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Purpose 

The Epilepsy Foundation (‘EF’) is committed to the highest standards of conduct and ethical 
behaviour in all of our business activities and to promoting and supporting a culture of honest 
and ethical behaviour, corporate compliance and good corporate governance. 

EF recognises the importance of providing a safe, supportive and confidential environment 
where people feel confident about reporting suspected unethical, illegal, fraudulent or other 
misconduct and are supported and protected in the process. 

The purpose of this policy is to encourage the reporting of any instances of suspected 
unethical, illegal, fraudulent or undesirable conduct involving EF. EF provides protections and 
measures so that those persons who make a report may do so confidentially and without fear 
of intimidation, disadvantage or reprisal. 

This policy is available on the EF intranet and internet pages. 

Who is covered by this policy? 

This policy applies to protected disclosures made in Australia by: 

• an officer, employee, former employee, volunteer or contractor of EF 
• an individual who supplies goods or services to EF 
• an employee of a person or entity who supplies goods or services to EF (whether paid 

or unpaid) 
• an individual who is an associate of EF (meaning a director or secretary of EF, or a 

person acting in concert with EF); and 
• a relative or dependant of any of the persons listed above. 

In addition to the protections under this policy: 

• the Corporations Act 2001 (Cth) (Corporations Act) provides specific protections to 
whistleblowers who disclose information concerning misconduct or an improper state of 
affairs or circumstances in relation to EF or a related body corporate (see Annexure A). 
This may include a breach of legislation including the Corporations Act, an offence 
against the Commonwealth punishable by imprisonment for 12 months or more, or 
conduct that represents a danger to the public or financial system; and 

• the Taxation Administration Act 1953 (Cth) (Taxation Administration Act) provides 
specific protections to whistleblowers on tax related matters (see Annexure B). 

  



 

What is ‘Reportable Conduct? 

You may make a report under this policy if you objectively have reasonable grounds to suspect 
that an EF director, officer, staff member, volunteer, contractor, supplier, tenderer or other 
person who has business dealings with EF has engaged in conduct (‘Reportable Conduct’) 
which: 

• is dishonest, fraudulent or corrupt, including bribery or other activity in breach of the EF’s 
Fraud Procedure; 

• is illegal activity (such as theft, violence, harassment or intimidation, criminal damage to 
property, breach of competition and consumer law, breach of privacy law or other 
breaches of state or federal law); 

• is unethical or in breach of EF policies (such as dishonestly altering company records or 
data, adopting questionable accounting practices or wilfully breaching EF’s Code of 
Conduct or EF’ other policies or procedures); 

• is potentially damaging to EF, an EF staff member or a third party, such as unsafe work 
practices, environmental damage, health risks or abuse of EF' property or resources; 

• amounts to an abuse of authority or a conflict of interest; 
• may cause financial loss to EF or damage its reputation or be otherwise detrimental to 

EF’ interests; or 
• involves any other kind of misconduct or an improper state of affairs or circumstances. 

EF expects that reports made under this policy are made honestly, ethically and on reasonable 
grounds. Persons making reports under this policy may still qualify for protection under this 
policy even if their disclosure turns out to be incorrect. 

What is not Reportable Conduct? 

This policy is not intended to apply to disclosures relating to conduct concerning a person’s 
individual employment or former employment (other than as set out in Reportable Conduct), 
such as: 

• personal, work-related grievances such as those relating to harassment  

• discrimination or disciplinary matters; 

• alleged workplace discrimination or bullying; 

• personal disputes between staff; or  

• decisions regarding the engagement, transfer or promotion of staff. 

These matters will not be deemed to be Reportable Conduct, do not fall within the scope of 
this policy, and will typically be investigated or addressed separately under EF Dispute 
Resolution Procedure.  

  



 

Who can I make a report to? 

EF encourages a culture of speaking up and coming forward if a person is aware, has 
knowledge of, or reasonably suspects, that someone has, or will, commit Reportable Conduct. 

