Standards for RTOs. The
organisation achieves this through robust due diligence processes, including the initial and periodic
assessment of the CEO against the Fit and Proper Person Requirements. This involves conducting
background checks, verifying qualifications and professional history, and ensuring adherence to regulatory
standards. These measures are complemented by ongoing reviews, such as performance appraisals and
conflict of interest declarations, to maintain the integrity and accountability of governing persons throughout
their tenure.

The Celebrant Institute RTO ensures that the CEO is familiar with the Standards for RTOs and their
responsibilities for monitoring organisational performance against the standards. Induction programs are
provided to the CEO upon their appointment, with a strong focus on the regulatory requirements and the
organisation's compliance obligations. Ongoing professional development opportunities are also made
available to keep the CEO updated on any changes to the regulatory environment. The CEO regularly reviews
detailed insights into the organisation’s compliance status, enabling them to identify areas requiring attention
and to take timely corrective action.

The organisation identifies, communicates, and monitors its values and culture through a range of strategic
and operational activities. The CEO sets the tone for organisational values, embedding these into the Strategic
Plan, policies, and procedures. These values are reinforced through regular communication, personnel
training, and engagement activities that promote a culture of integrity, fairness, and transparency. Monitoring
of values and culture occurs through personnel and student feedback, performance evaluations, and internal
audits, ensuring alignment with organisational objectives.

The CEO’s visible commitment to these principles serves as a model for the broader organisation, fostering
trust among stakeholders and ensuring that the organisation operates in a manner consistent with its stated
values.

Governance Principles

The organisation’s governance processes reflect the eleven (11) good governance principles and are aligned
to ISO 37000:2021 Governance of organizations guidance.
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Purpose | The CEO should ensure that the organisation's reason for existence is clearly
defined as an organisational purpose. This organisational purpose should define
the organisation's intentions towards the natural environment, society and the
organisation's stakeholders. The CEO should also ensure that an associated set
of organisational values is clearly defined.

Value Generation | The CEO should define the organisation's value generation objectives such that
they fulfil the organisational purpose in accordance with the organisational
values and the natural environment, social, and economic context within which it
operates.

Strategy | The CEO should direct and engage with the organisational strategy, in
accordance with the value generation model, to fulfil the organisational purpose.

Oversight | The CEO should oversee the organisation's performance to ensure that it meets
the CEO’s intentions for, and expectations of, the organisation, its ethical
behaviour and its compliance obligations.

Accountability | The CEO should demonstrate its accountability to the organisation as a whole
and hold to account those to whom it has delegated.

Stakeholder | The CEO should ensure that the organisation's stakeholders are appropriately
Engagement | engaged, and their expectations considered.

Leadership | The CEO should lead the organisation ethically and effectively and ensure such
leadership throughout the organisation.

Data and Decisions | The CEO should recognise data as a valuable resource for decision-making by
the CEO, the organisation and others.

Risk Governance | The CEO should ensure that it considers the effect of uncertainty on the
organisational purpose and associated strategic outcomes.

Social Responsibility | The CEO should ensure that decisions are transparent and aligned with broader
societal expectations.

Validity and | The CEO should ensure that the organisation remains viable, and performs over
Performance Over | time, without compromising the ability of current and future generations to meet
Time | their needs.

Function

The organisation’s primary function is the delivery of nationally consistent, quality training that leads to quality
outcomes for students, industry, employers and the Australian community.

Training and assessment delivered meets industry requirements (as set out in training packages and
accredited courses) and ensures students are well equipped for employment and further study. The
organisation operates with integrity and considers the needs of both students and industry.

Governing Body

The only governing person at The Celebrant Institute RTO is the Chief Executive Officer. There is no separate
governing body due to the small size of the RTO. The CEO is responsible for all decision-making across the
organisation. The organisation has effective governance structures to ensure the CEO manages its affairs with
proper oversight, accountability and control systems commensurate with the risks involved for the effective
administration of all its operations.

The CEO is responsible for the leadership and day to day administration and management of the organisation
in accordance with the policies and directions of the governing body. The CEO ensures that all the organisation
personnel are performing satisfactorily, and organisational funds are spent in accordance with policy and
budget requirements.

The CEO implements appropriate management and compliance systems within the organisation as per the
Quality Management System (QMS). Aspects of these processes may be delegated to the Assessors.
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The CEO undertakes public relations activities.

Governing person means any person responsible for overseeing, directing, or exercising a degree of control
or influence over the management or operation of an NVR registered training organisation, including executive
officers and high managerial agents. The only governing person at The Celebrant Institute RTO is the Chief
Executive Officer.

