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Objects of Excelsia University College 

Motivated by the Christian faith, as expressed by the Apostles’ Creed and Nicene Creed, with fidelity to 
the Scriptures as the Word of God, the objects of Excelsia University College (Excelsia) are the 
advancement of the Christian faith and higher education. 

1 Scope 

This Framework applies to all Excelsia staff, representatives, affiliates, students and visitors to Excelsia. 
Additionally:  

a. The Related Party Transactions Policy and Procedure applies to Key Management Personnel and 
Responsible Persons within Excelsia. 

2 Policy purpose and principles 

Excelsia University College (Excelsia) is a Christian university college which is multi-denominational in 
make-up and exists to serve all students, whatever their beliefs. The purpose of this framework is to 
ensure the robust systems and structures for governing all aspects Excelsia activity, including finance 
and management, academic and human resource delegations; conflict of interest; and establishing an 
appropriate risk management infrastructure and culture. This framework aims to: 

• outline the governance framework through which Excelsia achieves its vision and mission 

• set out the delegations of Excelsia activities across governing bodies and staff roles 

• ensure that Excelsia makes informed decisions with respect to the activities that it undertakes by 
appropriately considering both risks and opportunities 

• confirm Excelsia’s commitment to adopting a strategic, consistent and structured enterprise- 
wide approach to risk management in order to achieve an appropriate balance between realising 
opportunities for gains and minimising losses 

• set out the procedures for avoiding, and, where required, managing conflicts of interests 
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• define the parameters for related party transactions to achieve the compliance with Australian 
Accounting Standard AASB 124 Related Party Disclosures from the Australian Accounting 
Standards Board.  

The Governance Framework is to be read in conjunction with the Governance Charter and the Excelsia 
Constitution. Should there be any inconsistency between: 

• this Governance Framework and the Excelsia Constitution, the Constitution will prevail 

• this Governance Framework and the Governance Charter, this Governance Framework will 
prevail. 

Excelsia’s approach to this policy framework is guided by the following principles. 

2.1 Governance 

i. Transparency: 

a. The constitution, policies, and other governing documents relevant to Excelsia’s 
governance are published on its website. 

ii. Strategy and purpose: 

a. Excelsia’s purpose is Christian higher education. All strategies approved by the Board of 
Directors are designed to support this purpose. 

b. The Board of Directors dedicates time to considering and reviewing all strategic decisions. 

iii. Accountability: 

a. The Board has ultimate authority for Excelsia, its activities, and its ongoing performance. 

b. The Board takes action to monitor targets, correct underperformance, and represent 
Excelsia’s activities fairly, accurately and truthfully. 

iv. Independence: 

a. The Board separates the ownership and management of the legal entity from Excelsia’s 
operations. 

b. The Board provides independent higher education expertise and advice at the highest 
level of decision-making. 

v. Fairness and equity: 

a. The Board promotes diversity, inclusivity, and the equitable treatment of all stakeholders. 

b. As much as possible, equal gender representation will be sought for all governing bodies 
within Excelsia. 

c. Opportunities exist for student participation in Excelsia’s deliberative and decision-
making processes through participation at Academic Board, Learning and Teaching 
Committee, and Student Representative Council. 

https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
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vi. Compliance: 

a. Excelsia continually meets the requirements of the Excelsia Constitution, the Governance 
Charter, this framework, the Corporations Act 2001 (Cth), and any other legislative and/or 
regulatory requirements that govern its operations, including but not limited to the 
Higher Education Standards Framework (Threshold Standards) 2021. 

2.2 Risk 

i. Risk management at Excelsia is iterative and assists with strategic planning, achieving objectives 
and making informed decisions. Risk management is a core part of governance and leadership, is 
fundamental to management at all levels, and contributes to the continuous improvement of 
management systems across Excelsia (AS ISO 31000:2018). Excelsia’s approach to risk 
management draws on principles, frameworks and processes outlined in the Australian Standard 
on Risk Management (AS ISO 31000:2018). Application at Excelsia has been customised to suit its 
needs, culture and context as a private higher education provider. 

ii. Risks will be managed according to Excelsia’s Risk Register as well as 5.1 Risk Management 
Procedure. 

iii. The application of this framework will provide the basis for: 

a. more confident and rigorous decision-making and planning 

b. better identification of opportunities and threats 

c. pro-active rather than re-active management 

d. more effective allocation and use of resources 

e. improved incident management and reduction in loss and the cost of risk, including 
commercial insurance premiums 

f. improved stakeholder confidence and trust 

g. a clear understanding by all staff of their roles, responsibilities and authorities for managing 
risk 

h. improved compliance with relevant legislation 

i. better corporate governance 

j. the development of a more risk-aware organisational culture through enhanced 
communication and reporting of risk. 

iv. Risk management will be incorporated into the strategic and operational planning processes at 
all levels within Excelsia. 

v. Risk and the management of risk will be identified and monitored according to risk categories as 
defined in 5.1 Risk Management Procedure. 

vi. Risk assessments will be conducted on all new commercial activities, ventures and projects prior 
to commencement to ensure alignment with Excelsia objectives. 

vii. Risks will be identified, reviewed and monitored on an ongoing basis at nominated levels within 
Excelsia. 

https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://www.legislation.gov.au/C2004A00818/latest/text
https://www.legislation.gov.au/F2021L00488/latest/text
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viii. Risks will be assessed against Excelsia’s risk assessment matrix definitions of likelihood and 
consequence. 

ix. All identified risks will be recorded in Excelsia’s Risk Register. 

x. All risks will be assigned an owner who is responsible for managing, monitoring and ensuring that 
adequate controls and treatments are being applied so that risks are brought within tolerable 
levels. 

xi. Roles and responsibilities for risk management at all levels of Excelsia are described in 5.1 Risk 
Management Procedure. 

xii. Risk management is reported regularly to and overseen by the Board of Directors and 
Governance and Risk Committee.  

2.3 Conflict of interest 

2.3.1 General 

i. Excelsia representatives should: 

a. not allow the pursuit of private interest to interfere with the proper discharge of their official 
duties  

b. avoid situations in which their private interests conflict, or might reasonably be perceived to 
conflict, with fulfilling their responsibilities with Excelsia 

c. seek advice, in confidence, from their supervisor or Board or committee Chair if they believe 
that they may have a conflict of interest 

d. seek advice, in confidence, from their supervisor, or the Board or Committee Chair if they 
believe that another member of staff may have a conflict of interest. 

ii. Conflicts of interest regarding related party transactions are covered by 2.4 Related Party 
Transactions Policy. 

2.3.2 Confidentiality 

i. Excelsia shall take all necessary steps to ensure the confidentiality of information relating to 
conflicts of interest or reasonably perceived conflicts of interest. 

ii. Internal disclosure should be limited strictly to those who need to have access for official 
purposes. 

2.3.3 Avoiding and disclosing conflicts of interest 

i. Excelsia representatives must: 

a. perform their duties impartially 

b. avoid situations in which private interest, whether financial or otherwise, conflicts or might 
reasonably be thought to conflict with their official responsibilities, as determined by the 
law, their job descriptions, Excelsia policies, and any other agreements they may have with 
Excelsia 
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c. disclose any potential or actual conflict of interest to their supervisor or the Committee 
Chair, as they deem appropriate in the circumstances 

d. not solicit or accept from any person any remuneration or benefit for the discharge of 
responsibilities to gain directly or indirectly a financial advantage, nor accept any gift or any 
other benefit other than that which is permitted by Excelsia. 

2.4 Related party transactions 

2.4.1 General 

i. All related party transactions and payments are to be conducted at arm’s length to ensure that a 
financial benefit is not given to a related party without due consideration. The process 
surrounding those transactions must align with Excelsia’s Financial and Administration – Staff 
Framework. 

ii. The Board of Directors Secretary must record related party transactions that take place between 
the entity and its subsidiaries on the Related Party Transactions Register. 

iii. Where a related party transaction relates to a member of the Board of Directors: 

a. That Board member has an obligation to disclose that conflict (or potential conflict) of 
interest to the Board of Directors Secretary and the Board. 

b. The Board will discuss the perceived conflict and if required, ask that member to remove 
themself from the discussion and decision-making process. 

c. A record of the disclosure will be made on the Related Party Transactions Register. 

2.4.2 Related party transactions involving Key Management Personnel (KMP) 

i. Prior approval must be obtained for all potential related party transactions undertaken by KMP. 

ii. Payments must be made in accordance with usual delegations of authority; approval can only be 
provided where the related party transaction has been documented. 

iii. All related party transactions must be disclosed and registered in the Related Party Transactions 
Register. The KMP approving the transaction must forward the documented evidence provided 
for approval to the Board of Directors Secretary as soon as possible after approval. 

iv. The Board of Directors’ Secretary will provide a report on related party transactions to the Board 
at each meeting. 

