
ADMINISTRATION: COMPLAINTS FRAMEWORK

To assist parents in the nurture of their children, by providing 
a Christ-centred, biblically grounded, culturally engaging and 
academically rigorous education to equip the children to live 
for God’s glory.

Our V� ion

Our M� sion

To faithfully serve in God’s plan to restore all things 
under the lordship of Jesus Christ.
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CHRISTIAN RATIONALE 

Whistle-blower provisions support the school’s commitment to honour God in every part of its 
governance and operations; and to work towards continual improvement. This is through having 
processes in place for transparency, ethical practice and responsiveness to complaints. 

The school will investigate all reports of misconduct or wrong-doing and take necessary action. 
Where misconduct results in regulatory or legislative breaches, the school will comply with the 
requirements of the law.  Let everyone be subject to the governing authorities, for there is no 
authority except that which God has established. (Romans 13:1) 

Christians are called to live in the light. Where current safeguards of compliance have failed or 
have not identified serious wrongdoing within the school, the school recognises that 
whistleblowers are important in bringing such actions into the light.  

The school seeks the wellbeing and integrity of all its employees and stakeholders as people made 
in the image of God, and for His glory; and to supporting them in their faith and Christian walk.  

 

PURPOSE 

This policy details Covenant’s commitment to the appropriate handling of complaints which fit the 
criteria for whistleblowers protections under the Corporations Act 2001 (‘the Act’).  These 
protections are effective from 1 July 2019; however, the disclosures may be about matters that 
occurred prior to that date.   

The school is committed to a responsive and effective complaints management process; and to 
addressing issues as they arise.  In relation to whistleblowers, the school is committed to ensuring: 

(a) that current, or former, staff, officers, volunteers, and contractors to report non-

compliances without fear of detriment. 

(b) that it handles reports from whistleblowers in a way that will protect the identity of the 

whistleblower; and to provide for the secure storage of the information provided. 

(c) protection of whistleblowers against reprisal by any person. 

(d) that it maintains the highest standards of ethical behaviour and professional practice.  

(e) support to persons making, or named in, a whistleblower report. 

(f) accessibility and visibility of this policy, and 

(g) the provision of training to relevant stakeholders of in relation to responsibilities and 

requirements of this policy  

Note: The vast majority of complaints will not fit the definition of whistleblower matters, and/or do 
not need to be raised via that mechanism. The school expects all staff members, volunteers and 
contractors who have reasonable grounds to suspect wrong-doing, or non-compliance, to report 
such matters to their immediate coordinator, or a member of the school executive, through the 
normal complaints processes. 
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WHO THE POLICY APPLIES TO 

The whistleblower protections enable a whistleblower to come forward to report misconduct 
without fear of retribution or personal detriment.  An eligible whistleblower is an individual who is, 
or has been, any of the following in relation to Covenant Christian School: 

(a) a current or former officer or employee of the school; 

(b) a current or former contractor or supplier to the school (whether paid or unpaid) and their 

employees; 

(c) a current or former volunteer at the school, and associates of the school; 

(d) a relative, dependent or spouse of any of the above categories of persons. 

A discloser qualifies for protection as a whistleblower if they are an eligible whistleblower and have 
made a disclosure of information relating to a ‘Disclosable Matter’ directly to an `Eligible Recipient’ 
or to ASIC, APRA or another prescribed Commonwealth body.  A discloser also qualifies for 
protection if they have made a disclosure to a legal practitioner for the purposes of obtaining legal 
advice about the whistleblower provisions in the Corporations Act or have made an ‘emergency 
disclosure’ or `public interest disclosure’. 

 

MATTERS THE POLICY APPLIES TO 
A `Disclosable matter’ (in the context of this policy) – applies to a disclosure of information where 
the discloser has reasonable grounds to suspect that the information concerns misconduct or an 
improper state of affairs or circumstances in relation to the school referred to in s.1317AA of the 
Act, such as: 

(a) corrupt conduct or breach of trust; 

(b) fraud or theft;  

(c) maladministration or negligence; 

(d) harassment or unlawful discrimination;  

(e) serious and substantial waste of public resources;  

(f) practices endangering the health or safety of the staff, students, volunteers, or general 

public;  

(g) practices endangering the environment; 

(h) breach of duty. 