Good governance requires governing persons to lead with integrity, act diligently and set the benchmark for
the organisation, particularly with respect to a culture of integrity. Governing persons are expected to be
committed to quality VET and continuously monitor the organisation’s performance against expectations and
requirements. They are expected to lead the organisation and adjust systems and practices to continuously
improve organisational services and outcomes.

The Celebrant Institute RTO ensures that:

e The CEO is suitable to oversee the operation of the RTO, including by meeting Fit and Proper Person
Requirements.

e The CEO acts diligently and makes informed decisions to support operational effectiveness and
compliance.

e The CEO leads a culture of integrity, fairness and transparency in the delivery of services.

The organisation’s due diligence processes ensure that the CEO meets the Fit and Proper Person
Requirements and remains suitable for their role over time through regular monitoring and evaluation. This
includes conducting initial and periodic background checks, assessing qualifications, professional history, and
compliance with regulatory standards. Ongoing reviews, including conflict of interest declarations, are
implemented to ensure the CEO continues to demonstrate integrity, accountability, and capability in alignment
with organisational and regulatory expectations.

Ethical behaviour is in agreement with approved standards and expectations of a group or organisation.
Behaviour that is ethical relates to one's own or society’s accepted values or morals.

The CEO ensures the organisation:

At all times complies with all laws.

Maintains accurate records of all decisions on an ongoing basis.

Acts with integrity and demonstrates ethical behaviour.

Makes effective plans for financing and sustaining its operations.

Meets all its contractual obligations owed to learners and any other stakeholders.
Demonstrates a deep commitment to delivering quality training and assessment.
Engages a qualified, skilled and supported workforce.

Engages ongoing industry and community engagement.

Support people of all backgrounds and abilities to participate in training.

Treats students fairly, ensuring they are properly informed, supported and protected.
Monitors progress on an ongoing basis and seizes opportunities to continuously improve.

Executive officer means:

e A person, by whatever name called and whether or not a director of the organisation, who is concerned
in or takes part in the management of the RTO, or
e An administrator, receiver and manager, or liquidator of the organisation (other than a receiver and
manager, or liquidator, appointed by a court), or
e If The Celebrant Institute RTO is a body corporate:
- A person who, at any time during a period for which the organisation is registered, owns 15%
or more of the organisation, or
- A person who, at any time during a period for which the organisation is registered, is entitled
to receive 15% or more of dividends paid by the organisation, or
- The administrator of a deed of company arrangement executed by an organisation, or
- A trustee or other person administering a compromise or arrangement made between the
organisation and another person or other persons.

High managerial agent means an employee or agent of the organisation with duties of such responsibility
that their conduct may fairly be assumed to represent the organisation in relation to the business of providing
courses.

The Celebrant Institute RTO CEO is the only Executive Officer or High Managerial Agent, who are the
personnel actually managing the relevant entity and are able to make decisions that ensure compliance.

The Celebrant Institute RTO ensures that its CEO:
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o Is vested with sufficient authority to ensure compliance with the VET Quality Framework, Standards
for RTOs and other compliance requirements at all times, and

e Meets each of the relevant criteria as specified in the Standards for RTOs Fit and Proper Person
Requirements.

Organisational Chart

The Celebrant Institute RTO maintains an Organisational Chart communicating the overall structure of the
organisation.

Sarah Aird Tania Marsh Amanda Knapton

Chief Executive Officer Lead Assessor Assessor

Fit & Proper Person Declarations

Acting with integrity also means having fit and proper persons who are committed to upholding the integrity of
VET and leading a positive culture that promotes fairness, transparency and compliance.

The Celebrant Institute RTO ensures Fit and Proper Person Declarations are made, in accordance with
ASQA’s requirements, when it:

o Renews registration as an RTO, and
o Engages a new Executive Officer or High Managerial Agent, and
o Regularly to reassess the suitability of the CEO.

The Celebrant Institute RTO advises ASQA of any event where one or more of these personnel may no longer
meet the requirements.

1 Application of Fit and Proper Person Requirements

(1) The National VET Regulator must have regard to all matters it considers relevant that are specified in
this Schedule when determining whether:

a) an NVR registered training organisation;

b) a governing person of an NVR registered training organisation;

c) a person applying to become an NVR registered training organisation; or

d) a governing person of a person applying to become an NVR registered training organisation,

is, or would be, a fit and proper person for the purposes of registration, renewing registration, or
maintaining registration as an NVR registered training organisation under the Act.