2.4.3 Reporting 

i. Related party transactions will be reported in the annual financial statements each year. 

ii. Records of related party transactions will be detailed enough to enable effective auditing. 

iii. Records of related party transactions will be retained for seven years before they are archived or 
destroyed.  
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3 Governance structure 
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4 Delegations 

i. The Board of Directors delegates authority as necessary for effective governance of the 
corporate and academic dimensions of Excelsia as well as the facilitation of the smooth day-to-
day operations of Excelsia by senior management. 

ii. The Board may qualify or attach conditions to any delegation of its functions, powers or 

responsibilities. This includes specifying controls to monitor, oversee and report on the 

operation of delegated powers. 

iii. The Board may confer on an executive officer any powers, discretions and duties it thinks fit, and 
may resolve to delegate any powers, discretions and duties vested in or exercisable by the 
directors. 

iv. These delegations stipulate the key decision-making authorities in order to ensure the effective 
governance of the institution. 

v. A delegation is to a position/body and not the individuals/directors. 

vi. Approved delegations for committees are recorded in associated Terms of Reference and 

distributed to delegated bodies. 

vii. In the event of any inconsistency between the content of these delegations and the content of 
any policy or procedural document, then the content of these delegations will prevail.  

4.1 Board of Directors delegations  

i. The Board may delegate certain functions and powers, but it may not delegate its power to: 

a. approve or vary the Strategic Plan for Excelsia 

b. approve Excelsia’s annual budget or its Business Plan 

c. approve the annual reports of Excelsia 

d. monitor commercial activities to ensure that they do not have any adverse impact on, or 

pose an unreasonable risk to, Excelsia’s finances and operations 

e. review and monitor the management of Excelsia as a whole. 
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# Function Related Documents 

1 
Appointment / review performance / termination of the 
Chief Executive  

Constitution 

2  
Approve / review the governance structure of the 
Institution (as detailed in the Governance Charter)  

GOV-01 Governance Charter 

3  
Approve / review the Self-Assurance Framework for 
Excelsia  

GOV-01 Governance Charter 

4  
Approve, monitor and review delegations of authority to 
effectively run Excelsia 

Constitution 

GOV-01 Governance Charter 

QUA-STA-01 Self-Assurance 
Framework 

5  
Set/monitor/review the vision, objectives and strategic 
goals of Excelsia  

GOV-01 Governance Charter 

6  Approve/review the Strategic Plan  

GOV-01 Governance Charter 

QUA-STA-01 Self-Assurance 
Framework 

7  Approve/review Excelsia’s performance targets  GOV-01 Governance Charter 

8 
Approve/review the financial forecasts including 
ensuring ongoing financial viability and sustainability of 
Excelsia 

GOV-01 Governance Charter 

9 
Identify and monitor any risk to Excelsia’s 
operations including approving/reviewing the risk 
mitigation strategies in the Risk Register 

GOV-01 Governance Charter 

Governance Framework 

10  
Approve membership, composition, tenure of members 
and Chair of the Academic Board  

GOV-01 Governance Charter 

11  Award qualifications consistent with the AQF 

GOV-01 Governance Charter 

REG-STU-02 Student Lifecycle 
Framework 

12  
Approve application of renewal of Excelsia and CRICOS 
registration 

GOV-01 Governance Charter 

QUA-STA-01 Self-Assurance 
Framework 

13  
Identify and monitor lapses in compliance with the 
Higher Education Standards Framework (Threshold Standards) 
2021 and the National Code 2018 

GOV-01 Governance Charter 

QUA-STA-01 Self-Assurance 
Framework 

14 
Establishing a competent body or officer to consider the 
findings of any external governance review and implement 
agreed actions. 

 

 

https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/constitution.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://www.legislation.gov.au/F2021L00488/latest/versions
https://www.legislation.gov.au/F2021L00488/latest/versions
https://www.legislation.gov.au/F2017L01182/latest/text
https://excelsia.edu.au/wp-content/uploads/Governance-Charter.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
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4.2 Financial and management delegations 

 Capital Expenditure Programs  

Delegation Delegate Policy 

Approving expenditure in annual Business/Budget 
Plan 

Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

Approving business acquisitions/divestment Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

Approving asset disposals Board of Directors 
Chief Financial Officer 

FIN-STA-01 Financial and Administration – Staff 
Framework 

Financing 

Delegation Delegate Policy 

Assessing new external financial facilities Chief Financial Officer  

Approving new external financial facilities Board of Directors  

Approving short-term lending/borrowing Board of Directors  

Managing short-term lending/borrowing Chief Financial Officer  

Approving internal/external financing agreements, 
bank guarantees, finance leases, credit limits 

Board of Directors  

Managing internal/external financing agreements, 
bank guarantees, finance leases, credit limits 

Chief Financial Officer  

Approving corporate guarantees, letters of comfort 
to external parties 

Board of Directors  

Managing corporate guarantees, letters of comfort 
to external parties 

Chief Financial Officer  

Approving new accounts Board of Directors  

Opening new accounts Chief Financial Officer  

Approving closure of accounts Board of Directors  

Closing accounts Chief Financial Officer  

Approval of amendment to cheque and/or account 
signatories 

Board of Directors  

https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
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General Financial Items 

Delegation Delegate Policy 

Approving equipment leases Chief Executive and 
Chief Financial Officer 

ICT-01 ICT Framework 
FIN-STA-01 Financial and Administration – Staff 
Framework 

Approving yearly budget Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

Managing donations Board of Directors  

Managing sponsorships Board of Directors  

 Accounting  

Delegation Delegate Policy 

Reimbursement or approval for purchase order, 
petty cash claim, or invoice payment from $1 to 
$2,999.99 

Head of School/Department FIN-STA-01 Financial and Administration – Staff 
Framework 

Reimbursement or approval for purchase order or 
invoice payment from $3,000.00 to $4,999.99 

Management Committee or 
Vice-Provost (Academic) 

FIN-STA-01 Financial and Administration – Staff 
Framework 
LIB-STA-01 Library Framework 

Reimbursement or approval for purchase order or 
invoice payment from $5,000.00 to $9,999.99 

Chief Financial Officer, 
Chief Operating Officer or 

Chief Executive 

FIN-STA-01 Financial and Administration – Staff 
Framework 
LIB-STA-01 Library Framework 

Reimbursement or approval for purchase order or 
invoice payment from $10,000.00 to $99,999.99 

Chief Executive FIN-STA-01 Financial and Administration – Staff 
Framework 

Reimbursement or approval for purchase order 
purchase order or invoice payment from 
$100,000.00 and over 

Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

 Payment/EFT Authorisation  

Delegation Delegate Policy 

Processing EFT/bank/payroll transactions Payroll Officer/Finance Manager FIN-STA-01 Financial and Administration – Staff 
Framework 

https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsia.edu.au/wp-content/uploads/Library-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsia.edu.au/wp-content/uploads/Library-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
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Approving fortnightly payroll Facilities and Accounting Systems 

Manager 

Chief Financial Officer 

Chief Operating Officer or 

Chief Executive 

FIN-STA-01 Financial and Administration – Staff 
Framework 

 Procurement (Operating Costs)  

Delegation Delegate Policy 

Approving supply contracts Chief Executive  

Approving computer hardware and software 
procurement 

Chief Executive  ICT-01 ICT Framework 
FIN-STA-01 Financial and Administration – Staff 
Framework 

 Legal Advice and Contract 
Authorities 

 

Delegation Delegate Policy 

Approving engagement of external lawyers Chief Executive  

Approving establishment and management of 
purchase contracts 

Chief Executive FIN-STA-01 Financial and Administration – Staff 
Framework 

Approving establishment and management of 
property rental contracts 

Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

Approving establishment and management of 
capital project contracts 

Board of Directors FIN-STA-01 Financial and Administration – Staff 
Framework 

 Appointment of 
Consultants/Advisors 

 

Delegation Delegate Policy 

Approving appointment of taxation consultant Chief Executive 
Chief Financial Officer 

 

Approving appointment of insurance consultant Chief Executive 
Chief Financial Officer 

 

Approving appointment of statutory auditors 
under $50,000.00 

Chief Executive 
Chief Financial Officer 

 

https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
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Approving appointment of statutory auditors 
$50,000.00 and over 

Board of Directors 
Chief Financial Officer 

 

Approving appointment of other consulting 
advisors (excluding legal advisors) 

