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Whistleblowing Policy

Whistleblowing Policy
Instructions

Instructions are provided throughout this template to guide the Author through the writing of the policy. The instructions and prompts are in hidden grey text. The Show/ Hide [image: image2.emf]







 button will toggle between activating and deactivating these prompts.

Enter the document name under File >> Properties for the header to be updated automatically.

Guiding principles:

A policy is a high-level document, which must be clear and concise. A policy provides a directive for the organisation. Detailed information is provided in procedures and related documents. 

A policy should be no more than 1-2 pages in length and the policy title kept short and relevant. Remove any sections of the template that are not required.

Ensure the request has been validated by the Document Request Form before drafting the document.
1. Purpose
What are you seeking to achieve by writing this document? What is the ideal outcome?

For example: This policy is designed to provide a directive to all Lifestyle Solutions staff in the event of……

This policy sets out the framework for protection of Whistleblowers who witness and report suspected Wrongdoing at or by Lifestyle Solutions. This policy sets out Lifestyle Solutions’ commitment to protecting Whistleblowers by:
· encouraging the reporting of suspected Wrongdoing;

· providing various ways that a person can report suspected Wrongdoing, so they can choose a method that they feel most comfortable with; and 

· establishing procedures that enable:

· wide understanding in the organisation of the importance of Whistleblowers and the reports that they make;
· protection for people that report or witness suspected Wrongdoing;
· independent internal investigation of disclosures made (with external investigation as required);
· continued feedback to the Whistleblower of the progress of the investigation, as much as possible; and
· resolution of the issue(s) identified.

2. Scope
Update the statement below regarding who the policy applies to. Identify the Service, State or roles where applicable.

Individuals who are covered by the scope of this policy include the following:

(a) current and former employees and officers of Lifestyle Solutions;

(b) contractors and suppliers of Lifestyle Solutions (whether paid or unpaid e.g. volunteers) and their employees; 
(c) an individual who is an associate of Lifestyle Solutions; and 
(d) spouses and relatives of any of the above individuals. 
This policy details minimum requirements and must be complied with by those persons to whom it applies.
3. Policy Statement
The Board, Executives and Senior Management of Lifestyle Solutions are committed to the highest standards of legal, ethical and moral behaviour, and to protecting people who witness and report suspected Wrongdoing within the organisation. 
People with a connection to Lifestyle Solutions whether current or past as an employee, or contractor, are often the first to realise suspected Wrongdoing may have occurred or be occurring. However, they may not wish to speak up if they are worried about appearing disloyal, being victimised, or their job being impacted in some other way. Lifestyle Solutions believes that Whistleblowers are extremely important to ensure suspected Wrongdoing is detected and the organisation is able to investigate and act as necessary.

No person should be personally disadvantaged for reporting suspected Wrongdoing that they have reasonable grounds to suspect is occurring. Lifestyle Solutions is committed to maintaining an environment where legitimate concerns can be reported without fear of retaliation. Retaliating against someone for reporting suspected Wrongdoing is directly opposed to Lifestyle Solutions’ values and will be treated as suspected Wrongdoing under this Policy and may lead to disciplinary action, including termination of employment. 
3.1 What is Wrongdoing?
Wrongdoing is behaviour or actions that could have a negative impact on people or the organisation. It includes, but is not limited to, the following:

· a serious breach of Lifestyle Solutions’ policies and procedures;
· unsafe action or activities: an action that is seriously harmful or could be seriously harmful to a person we support, a staff member, or someone else connected to Lifestyle Solutions. Examples include deliberately disregarding safe work practices, or not following the medical care plan of a person we support;
· illegal activities: anything that is illegal, such as theft, drug sale or use, violence or threatened violence, harassment, damage to property;
· fraudulent or corrupt activities as defined in the Fraud Control Policy;
· unethical actions including altering company records of any kind, deliberately making false entries in records, engaging in questionable accounting practices, or intentionally breaching Lifestyle Solutions’ Code of Conduct and related policies;
· substantial mismanagement of Lifestyle Solutions’ resources;
· intentionally hindering or obstructing audit processes or investigation processes (whether they are internal or external);
· an abuse of authority;

· behaving in a way that could damage Lifestyle Solutions’ reputation, financial position, or is otherwise seriously opposed to the interests of Lifestyle Solutions; 
· disclosure of information concerning misconduct or an improper state of affairs or circumstances;

· disclosure of information that indicates an offence against, or contravention of, certain prescribed Commonwealth laws, including the Corporations Act, or any act that is punishable by imprisonment for a period of 12 months; and/or

· disclosure of information that represent a danger to the public or the financial system; and/or

· concealment of a Wrongdoing, or any retaliation against, a Whistleblower.

Sometimes it isn’t clear whether someone’s actions or behaviour need to be reported. If in doubt, you should make a report anyway. You will never be penalised for raising an issue that you believe is a genuine concern, provided you have reasonable grounds to suspect it is occurring. 

