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1 Purpose

Kudos Services (Kudos) is committed to the highest standards of conduct and ethical
behaviour across all business activities and fostering a culture of integrity, transparency, and
accountability that is part of everyday behaviour.

Kudos encourages the disclosure of wrongdoing to help deter unlawful activity in line with the
organisations Governance and Risk Management Policies and associated documents.

This Policy
e is essential in making sure individuals who disclose wrongdoing can do so safely,
securely and with confidence that they will be protected and supported; and

e provides clarity around Kudos’ management of receiving, handling and investigating
disclosures appropriately and in a timely manner.

2 Scope
This policy applies to:
e All current or former Kudos members and employees, including permanent, part-time,
contracted or casual employees.
e All current or former officers, for example a director or company secretary.
e Kudos clients
e Arelative, dependent or spouse of an individual identified in any of the above.
e Service providers or contractors who is, or has, provided goods or services for Kudos,

whether paid or unpaid.

This Policy does not apply to matters relating to 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.

For the purpose of this policy, "Whistleblowers" will be referred to as "Disclosers”.
2.1 Disclosable Matters

You may make a report or disclosure under this Policy if you have reasonable grounds to
believe that a director, officer, employee, contractor supplier, consultant or other person who
has business dealings with Kudos has engaged in conduct which is:

e Dishonest, fraudulent or corrupt

« lllegal (such as theft, dealing in our use of illicit drugs, violence or threatened violence
and criminal damage to property)

e Unethical

e Fraud, money laundering or misappropriation of funds
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o Offering or accepting a bribe

¢ Financial irregularities

e Oppressive or grossly negligent

e Potentially damaging to Kudos, its employees or a third party

e Misconduct or an improper state of affairs

e A danger, or represents a danger to the public or financial system
For the avoidance of doubt, disclosable matters do not include personal work-related
grievances. A personal work-related grievance is a grievance about any matter in relation to
an employee’s current or former employment, having implications (or tending to have
implications) for that person personally and that do not have the broader implications for
Kudos.
Examples of personal work-related grievances are as follows:

¢ interpersonal conflict with another employee or volunteer

¢ decisions relating to the engagement, transfer or promotion of a person

o decisions relating to a person's terms and conditions of engagement

¢ decisions to suspend or terminate the engagement of a person, or to discipline a person.

2.2 Making a disclosure

Kudos relies on its employees maintaining a culture of honest and ethical behaviour.
Accordingly, if an eligible whistleblower becomes aware of a disclosable matter, it is expected
that they will make a report under this Policy.

When making a disclosure you should provide as much information as possible, including
information such as times, dates, locations, individuals involved, other witnesses, physical
evidence (e.g. documents, images) and any other information that may be helpful to assist in
determining the appropriate steps to take.

You are encouraged to report the matter as soon as practical after you become aware of it.

There are several ways in which you can make a report or disclose any issue or behaviour which
you consider to be a disclosable matter.

2.2.1 Internalreporting

You may report any disclosable matter verbally or in writing to any of the Whistleblower
Protection Officers (WPO) listed below:

e Chair, Kudos Board

e Chief Executive Officer

e People and Culture Manager

¢ Quality and Compliance Coordinator
If you are unable to use any of the above reporting channels, a report can be made to an
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eligible recipient within Kudos. Eligible recipients include:

o Officer

e Director

e Senior Manager

e Aninternal or external auditor or actuary of Kudos
The Whistleblower Protection Officer or eligible recipient will safeguard your interests and will
ensure the integrity of the reporting mechanism.

All whistleblower complaints will be referred to the Chair of the Kudos Board with all identifiable
information removed to ensure confidentiality.

2.2.2 Anonymity

When making a report, you may do so anonymously. It may be difficult for Kudos to properly
investigate the matters disclosed if a report is submitted anonymously and therefore Kudos
encourages you to share your identity when making a report, however you are not required to
do so.

A person may choose to remain anonymous over the course of an investigation and after the
investigation is finalised. A person may refuse to answer questions at any time (including
during any following conversations) if they feel their identity may be revealed.

2.2.3 Reporting to Regulators

You may also make a report to the Australian Charities and Not for Profits Commission (ACNC),
Australian Securities and Investments Commission (ASIC) or Australian Prudential Regulation
Authority (APRA) in relation to disclosable matters. However, it is important to remember that
ACNC is not and eligible recipient. To be covered by the protections outlined in this Policy, you
must ensure you have reported your concerns to an eligible recipient in the first instance.