The matter does not need to relate to a breach of legislation but applies to a range of serious 
misconduct matters or circumstances. 

A whistleblower may also report information where they have reasonable grounds to suspect an 
officer, employee, volunteer, contractor or the school has:  

(a) breached any provision of the legislation in corporate, financial and credit sections or 

relating to tax affairs; 

(b) breached any provision of Commonwealth legislation which may be punishable by 

imprisonment of 12 months or more; or 

(c) acted in a way which represents danger to the public; or to the financial system. 

 

A discloser can still qualify for protection even if their disclosure turns out to be incorrect. 
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PERSONAL WORK-RELATED COMPLAINTS 

This policy does not apply to matters that solely relate to personal work-related grievances which 
do not include matters outlined above, and that do not relate to detriment or threat of detriment 
to the discloser.  These matters do not qualify for protection under the whistleblower provisions 
under the Corporations Act.   

Personal work-related grievances include matters such as interpersonal conflict, a decision that 
does not involve a breach of workplace laws or a decision about the terms and conditions of 
employment/engagement.  Personal work-related grievances which however may still qualify for 
protection, include a disclosure of misconduct, involve a breach of laws punishable by 
imprisonment of 12 months or more, represent a danger to the public, or the discloser suffers from 
or is threatened with detriment for making a disclosure.   

Persons should report any issues or concerns that do not qualify for whistleblower protection, 
through the school’s complaints procedures. See website or inquire through the school. 

 

WHO CAN RECEIVE A DISCLOSURE 

Under the Act, ‘qualifying disclosures’ must be reported to an ‘Eligible Recipient’ only, in order for 
the protections to apply.  The role of an eligible recipient is to receive disclosures that qualify for 
protection and a discloser needs to make a disclosure directly to an eligible recipient to qualify for 
protection.  An eligible recipient includes: 

(a) an officer (board director, Principal and Business Manager) or another senior manager 

(including a member of the executive) of the school; 

(b) the school auditor and 

(c) a person authorised by the school to receive disclosure that may qualify for protection (see 

below). 

To assist in identifying and addressing wrongdoing as soon as possible, disclosers are encouraged 
to make a disclosure to one of the following eligible recipients in the first instance (unless you 
believe this person to be implicated in the subject of your disclosure): 

(a) the Principal, 

(b) the Business Manager, 

(c) the Deputy Principal (removed HRM), 

(d) the Board Chair, 

(e) WBS independent whistleblowing service www.whistleblowingservice.com.au/cen/  (Unique 

Key – COV2021, Client Reference Number – hp6vs) 

(f) the Audit Engagement Partner at Manser, Tierney and Johnston (the school’s external 

auditor), 

(g) ASIC, ATO or other Commonwealth body prescribed to receive disclosures on disclosable 

matters. 

Note: the Australian Charities and Not-for-Profits Commission (ACNC) is NOT an eligible recipient 
and therefore whistleblower protections do not apply to concerns reported this way. 

Disclosures to a legal practitioner for the purposes of obtaining legal advice or legal representation 
in relation to the operation of the whistleblower provisions in the Corporations Act are protected. 

 

 

http://www.whistleblowingservice.com.au/cen/
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Emergency and Public Interest Disclosures 

Disclosures can be made to a journalist or parliamentarian under certain circumstances and qualify 
for protection. It is important for the discloser to understand the criteria for making a public 
interest or emergency disclosure and should contact an independent legal adviser before making 
such disclosure.  In both circumstances, the disclosure must have previously been made in written 
form to the ASIC, APRA or a prescribed body with sufficient information to identify the previous 
disclosure and stating that it intends to make the relevant disclosure. 

A `public interest disclosure’ is the disclosure of information to a journalist or parliamentarian, 
where: 

(a) at least 90 days have passed since the discloser made the disclosure to a Commonwealth 

body prescribed by regulation; 

(b) the discloser does not have reasonable grounds to believe that action is being taken in 

relation to their disclosure; 

(c) the discloser has reasonable grounds to believe that making a further disclosure of 

information is in the public interest. 