Whistleblowers may initially wish to discuss the matter informally with their line manager. Any 
such discussion will remain confidential. Where this is not appropriate or where the 
whistleblower has previously done so and believes no action has been taken, the 
whistleblower may contact any of the following:  

Whistleblower 

Nominated 

Officer 

Disclosers are encouraged to contact the Whistleblower Nominated 

Officer, in the first instance as the preferred point of contact to report a 

Reportable Matter. 

The Chair of the Finance, Audit & Risk Management (FARM) Sub-

committee is the Whistleblower Nominated Officer. 

In order to ensure appropriate escalation if a disclosure is made 

internally, and timely investigation, we request that reports are made to: 

Chair of Finance, Audit & Risk Management (FARM) Sub-committee  

Email: whistleblower@epilepsyfoundation.org.au 

By Post Reports may also be posted to 587 Canterbury Road, Surrey Hills, VIC 

3127 (marked Private & Confidential and to the attention of to the 

Whistleblower Nominated Officer). 

If there is a conflict of interest with the Chair of FARM, a letter can be 

sent by post attention to the Whistleblower Protection Officer. 

In order to qualify for protection, the disclosure must be made to the Whistleblower Nominated 
Officer, or any other recipient prescribed by law such as an officer or senior manager of the 
organisation (includes a director, or senior manager in the organisation who participates in 
making decisions that affect the whole, or a substantial part of the business, or who has 
capacity to affect significantly, the organisation’s financial standing, or relevant regulator. 
Under the Corporations Act, and the Taxation Administration Act, the reports can also be made 
to EF’s external auditors.  

A person making a report must not make a false or vexatious claim. Protections under this 
Policy will not be applied to false reports or vexatious claims. EF may apply disciplinary 
proceedings to any staff making them. 

  



 

Protection of Whistleblowers 

EF has appointed the Head of Risk as the Whistleblower Protection Office.  The role of the 
Whistleblower Protection Officer is to safeguard the interests of, and provide support to: 

• A Discloser. 

• Parties subject to Detrimental Conduct. 

• Any person(s) being investigated or supporting the investigation. 

The Whistleblower Protection Officer generally does the following, if appropriate in the 
circumstances: 

• Receives Reportable Matters and obtains written confirmation from the Discloser 
whether they consent to disclosure of their identity. 

• Supports the health and wellbeing of the parties involved in the Reportable Matter and 
its investigation (where undertaken). 

• Provides or organises care and protection. 

• Maintains strict confidentiality and ensures all files and records created are retained 
securely. 

• Protects, as far as possible, the identities of the Discloser and person(s) being 
investigated.  

• Remains independent of the Discloser and person(s) being investigated.  

• In conjunction with the Whistleblower Investigations Officer, provides an annual report 
to FARM on the performance and effectiveness of the whistleblowing management 
system and review of the policy and procedure (minimum every two years). 

Note: an external Whistleblower Protection Officer may be appointed if there is a perceived or 
actual conflict of interest with the Head of Risk. 

EF is committed to ensuring confidentiality in respect of all matters raised under this policy, 
and that those who make a report are treated fairly and do not suffer detriment. 

(a) Protection against detrimental conduct 

Detrimental treatment includes dismissal, demotion, harassment, discrimination, disciplinary 
action, bias, threats or other unfavourable treatment connected with making a report. 

If you are subjected to detrimental treatment as a result of making a report under this policy 
you should: 

• inform a Whistleblower Protection Officer, officer or senior manager of EF immediately; 
or 

• raise it in accordance with this policy. 

(b) Protection of your identity and confidentiality 

EF will treat all reports, as well as all confidential information acquired in the course of 
investigating a report, with the strictest confidence. Subject to compliance with legal 
requirements EF will only disclose the identity of the person who made the report, or any other 
information that is likely to lead to the identification of that person, with their prior consent or 
otherwise in the limited circumstances listed below.  



