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1. Purpose

The purpose of this policy is to reinforce the Australian Dental Council (ADC) values of ethical, respectful, and
fransparent behaviour by encouraging the reporting of unethical, corrupt or illegal actions and behaviour. This
policy ensures individuals who disclose wrongdoing can do so safely, securely and with confidence that they will
be protected and supported.

The ADC whistleblower policy (the policy) outlines the rights of employees and stakeholders to:

(a) report in good faith any perceived wrongdoing, impropriety, serious unethical behaviour, illegal or
regulatory non-compliance or questionable accounting or audit matter within the ADC; and

(b) expect and receive protection from any reprisal or detrimental action resulting from such disclosure.

2. Overview

The ADC is committed fo the highest standards of conduct and ethical behaviour in all our business activities.
Our code of conduct and shared values promote and support a culture of honest and ethical behaviour,
corporate compliance and strong governance.

This policy is an important part of our Complaints Management Framework. The ADC strongly encourages the
reporting of any matters of unethical or illegal behaviours, or any serious wrongdoing. The ADC will take all
reports and disclosures made under this policy seriously.

The policy specifically addresses the processes for dealing with disclosures made by employees and
stakeholders of suspected improper conduct within the ADC as defined by legislation. Complaints relating to
personal grievances are not within the scope of this policy but will be investigated as serious matters under the
Complaints Management Framework. If you are uncertain whether this policy applies to your concern, please
refer to section 3 of this policy and the Complaints Management Framework for guidance.

3. Scope

3.1. Policy scope

All staff and workplace participants, past and present and their spouse, relative or dependent can raise
concerns under this policy. This includes, but is not limited to:

Chief Executive Officer

Board Directors

Committee Members

Fixed term and permanent employees
Casuals

Managers

Suppliers

Examiners

Model markers

[tem writers

ASSeSSOors

Consultants

Contractors and any other stakeholders

The policy applies to reportable conduct as defined in the Corporations Act 2001 (Cth) and defined in Appendix
1 of this policy.
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3.1 Out of scope

This policy does not cover complaints and/or grievances that are covered by the ADC's Complaints policy and
Grievance policy, nor concerns which relate to individual working arrangements. Concerns of that nature
should be raised with the Manager, HR or line manager.

This policy does not apply to personal grievances such as workplace harassment, discrimination or bullying,
disciplinary matters, personal disputes between staff or decisions about promotion, transfer, or appointment of
staff.

These matters are considered serious and will be investigated or addressed under the Complaints Management
Framework.

The policy does not cover concerns relafing to the accreditation of programs or appeals against the outcome of
an initial assessment, or a written or practical examination.

Complaints about dental practitioner assessment outcomes are addressed via the ADC Assessments and
Examinations verification, review and appeals policy. More information regarding this process can be found on
our website.

Complaints about accreditation decisions are addressed through the ‘Program accreditation appeals policy.’
If you have a concern about an accredited program you want to raise, please refer to the ADC Concerns
about accredited programs policy. More information about this process can be found on the ADC website.

4. Principles

The complaints management principles, as defined in the ADC Complaints Management Framework will be
applied to the interpretation of all policy rules and investigations undertaken under the scope of this policy.

These principles will also be a key consideration of decisions made and actions initiated as a result of
investigations.

5. Policy rules

The following policy rules must be adhered to at all fimes during the application of this policy.

Policy Rule Policy Statement

5.1 A whistleblower will be afforded the following protections:
1. Theright to remain anonymous.
2. Theright fo have the disclosure remain confidential.
3. Protection from retaliation or adverse actions.
4. Access to confidential professional support.
5.2 When a disclosure is made in relation to this policy, the identity of the
person making the disclosure will remain confidential except where:
1. The complainant has provided consent for their identity to be
disclosed; or
2. The ADC is permitted or required by law to disclose the
whistleblower’s identity.
53 Any defrimental conduct against a person who makes a disclosure will
be freated as a serious wrongdoing and will be subject to disciplinary
action, which may include termination of employment.

5.4 Whistleblower disclosures must be made to an Eligible Recipient for an
investigation to proceed.

Eligible recipients include the Whistleblowing Service or resources
identified in Appendix 2 of this policy.

