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1

PURPOSE

1.1

This Procedure sets out main processes to support implementation of the Policy:
Whistleblower Protection (Policy).

2

RELATED POLICIES AND REGULATIONS

2.1

This Procedure should be read in conjunction with the following:
2.1.1 Staff Code of Conduct
2.1.2 Policy: Whistleblower Protection
2.1.3 Policy: Misconduct
2.1.4 Policy: Staff Grievance Resolution
2.1.5 Policy: Sexual Assault and Sexual Harassment
2.1.6 Policy: Workplace Bullying
2.1.7 Policy: Code of Conduct: Research
2.1.8 The University of Notre Dame Australia Staff Enterprise Agreement 2018-2021

3

MAKING A REPORT

3.1

A person who wishes to make a Protected Disclosure must do so verbally or in writing to a
Disclosure Officer or Disclosure Body.
Where a Protected Disclosure is made verbally, the Disclosure Officer or Disclosure Body shall
make a comprehensive record of the disclosure and, where possible, request the
Whistleblower to sign the record of the disclosure.
Regardless of whether the Protected Disclosure is in writing or made verbally, the Disclosure
Officer or Disclosure Body must ask the Whistleblower making the disclosure whether they
consent to the disclosure of their identity. The Disclosure Officer or Disclosure Body will make
a written record as to whether the Whistleblower does or does not consent to the disclosure
of their identity.
There is no requirement for a Whistleblower to provide proof of the Reportable Conduct
disclosed under the Protected Disclosure.
Anonymous allegations of Reportable Conduct disclosed under a Protected Disclosure will be
investigated by the University where sufficient information is provided. However anonymity
may limit the University’s ability to provide the protections available under the Policy to the
person making the report.

3.2

3.3

3.4
3.5

4

HANDLING A REPORT

4.1

Once a Protected Disclosure is received by the Disclosure Officer or Disclosure Body, they will
refer the matter to the Disclosure Coordinator within two working days.
The Disclosure Coordinator will undertake a preliminary assessment of the disclosure to
ascertain whether it is a Protected Disclosure and/or whether the matter being disclosed:
4.2.1 is false or vexatious; or
4.2.2 is frivolous or trivial; or
4.2.3 has already been dealt with in an appropriate way; or
4.2.4 relates to a dispute, personal work-related grievance, interpersonal conflict, or to a

4.2
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4.3
4.4

4.5
4.6

4.7

4.8

4.9

4.10
4.11

4.12

4.13

5

policy decision, procedure or practice that the person does not agree with, rather than
Reportable Conduct; and as such
4.2.5 should be managed in accordance with a University policy to which the matter relates.
The Disclosure Coordinator will take into account the seriousness of the allegations and
whether a preliminary assessment could compromise a full investigation.
Where necessary, and taking into account confidentiality provisions in Clause 4.3 of the Policy,
the Disclosure Coordinator may seek additional background material in order to undertake a
preliminary assessment.
The Disclosure Coordinator may take appropriate action to initiate disciplinary proceedings as
a result of the preliminary assessment.
If the disclosure is deemed not to meet any of the provisions of 4.2.1 to 4.2.5 above and is
considered to constitute a Protected Disclosure under the Policy, the Disclosure Coordinator
will prepare a notice of the disclosure. The notice shall include:
4.6.1 outcomes of the preliminary assessment conducted; and
4.6.2 proposed investigation process to be undertaken, which may involve an external body;
and
4.6.3 proposed next steps following the investigation; and
4.6.4 recommended mitigation strategies to manage any risks of reprisal or workplace conflict
related to, or likely to arise out of a disclosure, taking into account the nature and
seriousness of the disclosure of Reportable Conduct and person or persons to whom the
disclosure relates.
The Disclosure Coordinator will send the notice to the University Secretary, who will assess the
notice for compliance with the Policy and make recommendations for amendment as
appropriate.
Subject to clause 4.7, the University Secretary will provide the notice to the Chair, Audit and
Risk Committee, who may request additional information and/or make recommendations
about the investigation process, including whether to engage external expertise to assist, as
appropriate.
If the disclosure alleges that the Chair, Audit and Risk Committee has engaged in the Reportable
Conduct, the notice will be provided to the Vice Chancellor for review (who has the power to
appoint an appropriate external body for investigation as required).
All investigations should be conducted in a manner that is procedurally fair, confidential,
without bias and in a timely manner.
If a Whistleblower considers that their Protected Disclosure has not been dealt with sufficiently,
or if the Whistleblower thinks their identity has been disclosed in breach of the Policy, the
Whistleblower may raise the concern with the University Secretary and/or Chair of the Audit
and Risk Committee.
Where a Protected Disclosure relates to conduct by a Staff Member, the investigation will, as
far as practicable, be dealt with under the University’s Policy: Misconduct and/or the Policy:
Workplace Bullying and/or the Policy: Sexual Assault and Sexual Harassment (if applicable to
the Staff Member) and/or the relevant procedure under The University of Notre Dame Australia
Staff Enterprise Agreement 2018-2021. The protections provided under clause 4 of the Policy
must continue to apply in relation to any investigation undertaken by the University.
The University may be required to refer the disclosure of Reportable Conduct to the Police or
other agency as required by the law.
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5.1

For the purpose of this Procedure, the definitions outlined in the Policy: Whistleblower
Protection apply.

Version
1
2

Date of approval
30 September 2020
15 April 2021

Approved by
Board of Directors
Board of Directors
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Amendment
Effective date – new procedure.
Change of nomenclature to “Protected
Disclosure”; inclusion of Disclosure Body;
addition of sections 3.4 and 4.9.
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6

PROCESS SUMMARY

Process Step

Making a report
 Report alleged conduct to a Disclosure Officer or
Disclosure Body in writing or verbally
 Record:
o the disclosure of Reportable Conduct as per
clause 3.2; and
o whether or not the Whistleblower consents to
the disclosure of their identity as per clause 3.3

Handling a report
 Refer matter to Disclosure Coordinator
 Consider the welfare and protection needs of the
Whistleblower are in place
 Conduct a preliminary assessment of the disclosure.
Initiate disciplinary proceedings if appropriate.
 Prepare a notice of disclosure as per clause 4.6 and
forward to the University Secretary for review
 Review the notice for legal and compliance purposes
and provide notice to the Chair, Audit and Risk
Committee in a timely manner
 Refer disclosure to Vice Chancellor if required by law
to refer to an external agency
 Ensure a thorough, appropriate and timely
investigation, free from conflicts of interest
 Conduct a risk assessment relating to risk of reprisal
and workplace conflict and develop mitigation
strategies
 Inform the Whistleblower of progress in relation to the
investigation
 Report outcome of investigation to relevant
stakeholders at the conclusion of the investigation,
subject to confidentiality restrictions
 Verify that report recommendations for action have
been taken and reported to Audit and Risk Committee
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Responsibility

Whistleblower
Disclosure
Officer/Disclosure
Body

Disclosure Officer
Disclosure Coordinator

University Secretary

Disclosure Coordinator
Disclosure
Coordinator/Disclosure
Officer

Disclosure Coordinator

University Secretary
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Record management
Ensure detailed records in relation to the matter are recorded Disclosure
on a secure and central folder within the University Secretariat Officer/Disclosure
Coordinator/University
Secretary
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