Note: This section does not limit the types of persons which the National VET Regulator may have regard
to when undertaking a fit and proper person assessment.

2 Compliance with law

(1) Regardless of whether a conviction has been recorded, the VET Regulator may have regard to
whether the person has been found guilty of an offence against, or ordered to pay a pecuniary penalty
under, a law of the Commonwealth or a State or Territory.
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Note: Part VIIC of the Crimes Act 1914 includes provisions that, in certain circumstances, relieve
persons from the requirement to disclose spent convictions and require persons aware of
such convictions to disregard them. Nothing in subsection (1) affects the operation of Part
VIIC of the Crimes Act 1914.

(2) The VET Regulator may have regard to the seriousness of, and the time elapsed since the offence,
conviction, or matter to which the pecuniary penalty relates occurred.

(3) The VET Regulator may have regard to whether the person is currently involved in proceedings before
a court or tribunal.

(4) The VET Regulator may have regard to whether the person has been found guilty of a foreign offence
(within the meaning of section 85ZL of the Crimes Act 1914).

3 Management history

(1) The VET Regulator may have regard to whether one or more of the following has been cancelled,
revoked, suspended or rejected:

(a) the person’s registration as a registered training organisation,

(b) the person’s application for registration or renewal of registration as a registered training
organisation,

(c) the person’s approval as an approved course provider (within the meaning of the VET Student
Loans Act 2016) or VET provider (within the meaning of the Higher Education Support Act
2003),

(d) subsidy funding arrangements with a State or Territory for the provision of education by the
person.

(2) The VET Regulator may have regard to whether the person has:
(a) breached a condition of registration, or

(b) had a condition imposed by way of sanction on a registration, approval or arrangement
mentioned in subsection (1) and has breached such a condition.

(3) The VET Regulator may have regard to whether the person has ever been a manager or director of a
registered higher education provider (within the meaning of the Tertiary Education Quality and
Standards Agency Act 2011) or registered provider (within the meaning of the Education Services for
Overseas Students Act 2000) at a time that the registered higher education provider or registered
provider was determined to have breached a condition of its registration under the:

(a) Education Services for Overseas Students Act 2000, or
(b) Tertiary Education Quality and Standards Agency Act 2011.

(4) The VET Regulator may have regard to whether the person has ever been involved:

(a) in the business of delivering courses or other services on behalf of a person that was the
subject of regulatory action described in subsections (1), (2) or (3), or

(b) with an entity at the time that entity was found to have breached a government training
contract.

(5) The VET Regulator may have regard to whether the person has been disqualified from managing
corporations under Part 2D.6 of the Corporations Act 2001.

4 Financial record

The VET Regulator may have regard to whether the person:
(a) has been insolvent or bankrupt, or

(b) has taken steps to take the benefit of any law for the relief of bankrupt or insolvent debtors,
or

(c) has compounded with one or more creditors, or
(d) has assigned remuneration for the benefit of one or more creditors, or

(e) has been under external administration (within the meaning of subsection 600H(2) of
the Corporations Act 2001), or

(f) has outstanding debts to the Commonwealth.
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5 Provision of information

The VET Regulator may have regard to whether the person has provided false or misleading information
to any of the following in circumstances where it is reasonable to assume that the person knew that
the information was false or misleading:

(a) a VET Regulator,
(b) the Tertiary Education Quality and Standards Agency,

(c) the TPS Director (within the meaning of the Education Services for Overseas Students Act
2000), including in the TPS Director’s capacity as the VSL Tuition Protection Director under
the VET Student Loans Act 2016 and the Higher Education Tuition Protection Director under
the Higher Education Support Act 2003,

(d) the Minister, the Department or the Secretary,
(e) an authority of a State or Territory that deals with subsidy funding arrangements for education.

6 Previous conduct and involvements

(1) The VET Regulator may have regard to whether the person has previously been found not to be a fit
and proper person for the purposes of one or more of the following:

(a) the Act,

(b) the Australian Education Act 2013,

(c) the Education Services for Overseas Students Act 2000,

(d) the Higher Education Support Act 2003,

(e) the Tertiary Education Quality and Standards Agency Act 2011,

(f) the VET Student Loans Act 2016,

(g9) subsidy funding arrangements with a State or Territory for the provision of education,
(h) any other law of the Commonwealth or of a State or Territory.

(2) The VET Regulator may have regard to whether the person has engaged in conduct that reasonably
suggests a deliberate pattern of unethical behaviour.