55 All reports can be made anonymously, and protections provided under
this policy will still apply.
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Policy Rule Policy Statement

5.6 False or vexatious reports will be taken seriously. Disciplinary action may
be taken against any employee or workplace participant found to have
made a deliberately false report.

5.8 Where the identity of a whistleblower is known to the eligible recipient,
the whistleblower will be assigned a ‘whistleblower protection officer’ to
provide support and connect the whistleblower with additional support
services as required.

Where the identity of the whistleblower is not known, support will be
offered as far as possible and practical to the anonymous whistleblower.

5.9 Where a conflict of interest applies to a report or disclosure, the person
with the conflict will be removed from the investigation as far as is
practical. This may include procuring independent experts fo undertake
the required investigation.

5.10 All disclosures that are applicable to this policy will be investigated by an
impartial committee, the whistleblower investigations committee.

This committee will be established by the eligible recipient.

5.11 Following investigation, a report will be delivered to the Chief Executive
Officer and/or the Board except in the instance that they are implicated
in the reportable conduct being disclosed.
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6. Roles and responsibilities

Please refer to definitions in Appendix 1 for a definition of key stakeholders identified in this section, including the
ADC representatives who are likely to fulfil each role.

6.1. Eligible recipients

The role of eligible recipients is to:

e Provide information about making a disclosure.

o help disclosers understand their rights and responsibilities in relation to a disclosure.

e Discuss any concerns regarding reprisals from making the disclosure (and how disclosers may be
protected from such reprisals).

e Take all reasonable steps to ensure the discloser is protected.

e Promptly report corrupt behaviour that has been, or may be, occurring to an appropriate authority.

e Declare to an appropriate person (e.g., the Chief Executive Officer), in writing, any interests that may
conflict with their obligations to impartially receive and process a disclosure.

o Keep a written record of any meeting and all actions taken about the receipt and processing of the
disclosure. These records will be kept confidential, subject to disclosures required for the proper
processing and investigation of the disclosure or as required by law.

e Where the disclosure does not implicate the Chief Executive Officer and/or Board Chair, eligible
recipients will consult with the Chief Executive Officer and/or Board Chair before making any final
decision on the disclosure (including a decision to take no further action).

o The Chief Executive Officer will advise the ADC Board of any public interest disclosures made in
accordance with this policy and the action taken in response to those disclosures.

e Where the eligible recipient determines that the disclosure falls within the scope of his policy, they will
establish a Whistleblower Investigations Committee. The make up of the committee will be determined
in partnership with the CEO, Board Chair or an external body with consideration for the nature of the
disclosure and the people who are implicated.

6.2. Employees

Employees have a responsibility fo:

Disclose any conduct they have witnessed that is corrupt or illegal to an eligible recipient or their direct
manager.

Participate in any investigation info reportable or disclosable conduct, including interviews and providing
documentation or evidence as requested by the whistleblower investigation committee.

Participate in training and/or information sessions as required to ensure awareness of the standard of
behaviours expected of ADC employees and workplace participants.

6.3. Managers

In addition to their role as an employee, the role of managers is to:

Be aware of the requirements for reportable or disclosable conduct

Maintain the confidentiality of the whistleblower and to protect them from detfrimental conduct.

Monitor the wellbeing of any direct report who has disclosed reportable conduct or is otherwise involved in
an investigation and ensure access to support from the ADC's EAP provider and/or through the
whistleblower protection officer.

Where a disclosure is made to a manager, the manager has a responsibility to refer the disclosure to an
appropriate eligible recipient.

6.4. Whistleblower Protection Officer

The role of the Whistleblower Protection Officer is to:

Ensure the discloser is protected from defrimental conduct.

Ensure the discloser has access to independent support fo maintain their wellbeing.

Connect the Whistleblower to additional support and/or services as needed. This may include access to the
ADC'’s Employee assistance provider or other expert service.
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6.5 Whistleblower Investigation Committee

The whistleblower investigations committee will usually comprise the eligible recipient, CEO, Board Chair,
Finance and Risk Management (FARM) committee Chair, and relevant identified experts. The exact makeup of
each committee will be determined based on the nature of the disclosure and the persons implicated.