An ‘emergency disclosure’ is the disclosure of information to a journalist or parliamentarian, 
where:  

(a) the disclosure has previously made a disclosure of information to ASIC, APRA or another 

Commonwealth body prescribed by the regulation; 

(b) the discloser has reasonable grounds to believe that the information concerns a substantial 

or imminent danger to the health or safety of one or more persons or to the natural 

environment; 

(c) the extent of the information disclosed is no greater than is necessary to inform the 

journalist or parliamentarian of the substantial or imminent danger. 

 

HOW TO MAKE A DISCLOSURE 

Reports may only be made, or directed, to an ‘Eligible Recipient’ and can be made securely and 
confidentially outside business hours. Reports may be made in person, by phone or in writing. The 
person to whom you disclose can help you to make a written statement.  

Reports can be made anonymously if preferred, and the reporter will still be protected under the 
Act. The reporter can remain anonymous to report, during an investigation, or when the 
investigation is finalised. To report anonymously:  

(a) an email can be sent to an eligible recipient marked ‘confidential whistleblower report’; 

(b) a written report sent in a sealed envelope marked ‘Confidential’, and addressed to the 

Principal, the Business Manager, or authorised recipient in the school; or  

(c) report made to the independent whistleblower service - WBS independent whistleblowing 

service www.whistleblowingservice.com.au/cen/ 

Reports to ASIC (or the ATO) can be made through their online forms. 

The report should contain as much detail as possible of: 

(a) the alleged breach – what happened; 

(b) the person, or persons, responsible for the breach; 

(c) information for believing that a breach has occurred, and has been committed by the person 

named; 

http://www.whistleblowingservice.com.au/cen/
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(d) the nature and whereabouts of any further evidence to substantiate the allegations, if 

known. 

 

LEGAL PROTECTIONS FOR DISCLOSURES 

Protections under the Corporations Act that are available to disclosures who qualify for protection 
as a whistleblower include: 

(a) identity protection (confidentiality); 

(b) protection from detrimental acts or omissions; 

(c) compensation and other remedies; and 

(d) civil, criminal and administrative liability protection. 

The protections apply not only to internal disclosures, but to disclosures to legal practitioners, 
regulatory and other external bodies, and public interest and emergency disclosures that are made 
in accordance with the Corporations Act. 

Identity Protection (confidentiality) 

It is illegal for a person to disclose the identity of a discloser or information that is likely to lead to 
the identification of the discloser (which they have obtained directly or indirectly because the 
discloser made a disclosure that qualifies for protection).   

The exceptions are if a person discloses the identity of the discloser to ASIC, APRA or AFP, a legal 
practitioner for the purposes of obtaining legal advice or legal representation about the 
whistleblower provisions, to a prescribed person or body, or with the consent of the discloser   

The school can disclose information contained in a disclosure as is reasonably necessary for 
investigating the issues related to the disclosure provided the information does not include the 
discloser’s identity and the entity has taken all reasonable steps to reduce the risk that the 
discloser’s identity will be identified from the information. 

Should a discloser wish to make a complaint about the breach of confidentiality, it should contact 
any the Principal or Board Chairperson immediately. A discloser is also able to lodge a complaint 
with a regulator such as ASIC or ATO, for investigation. 

Protection From Detrimental Acts or Omissions 

A person cannot engage in conduct that causes detriment to a discloser (or another person), in 
relation to a disclosure, if the person believes or suspects that the discloser (or another person) 
made, may have made, proposes to make or could make a disclosure that qualifies for protection 
and the belief or suspicion is the reason, or part of the reason for the conduct.  

In addition, a person cannot make a threat or cause detriment to a discloser (or another person) in 
relation to a disclosure. Examples of detrimental conduct include: 

(a) dismissal of an employee; 

(b) injury of an employee or his or her employment; 

(c) alteration of a persons duties to the person’s disadvantage; 

(d) harassment of intimidation; 

(e) harm or injury to a person, including psychological harm; 

(f) damage to a person’s property, reputation or financial position. 