Chief Executive 
Chief Financial Officer 

 

 Working Capital  

Delegation Delegate Policy 

Approving bad debt write-offs Board of Directors  

Approving credit notes or complaint resolution less 
than $100,0000.00 

Chief Executive  

Approving credit notes or complaint resolution 
$100,000.00 and over 

Board of Directors  

 Business Travel1  

Delegation Delegate Policy 

Approving intrastate, interstate2 travel Chief Executive HR-STA-02 Remuneration and Benefits Framework 

Approving overseas3 travel Chief Executive HR-STA-02 Remuneration and Benefits Framework 

 Industrial Relations  

Delegation Delegate Policy 

Approving modern award–related employment 
contract changes 

Chief Executive 
HR-STA-01 Employee Lifecycle Framework 

HR-STA-02 Remuneration and Benefits Framework 

Approving arbitration, regulatory and legal actions 
in relation to staff grievances 

Chief Executive HR-STA-03 Integrity and Respect Framework 

 
 

1 All travel must be booked via Anywhere Travel or any other agreed international agency. 
2 All travel related expenditure must be independently approved. One-up or direct report approval principle to apply. 
3 All requests for overseas travel must be made prior to travel being booked and undertaken.  

https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/HR-STA-02%20Remuneration%20and%20Benefits%20Framework.pdf?csf=1&web=1&e=tIC5CI
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/HR-STA-02%20Remuneration%20and%20Benefits%20Framework.pdf?csf=1&web=1&e=tIC5CI
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/HR-STA-02%20Remuneration%20and%20Benefits%20Framework.pdf?csf=1&web=1&e=tIC5CI
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
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Workplace Health, Safety (WHS) 

and Environment 
 

Delegation Delegate Policy 

Approving WHS policies and guidelines Board of Directors WHS-01 Health and Safety Framework 

Developing performance monitoring and 
measurement system 

Management Committee 

Work Health and Safety 
Committee 

WHS-01 Health and Safety Framework 

Developing and managing actions regarding WHS 
risk management or mitigation 

Management Committee 

Work Health and Safety 
Committee 

WHS-01 Health and Safety Framework 

Handling complaints and statutory authority 
dealings (e.g. environmental matters) 

Chief Executive 
WHS-01 Health and Safety Framework 

HR-STA-03 Integrity and Respect Framework 

 
Relationship with External or 

Regulatory Bodies 
 

Delegation Delegate Policy 

Approving written statements about all matters, 
excluding institutional governance 

Chief Executive 

MAR-STA-01 Marketing and Communications 
Framework 

GOV-STA-02 Critical Incident Framework 

Approving written statements about matters of 
institutional governance, including routine 
lodgement of annual returns, change of directors, 
secretary details, change of registered office, and 
change of constitution 

Board of Directors 
MAR-STA-01 Marketing and Communications 
Framework 

Liaising with the Australian Charities and Not-for-
profits Commission (ACNC) 

Chief Executive 

Chief Financial Officer 

Company Secretary 

FIN-STA-01 Financial and Administration – Staff 
Framework 

https://excelsia.edu.au/wp-content/uploads/Health-and-Safety-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Health-and-Safety-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Health-and-Safety-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Health-and-Safety-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/marketing-and-communications-framework.pdf
https://excelsia.edu.au/wp-content/uploads/marketing-and-communications-framework.pdf
https://excelsia.edu.au/wp-content/uploads/Critical-Incident-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/marketing-and-communications-framework.pdf
https://excelsia.edu.au/wp-content/uploads/marketing-and-communications-framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=rTksi9
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=rTksi9
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Managing TEQSA University College registration 

Board of Directors 

Chief Executive 
Provost  

Director of Quality and Risk 

QUA-STA-01 Self-Assurance Framework 

Managing TEQSA course accreditation 
Academic Board  
Director of Quality and Risk 

QUA-STA-02 Course Development, Management and 
Review Framework 

Overseeing course accreditation 

Academic Board 
 Vice-Provost (Academic) 

Director of Quality and Risk 

QUA-STA-02 Course Development, Management and 
Review Framework 

Managing CRICOS provider and course registration 

Board of Directors 

Chief Executive 

Director of Quality and Risk 

QUA-STA-01 Self-Assurance Framework 

QUA-STA-02 Course Development, Management and 
Review Framework 

Liaising with the relevant professional accrediting 
body (e.g. NESA, PACFA) 

Head of School 

Vice-Provost (Academic) 

Director of Quality and Risk 

QUA-STA-02 Course Development, Management and 
Review Framework 

Approving third-party arrangements (TPAs) for 
delivery with other parties 

Board of Directors 
Chief Executive Officer 

ACA-STA-01 Academic Teaching Framework 

Approving external moderators for external 
moderation of assessment 

Head of School 
QUA-STA-01 Self-Assurance Framework 

Approving release of academic reports externally 
including HEPP-QN reports 

Provost 
 

 

https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
file:///C:/Users/zhale/Downloads/QUA-STA-02%20Course%20Development,%20Management%20and%20Review%20Framework
file:///C:/Users/zhale/Downloads/QUA-STA-02%20Course%20Development,%20Management%20and%20Review%20Framework
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Teaching-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
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4.3 Academic delegations 

 Admission and Enrolment  

Delegation Delegate Policy 

Approving admissions (standard) Head of School 
Director of Admissions or Registrar 

REG-STU-01 Admissions Framework 

Approving admissions 
(non-standard, e.g. provisional, conditional) 

Director of Admissions or Registrar  
Head of School 

REG-STU-01 Admissions Framework 

Approving readmissions (to previously commenced 
but incomplete courses) 

Director of Admissions or Registrar 
Head of School  

REG-STU-01 Admissions Framework 

Varying admissions criteria Academic Board REG-STU-01 Admissions Framework 
QUA-STA-02 Course Development, Management and 
Review Framework 

Approving deferral of course enrolment Director of Admissions  REG-STU-02 Student Lifecycle Framework 
REG-STU-01 Admissions Framework 

Approving internal transfer between courses Director of Admissions REG-STU-02 Student Lifecycle Framework 
 

Approving cross-School unit enrolment Director of Admissions or Registrar REG-STU-02 Student Lifecycle Framework 
 

Approving variation in unit enrolment (up to 
census date) 

Registrar and Head of School REG-STU-02 Student Lifecycle Framework 
 

Approving change in unit enrolment (after census 
date) 

Registrar and Head of School REG-STU-02 Student Lifecycle Framework 

Approving leave of absence Registrar REG-STU-02 Student Lifecycle Framework 

Approving course withdrawal Chief Global Partnerships and 
Engagement / Registrar 

REG-STU-02 Student Lifecycle Framework 

Approving cancellation or extension of course 
enrolment (where a student exceeds maximum 
study time) 

Provost / Vice-Provost (Academic) 
Registrar  

REG-STU-02 Student Lifecycle Framework 

https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
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 Credit and RPL  

Delegation Delegate Policy 

Approving credit (standard) Head of School REG-STU-01 Admissions Framework 

Approving credit 
(non-standard) 

Credit Review Committee REG-STU-01 Admissions Framework 

Approving RPL (standard) Head of School REG-STU-01 Admissions Framework 

Approving RPL (non-standard) Credit Review Committee REG-STU-01 Admissions Framework 

 Extensions and Workloads  

Delegation Delegate Policy 

Approving extensions (up to 4 weeks) Head of School ACA-STU-03 Assessment Framework 

Approving extensions (4 weeks and beyond) Vice-Provost (Academic) ACA-STU-03 Assessment Framework 

Approving workload for a student that exceeds FTE 
load with less than 2.0 GPA (up to and including 
1.25FTE) 

Head of School  ACA-STU-05 Student Learning Framework 

Approving workload for a student that exceeds FTE 
Load (greater than 1.25) 

Vice-Provost (Academic) ACA-STU-05 Student Learning Framework 

Approving Directed Independent Study Contract Vice-Provost (Academic) REG-STU-02 Student Lifecycle Framework 

 Progression and Graduation  

Delegation Delegate Policy 

Notifying and processing students on probation Compliance Officer ACA-STU-05 Student Learning Framework 

Notifying and processing students on Show Cause Compliance Officer ACA-STU-05 Student Learning Framework 

Determining the outcome of a Show Cause due to 
unsatisfactory academic progress 

Vice-Provost (Academic) ACA-STU-05 Student Learning Framework 

Notifying students of exclusion from course due to 
unsatisfactory academic progress 

Compliance Officer ACA-STU-05 Student Learning Framework 

Determining outcome of appeal against exclusion Grievance Committee ACA-STU-02 Student Grievance Framework 