(3) The VET Regulator may have regard to any other matter it considers relevant.

7 Additional considerations

The VET Regulator may have regard to whether the public is unlikely to have confidence in the person's
suitability to be involved in an organisation that provides, assesses or issues nationally recognised
qualifications.

Disallowed Persons / Responsible Persons
Disallowed person means any person or entity who since the day seven (7) years prior:

e Was an RTO that was a party to a contract in respect of delivery of training initiatives which was
terminated, suspended or had conditions placed upon the Training Provider’'s access to entitlements,

e Had its registration as an RTO revoked, cancelled, suspended or had conditions placed on its
registration by the National VET Regulator,

e If the Training Provider is approved to receive government subsidies for the provision of VET in any
other Australian jurisdiction, had its agreement for funding in that jurisdiction terminated, suspended
or had conditions placed upon the Training Providers access to entitlements, or

o Was responsible, by their acts or omissions, for any of the matters raised above occurring to another
person or entity.

The Celebrant Institute RTO does not engage, employ, contract or otherwise deal with any individual that:

e Has had a contract for government subsidised course delivery with any government body terminated
prior to the expiration date on the basis of performance, or

e Has had its registration revoked, suspended, cancelled or had restrictions imposed on its registered
training organisation operations, or

o Was responsible, via their acts or omissions, for any of the matters raised occurring to another person
or entity.
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Sufficient Authority

The Celebrant Institute RTO ensures that the CEO has sufficient authority to manage RTO operations and
maintain compliance. Relevant authority is enacted and documented through Organisational Charts,
Position Descriptions and other delegation documents as relevant.

The Celebrant Institute RTO ensures that the CEO has access to the necessary information and evidence to
help them make informed decisions about the RTO (and students), including key data regarding VET students,
enrolment, progression and completion rates, feedback and complaints from students, personnel and others,
as well as the outcomes of monitoring and evaluation activities.

The CEO reviews information on a regular basis to identify any improvements The Celebrant Institute RTO
may need to make for effectiveness to expectations, compliance to requirements and to continuously improve.

Insurance

The Celebrant Institute RTO ensures that it maintains appropriate insurance cover necessary to carry out its
business, including holding insurance for Professional Indemnity and Public Liability that covers the scope of
its operations throughout its registration periods, with a minimum policy level of $20 Million.

The Celebrant Institute RTO’s Chief Executive Officer is responsible for ensuring that insurances are renewed
in a timely manner and that annual amounts insured are appropriate for operational needs with confirmation
that training and assessment activities are covered, or that there are no restrictions on the activities covered.

Current insurance policy details and Certificates of Currency are available to all personnel in the relevant
Dropbox folder.

Information Management

The Celebrant Institute RTO ensures its information management systems and practices comply with the
Australian Vocational Education and Training Management Information Statistical Standard (AVETMISS) for
VET providers. This national data standard ensures the consistent and accurate capture and reporting of VET
information about students, providers, courses and training outcomes. This includes the:

e National VET Provider Collection data, and
e Quality Indicator data.

The Celebrant Institute RTO obtains and reports full AVETMISS data for all students, managing this data using
the aXcelerate Student Management System. Relevant reports are accurately completed and forwarded to
relevant government authorities on an ‘as required’ basis.

The Celebrant Institute RTO provides AVETMISS data as required under the National VET Provider Collection
Data Requirements Policy.

Governance Terms of Reference

The CEO effectively communicates and drives the vision and purpose of the organisation by setting clear
strategic goals, fostering a shared understanding among personnel, and ensuring alignment with
organisational priorities. They achieve this through stakeholder engagement and transparent communication
channels. The CEO leads by example, actively promoting the organisation's values, purpose, and vision across
all levels to inspire and guide personnel towards achieving desired outcomes.

The Celebrant Institute RTO’s CEO:

o Ensures the RTO adopts a positive culture focused on integrity, fairness and transparency.

e Sets and documents the RTO’s values and expectations regarding the conduct of all personnel, VET
students and others, reinforcing the organisation’s values and culture in personnel training and
listening to personnel, students and others about their experience of the RTO’s culture.

o Views RTO operations through a lens of integrity, fairness and transparency and ensures processes
are in place that epitomise these concepts for students and personnel.

e Ensures continued appropriate representation of relevant expertise and stakeholder involvement in its
composition.

e Avoids conflicts of interest and undue influences from external parties in decision-making.

e Has regard to the principles of good governance, fiscal responsibility, and transparent and fair
processes.

e Sets expectations for internal controls, compliance, risk management and risk taking.

e Ensures good practice in planning for financing and sustaining the organisation, including the approval
of strategic, financial and business planning, including annual budgets and longer-term financial
planning.
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Risk

Plans and manages The Celebrant Institute RTO’s workforce so it has the right people, with the right
skills, in the right positions, at the right time to deliver quality training and assessment.