The role of the whistleblower investigation committee is to:

e Determine if immediate action is required to protect the whistleblower and/or a person against whom a
disclosure has been made. Examples of this may include arranging for separate days working in the office,
or temporary transfers to a different tfeam.

e  With consideration of procedural fairness and principles of natural justice, determine if any requirement
exists to restrict access to systems or ADC buildings while an investigation is conducted.

e Determine whether a disclosure meets the threshold for an investigation.

¢ Determine the strategy and approach to an investigation, with consideration for:

o protecting and supporting people involved in the investigations,

o how to access and preserve evidence, and

o assigning roles for the investigation, such as the primary investigator, person responsible for
accessing data/evidence and assigning a whistleblower protection officer.

e Leading the impartial investigation into a disclosure, including conducting interviews with relevant people,
gathering evidence, and evaluating evidence.

e  With the assistance of IT and People and Culture, the committee will gather evidence and data that may
include email messages, SMS messages, CCTV recordings, social media screenshots, original documents,
organisation items as authorised under the information privacy principles enshrined in the Privacy and Data
Protection Act 2014 (Vic).

e Determine who will have access to information to assist the investigation. This will include consideration for
whether a person with an assigned role (gathering email and communication logs for example) is
associated with a person being investigated and/or interviewed.

e Document the investigation thoroughly, including recommended action to be taken.

e Inform the whistleblower of the accepted investigation outcomes to the extent possible while maintaining
appropriate confidentiality.

e Establish an appropriate governance and reporting structure for an investigation where the Chief Executive
Officer and/or Board Chair are implicated or conflicted in an investigation and cannot be considered an
appropriate escalation and reporting point.

7. Additional guidance

7.1. Making a whistleblower report

7.1.1. When making a report or disclosure it is important to include as much detail as possible. This may include
dates, locations, people involved and any additional information or evidence.

7.1.2. Whistleblowers are encouraged to raise concerns internally in the first instance by contacting an Eligible
Recipient.

7.1.3. Areport can be made anonymously, and protections will still apply. Please be aware that remaining
anonymous may limit the ADC'’s ability to thoroughly investigate a disclosure.

7.1.4. An employee or workplace participant can make a report or disclosure by:

e Contacting an Eligible recipient at the ADC. Contact details for Eligible Recipients can be found in the
related documents section of this policy; or

e Contacting the whistleblowing service on 1800 730 073 or online quoting:
o Unique key: ADC2020
o Reference number ché6co2020.

7.1.5. A person who is not an employee or workplace participant at the ADC but is eligible to make a disclosure
can report via the whistleblowing service identified in section 7.1.4 and listed on the ADC website.
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7.1.6. The external company will take an initial statement, clarify the core elements to ensure the issue meets
relevant requirements as per legislation, and provide a report to the ADC on any areas for investigation, without
identifying the source of the information or identity of the person providing the information.

7.1.7. Where a report or disclosure has been made by an employee, the ADC will appoint a whistleblower
protection officer to ensure they are not subjected to any detrimental conduct.

7.1.8. Where a person makes a disclosure and faces any negative consequences as a result, they are
encouraged to notify the whistleblower protection officer who will alert the eligible recipient and whistleblower
investigation committee as appropriate for investigation and action.

7.1.9. The ADC will freat all reports and disclosures confidentially as far as the law allows. This includes protecting
the identity of a person making a report and any other information that could lead to identification of that
person.

7.2. Responding to reports and disclosures

7.2.1. Onreceipt of a disclosure, the eligible recipient will refer to the ‘guide to investigating a whistleblower
report/ disclosure’ to make an initial assessment about whether the disclosure falls within the scope of this policy
and to determine the most appropriate process for addressing the disclosure.

7.2.2. Where it is determined that a disclosure does noft fall under reportable or disclosable conduct, the eligible
recipient will advise the person making the disclosure how the matter will be handled under the complaints
management framework.

7.2.3. Where the eligible recipient considers that the disclosure is applicable to this policy, a whistleblower
investigations committee (the committee) will be established to confirm the eligible recipient’s assessment and
conduct an investigation.