If this is personal, for example you feel you are being bullied, you should try to address the issue by following Lifestyle Solutions’ Preventing Harassment, Discrimination and Workplace Bullying Policy. 

Note: Nothing in this policy absolves a person from their personal obligations relating to Mandatory Reporting. You must always report reportable conduct in accordance with law including engaging, where warranted, with external bodies such as the police or other authority. 
4. Related legislation
Enter the name and a hyperlink to any related legislation in the table below. Copy the link from the relevant website and paste it into the ‘Link’ column below. Add a new row for each item.

	Legislation
	Link

	Public Interest Disclosure Act 2013 (Cth)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/cth/consol_act/pida2013295/ 

	Corporations Act 2001 (Cth)
	https://www.legislation.gov.au/Details/C2018C00275

	Public Interest Disclosure Act 2012 (ACT)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/act/consol_act/pida2012295/ 

	Public Interest Disclosure Act 1994 (NSW)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/pida1994313/

	Public Interest Disclosure Act 2008 (NT)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/nt/consol_act/pida295/

	Public Interest Disclosure Act 2010 (QLD)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/qld/consol_act/pida2010295/

	Public Interest Disclosure Act 2002 (Tas)
	http://www.austlii.edu.au/cgi-bin/viewdb//au/legis/tas/consol_act/pida2002313/

	Protected Disclosure Act 2012 (Vic)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/vic/consol_act/pda2012233/

	Public Interest Disclosure Act 2003 (WA)
	http://www.austlii.edu.au/cgi-bin/viewdb/au/legis/wa/consol_act/pida2003295/


5. Related procedures

Enter the name and a hyperlink to any related procedures in the table below. Enter the appropriate Service in the Service Type column. Copy the link from the intranet and paste it into the ‘Link’ column below. Add a new row for each item.

	Document name
	Service type
	Link

	Whistleblowing Procedure
	All Services
	

	Code of Conduct
	
	

	Fraud Control Policy
	
	

	Information Security Policy
	
	

	Employee Contact with the Board Policy
	
	

	Preventing Harassment, Discrimination and Workplace Bullying Policy
	
	

	Investigation Process

Investigation Procedure
	
	

	Dispute resolution, confidentiality
	
	

	Workplace Grievance Resolution Policy
	
	

	Managing Disciplinary Action and Termination of Employment Policy
	
	

	Feedback and Complaints Policy
	
	

	Privacy Policy
	
	

	Mandatory Reporting Notification form
	
	

	Mandatory Reporting Complainant Statement
	
	

	Reportable Incident Risk Assessment
	
	


6. Other related documents

Enter the document name and a hyperlink to other related documents in the table below. Copy the link from the internet/ intranet and paste it into the ‘Link’ column below. Add a new row for each item. Remove this section if it is not required.

	Document name
	Link

	“Corporate Governance Principles and Recommendations, 3rd Edition”, Australian Stock Exchange Corporate Governance Council, 2014
	https://www.asx.com.au/documents/asx-compliance/cgc-principles-and-recommendations-3rd-edn.pdf 

	“Whistleblowing at Your Not-for-profit: A Leader’s guide”, Our Community and Your Call, June 2017 ISBN: 978-1-876976-63-7
	https://www.ourcommunity.com.au/files/whistleblowingbook.pdf 

	“Corporate Governance – Whistleblower protection programs for entities” – Australian Standard AS8004-2003
	


7. Glossary

List and define key words that the reader may not be familiar with. Carefully select the words you define and only include words that have been used in this document. Add a new row for each item.

	Key term
	Definition

	Mandatory Reporting
	Means reporting required under legislation e.g. suspected child abuse and neglect 

	Whistleblower
	A person who reports suspected Wrongdoing. The report may be made openly or anonymously.

	Whistleblowing
	The reporting by a Whistleblower of actual or suspected Wrongdoing.

	Wrongdoing
	Wrongdoing is behaviour or actions that could have a negative impact on people or the organisation.  A non-exhaustive list of examples of Wrongdoing is set out in clause 3.1.


Office Use Only (To be completed by the Quality team)
Enter the version number of the policy in the box below and in the footer of the document.

Enter the document approval date in the format DD Month Year, eg. 03 June 20XX. 

Policies are formally reviewed every 3 years unless major changes have been identified. Child Safety policies are reviewed after 2 years.

Enter the name and position of the Document Author.

In the Approved by field, enter whether the document was approved by the Executive General Manager or the ELT. The Approver is usually an Executive General Manager (or team) who has ownership of the content contained within the document.

Enter the Document Owner in the table below. The Document Owner is the Sector, eg. Operations – CFS.

Enter the document code assigned to this policy.
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Refer to the advice above the Initial Approval table for completing the information below.
Document Amendments
	Version number
	Approval date
	Review date
	Amended by
	Approved by
	Summary of changes

	
	
	
	
	
	


	<Document Code>
	V3.5
	  Page 5 of 5                          




  © Lifestyle Solutions 2017

