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Management 
This policy documents the organisation’s management 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 management activities. 

This policy applies to all members of the management team responsible for overseeing operations, 
compliance, and service delivery within the organisation. The only member of the management team is the 
Chief Executive Officer (CEO). 

Management is responsible for ensuring that the organisation operates efficiently, meets compliance 
requirements, and delivers quality training and assessment services. Management must lead by example in 
upholding the organisation’s values, fostering a positive culture, and ensuring continuous improvement. 

The Celebrant Institute RTO is committed to the sound management of its operations.  

Rationale 
The Celebrant Institute RTO has established robust systems and processes to identify, communicate, and 
monitor roles, responsibilities, and accountabilities within the organisation. The organisational structure is 
clearly defined and regularly reviewed for effectiveness. Decision-making is guided by a structured process 
informed by credible data, stakeholder expectations, compliance obligations, and societal impacts. These 
systems ensure that all personnel understand their roles and are aligned with the organisation's strategic goals 
and regulatory requirements. 

The organisation uses strong internal communication mechanisms to ensure information is disseminated 
effectively. Email updates, WhatsApp group chats, and ongoing personnel feedback mechanisms are 
leveraged to maintain transparency and provide a platform for raising operational or compliance concerns. 
Document control and feedback processes, including an Annual Internal Feedback Survey, further 
strengthen communication and continuous improvement. 

To ensure personnel familiarity with regulatory requirements, The Celebrant Institute RTO implements targeted 
training, professional development activities, and regular updates. Legislative and regulatory changes are 
communicated through a variety of channels, ensuring timely dissemination and understanding across the 
organisation. Personnel are also provided access to organisational documents, promoting accountability and 
engagement with compliance expectations. 

Monitoring and evaluation processes are central to The Celebrant Institute RTO’s approach, with continuous 
improvement embedded into operations. Internal audits, performance monitoring, and stakeholder feedback 
are used to assess the effectiveness of management processes and compliance practices. These mechanisms 
ensure that personnel responsibilities are clearly defined, effectively communicated, and diligently executed, 
aligning the organisation with its strategic objectives and regulatory obligations. 

Operational Management 
This policy outlines key tasks for the effective management of the organisation’s operations to achieve all 
goals, objectives and outcomes. To achieve this the organisation has ensured: 

• Roles and responsibilities of personnel are clearly defined and understood within the RTO, with clear 
lines of accountability for decision-making. 

• A clear organisational structure is in place. 
• Relevant strategic, business and other plans guide operations, manage risk and ensure sustainability. 
• Well documented operational systems and processes are in place, supporting quality, maintaining 

integrity and honesty in all organisational activities, ensuring the effective management of operations 
and maintaining continuous improvement.  

• Strong internal and external communication processes are used, including personnel feedback, to 
inform management and decision making. 

• Document control processes facilitating good record keeping are in place throughout the organisation. 
• An internal monitoring and evaluation process is in place that guides periodic review for evaluating the 

effectiveness of organisational operations and continuous improvement.  

Organisational Structure and Positions 
The organisation’s Organisational Structure as outlined below. 
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Position Descriptions 
Each position in the organisational structure has a position description with defined objectives and 
responsibilities, with clear lines of accountability evident across positions.  

Decision Making and Management Information  

Management Information 
The Celebrant Institute RTO collects, uses and maintains a wide range of information on its operations for 
various purposes. Key management information solutions used are: 

Solution Purpose Person(s) 
responsible 

Xero Collection, use and maintenance of all financial information and reporting, 
such as budget, tracking and financial statement reporting information. 

CEO 

aXcelerate Collection, use and maintenance of all program management information 
and reporting. 

CEO 

RTO Radar 

 

Collection, use and maintenance of all human resources management 
information and reporting, such as personnel information records, 
management tracking for performance management, appraisal and 
professional development, and grievances. 

Tracking and reporting on all management functions, such as continuous 
improvement, complaints and appeals. 

Collection, use and maintenance of all stakeholder outcomes information 
and reporting. 

CEO 

 

Decision Making Approach 
Decision making is the process of making choices by identifying a decision, gathering information, and 
assessing alternative resolutions. 

Using a step-by-step decision-making process ensures that the organisation management and personnel 
make more deliberate, thoughtful decisions by organising relevant information and defining alternatives, 
increasing the likelihood that the most satisfying alternative possible is implemented. 

The organisation uses a decision-making approach that is risk-based and informed by: 

• Credible information and reliable data, 
• Stakeholders’ expectations, 
• Compliance obligations, 
• Ethical and societal expectations, including those anticipated for future generations, and 
• Impacts, and reliance, on the natural environment. 

Chief Executive Officer 

Assessor 

Lead Assessor 
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Communication and Personnel Feedback  

External Communication 
The organisation undertakes a range of communication activities with external stakeholders, including seeking 
external feedback regularly. 

Activity Purpose Person(s) 
responsible 

Regular meetings with key 
stakeholder representatives 

Maintenance of relationships and project activities with 
key stakeholder organisations and representatives. 

CEO 

Internal Communication 
The organisation undertakes a range of communication activities with internal personnel and stakeholders, 
including seeking personnel feedback regularly. 

Activity Purpose Person(s) 
responsible 

Personnel emails  Regular personnel emails are a key method the organisation uses to 
ensures personnel are aware of operational activities and informed of 
any changes or updates to plan upcoming work. 

CEO 

WhatsApp group The personnel WhatsApp group is used for informal communication 
and collaboration between team members. 

CEO 

Communications may cover a wide range of areas as needed, including:  

• Operational updates and activities. 
• Workplace health & safety updates. 
• Legislative updates. 
• Policy & procedure changes. 
• Program activities and updates. 
• Complaints and appeals management. 
• Continuous improvement items. 
• Professional development activities. 
• Stakeholder feedback and actions required. 
• General business. 

Internal Feedback 
As a quality focused organisation, the organisation seeks and heeds internal feedback. Feedback is an 
important and effective way to identify operational successes and failures as opportunities for continuous 
improvement. Internal feedback is sought from management and personnel. 

All individuals are expected to follow appropriate communication processes when offering or receiving 
feedback and to ensure feedback is justified, reasonable, clear, concise and open to maximise the opportunity 
for continuous improvement and productive outcomes. 

Feedback is received and documented in a range of ways, including via email communications and the 
organisation’s Annual Internal Feedback Survey.  

Monitoring and Evaluation 
The Celebrant Institute RTO monitors and evaluates management processes to ensure effective operational 
management and communications. 

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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