2.2.4 Reporting to a Legal Practitioner

You may choose to discuss your concerns with a legal practitioner for the purposes of obtaining
legal advice or legal representation. You will be covered by the protections outlined in this
Policy if you have reported your concerns to a legal practitioner.

2.2.5 Public Interest or Emergency Disclosures

In certain situations, the conduct or wrongdoings may be of such gravity and urgency that
disclosure to the media or a parliamentarian is necessary.

A public interest or emergency disclosure can only be made to:

e Ajournalist, defined to mean a person who is working in a professional capacity as a
journalist for a newspaper, magazine, or radio or television service
¢ A Member of the Parliament of the Commonwealth or State or Territory Parliament

You may only make a public interest or emergency disclosure if:
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e You have previously disclosed the information to ACNC, APRA or ASIC
e Atleast 90 days has passed since the previous disclosure was made.

¢ You have reasonable grounds to believe that action is not being taken in relation to the
report

¢ You have reasonable grounds to believe that making a further report to journalist or
member of parliament would be in the public interest

¢ You have given written notification, including sufficient information to ASIC, APRA or ACNC
in your previous report and that you intend to make a public interest disclosure

e The extent of the information disclosed is no greater than is necessary to inform the
recipient of the misconduct or the improper state of affairs

You will qualify for protection where you have made a public interest disclosure if:

¢ You have previously disclosed the information to ASIC, APRA or ACNC

¢ You have reasonable grounds to believe that the information concerns a substantial and
imminent danger to the health or safety of one or more persons, or to the natural
environment

¢ You have given written notification, including sufficient information to ASIC, APRA or ACNC
in your previous report and that you intend to make a public interest disclosure

¢ No more information is disclosed that what is reasonably necessary to inform the
recipient of the substantial and imminent danger

You should seek independent legal advice before making a public interest or emergency
disclosure.

2.3 Investigation

Kudos will investigate all matters reported under this Policy as soon as practicable after the
matter has been reported. The Whistleblower Protection Officer will investigate the matter and
where necessary, appoint an internal or external investigator to assist in conducting the
investigation. All investigations will be conducted in a fair, independent and timely manner and
all reasonable efforts will be made to preserve confidentiality during the investigation.

If the report is not anonymous, where appropriate you will be given feedback about the
progress and expected timeframes of the investigation. The frequency and timing of those
updates will vary depending on the nature of the disclosure.

Where you have chosen to remain anonymous, your identity will not be disclosed to the
investigator or to any other person and Kudos will conduct the investigation based on the
information provided.

Note: This is an uncontrolled document when printed. Refer to Kudos SharePoint for latest version.
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2.4 Protection of Whistleblowers

Kudos is committed to ensuring that any person who makes a disclosure is treated fairly, does
not suffer detriment, and that confidentiality is preserved in respect of all matters raised under
this Policy.

2.4.1 Protection from Legal Action

You will not be subject to any civil, criminal or administrative legal action (including disciplinary
action) for making a disclosure under this Policy or participating in any investigation.

Any information you provide will not be admissible in any criminal or civil proceedings other
than for proceedings in respect of the falsity of the information.

2.4.2 Protections against Detrimental Conduct

Kudos (or any person engaged by Kudos) will not engage in ‘detrimental conduct” against you
if you have made a disclosure under this Policy.

Detrimental conduct includes actual or threatened conduct such as the following (without
limitation):

e Termination of employment

¢ Injury to employment including demotion, disciplinary action

e Alteration of position or duties

e Discrimination

e Harassment, bullying or intimidation

e Victimisation

e Harm orinjury to a person, including psychological harm

¢ Damage to a person’s property, reputation, business or financial position

e Any other damage to a person
Kudos will take all reasonable steps to protect you from detrimental conduct and will take
necessary action where such conduct is identified. Any person who engages in detrimental
conduct against a person who makes a disclosure or who is involved in an investigation, may

be subject to disciplinary consequences including in appropriate circumstances, summary
dismissal (without notice).

Kudos also strictly prohibits all forms of detrimental conduct against any person who is involved
in an investigation of a matter disclosed under this Policy in response to their involvement in
that investigation.

If you are subjected to detrimental conduct as a result of making a disclosure under this Policy
or participating in and investigation, you should inform a Whistleblower Protection Officer or
eligible recipient in accordance with the reporting guidelines outlined above.

