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Fraud, Corruption and Control Policy
​​​​​​​​​​​​​​​​_____________________________________________________________________
INTRODUCTION

Insert org name does not tolerate any level of fraud or corruption, and views fraud and corruption as serious offences. The Centre/House is committed to the integrity of the organisation and a systematic approach to the effective management of fraud and corruption risks.
Purpose   
The purpose of this Policy and Procedure is to promote and guide the conduct of all Committee of Management members, employees, volunteers and external parties associated with the Centre/House, with a view to: 
(( ensure that all parties are aware of their responsibilities for identifying exposures to fraudulent
   activities and for establishing controls and procedures for preventing such fraudulent activity
   and/or detecting such fraudulent activity when it occurs

(( provide guidance to staff/volunteers as to reporting action/procedures which should be taken
   and/or followed where they suspect any fraudulent activity

(( provide a clear statement to staff forbidding any illegal activity, including fraud for the benefit of
   the organisation

(( provide assurance that any and all suspected fraudulent activity will be fully investigated.
Scope    
This policy is applicable to all Centre/House staff, Committee of Management members, Manager/Coordinator, all employees of the Centre/House, all Contractors, all Volunteers.
Policy 
Insert org name is committed to protecting its revenue, expenditure and assets from any attempt by members of the public, contractors, agents, volunteers or its own employees to gain financial or other benefits by deceit, bias or dishonest conduct.
The Centre/House’s commitment to fraud and corruption control will be managed by ensuring that fraudulent or corrupt activity is prevented, conflicts of interest are avoided, and auditing systems are in place to deter and/or identify corrupt activities. 

The Committee, staff, volunteers and employees must be aware of the Centre/House’s intention to suspend or dismiss employees, report internal and/or external fraudulent or corrupt activity to Police and prosecute employees and any other parties to the matter, found to be involved in fraudulent and/or corrupt behaviour. The Centre/House will pursue recovery of any financial loss through civil proceedings.

The Centre/House will employ the use of basic data analytics to identify, validate, and monitor the risks of fraud as part of the fraud risk assessment in receipt of Local, State and Federal Government funds for all funded programs.
Responsibilities
The Committee of Management (CoM) of the Centre/House has ultimate responsibility for the prevention and detection of fraud and is responsible for ensuring that appropriate and effective internal control and risk management systems are in place.
The Manager/Coordinator must ensure that there are mechanisms in place within his/her area of control to: 

((assess the risk of fraud
((educate employees/volunteers about fraud prevention and detection 
((facilitate the reporting of suspected fraudulent activities
Staff/Volunteers 
(( all staff share in the responsibility for the prevention and detection of fraud in their areas of
    responsibility 
(( all staff have the responsibility to report suspected fraud. Any staff member who suspects
    fraudulent activity must immediately notify the Manager/Coordinator or those in authority for
    investigations 
Procedures and processes relating to fraud prevention and detection: (See also; Related Documents - below)
Reporting 
All staff/volunteers/contractors have the responsibility to report suspected fraud. 

Any staff member, volunteer or contractor who suspects fraudulent activity must immediately notify their supervisor or the Manager/Coordinator about the concern. 

In situations where the staff member, volunteer or contractor notifies their supervisor, the supervisor must then notify the Manager/Coordinator (or the President/Chair of the Committee in circumstances where the suspected fraud involves the supervisor or Manager/Coordinator). 

Step-by-step guide: Responding to suspected fraud 
1. Upon notification an allegation pertaining to fraud, the Manager/Coordinator (or President/Chair of the Committee) will promptly arrange to carry out an initial review into the allegation. 

2. After an initial review and a determination that the suspected fraud warrants additional investigation, the Manager/Coordinator (or President/Chair of the Committee) shall coordinate the investigation with the appropriate law enforcement officials or external investigator as deemed appropriate. Internal or external legal representatives will be involved in the process, as deemed appropriate. 

3. Once a suspected fraud is reported, immediate action will be taken to prevent the theft, alteration or destruction of relevant records. Such actions include, but are not necessarily limited to, removing relevant records / information and placing them in a secure location, limiting access to the location where the records / information currently exists (including electronic data), and preventing the individual suspected of committing the fraud from having access to the records / information. 

4. If an allegation of fraud is substantiated by the investigation, disciplinary action, up to and
including dismissal (or termination of an individual’s right to work as a contractor or volunteer), shall be taken by the appropriate level of management. 

5. The organisation will also pursue every reasonable effort, including court ordered restitution, to obtain recovery of any losses from the offender. 

CCS Data:

·  Insert org name will adopt basic data analytics to detect and prevent fraud in
 CCS data reporting. In addition to the CCS Management Policy - Procedure and relevant
 subtitles:
·  The Manager/Coordinator will utilise and train the lead Childcare Coordinator (Primary Nominee)
 in the use of the excel tool – Childcare Enrolment Hours Tracker
·  The Childcare Enrolment Hours Tracker tool will measure and report on the following: 

· total attendances 

· total Revenue

· total expenses

· total hrs

· % of capacity, % of subsidy, % sessional
·  The Childcare Enrolment Hours Tracker tool will be updated on a weekly basis following
 enrolment information (data) received from the lead childcare coordinator
·  Refer also to the CCS Management Policy - Procedure and relevant subtitles.
·  A monthly report will be generated from this data and presented to the Committee of

 Management (CoM) at each monthly CoM meeting.
Definitions

As identified in the chart below:
	Item
	Definition

	Fraud
	The Centre/House has adopted the following definition of fraud as contained in the Australian Standard: Fraud and Corruption Control AS 8001-2008 as:
‘Dishonest activity causing actual or potential financial loss to any person or entity including theft of moneys or other property by employees or persons external to the entity and where deception is used at the time, immediately before or immediately following the activity.  This also includes the deliberate falsification, concealment, destruction or use of falsified documentation used or intended for use for a non-business purpose or the improper use of information or position or financial benefit.’


	Corruption
	The Centre/House has adopted the following definition of fraud as contained in the Australian Standard: Fraud and Corruption Control AS 8001-2008 as:

‘Dishonest activity in which a director, executive manager, manager, employee, volunteer or contractor of an entity acts contrary to the interests of the entity and abuses his/her position of trust in order to achieve some personal gain or advantage for him or herself or for another person or entity’.

	Prima Facie


	Based on the first impression; accepted as correct until proved otherwise.

"a prima facie case of professional misconduct"


Relevant Legislation

Financial Management Act 1994
Protected Disclosure Act 2012
Australian Standard on Fraud Corruption Control (AS8001:2008)
Related Documents

· Code of Conduct Policy 
· CCS Management Policy and Procedure 

· Financial Management Policy 
· Protected Disclosures Policy 
· Risk Identification and Management Policy  
· Staff Recruitment and Selection Policy 
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