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Whistleblowing Policy

Purpose

The purpose of this policy is to provide a safe and confidential process for personnel, contractors, or other
stakeholders to report serious misconduct, unethical behaviour, or illegal activities within the organisation.
The policy ensures that concerns can be raised without fear of retaliation and that all reports are investigated
thoroughly and fairly.

Application

This policy applies to all personnel, contractors, suppliers, students, and stakeholders of the organisation. It
covers the reporting and management of issues such as:

e Fraud or financial misconduct.

e Unethical or illegal behaviour.

e Breaches of regulatory compliance or safety.

e Harassment, discrimination, or other inappropriate conduct.

e Any other conduct that could damage the organisation’s integrity or reputation.

Policy Statement

The Celebrant Institute RTO is committed to maintaining the highest standards of integrity and transparency
in its operations. To support this, the organisation provides a whistleblower mechanism for reporting serious
misconduct, ensuring that all reports are handled confidentially and without fear of retaliation. The
organisation will take all reasonable steps to protect whistleblowers from adverse consequences because of
making a report in good faith.

Whistleblower is any person (employee, contractor, student, or other stakeholder) who reports serious
misconduct, unethical behaviour, or illegal activity within the organisation.

Serious Misconduct is any behaviour or activity that is illegal, unethical, fraudulent, or in breach of
regulatory compliance, safety, or organisational policy.

Retaliation is any adverse action taken against a whistleblower, such as dismissal, demotion, harassment,
or discrimination, because of making a report.

Rationale

Whistleblowing processes assure effectiveness through a comprehensive and structured framework that
prioritises confidentiality, impartiality, and accountability. The clear reporting procedures, which allow
whistleblowers to submit concerns in person, via email, or anonymously, ensure that individuals can raise
issues without fear of retaliation. By protecting the whistleblower's identity and prohibiting retaliation, the
organisation creates a safe environment that encourages reporting and fosters trust.

The inclusion of detailed investigation processes further enhances the policy’s effectiveness. Every report is
recorded in the Whistleblower Register, ensuring systematic tracking of all cases. Preliminary assessments
and, where necessary, formal investigations are conducted impartially and promptly, often with the
involvement of external legal or audit professionals. This ensures that reports are thoroughly reviewed and
resolved with minimal bias or conflict of interest.

The Celebrant Institute RTO’s commitment to continuous improvement strengthens the policy’s impact. All
substantiated reports lead to corrective actions, which are recorded in the Continuous Improvement
Register and analysed for trends. This not only addresses the immediate issues but also prevents
recurrence by identifying root causes and implementing policy or procedural changes.

Regular auditing of the whistleblowing process and trend analysis ensures that the organisation evaluates
the system's efficiency and identifies areas for refinement. These ongoing monitoring and evaluation efforts
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ensure that the whistleblowing mechanism remains robust, transparent, and aligned with the organisation’s
commitment to integrity and ethical conduct.

Whistleblower Reporting Procedures

Reporting Serious Misconduct

Whistleblowers can report serious misconduct in person, via telephone, or via email to the Chief Executive
Officer.

Reports should include as much detail as possible, including:

Description of the misconduct or illegal activity,

Date(s) and location(s) of the incident(s),

Names of individuals involved, and

Any supporting evidence (e.g., emails, documents, witness statements).

Confidentiality

All reports will be treated confidentially, and the identity of the whistleblower will be protected to the fullest
extent possible.

Only personnel directly involved in managing or investigating the report will have access to the information,
and whistleblowers will not be identified without their consent unless required by law.
Anonymous Reporting

Whistleblowers may choose to report misconduct anonymously. However, anonymity may limit the
organisation’s ability to investigate thoroughly or provide feedback on the outcome of the investigation.

All anonymous reports will be treated with the same level of seriousness and confidentiality as identified
reports.

Investigation of Reports

Upon receiving a report, information is recorded and tracked in the Whistleblower Register.

The Chief Executive Officer will nominate a designated investigator to conduct a preliminary assessment to
determine if the report warrants a formal investigation.

If a formal investigation is required, it will be conducted promptly, thoroughly, and impartially. The
investigator may involve external legal or audit professionals if necessary.

The investigation involves reviewing evidence, interviewing witnesses and gathering relevant documentation.

Protection from Retaliation

The organisation strictly prohibits retaliation against any whistleblower who reports misconduct in good faith.
Any form of retaliation would result in disciplinary action, which may include termination of employment.
Whistleblowers who believe they are experiencing retaliation should report it immediately to their direct line
manager.

Outcome and Resolution

At the conclusion of the investigation, the investigator prepares a report summarising the findings and
recommending any corrective actions.

The whistleblower is informed of the outcome, where appropriate, while maintaining confidentiality of any
sensitive information.

Corrective actions may include disciplinary measures, policy changes, or referral to law enforcement where
necessary.
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Improvement Actions

The Celebrant Institute RTO is committed to take appropriate action in any case where a whistleblower
report is substantiated. In cases where a complaint is upheld, The Celebrant Institute RTO endeavours to
identify the root cause of the complaint and takes appropriate action to prevent the situation happening
again.

All improvement actions arising from whistleblower reports are raised via a Continuous Improvement
Record. The Celebrant Institute RTO maintains a Continuous Improvement Register for recording the
receipt and management of improvement records.

The Celebrant Institute RTO:

e Regularly analyses complaints to identify trends and any further improvements needed, and
e Audits the whistleblower complaints process on an annual basis to assess its effectiveness and
improve the complaints process as needed.

Please refer to the Quality Policy for further information on the continuous improvement process.
Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates the whistleblowing process to ensure whistleblower
reports are handled objectively.

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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