 

In limited circumstances, EF may need to disclose the identity of the person making the report 
without their consent to certain third parties, including: 

• EF’s lawyers; 

• the Australian Securities and Information Commission; 

• the Australian Charities and Not-for-profits Commission; 

• the Australian Federal Police / State Police;  

• any third party where the investigating authority, public authority, officer or public official 
is of the opinion that disclosure of your identity is necessary to investigate the matter 
effectively, or it is otherwise in the public interest to do so (where we are engaged under 
a relevant Federal or State Government contract). 

If EF needs to investigate a report, it may disclose information that could lead to your 
identification, but it will take reasonable steps to reduce this risk. 

Any disclosures of your identity or information likely to reveal your identity will only be made 
to an employee, volunteer, advisor or contractor of EF, who reasonably has a need to 
investigate, report on, or respond to, the matters raised in your disclosure. 

 (c) Protection of files and records 

All files and records created from an investigation will be retained securely. 

Unauthorised release of information to someone not involved in the investigation (other than 
executives or directors who need to know to take appropriate action, or for corporate 
governance purposes) without your consent as a whistleblower will be a breach of this policy. 

Whistleblowers are assured that a release of information in breach of this policy will be 
regarded as a serious matter and will be dealt with under EF’ disciplinary procedures. 

EF's investigation of Reportable Conduct 

EF will investigate Reportable Conduct reported under this policy as soon as practicable after 
the matter has been reported. The Whistleblower Protection Officer may, with your consent, 
appoint a Whistleblower Investigation Officer, who will assist in the investigation of a report. 
Where appropriate, EF will provide feedback to you regarding the investigation’s progress 
and/or outcome (subject to considerations of the privacy of those against whom allegations 
are made). 

Any investigation will be conducted in an objective and fair manner, and otherwise as is 
reasonable and appropriate having regard to the nature of the Reportable Conduct and the 
circumstances. 

While the particular investigation process and enquiries adopted will be determined by the 
nature and substance of the report, in general, as soon as practicable upon receipt of the 
report, if the report is not anonymous, a Whistleblower Protection Officer or delegate will 
contact you to discuss the investigation process, including who may be contacted and such 
other matters as are relevant to the investigation. 

Where a report is submitted anonymously, EF may conduct an investigation based on the 
information provided to it. 



 

The Whistleblower Investigation Officer will perform the following, if appropriate in the 
circumstances: 

• Receive Reportable Matters and obtain written confirmation from the Discloser whether 
they consent to disclosure of their identity. 

• Determine whether there is enough evidence to substantiate the Reportable Matter 
and/or warrant an investigation, where appropriate. 

• Carry out, or supervise, the investigation of Reportable Matter if appropriate. 

• Ensures due process is followed. 

• Ensure Reportable Matters are handled efficiently as the circumstances permit. 

• Remain independent of the Discloser and/or person(s) being investigated.  

• Provide updates, as appropriate on the progress and expected timeframes of an 
investigation. 

• Notify parties, where relevant, when an investigation has concluded. 

• Ensure key information surrounding the investigation of the Reportable Matter is 
documented, any supporting evidence is collated and referenced, and stored securely. 

• In conjunction with the Whistleblower Protection Officer, provide an annual report to the 
FARM on the performance and effectiveness of the whistleblowing management system 
and review of the policy and procedure (minimum every two years). 

Note: The Head of Risk and the Chair of the FARM are also authorised by EF to act singularly 
or collectively as the Whistleblower Investigations Officer particularly in cases where there is 
a perceived or actual conflict of interest or the Reportable Matter involves the CEO. 

Duties of staff in relation to Reportable Conduct 

It is expected that EF staff who become aware of actual or suspect on reasonable grounds, 
potential cases of Reportable Conduct, will make a report under this policy or under other 
applicable policies. 

Operation and Amendment of this policy 

This policy cannot be amended without approval of the EF Board. It will be reviewed from time 
to time to ensure that it remains effective and meets best practice standards and the needs of 
EF. 

 