The school is entitled to take actions which are not detrimental conduct, such as its routine 
administrative or managerial functions.  An example of this may be actions in line with the school’s 
performance management framework for unsatisfactory work performance.  In these situations, 
the school will explain and endeavour to provide reasons for such actions. 
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Civil, Criminal and Administrative Liability Protection / Compensation and other Remedies 

If a reporter meets the requirements for protection under the Act in disclosing information about 
wrongdoing in the school: 

(a) the discloser is entitled to protections commence from when they report their concerns to 

an eligible recipient; 

(b) they are provided with immunity from civil, criminal, or administrative liability for protected 

disclosures; and 

(c) no contractual or other rights or remedies may be enforced against them because of the 

report. 

The discloser can seek compensation and other remedies through the courts if they suffer loss, 
damage or injury because of the disclosure and the school failed to take reasonable precautions 
and exercise due diligence, to prevent the detrimental conduct. 

N.B. This protection does not grant immunity to the discloser for any misconduct they were 
involved in that is revealed in the disclosure. If a discloser voluntarily self-reports their involvement 
in corporate misconduct this will be taken into account. 

 

SUPPORT AND PRACTICAL PROTECTION FOR DISCLOSERS 

(a) The school shall maintain the confidentiality of the identity of the whistleblower.  The school 

will take the following measures to enable the maintenance of confidentiality: 

a. Personal information referencing the discloser will be deidentified such as by being 

redacted, or referring to the discloser in a gender-neutral way; 

b. Where possible, the discloser will be asked to help identify aspects of the disclosure 

that may identify the discloser, to avoid inadvertently identifying them; 

c. Disclosures will be handled and investigated by senior personnel or an external 

party. 

d. Records will be securely stored; 

e. Access to disclosures will be limited to those who have a role in managing or 

decision-making, authorised persons, or those who are required to know;  

The school shall take disciplinary measures against another person who reveals the identity 
of a whistleblower, or who victimises them for the disclosure. 

(b) The school will protect reporters from detriment. The school shall not take disciplinary 

action, or engage any  employment-related disadvantage, toward a staff member or 

volunteer for the act of making such a report, where the requirements of the Act are met. 

The school will  provide appropriate support in line with the nature of reporter’s relationship 

with the school, other responsibilities the school has to the reporter, the wishes of the 

reporter and the nature of the matters being raised, such as: 

a. Providing access to the EAP service  or other professional services (such as to 

students or contractors) to support the discloser in their reporting of misconduct; 

b. Provide employment support to a staff member such as access to leave entitlements 

if required, or other necessary employment adjustments; 

c. Ensuring that management are aware of their responsibilities to disclosers; 

d. Investigation of any complaints of detriment being caused to disclosers. 

Note: a discloser may seek independent legal advice or contact regulatory bodies, such as 
ASIC, APRA or the ATO, if they believe they have suffered detriment.  
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HANDLING AND INVESTIGATING A DISCLOSURE 

Response to a Disclosure 

(a) The Eligible Recipient of the report shall examine the information to assess if it meets the 

requirements of a qualifying disclosure under the Act, and if a formal, in-depth investigation 

is required. 

(b) The school should seek appropriate legal advice; including notification to the school’s 

insurer. 

(c) The determination may be that:  

a. the concern is unquestionably trivial or fanciful; and they may dismiss the allegation 

and notify the person making the allegation of their decision. 

b. the matter is neither trivial nor fanciful and should and can be specifically 

investigated and the Recipient ensures that the allegation is investigated, a finding is 

made and the person making the allegation is informed of the finding (if a method 

to contact was provided by the reporter). 

c. the matter is neither trivial nor fanciful; and the Recipient refers it to an external 

agency or regulators for investigation. 

d. the matter is neither trivial nor fanciful but is best addressed through a broader 

investigation of the issues raised. 

e. the concern does not fit into the matters covered by the ‘Whistleblower Act’; but 

may be dealt with under the school’s complaints procedures. 

(d) The Principal (or Board Chair, if the matter involves the Principal), shall be responsible for 

ensuring that an investigation is established and adequately resourced – whether an external 

or internal investigation. 

Internal Investigation  

The purpose of an investigation is to determine whether there is enough evidence to substantiate 
or refute the matters reported. 