Approving grades Learning and Teaching Committee ACA-STU-03 Assessment Framework 

Withholding grades for students with outstanding 
fees 

Chief Financial Officer FIN-STU-01 Financial and Administration – Student 
Framework 

Approving graduands Board of Directors REG-STU-02 Student Lifecycle Framework 

https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/assessment-framework.pdf
https://excelsia.edu.au/wp-content/uploads/assessment-framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Learning-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Grievance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/assessment-framework.pdf
https://excelsia.edu.au/wp-content/uploads/Financial-and-Administration-Student-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Financial-and-Administration-Student-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
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 Curriculum Development  

Delegation Delegate Policy 

Approving course/unit development Academic Board QUA-STA-02 Course Development, Management and 
Review Framework 

Conducting a Major Review of a course Head of School, Vice-Provost 
(Academic), Course Advisory 
Committee 

QUA-STA-02 Course Development, Management and 
Review Framework 

Approving outcomes from a Major Review of a 
course 

Academic Board QUA-STA-02 Course Development, Management and 
Review Framework 

Approving unit substitution/unit equivalence Vice-Provost (Academic) QUA-STA-02 Course Development, Management and 
Review Framework 
REG-STU-02 Student Lifecycle Framework 

Approving a minor change to Course Unit Outline  Learning and Teaching Committee QUA-STA-02 Course Development, Management and 
Review Framework 

Approving a major change to Course Unit Outline Academic Board QUA-STA-02 Course Development, Management and 
Review Framework 

Approving a minor or major change to a course Academic Board QUA-STA-02 Course Development, Management and 
Review Framework 

Approving assessment matrices Learning and Teaching Committee 
 

QUA-STA-02 Course Development, Management and 
Review Framework 

 Discipline and misconduct  

Delegation Delegate Policy 

Managing student academic misconduct (minor) Head of School ACA-STU-01 Academic Integrity Framework 

Managing student academic misconduct (major) Academic Misconduct Committee 
or Research Misconduct 
Committee 

ACA-STU-01 Academic Integrity Framework 

Managing student non-academic misconduct 
(minor) 

Head of School  GOV-GS-STU-01 Code of Conduct for Students 
HR-STA-03 Integrity and Respect Framework 

Managing student non-academic misconduct 
(major) 

Vice-Provost (Academic) GOV-GS-STU-01 Code of Conduct for Students 
HR-STA-03 Integrity and Respect Framework 

https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Student-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
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Managing student SASH misconduct Vice-Provost (Academic) WHS-02 Sexual Assault and Sexual Harassment 
Prevention and Response Framework 

 Research  

Delegation Delegate Policy 

Approving research projects (not involving 
research participants) 

Ethics and Integrity Coordinator or 
Head of School 

RES-STU-02 Research Ethics Framework 

Approving research projects (involving research 
participants) 

Ethics Committee RES-STU-02 Research Ethics Framework 

 Policy and procedure  

Delegation Delegate Policy 

Managing the review and implementation of 
academic policy documents 

Provost QUA-STA-01 Self-Assurance Framework 

Managing the review and implementation of 
research and HDR policy documents 

Provost QUA-STA-01 Self-Assurance Framework 

Approving academic policy and procedure Academic Board QUA-STA-01 Self-Assurance Framework 

Approving research and HDR policy and procedure Academic Board QUA-STA-01 Self-Assurance Framework 

 

4.4 Human resource delegations 

 Recruitment  

Delegation Delegate Policy 

Approving recruitment of new staff for existing role Chief Executive 

 

HR-STA-01 Employee Lifecycle Framework 

Approving the hire of temporary non-academic 
staff 

Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

Approving the recruitment of casual and contractor 
academic staff 

Chief Operating Officer 

Vice-Provost (Academic) 

HR-STA-01 Employee Lifecycle Framework 

Hiring Manager for roles of Vice-Provost 
(Academic) and Heads of School 

Provost HR-STA-01 Employee Lifecycle Framework 

https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
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Setting remuneration for award and non-award 
employees 

Chief Executive HR-STA-02 Remuneration and Benefits Framework 
HR-STA-01 Employee Lifecycle Framework 

Approving new staff exemption to mission 
alignment 

Chief Executive (as the Board of 
Director delegate) 

HR-STA-01 Employee Lifecycle Framework 

Managing the review and implementation of 
organisational structures 

Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

Approving organisational structure Chief Executive (as the Board of 
Directors delegate) 

PR-GEN-13 Excelsia Organisation Chart 

Approving staff contract requests Chief Executive 

Chief Operating Officer 

Vice-Provost (Academic) (Casual 
Academic) 

HR-STA-01 Employee Lifecycle Framework 

Inducting new permanent or fixed-term staff Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

Inducting casual academic staff  Vice-Provost (Academic) HR-STA-01 Employee Lifecycle Framework 

Adding new staff in payroll Chief Financial Officer HR-STA-01 Employee Lifecycle Framework 
FIN-STA-01 Financial and Administration - Staff 
Framework 

Managing probation Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

Managing staff lifecycle journey Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

 Performance Review and 
Development Planning 

 

Delegation Delegate Policy 

Overseeing the performance review process of 
staff 

Chief Operating Officer  HR-STA-01 Employee Lifecycle Framework 

Overseeing the development planning process for 
staff 

Chief Operating Officer HR-STA-01 Employee Lifecycle Framework 

Tracking development planning Chief Operating Officer 
Director of People and Culture 

HR-STA-01 Employee Lifecycle Framework 

https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/HR-STA-02%20Remuneration%20and%20Benefits%20Framework.pdf?csf=1&web=1&e=qnzeuy
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/01.%20Governance/03.%20Organisation%20Chart/PR-GEN-13%20Excelsia%20College%20Organisation%20Chart.pdf?csf=1&web=1&e=52fyy3
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/12.%20Framework/FIN-STA-01%20Financial%20and%20Administration%20-%20Staff%20Framework.pdf?csf=1&web=1&e=XzwYZA
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
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 Succession Planning and Staff 
Promotion 

 

Delegation Delegate Policy 

Approving staff promotion Chief Executive 

 

HR-STA-04 Professional Development and Promotion 
Framework 
PPR-STA-35 Academic Promotion and Classification 
Policy and Procedure 

Approving annual levels for academic staff 
promotion 

Board of Directors PPR-STA-35 Academic Promotion and Classification 
Policy and Procedure 

Assessing and deciding academic staff promotion Academic Promotions Committee PPR-STA-35 Academic Promotion and Classification 
Policy and Procedure 

Approving succession planning Chief Executive 

Board of Directors 

HR-STA-04 Professional Development and Promotion 
Framework 
PPR-STA-35 Academic Promotion and Classification 
Policy and Procedure 

 Workload Planning  

Delegation Delegate Policy 

Monitoring and reviewing workload planning Supervisor 
Director of People and Culture 

 
PO-STA-10 Academic Workload Management Policy 
and Procedure 

Managing the review and implementation of 
Academic Staff Work Planner 

Chief Operating Officer PO-STA-10 Academic Workload Management Policy 
and Procedure 

Approving academic workload planning Vice-Provost (Academic) PO-STA-10 Academic Workload Management Policy 
and Procedure 

 Performance Management and 
Disciplinary Action 

 

Delegation Delegate Policy 

Overseeing performance management Chief Operating Officer HR-STA-03 Integrity and Respect Framework 

Approving disciplinary action Chief Executive HR-STA-03 Integrity and Respect Framework 

https://excelsia.edu.au/wp-content/uploads/Professional-Development-and-Promotion-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Professional-Development-and-Promotion-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsia.edu.au/wp-content/uploads/Professional-Development-and-Promotion-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Professional-Development-and-Promotion-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=jdHZKn
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
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 Exit Interview  

Delegation Delegate Policy 

Conducting exit interviews Chief Operating Officer 
Director of People and Culture 

HR-STA-01 Employee Lifecycle Framework 

 Policy and Procedure  

Delegation Delegate Policy 

Managing the review and implementation HR and 
WHS policy documents 

Chief Operating Officer QUA-STA-01 Self-Assurance Framework 

Approving HR and WHS policy documents Management Committee 
Academic Board 
Board of Directors 

QUA-STA-01 Self-Assurance Framework 

https://excelsia.edu.au/wp-content/uploads/Employee-Lifecycle-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
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5 Procedures  

5.1 Risk management  

The below risk management process has been adapted from Australian Standard ISO 31000:2018: Risk 
Management – Guidelines. While the process is presented as sequential, in practice it is iterative. 