7.2.4. The committee will usually comprise the eligible recipient, CEO, Board Chair, Finance and Risk
Management (FARM) committee Chair, and relevant identified experts. The exact makeup of each committee
will be determined based on the nature of the disclosure and the persons implicated.

7.2.5. The committee will determine an appropriate head of governance for the investigation. In most instances,
this will be the Chief Executive Officer and/or Board Chair. There the Chief Executive Officer and/or Board Chair
is implicated in the disclosure, an appropriate alternative person will be assigned this role. The head of
governance may be external fo the ADC in this instance.

7.2.6. Where it is impractical, or not possible to assemble an impartial committee due to conflicts of interest or
other limiting factors, independent experts will be procured to undertake the required investigation.

7.2.7. The appropriate members of the committee will be determined based on the nature of the disclosure and
the people involved.

7.2.8. All whistleblower reports will be assessed by the whistleblower investigation committee to determine the
scope and scale of the investigation required.

7.2.9. Where a report has been received by the external whistleblower service that meets the requirements for a
whistleblower disclosure, a report will be provided to the ADC for investigation.

7.2.10. Where it is determined that a disclosure is not covered by this policy, the whistleblower will be advised
that no investigation will be conducted under the policy. In this instance, alternative avenues for resolution, such
as following the grievance policy will be provided fo the discloser.

7.2.11. Where it is determined that the disclosure does meet the requirements of this policy, the committee will
conduct the investigation as soon as practicable and will ensure it is fair and independent from any persons to
whom the disclosure relates.
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7.2.12. The committee will conduct the investigation as quickly and efficiently as possible, and in an objective
and fair manner, ensuring that every individual subject to the investigation is granted sufficient opportunity fo
reply to allegations before any findings are made.

7.2.13. Issues identified from the investigation will be resolved or otherwise finalised.

7.2.14. A report will be developed that details findings of fact, recommended actions to be taken against
individuals, recommended changes fo systems and processes and recommended changes to policy and
procedures.

7.2.15. This report will be delivered to the Chief Executive Officer and/or the Board as appropriate for the nature
of the investigation. Where the Chief Executive Officer and/or Board Chair is implicated in the disclosure, the
report will be delivered to the head of governance established for the review.

7.2.16. Where the identity of the whistleblower is known, they will be informed that the investigation has
concluded. To protect the confidentiality of persons against whom a report has been made, it may not be
possible to provide the whistleblower with the full details of the report findings or recommendations.

7.3. Employee support

Employees who require support can contact Converge International, the ADC’s Employee Assistance Program
at hitps://www.convergeinternational.com.au/ or by calling 1300 687 327.

8. Related documents

Complaints policy

Complaints Management Framework

Code of conduct

Discrimination, Bullying and Harassment Policy
Sexual Harassment Policy

Recruitment and Selection policy

Poor performance and misconduct policy
Grievance Policy

Office of the Victorian Information Commissioner — Information Privacy principles
Privacy and Data Protection Act 2014 (Vic)
Corporations Act 2001 (Cth)

9. Document information

Policy Owner: Director, People and Culture

Approval date: 10 September 2021 Approved by: Board of Directors

Effective date: 10 September 2021

Last reviewed: 23 February 2022 Revisions: Updated links for new website
Date for review*: 9 September 2023

File reference: G:\Corporate Policies, Procs and Charters\HR

*unless otherwise indicated, this policy will continue to apply beyond the review date
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Appendix 1: Definitions

The following definitions are applicable throughout this policy:

Detrimental Conduct

Detrimental Conduct is negative action taken against any person who, in good faith, makes a whistleblower
disclosure or assists or participates in an investigation of the disclosure and as a result suffers Detriment.
Detrimental conduct may include:

o Damaging a person’s property, reputation, business or financial position

o Intimidation, bullying or harassment

o Discrimination or other adverse treatment in relation to the whistleblower’'s employment, career,
profession, tfrade or business, including dismissal, demotion or the taking of other disciplinary action,
or

o Any conduct which incites others to subject the whistleblower to any of the above conduct.