You may also seek remedies including compensation, civile penalties, or reinstatement where
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you have been subject to any detrimental conduct.
2.4.3 cConfidentiality
All information received from you will be treated confidentially and sensitively.

If you make a disclosure under this Policy, your identity or any information which would likely to
identify you will only be shared if:
e You give your consent to share that information

« The disclosure is allowed or required by law (for example where the concern is raised
with a lawyer for the purposes of obtaining legal advice)

e The concern is reported to the ACNC, APRA, ASIC, the Australian Taxation Office (ATO) or
the Australian Federal Police (AFP).

Where it is necessary to disclose information for the effective investigation of the matter, and
this is likely to lead to your identification, all reasonable steps will be taken to reduce the risk
that you will be identified.

2.5 False and Misleading information
Where the information received is found to be:

e Trivial or vexatious in nature with no substance
e Unsubstantiated, and found to be made maliciously
e Made knowingly to be false

This will be treated in the same manner as a false report and may itself constitute wrongdoing.
These actions will be taken seriously and may result in disciplinary action, up to and including
termination of employment.

2.6 Support Available

Any employee who makes a disclosure under this Policy or is implicated as a result of a
disclosure that is made can access Kudos’ employee assistance program (EAP) which is a free
and confidential counselling service.

Where appropriate Kudos may also appoint an independent support person from the human
resources team to deal with any ongoing concerns you may have.

You may also access third party support providers such as Lifeline (13 1114) and Beyond Blue
(1300 22 4636) for support.

2.7 Breach of Policy

This Policy and its application are at Kudos’ discretion (subject to Kudos complying with
statutory obligations) and may be varied, withdrawn or replaced from time to time. This Policy is
not intended to constitute a contractual term or a contractual promise.
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2.8 How to make a Whistleblower Report

You are able to make a report by submitting your details by email to any of the WPOs or eligible
recipients listed above, or by email to quality@kudosservices.com.au. Please ensure you include
clear details of the breach; what happened, where and when. Please provide supporting
evidence of your disclosure and the names of any other persons involved.

By making a disclosure using this channel of reporting, your details will be shared with two (2)
Whistleblower Protection Officers; the Chief Executive Officer and the Quality and Compliance
Coordinator.

A disclosure can also be made anonymously; however, this can make the disclosure more
difficult to investigate and mender will not be able to respond to you personally.

Reports can be made via the feedback link on our website at kudosservices.com.au or by post
to:

Kudos Services

Confidential

Whistleblower Protection Officer
Level 1,123 Greenhill Road

Unley SA 5061

3 Roles and Responsibilities

Roles Responsibilities

Kudos Board ¢ Adopting the policy

¢ Nominating Whistleblower Protection Officers

Chief Executive Officer ¢ Implementing the Whistleblower Policy and Whistleblower
Management Procedure

¢ Receiving confidential reports following the investigation.

Executive, Managers, ¢ Reporting breaches of the law, organisational policy or general
Members, Employees recognised principles of ethics to a Whistleblower Protection Officer
to take action on such breaches.

Kudos clients and members of e Have the right to make a report at any time

the public
Whistleblower Protection ¢ Safeguarding the rights of Disclosers,
Officer (WPO) e Ensuring confidentiality of information received
¢ Overseeing the integrity of the reporting mechanism.
Whistleblower Investigator ¢ Investigating reported disclosures thoroughly and impartially

¢ Gathering relevant evidence

¢ Ensuring a fair process for all parties involved.
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3.1 Training Requirements

The Whistleblower Protection Policy is introduced to members and employees at Induction and
made accessible on the Kudos intranet.

Training of members and employees in relation to whistleblowing requirements will be provided
during the induction phase into the relevant roles.

4 Terms and Definitions

Term Definition

Discloser/Whistleblower An individual who reports a disclosable matter, providing information
or evidence of potential misconduct within the organisation.

5 Related Documents and Resources

These include but are not limited to both current and as amended.
External

e  Corporations Act 2001 (Cth)
. Treasury Laws Amendment (Enhancing Whistleblowers Protections Bill) Act 2019
. ASIC Regulatory Guide RG 270 Whistleblower Policies

Internal

. Code of Conduct
. Governance Policy
. Fraud and Misconduct Policy

. Whistleblower Procedure

6 Feedback

Feedback about this document may be provided by emailing quality@kudosservices.com.au.
Feedback includes but is not limited to broken hyperlinks, updated processes and additional
related documentation and resources.
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