 
 

 

 

 

 

 

 

 

 

 

 

 

5.1.1 Communication and consultation 

Communication and consultation with appropriate external and internal stakeholders should take place 
within and throughout all steps of the risk management process to achieve a successful integration of 
the risk processes into Excelsia activities. This step assists relevant stakeholders in understanding risk, 
the basis on which decisions are made and the reasons why particular actions are required. 

5.1.2 Scope, context, criteria 

This involves defining the scope of the process and understanding the external and internal context to 
customise the risk assessment process and enable effective risk assessment and appropriate risk 
treatment.  

a. Defining the scope 
When defining the scope of a risk management activity, consider the objectives and decisions that need 
to be made; expected outcomes; time, location, specific inclusions and exclusions; resources required, 
responsibilities and record management; and relationships with other projects.  

b. Establishing the context 
Before risk can be clearly understood and dealt with, it is important to understand the context in which 
it exists. You should define the relationship between your department and the environment that it 
operates in so that the boundaries for dealing with risk are clear. Consider both external and internal 
factors in the Excelsia environment when identifying and managing risks associated with achieving 
particular Excelsia goals. 



 
 

This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be 

relied upon as the current version. Anyone printing this document should refer to the website/policy suite for the latest version. 

ABN: 50 360 319 774   TEQSA PRV12064 ‘University College’   CRICOS Provider Code: 02664K 

 
GOV-STA-01 Page 25 of 41 Version 1.4, February 2026 

• External context may include but is not limited to: social, cultural, political, legal, regulatory, 
financial, technological or environmental factors; relationships with external stakeholders; and 
key trends affecting Excelsia’s objectives. 

• Internal context may include but is not limited to Excelsia’s: vision, mission and values; 
governance, structure, delegations; strategy; policies; culture; resources; relationships with 
internal stakeholders. 

c. Defining risk criteria 
Specify the amount and type of risk that is acceptable relative to the project goals, in order to evaluate 
the significant of risk and to support decision-making. Risk criteria should be specific to the purpose and 
scope of the activity under consideration, and reflect Excelsia values, strategic goals, and resources. Risk 
criteria should be established as the beginning of the risk assessment process, but are dynamic and 
should be continually reviewed and amended if necessary. Setting risk criteria should include 
consideration of: 

• the nature and type of uncertainties that could affect project outcomes and goals 

• how consequences will be defined and measured 

• time-related factors 

• how the level of risk is to be determined 

• Excelsia’s capacity. 

5.1.3 Risk assessment 

This is the overall process of risk identification, risk analysis and risk evaluation, to be conducted 
systematically, iteratively and collaboratively. 

a. Risk identification 
The purpose of risk identification is to find, recognise, and describe risks that might help or prevent 
Excelsia achieving its goals. It is important to have relevant, appropriate and up-to-date information for 
identifying risks, and to identify risks both under and outside Excelsia’s control. To identify a risk, 
consider the following: 

• sources of risk (tangible and intangible) 

• causes and events 

• threats and opportunities 

• vulnerabilities and capabilities 

• changes in external and internal contexts 

• emerging risks 

• nature and value of assets and resources 

• consequences and their impact on Excelsia goals 

• information reliability and limitations of knowledge 

• time-related factors 

• biases, assumptions, and beliefs of those involved. 
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Risks are classified according to the primary area of impact from a list of categories in the Risk Register. 
These include: academic, resources and facilities, governance, regulatory, reputational, institutional, 
technological, WHS, financial, and other. 

Academic risks directly relate to the quality of teaching, learning and research inputs and outputs, and 
may include, for example, matters relating to curriculum, learning outcomes, assessment, student 
performance data, academic integrity and staffing. 

Resources and facilities risks primarily involve the physical assets of Excelsia such as property, buildings, 
equipment, vehicles and may also include larger scale academic resourcing matters, i.e. library resources 
and databases. Resource risks may also relate to intangible property owned by Excelsia, such as IP 
management. 

Governance risks involve risks to systems and structures for governing all aspects of Excelsia activity, 
including management, academic and human resource delegations, intellectual property, conflict of 
interest, and risk management infrastructure and culture. 

Regulatory risks involve risks specific to the maintenance of successful regulatory and accreditation 
outcomes, including institutional and CRICOS re-registration, course accreditation and renewal of 
accreditation and responses to RFIs from TEQSA, etc. 

Reputational risks are concerned with threat or danger to the good name or standing of Excelsia. 
Negative publicity or poor word of mouth from students or staff might be an example. Reputational risks 
may often accompany other categories of risk. 

Institutional risks consist of risks to the ongoing operation of Excelsia due to changes in the educational 
landscape, e.g., responsibilities imposed on providers, participants and consumers arising from laws 
made by federal, state and local government authorities. 

Technological risks involve risks related to information and data management and protection and 
cybersecurity. 

WHS risks are those involving personal injuries, sexual assault and sexual harassment, gender-based 
violence, environmental and weather conditions, etc. 

Financial risks include sustainability and viability of Excelsia as well as risks involving assets of Excelsia 
and theft, fraud, loans, license fees, attendances, membership fees, insurance costs, lease payments, 
pay-out of damages claims or penalties and fines by the government. 

b. Risk analysis 
Risk analysis involves a detailed consideration of uncertainties, risk sources, consequences, likelihood, 
events, scenarios, controls and their effectiveness. There may be multiple causes and consequences that 
can affect multiple Excelsia objectives. Risk analysis will produce a risk rating that can then be used to 
determine further management by Excelsia. 

Risk analysis should consider: 

• the likelihood of events and consequences and the nature and magnitude of consequences in the 
context of the activity, the nature of your department and any other factors that may alter the 
consequences of likelihood of risk 

• complexity and connectivity 
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• time-related factors and volatility 

• the effectiveness of existing controls 

• sensitivity and confidence levels. 

Combine estimates of likelihood of what could go wrong (see Table 1) and consequences (see Table 2), 
to determine the priority level of the risk (see Table 3).  

Table 1: Likelihood scale 
What is the likelihood of the risk event occurring? 

Rating 
LIKELIHOOD 

The potential for problems to occur in a year 

5 ALMOST CERTAIN: Will probably occur, could occur several times per 

year 

4 LIKELY: High probability, likely to arise once per year 

3 POSSIBLE: Reasonable likelihood that it may arise over a five-year 

period 

2 UNLIKELY: Plausible, could occur over a five- to ten-year period 

1 RARE: Very unlikely but not impossible, unlikely over a ten-year 

period 

 

Table 2: Consequence (loss or damage) impact scale 
What is the loss or damage impact if the risk event occurred (severity)?  

Rating 
POTENTIAL IMPACT 

In terms of the objectives of the department 

5 SEVERE: Most objectives may not be achieved, or several severely 
affected 

4 MAJOR: Most objectives threatened, or one severely affected 

3 MODERATE: Some objectives affected, considerable effort to 
rectify e.g., sport injury – requires medical attention and has some 
impact on participation in sport and/or other activity 

2 MINOR: Easily remedied, with some effort the objectives can be 
achieved e.g. sport injury requires first aid treatment and prevents 
immediate participation in sport and/or other activity 

1 INSIGNIFICANT: Very small impact, rectified by normal processes 
e.g. sport injury but does not prevent participation 
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Table 3: Risk priority scale 
What is the risk priority?   

The risk priority scale determines the nature of the risk and the action required. They are indicators to 
assist in the decision-making of what action is warranted for the risks. 

IMPACT 

Key: 

Very High 
Extreme risks that are likely to arise and have potentially serious 

consequences requiring urgent attention 

High 
Major risks that are likely to arise and have potentially serious consequences 

requiring urgent attention or investigation 

Moderate 
Medium risks that are likely to arise or have serious consequences requiring 

attention 

Low  
Minor risks and low consequences that may be managed by routine 

procedures 

Very Low 
Very minor risks and insignificant consequences that may be managed by 

routine procedures 

 

c. Risk evaluation 
Risk evaluation involves comparing the level of risk found during the analysis process with previously 
established risk criteria, and determining where additional action (i.e. risk treatment) is required. A 
mitigation plan is then established and included in the Risk Register. If the risk falls into the very low or 
low categories, it may be accepted with minimal further risk treatment. Such risks should be monitored 
and periodically reviewed to ensure they remain acceptable. If a risk falls into the moderate, high or 
very high categories, it should be treated using one or more of the risk treatment options below. 

A residual risk rating is then assigned in the Risk Register based on re-evaluation of the level of risk 
remaining once mitigation strategies have been applied. 

The outcome of risk evaluation should be recorded, communicated and validated by the appropriate 
supervisor, department head, or governing body.  