Ensures that facilities and resources are fit-for-purpose and safe to use, and that resourcing is
sufficient and appropriate to ensure students can effectively complete their training.

Approves all items of capital expenditure.

Reviews all major strategies for their impact on the risk facing the organisation and takes appropriate
actions.

Oversees the efficient and effective management of the organisation.

Ensures good practice and monitoring of operations, including compliance with relevant international
conventions, legislation and associated rules, strategies, guidelines and policies.

Ensures that the organisation fulfils its purpose and performs its functions in a responsive and
innovative way.

Periodically reviews and approves the organisational structure in place.

Regularly reviews and takes action to improve their own performance.

The CEO practices effective risk management:

Ensures that they are proactively investigating new and emerging risk.

When evaluating strategic options, ensures that both threats and opportunities are assessed and
evaluates the extent to which options support the realisation of the organisational purpose and values.
When making a strategic choice, ensures that this choice is balanced against the changing risk context
and that the associated risk is treated and monitored.

Discloses substantive risk, limits and associated expectations to relevant stakeholders as a
demonstration of its accountability.

Makes clear to relevant stakeholders the nature and extent of accepted risk along with assurance that
the organisation will operate within the defined risk limits and take corrective action where necessary.

The CEO ensures:

e The desired risk culture is evident.

¢ All components of the organisational risk framework have been customised and implemented.

e The necessary resources have been allocated for managing risk.

e The authority, responsibility and accountability for managing risk have been assigned.
Operations

The CEO has full responsibility for the overall successful operations of the organisation, including:

Financial operations and solvency.
All matters as prescribed by law.
The strategic direction of the organisation.

In accordance with statutory requirements, the CEO:
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Discharges their duties in good faith and honesty, in the best interests of the organisation, with the
level of skill and care expected of a CEO.

Owes a fiduciary duty to the organisation using the powers of office for a proper purpose, in the best
interests of the organisation.

Acts with required care and diligence, demonstrating commercial reasonableness in their decisions.
Avoids conflicts of interest.

Does not make improper use of information gained through their position or take improper advantage.
Does not allow personal interests, or the interest of any associated person, to conflict with the interests
of the organisation.

Makes reasonable enquires to ensure that the organisation is operating efficiently, effectively and
legally towards achieving its goals.

Keeps confidential all decisions.

Is forthright and has a duty to question and fully canvas all aspects of any issue confronting the
organisation.

Supports the letter and spirit of their own decisions in discussions with joint venture partners, suppliers,
customers, personnel and other parties.
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Delegations

The CEO is responsible for all functions and operations of the organisation (including but not limited to those
in the following list) but can delegate such tasks and assessment decisions as it views necessary to the Lead
Assessor or Assessor.

Details

Preparation of Annual Budget Strategy.
Compilation of Annual Budget.

Reporting budget results tracking and variations.

Approval of all contracts and/or agreements for services of a once off nature.

Approval of all contracts and/or agreements for services of an annual ongoing nature.

Approval of budgeted expenditure.

Approval of unbudgeted expenditure.

Approval for and hiring of budgeted positions.

Approval of all advertising, marketing and public relations statements and activities within budgeted
expenditure.

Approval of payroll payments for existing personnel on an ongoing basis.

Approval of all domestic organisation-related travel payroll within budgeted expenditure.

Committees

The Celebrant Institute RTO does not have any committees.

Strategic Planning

Strategic planning is the organisation's process of defining its direction and long-term goals, creating specific
plans to achieve them, implementing those plans, and evaluating the results.

The strategic planning process is about looking forward, outside the organisation’s immediate future, to reach
a particular set of goals. It also involves laying out, step-by-step, how the organisation is going to get there.

An independent external consultant is used to manage the process, to enable greater objectivity, encouraging
stakeholder engagement and ensuring the strategic expertise and view is achieved through the process.

The Celebrant Institute RTO maintains a robust approach to the governance, planning and management of its
operations.

The Celebrant Institute RTO maintains a current Strategic Plan for its operations that is reviewed on a regular
basis to ensure that it remains reflective of current operations and future directions.

Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates governance processes to ensure effective governance
practice.

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.
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