(a) Notes about investigations: 

a. The identity of the person making the report shall remain confidential. 

b. Without the discloser’s consent, the school cannot disclose information that is likely 

to lead to the identification of the discloser as part of its investigation process—

unless: 

i. the information does not include the discloser’s identity;    

ii. the entity removes information relating to the discloser’s identity or other 

information that is likely to lead to the identification of the discloser (e.g. 

the discloser’s name, position title and other identifying details); and 

iii. it is reasonably necessary for investigating the issues raised in the 

disclosure. 

c. Principles of procedural fairness (natural justice) will be observed in any 

investigation.   

d. The school may not be able to undertake an investigation if it is not able to contact 

the discloser (e.g.  if a disclosure is made anonymously and the discloser has   not 

provided, a means of contacting them) 

e. The reporter will be informed about progress of the investigation, where it is 

practical and appropriate to do so. 
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(b) Investigation Process 

If an internal investigation is being conducted by the school: 

a. an investigation plan will be developed in proportion to the seriousness of the 

allegation to ensure the investigation will address the key issues; and sufficient 

resources are allocated. 

b. the investigation shall be conducted as quickly and thoroughly as possible. It is 

expected that an investigation will be completed within four School Term weeks. 

Allowance for non-term time and more complex matters may be made in the 

investigation plan. 

c. strict confidence will be maintained during the investigative process.  

d. all information obtained will be properly secured to prevent unauthorised access. 

e. staff who are the subject of an allegation will be treated with procedural fairness 

and provided support such as via the school EAP service. 

Findings of an Investigation 

A report will be prepared when an investigation is complete. This report will include: 

(a) the allegations; 

(b) a statement of all relevant findings of fact, plus evidence relied upon in conclusions; 

(c) conclusions reached as a result of the investigation (including damage caused/ impact on the 

organisation or other affected parties) and their basis; 

(d) recommendations based on those conclusions to address any wrongdoing identified and any 

other matters arising during the investigation. 

Following an Investigation: 

(a) where appropriate, the findings will be provided to the person making the allegation (with, if 

necessary, any applicable confidentiality stipulations).  

(b) the report shall be provided to the Board, which may make further recommendations, while 

preserving confidentiality, as appropriate. 

(c) regulators shall be notified as necessary. 

(d) the school shall take such action/s to rectify the situation as soon as possible. 

(e) disciplinary action may be taken in respect of other staff implicated in the matter reported.  

(f) review the effectiveness of Whistleblower policy and procedures.  

(g) if the allegations are determined to be not substantiated, documents relating to the 

investigation will be securely stored; and the outcome documented.  

 

ACCESS TO THE POLICY 

The school will make this policy easily accessible and available to all employees by posting it on 
Covie Central.  The school will also train eligible recipients on their duties and responsibilities and 
provide its employees with an awareness of the protections and reporting mechanisms.  
Whistleblower provisions form part of the school’s complaints framework, and this policy can be 
accessed via the school app and parent portal. 
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 OFFENCE UNDER THE ACT 

Significant penalties apply for corporations and/ or individuals for contraventions of whistleblower 
legislation. It is an offence to: 

(a) reveal the identity of a whistleblower, including information that is likely to lead to their 

identification, to anyone other than regulators and the school’s lawyer, without the 

whistleblower’s consent. 

(b) victimize or threaten or cause “detriment” (See Definitions) to a whistleblower because of 

their disclosure; or because of an assumed disclosure. 

(c) fail to prevent an employee from victimising or threatening or causing detriment to the 

whistleblower. 

(d) discipline or dismiss an employee who is a whistleblower even if the protected disclosure 

constitutes a breach of contract. 

Companies can also be liable to compensate the whistleblower for the losses they have suffered as 
a result of the detrimental behaviour.  

 

 

 

 

 

 

 

 

 

 

Important related documents: 

Complaints Framework incl: Complaints Management, Grievance Policy and Whistleblower Policy 

Relevant Legislation: 

Corporations Act 2001 (Cth) (Part 9.4AAA) 

Taxation Administration Act 1953 (Cth) (Part IV) 
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