5.1.4 Risk treatment 

Risk treatment involves identifying the range of options for treating the risk, evaluating those options, 
preparing the risk treatment plans and implementing those plans. It is about considering the options for 
treatment and selecting the most appropriate method to achieve the desired outcome.  
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Options for treatment need to be proportionate to the significance of the risk, and the cost of treatment 
commensurate with the potential benefits of treatment. 

According to the Standard, treatment options include: 

• Avoiding the risk is about your department deciding either not to proceed with an activity, or 
choosing an alternate activity with acceptable risk which meets the objects of your department.  
For example, a cricket club wishing to raise funds may decide that a rock-climbing competition 
without a properly trained and accredited instructor, equipment etc presents an unacceptable 
risk, and therefore may decide a safer way of raising funds.  

• Taking or increasing the risk in order to pursue an opportunity: for example most people would 
consider minor injuries in participating in the sporting activity as being an inherent risk. 

• Removing the risk source 

• Taking steps to change the likelihood of the risk actualising 

• Taking steps to change or minimise the impact of the consequences should the risk actualise. 

• Sharing the risk in full or in part, will generally occur through contracts or notices, for example 
an insurance contract is perhaps the most used risk transfer form used. Other examples include 
lease agreements, waivers, disclaimers, tickets, and warning signs.  

• Retaining the risk by informed decision: This risk treatment option is not about risk elimination, 
rather it is about acknowledging the risk is an important part of the activity and some risk must 
be retained because of the inherent nature of the activity. It is important to consider the level of 
risk which is inherent and acceptable. 

Whichever option(s) is chosen to treat a risk, if the risk has rated highly necessary policies, procedures 
and strategies to treat the risk will need to be carefully considered.  These will include: 

• how the risk treatment relates to Excelsia’s mission, risk criteria and available resources 

• the values, perceptions and potential involvement of stakeholders, and most appropriate way to 
communicate and consult with them 

• what is needed to treat the risk 

• who has responsibility 

• what is the timeframe  

• how it will be known when the risk has been successfully managed.  

It is important to note that risk treatments may not produce the expected outcomes, and could produce 
unintended consequence. Risk treatment may also introduce new risks that need to be managed. 

The risk treatment plan should be recorded, communicated and validated by the appropriate supervisor, 
department head, or governing body.  

Depending on the risk, the risk and its treatment may be recorded in the Risk Assessment and Control 
Action Plan (WHS risks), or the Risk Register (Excelsia-wide risks).  
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5.1.5 Monitoring and review 

Few risks remain static. Factors that may affect the likelihood and consequences of an outcome may 
change, as may the factors that affect the suitability or cost of the various treatment options. Continual 
monitoring and reviewing of risks is essential to maintain the effectiveness and appropriateness of 
Excelsia’s risk management process, including more specifically, risk treatment plans, risk assessments 
and to identify emerging risks. 

As with communication and consultation, monitoring and review is an ongoing part of risk management 
that is integral to every step of the process. Monitoring and review ensure that the important 
information generated by the risk management process is captured, used and maintained. 

5.1.6 Recording and reporting 

The risk management process and its outcomes should be documented and reported through 
appropriate mechanisms.  

Excelsia uses the Risk Register to report and manage Excelsia-wide risks. 

The Risk Register monitors risks specific to each Excelsia area of activity.  

The Governance and Risk Committee manages the Risk Register. 

Work health and safety risks are managed through the Risk Assessment and Control Action Plan. 

5.2 Disclosing and managing conflicts of interest 

Aside from the ethical implications of actual or potential conflicts of interest, Excelsia faces specific risks, 
including possible financial, legal or reputational damage. Most importantly, staff and students may be 
adversely affected both directly and indirectly by decisions that are unduly influenced by personal 
interests. Therefore, all Excelsia representatives are required to act in good faith with respect to their 
responsibilities, and need to be aware of the potential for a conflict of interest to arise, always acting in 
the best interests of Excelsia, its students and staff. Likewise, where a reasonably perceived conflict of 
interest relating to another representative of Excelsia is brought to the attention of Excelsia, it is 
beholden on Excelsia to investigate the matter fairly and to make a determination as to whether or not 
there is an actual or potential conflict. For information on determining if there is a conflict of interest, 
refer to section 8.1 

The following procedural principles should guide the disclosure and management of conflicts of interest. 

i. In any matter where an actual or potential conflict of interest arises, the Excelsia representative 
must immediately report such conflict to their supervisor, the Director of Quality and Risk, the 
Vice-Provost (Academic), the Provost, or the Board or Committee Chair and seek direction as to 
what if any future involvement there should be in the matter. The form of the disclosure must be 
sufficient to allow a decision to be made about its management. In many cases, compliance with 
the disclosure procedure will be the only management required. 

ii. Supervisors, the Director of Quality and Risk, the Vice-Provost (Academic), the Provost, or the 
Board or Committee Chair may escalate a disclosed or reasonably perceived conflict of interest 
to the Chief Executive as they deem appropriate in the circumstances. A supervisor in receipt of a 
disclosed conflict of interest will exercise their judgement about the level of confidentiality 
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necessary to manage the conflict. If in doubt, the supervisor should seek advice from the 
Director of Quality and Risk. 

iii. A supervisor will inform the Excelsia representative disclosing a conflict of interest of their 
decision on further disclosure, where this arises. If this is not agreed between the parties, the 
matter will be referred to the Chief Executive. 

iv. It is legitimate for those involved in resolving a matter to seek advice and/or assistance from 
people with relevant expertise. The choice of person to whom a disclosure may be directed may 
be influenced by a number of factors, in particular, the potential involvement of that person or 
another in the conflict of interest, or some other matter of confidentiality or privacy. Should the 
Excelsia representative believe that it is not appropriate to discuss or disclose an actual, 
potential or reasonably perceived conflict of interest with their supervisor, the Director of 
Quality and Risk, Vice-Provost (Academic), the Provost, Chief Executive or the Board or 
Committee Chair, they may then approach the Chair of the Board of Directors. 

v. Where a supervisor is or may be implicated in a potential or actual conflict of interest, the 
supervisor shall take no action other than to immediately refer the matter to the Vice-Provost 
(Academic) for a Head of School, or to the Chief Executive for all other Department Heads, or to 
the Director of Quality and Risk or the Provost if neither of the latter is deemed appropriate. 

vi. Where a disclosure is made and brought to the attention of the Chief Executive, the Chief 
Executive may: 

• authorise in writing continuation of the involvement of the Excelsia representative in the 
matter 

• require the Excelsia representative to cease acting in any or all aspects of the matter 

• direct the Excelsia representative to cease involvement with a third party to the matter, or 

• issue any other directive required to avoid the conflict of interest. 

vii. Where a conflict of interest comes to the attention of the Chief Executive through a source other 
than the affected Excelsia representative, the Chief Executive may: 

• investigate the matter and take advice as they deem appropriate 

• consult with the affected Excelsia representative and others as they deem appropriate 

• take whatever lawful action they deem appropriate in the circumstances to protect the 
interests of Excelsia, its staff and students. 

viii. Should a conflict of interest be resolved quickly and without any negative consequences for 
Excelsia, its staff or students, then an escalation may not be required. 

ix. The Chief Executive will keep a confidential record of all reports of conflicts of interest and all 
directions given about the handling of each matter that is brought to their attention. 

x. Conflicts of interest concerning related party transactions with Excelsia are covered under the 
Related Party Transactions Procedure. 
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5.2.1 Review and appeal 

i. Where a supervisor, the Director of Quality and Risk, the Vice-Provost (Academic), the Provost or 
the Board or Committee Chair advises against the Excelsia representative continuing an activity 
that is deemed to be a conflict of interest, the representative may seek to discuss the matter 
further with the Chief Executive either by way of appeal or negotiation. 

ii. At all times, Excelsia representatives retain the right to lodge a grievance in accordance with 
Excelsia policies where they believe that an actual, potential or reasonably perceived conflict of 
interest has been addressed inappropriately or unfairly. 

5.3 Related party transactions 

The objective of AASB 124 is to ensure that the entity’s financial statements contain disclosures 
necessary to draw attention to the possibility that its financial position and profit or loss may have been 
affected by the existence of related parties, and by transactions and outstanding balances, including 
commitments, with such parties. 

5.3.1 Australian Charities and Not-for-profits Commission (ACNC) requirements 

From 2023, all charities (except Basic Religious Charities) will be required to report related party 
transactions in their Annual Information Statement (AIS). 

Medium and large charities also need to disclose related party transactions in their financial reports in 
accordance with the relevant Australian accounting standards. 