Disclosable conduct

In circumstances where the ADC is engaged under Federal or State Government contracts, Reportable
Conduct may extend to include “disclosable conduct.” This includes conduct that:

° perverts, or attempts to pervert, the course of justice.

o constitutes maladministration (i.e., conduct that breaks the law, is unreasonable, unjust, or
improperly discriminatory, or based wholly or partly on improper motives).

° is an abuse of public trust.

° results in the wastage of any public money or money held by the Commonwealth / a corporate
Commonwealth entity.

° results in the wastage of any property (other than money) that is owned by or held by the
Commonwealth / a corporate Commonwealth entity; or

o results in a danger, or a risk of danger, to the environment.

Eligible recipients

An eligible recipient is a person a whistleblower can make a report or disclosure to. To qualify for protections
under this policy, the whistleblower report must be received by an eligible recipient.

At the Australian Dental Council, eligible recipients include:

Chief Executive Officer
ADC Board Chair

ADC Board Deputy Chair
Chair, FARM Committee
Board Directors
Executive Directors.

Protections

Any person making a report or disclosure under this policy will be protected from detrimental conduct.

Reportable conduct

Reportable Conduct is anything that you have reasonable grounds to suspect is:

° misconduct, or an improper state of affairs or circumstances; or

o conduct that constitutes a contravention of laws specified in the whistleblower laws or other
Commonwealth laws that are punishable by imprisonment for a period of 12 months or more; or

o conduct that represents a danger to the public or the financial system.

Examples of reportable conduct include

o ilegal conduct such as theft, violence or threatened violence and criminal damage
o behaviour that is corrupt, dishonest or fraudulent, such as accepting a bribe
° behaviour that unreasonably endangers health and safety or the environment
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o gross mismanagement or repeated breaches of administrative procedures
° engaging in or threatening fo engage in defrimental conduct against a person who has made a
report, is suspected to have made a report, oris planning to make a report.

Whistleblower

A whistleblower is someone who discloses reportable conduct, as defined in section 3 of this policy. A
whistleblower can be a current or former Director, officer, committee member, employee, a person who
supplies good and/or services to the ADC or a confractor (including examiners, item writers and assessors). I
also applies to relatives, dependents or spouses of any of these people.

Whistleblower Protection Officer

The whistleblower protection officer is a person assigned to ensure the protection and fair treatment of the
whistleblower. They are also an eligible recipient, so they can receive whistleblower disclosures directly, verbally
or in writing.

When an employee or workplace participant has made a disclosure a whistleblower protection officer will be
assigned to ensure protections are upheld and to support the wellbeing of the individual involved.

At the ADC, the whistleblower protection officer will likely be one of the following:

Chief Executive Officer

Director, People and Culture

Director, Corporate Services

Director, Accreditation and Quality Assurance
Director, Assessments and Examinations
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Appendix 2: Eligible recipients at the ADC

A person wanting fo make a disclosure can contact any eligible recipient or can contact the Whistleblowing
Service. Eligible recipients at the ADC are listed in the table below.

Wherever it is safe and practical to do so, please refer your initial complaint to an employee of the ADC before
contacting Board and Committee members directly. Please refer to Appendix 3: Recommended reporting
contacts to assist in deciding the right person to contact.

Table 1: Eligible recipients

Position of eligible recipient

Director, People and Culture DPC@adc.org.au
Director, Corporate Services DCS@adc.org.au
Director, Accreditation, Policy and Research DAPR@adc.org.au
Director, Assessments and Examinations DAE@adc.org.au

CEO CEOQ®@adc.org.au

FARM Chair FARM@adc.org.au
Deputy Chair deputychair@adc.org.au
Board Chair boardchair@adc.org.au
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Appendix 3: Recommended reporting contacts
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The table below provides a suggestion for the most appropriate person within the ADC to make a disclosure to
with consideration for who is involved in the reportable conduct.

The person listed at number 1 is the recommended initial contact point. If the person listed at number 1 is also
involved the reportable conduct, go to position 2 or position 3 on list.

Where you feel that there is no impartial or independent contact at the ADC to make a disclosure to, please

contact the Whistleblowing Service.