Registered charities must comply with the ACNC Governance Standards to maintain their eligibility for 
registration. Governance Standard 5 requires charities to take reasonable steps to make sure that the 
following duties apply to and are followed by Responsible Persons. The duties can be summarised as 
follows: 

• to act with reasonable care and diligence 

• to act honestly and fairly in the best interests of the charity and for its charitable purposes 

• not to misuse their position or information they gain as a Responsible Person 

• to disclose conflicts of interest 

• to ensure that the financial affairs of the charity are managed responsibly, and 

• not to allow the charity to operate while it is insolvent. 

Conflicts of interest (whether actual or reasonably perceived) may arise where a related party has an 
interest that may conflict with the best interests of the charity. Where a Responsible Person has an 
actual or reasonably perceived interest with a related party, it may be difficult to demonstrate the duty 
to act in the best interests of the charity. 

By having a related party transaction procedure, the entity reduces the risk that the interests of others 
may influence their decisions. This procedure also helps to ensure that related party transactions do not 
take place without approval of Responsible Persons. 
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The objective of the accounting standard is to ensure that annual financial statements contain 
disclosures necessary for stakeholders to draw attention to the possibility that transactions and 
outstanding balances may have affected the financial position and financial performance with related 
parties. 

Conflicts of interest (whether actual or reasonably perceived) may arise when a related party has an 
interest that may conflict with the best interests of Excelsia. 

Example of a related party transaction 
A charity is planning to launch a new website. One of the companies being considered to create the 
website is managed by the daughter of a director of the charity. The charity identified this as a potential 
related party transaction and a conflict of interest. To manage it, the charity will follow its policies and 
procedures for conflicts of interest and related party transactions. 

6 Guidelines 

6.1 Managing conflicts of interest 

The following guidelines have been adapted from Good Conduct and Administrative Practice: Guidelines 
for State and Local Government (NSW Ombudsman, 2017).  

6.1.1 Identifying conflicts of interest 

It is not always easy to identify a conflict of interest. If a person has, or has the potential to have, a 
personal or otherwise private interest in a matter, it is unlikely to be in the person’s interests to 
recognise or identify the existence of such a conflict if this would prevent them from further 
involvement in the matter. 

A conflict of interest can involve pecuniary interests (which can include either financial interests or other 
material benefits) or non-pecuniary interests (e.g. political, religious, recreational, family or other 
interests). They can involve the interests of the public official, members of the official’s immediate 
family or relatives (where these interests are known), business partners or associates, or friends. Enmity 
as well as friendship can give rise to an actual or perceived conflict of interest. 

It is sometimes unrealistic or even undesirable to expect that an Excelsia representative dealing with a 
matter will be someone with no prior connection with the person or issues concerned. Being an 
acquaintance of a person concerned, or previously having official dealings with that person, is not 
sufficient in itself to indicate that the Excelsia representative has a real or reasonably perceived conflict. 
There must be something more, or something particular to the matter in question. 

In assessing whether an Excelsia representative has an actual, potential or reasonably perceived conflict 
of interest, it may be helpful to ask the following questions: 

• Does the Excelsia representative have a current or previous personal, professional or financial 
relationship with an interested party? 

• How significant is or was any personal, professional or financial relationship with an interested 
party (for example, is the relationship one of simple acquaintance, previous work experience, 
close friendship, business partnership)? 

https://www.ombo.nsw.gov.au/__data/assets/pdf_file/0009/125784/Good-conduct-and-administrative-practice-guidelines-for-state-and-local-government.pdf
https://www.ombo.nsw.gov.au/__data/assets/pdf_file/0009/125784/Good-conduct-and-administrative-practice-guidelines-for-state-and-local-government.pdf
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• Would the Excelsia representative or anyone associated with the Excelsia representative benefit 
from or be detrimentally affected by a decision or finding in favour of, or adverse to, any 
interested party? 

• Does the Excelsia representative hold any personal or professional views or biases that may lead 
others to reasonably conclude that the Excelsia representative is not an appropriate person to 
deal with the matter? 

• How serious is the matter and does it directly impact on the rights or interests of any person or 
of the Excelsia community? 

Examples of appropriate action in situations that commonly occur include a disclosure by: 

• A member of an interview panel to the other members of the panel (and in particular the 
independent member), at the time of reviewing the applications, if an applicant is a personal 
friend, or past or present close work colleague. (Note: It would not be appropriate to be on an 
interview panel where any applicant for the position is a relative, including a parent, sibling, 
child, or past or present partner.) 

• A person who is in an intimate relationship (or some other relationship that might lead to a 
reasonable perception of conflict) with a member of staff in relation to whom they have 
supervisory or management responsibilities, or by whom they are being supervised, or where 
they are in such a relationship with a party to a dispute or statutory application process over 
which they have to arbitrate. 

• A person who is involved in the assessment or approval of a tender, contract or application, 
immediately they become aware that a relative, personal friend or business partner has an 
interest in or may benefit from or on the other hand be detrimentally affected by the contract or 
application. 

7 Roles and responsibilities 

The following stakeholders have a responsibility in relation to this policy framework.  

Role Responsibility 

Academic Board • Provide oversight and implementation of Governance 
Framework in relation to academic governance 

• Carry out appointed delegations as specified in this framework  

Board of Directors • Ensure risk management mitigation strategies are in place and 
regularly reviewed 

• Manage related party transactions 

• Carry out appointed delegations as specified in this framework 

Board of Directors (Company) 
Secretary 

• Managing the Register of Related Party Transactions 

• Providing a report on related party transaction to the Board at 
each meeting 

Chief Executive • Accountable to ensure key delegations are followed  

• Ensures delegations are reviewed 
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• Manage disclosed conflicts of interest and storing confidential 
records regarding conflicts of interest in alignment with this 
Framework 

• Carry out appointed delegations as specified in this framework 

Chief Financial Officer • Carry out appointed delegations as specified in this framework 

Chief Operating Officer • Carry out appointed delegations as specified in this framework 

Director of Quality and Risk • Carry out appointed delegations as specified in this framework 

• Provide advice regarding and manage disclosed conflicts of 
interest in alignment with this framework 

Heads of School and 
Departments 

• Ensure that staff within their areas understand their 
responsibilities with respect to operational risk, and will assist in 
fostering a risk aware culture within their area 

• Carry out appointed delegations as specified in this framework 

Key Management Personnel 
(KMP) 

• Managing related party transactions 

Management Committee 
 

• Provide oversight implementation of Governance Framework in 
relation to operational matters 

• Carry out appointed delegations as specified in this framework 

• Communicate delegations to relevant staff 

Provost • Provide advice regarding and manage disclosed conflicts on 
interest in alignment with this framework 

• Carry out appointed delegations as specified in this framework 

Registrar 
(including Registrar, Assistant 
Registrar, and Registrar’s 
Office) 

• Carry out appointed delegations as specified in this framework 

Staff • Maintain familiarisation and comply with this framework 

• Report breaches of this framework as required  

Vice-Provost (Academic) • Carry out appointed delegations as specified in this framework 

• Provide advice regarding and manage disclosed conflicts on 
interest in alignment with this framework 

8 Definitions 

For the purpose of this policy framework, the following definitions apply. 

Term Definition 

affiliate Consultants and contractors to Excelsia; holders of offices in Excelsia 
or affiliated entities, members of Board of Directors of Excelsia, 
members of Excelsia Committees; and any other persons appointed 
or engaged by Excelsia to perform duties or functions on its behalf. 
An affiliate is not a visitor for the purposes of this Framework. 

Annual Information 
Statement (AIS) 

Charities registered with the Australian Charities and Not-for-profits 
Commission (ACNC) must submit an Annual Information Statement 
every reporting period. The AIS is an online form that asks a range of 
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questions about a charity’s operations and finances over a 12-month 
period. 

at arm’s length To act independently and without one party influencing another 
party. 

Excelsia representative An individual that may be any of the following: 
a. staff of Excelsia including permanent, fixed-term and casual 

staff members 
b. consultants and contractors working for Excelsia 
c. members of Excelsia governing bodies 
d. persons holding honorary titles with Excelsia 
e. volunteers 
f. individuals engaged in research with the support and 

guidance of Excelsia (including HDR candidates). 

conflict of interest A conflict of interest exists where an Excelsia representative’s 
private interests, including those of family, friends and business 
associates, may improperly influence the performance of their 
responsibilities.  
A conflict of interest may arise in a number of ways, including, but 
not restricted to: financial dealings; developing or applying policies, 
procedures, or codes; the engagement or dismissal of staff; internal 
and external reporting on academic or non-academic matters; 
supervising or advising staff or students in academic or non-
academic matters; handling or marking student assessments or 
research; undertaking or disseminating research; communicating 
with third parties about Excelsia, its staff, students, or committees. 

Conflicts of interest vary greatly in importance, from the trivial to 
the significant. This policy framework relates only to significant 
conflicts of interest, that is, those conflicts of interest that, in the 
eyes of a reasonable and disinterested third party, may result in the 
improper performance of an Excelsia representative’s 
responsibilities, or in the distortion of their judgement in 
deliberations on matters relating to the performance of their 
responsibilities, so as to materially affect Excelsia, its students 
and/or staff. 

An actual conflict of interest is a clear and direct conflict between an 
Excelsia representative’s Excelsia responsibilities and their private 
interests in some matter that may improperly influence the 
performance of those responsibilities. 

A reasonably perceived conflict of interest is where a person could 
reasonably perceive that an Excelsia representative’s private 
interests are or are likely to improperly influence the performance of 
their Excelsia responsibilities, whether or not this is in fact the case. 

A potential conflict of interest is where an Excelsia representative’s 
private interests could conflict with their Excelsia responsibilities in 
the future. 
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consequence The outcome of an event. 

financial benefit The legal definition of the term ‘financial benefit’ is 
broad. A non- exhaustive list of examples include: 

• providing finance or property to a related party 

• buying or leasing an asset from or selling an asset to a related 
party 

• supplying or receiving services from the related party 

• issuing securities or granting options to the related party taking 
up or releasing an obligation of the related party. 

key management personnel 
(KMP) 

Australian Accounting Standards Board (AASB) 124 defines KMP as 
those persons having authority and responsibility for planning, 
directing, and controlling the activities of the entity, directly or 
indirectly, including any director (whether executive or otherwise) of 
that entity. For Excelsia and its subsidiaries, this applies to: 

• directors 
• executive/management team. 

level of risk The magnitude of a risk or combination of risks, expressed in terms 
of the combination of consequence and their likelihood. 

likelihood The chance of something happening. 

monitoring Continual checking, supervising, critically observing or determining 
the status in order to identify change from the performance level 
required or expected. 

Register of Related Party 
Transactions 

A list of related party transactions that have been  declared and 
approved. The Board of Directors (Company) Secretary manages the 
register. 

related party Australian Accounting Standards Board (AASB) 124 defines a 
related party as a person or entity that is related to the 
reporting entity. 

a. A person or a close member of that person’s family is related 

to the reporting entity if that person: 

i. has control or joint control of the reporting entity; or 

ii. has significant influence over the reporting entity; or 

iii. is a member of the key management personnel of 

the reporting entity or of a parent of the reporting 

entity. 

b. An entity is related to a reporting entity if any of the 
following conditions apply: 

i. The entity and the reporting entity are members of 

the same group (which means that each parent, 

subsidiary and fellow subsidiary is related to the 

others). 
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ii. One entity is an associate or joint venture of the 

other entity (or an associate or joint venture of a 

member of a group of which the other entity is a 

member). 

iii. Both entities are joint ventures of the same third party. 

iv. One entity is a joint venture of a third entity, 

and the other entity is an associate of the third 

entity. 

v. The entity is a post-employment benefit plan for the 

benefit of employees of either the reporting entity or 

an entity related to the reporting entity. If the 

reporting entity itself is such a plan, the sponsoring 

employers are also related to the reporting entity. 

vi. The entity is controlled or jointly controlled by a person 
identified in (a). 

vii. A person identified in (a)(i) has significant 

influence over the entity or is a member of the key 

management personnel of the entity (or of a 

parent of the entity). 

The entity, or any member of a group of which it is a part, provides 
key management personnel services to the reporting entity or to the 
parent of the reporting entity. 

related party transaction This is defined in Australian Accounting Standards Board (AASB) 124 
as a transfer of resources, services or obligations between an 
organisation and a related party regardless of whether a price is 
charged. Related party transactions can include purchases, sales, 
donations (material), receipt of goods, services or property, leases, 
transfers of property including intellectual property, loans, 
guarantees, provision of employees on a paid or complementary 
basis, a responsible person providing professional services (for 
example, accounting or legal services) at a discounted rate or for 
free. 

reporting entity Excelsia University College Ltd 

resources Includes, without limitation, pre-existing Excelsia intellectual 
property, and Excelsia premises, facilities, funds, services, 
equipment, paid leave, staff time and support staff. 

responsible person With regards to related transactions, a responsible person is a 
member of the Board of Directors. 

risk The effect of uncertainty on objectives. The Australian New Zealand 
Risk Management Standard (AS/NZS ISO 31000:2018) defines risk 
management as the ‘coordinated activities to direct and control an 
organisation with regard to risk’. 
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risk analysis The process to comprehend the nature of risk and to determine the 
level of risk. 

risk appetite The amount of risk that Excelsia is prepared to accept or be exposed 
to at any point in time. 

risk assessment The overall process of risk identification, risk analysis and evaluation. 

risk evaluation The process of comparing risk analysis with risk criteria to determine 
whether the risk and/or its magnitude is acceptable or tolerable. 

risk identification Finding, recognising and describing risks. 

risk management Coordinated activities to direct and control an organisation with 
regard to risk. 

risk rating The rating resulting from the application of Excelsia’s risk 
assessment matrix on the likelihood and consequence of a risk 
occurring. 

risk treatment The selection and implementation of appropriate options for dealing 
with risk. 

staff An employee of Excelsia, whether part-time, full time, continuing, 
permanent or casual, including all officers or employees that carry 
out academic, professional, technical or administrative work. 

student Any person enrolled in a course at Excelsia and includes 
undergraduate or postgraduate courses. 

visitor A person who is not a staff member or student of Excelsia, who 
takes part in any research, teaching or other activity that would 
normally be conducted by a staff member or student, or visits a part 
of Excelsia in which research or scholarship, or any related activity, is 
conducted and includes persons appointed pursuant to conjoint, 
adjunct, emeritus, honorary and visiting appointments made or 
approved by Excelsia from time to time. 
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https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PO-STA-10%20Academic%20Workload%20Management%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=I4xkm0
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsiaeduau.sharepoint.com/:b:/r/Quality/Public%20Library/02.%20Written%20Protocols/02.%20Policy/PPR-STA-35%20Academic%20Promotion%20and%20Classification%20Policy%20and%20Procedure.pdf?csf=1&web=1&e=h7MZnl
https://excelsia.edu.au/wp-content/uploads/Self-Assurance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Course-Development-Management-and-Review-Framework.pdf


 
 

This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be 

relied upon as the current version. Anyone printing this document should refer to the website/policy suite for the latest version. 

ABN: 50 360 319 774   TEQSA PRV12064 ‘University College’   CRICOS Provider Code: 02664K 

 
GOV-STA-01 Page 41 of 41 Version 1.4, February 2026 

REG-STU-01 Admissions Framework 

REG-STU-02 Student Lifecycle Framework 

RES-STA-01 Research Quality and Grants Framework 

RES-STU-01 Higher Degree by Research Framework 

RES-STU-02 Research Ethics Framework 

Risk Register 

TEM-FIN-01 Related Party Transactions Register Template 

TOR-18 Student Representative Council Terms of Reference 

WHS-01 Health and Safety Framework 

WHS-02 Sexual Assault and Sexual Harassment Prevention and Response 
Framework 

WHS-F12 Risk Assessment and Control Plan Template 

HESF 2.4, 4.1, 6.1, 6.2, 6.3, 7.2 

Review date Review of Version 1.4 September 2027 

10 Document history  

This policy framework has been amended as follows: 

Version Approved by and date Sections amended 

1.0 Board of Directors, 5 September 
2024 

Framework created by integrating the following 
documents, which have been archived: GOV-PO-02 
Management Delegations; PO-FIN-05 Financial 
Delegations; PO-GEN-28 Academic Delegations; PR-
GEN-20 Human Resources Delegations; PO-GEN-15 
Risk Management Policy and Procedure; PR-WHS-07 
Risk Assessment Process; PO-STA-04 Conflict of 
Interest Policy; PO-FIN-11 Related Party Transactions 
Policy 

1.1 Quality, December 2024 Whole framework updated to new policy document 
template; position titles and logo updated; change 
from ‘College’ to ‘University College’ or ‘Excelsia’ in 
line with change in provider category; committee 
diagram updated. 

1.2 Quality, February 2025 Diagram of committees updated after Management 
Committee approval to discontinue Community 
Engagement Committee. 

1.3 Quality, July 2025 Diagram of committees updated after Management 
Committee approval to discontinue Alumni 
Engagement Working Group. 

1.4 Quality, February 2026 Diagram of committees updated. 
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