Table 2: Recommended reporting contacts

Disclosure concerns Position to disclose to

CEO

Board Chair
Deputy Chair
Chair, FARM Committee

Board Chair

CEO
Deputy Chair
Chair, FARM Committee

Deputy Chair

CEO
Chair
Chair, FARM Committee

Directors

CEO
Board Chair
Deputy Chair

People and Culture/Human Resources

CEO
Director, Corporate Services

Corporate Services

CEO
Director, People and Culture

Accreditation

CEO
Director, Assessments and Examinations

Assessments and Examinations

N =INZIN=IN 20N (PN 2O =N —

CEO
Director, Accreditation and Quality
Assurance
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Appendix 4: Whistleblower process flowchart

Process map

N
/]N AUSTRALIAN
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Becomes Reports

Whistleblower aware of concern to

reportable eligible
conduct recipient

Complaint finalised

through grievance

Receives

Undertakes

Establishes AssSIgNs
whistleblower whistleblower

Eligible recipient report i investigation protection
CISSCSINICT) committee office
Plans and Produce L.
Whistleblower undertakes findings outcome (excl.
investigation investigation report Contideniic
committee
Receives Implement
findings report endorsed
and endorse actions from
CEO/ Board actions findings report
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Process detail

Process Step

Becomes aware of
reportable conduct

Process details

A person becomes aware that reportable conduct has taken place in the ADC and decides to report this conduct
under whistleblower protection.

Person responsible

Whistleblower

Report disclosure

The person (referred to henceforth as the whistleblower) makes a report to an eligible recipient. This may be a person
internal fo the ADC, or by contacting the whistleblowing service online or via telephone on 1800 730 073.

Whistleblower

Receives report

The eligible recipient receives, acknowledged receipt of the report and documents the disclosure.

The eligible recipient will Provide information about making a disclosure and help the whistleblower to understand
their rights and responsibilities in relation to a disclosure.

If required, the eligible recipient will also report conduct to an appropriate authority (e.g., the police).

Eligible recipient

Undertakes Initial
assessment

The eligible recipient will determine if the disclosure falls within the scope of this policy and to determine the most
appropriate process for addressing the disclosure. The eligible recipient will also assign the whistleblower a
whistleblower protection officer.

Eligible recipient

Complaint finalised

Where it is determined that a disclosure is not reportable conduct, and is therefore not covered by this policy, the
whistleblower will be advised that no investigation will be conducted under the policy. In this instance, alternative
avenues for resolution, such as following the complaints or grievance policy will be provided to the discloser.

Eligible Recipient

Establish
whistleblower
investigation
committee

Where it is determined that the disclosure is applicable to this policy, a whistleblower investigations committee will be
established.

An independent whistleblower investigations committee is established to undertake the investigation into the
disclosure. The appropriate members of the committee will be determined based on the nature of the disclosure and
the people involved.

Whistleblower
investigations
committee
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Assign whistleblower
protection officer

Where it is determined that the disclosure is reportable conduct, and is therefore applicable under the whistleblower
policy, the eligible recipient will assign the whistleblower a whistleblower protection officer to ensure the whistleblower
receives the protections to which they are entitled.

Eligible Recipient

Plan and undertake
investigation

The whistleblower investigations committee will conduct a thorough investigation into the disclosure as soon as
practicable, ensuring it is fair and independent from any persons to whom the disclosure relates.

Whistleblower
investigations
committee

Produces findings
report

The whistleblower investigations committee will develop a report that details findings of fact, recommended actions
against individuals, recommended changes to systems and processes and recommended changes to policy and
procedures.

Whistleblower
investigations
committee

Advise whistleblower
of outcome

The whistleblower investigations committee, or a nominated representative will inform the whistleblower of the
outcome of the investigation, including actions and recommendations insofar as is possible while maintaining
confidentiality and privacy.

Whistleblower
investigations
committee

Receive finding

The whistleblower investigations committee provide the findings report to the CEO and/or Board, or other appropriate

Whistleblower

report and endorses delegate where the CEO and/or Board are implicated in the disclosure. The CEO and/or Board review investigations
actions recommendations and actions. Recommendations and actions are endorsed or responded to. committee
Implement endorsed | Actions and recommendations that are approved or endorsed by the CEO and/or Board are implemented. CEO/ Board

actions from findings
report

Page 15 0of 15





