
Australian Guild of Music Education  

Corruption, Fraud and Mismanagement Policy and Procedure 

 Purpose

This Policy establishes the principles, roles and responsibilities, and approach for the 
prevention and management of fraud and misconduct for the Australian Guild of Music (AGME). 
AGME is committed to implementing effective risk management and implement mechanisms to 
prevent and detect corruption, fraud and mismanagement, and to take necessary actions if they 
occur.

Scope

This Policy applies to all staff and AGME community: 
• Staff
• Students
• Consultants and contractors
• Board and Committee members

Policy principles

AGME’s approach is based on the following principles:
• Fraudulent activities and corrupt conduct will not be tolerated.
• AGME expects and encourages ethical conduct by all members of the community and 
  ensures that employees are aware of their responsibilities for identifying corrupt or 
  fraudulent activities and establishing controls for prevention and detection.
• AGME will foster a culture that supports the reporting of suspected fraud or improper 
  conduct, and aim to provide safety, protection and guidance those individuals who 
  report such conduct.
• All employees are required to maintain the integrity of AGME and support all efforts in 
  the prevention of corruption and fraud.
• AGME will develop controls and strategies for the prevention and detection of corrupt 
  and fraudulent activities.
• All detected and reported cases of alleged fraud or corruption will be carefully 
  investigated and managed.
• AGME advocates confidentiality with regard to suspicions of corruption, fraud and 
  mismanagement, and to support fair and unbiased processes.
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Roles and responsibilities

Fraud and corruption prevention and control requires the commitment, co-operation and 
involvement of the AGME community.

All AGME staff members, particularly those in management roles, should be aware that some 
activities present a higher potential risk for fraud or corruption and require particular focus, 
including:

• Procurement of goods and services
• Recruitment
• IT systems access, data management and contracting for IT services and supplies
• Financial transactions
• Payroll
• Student admissions and records
• International engagement, including education services for overseas students

Governing Body
The Governing Body is ultimately responsible for ensuring the delegation to the Higher 
Education Committee for overseeing the higher education operations is financially sustainable.

Higher Education Committee
• As the delegated corporate body of AGME’s higher education operations, the 
  Committee is responsible for overseeing and monitoring the financial viability and 
  sustainability of the higher education operations.

Higher Education Executive Manager
• The HEEM is responsible for overseeing the implementation of this Policy and an 
  effective internal control structure.
• The HEEM is responsible for the implementation of this Policy and related procedures 
  including the design and implementation of the fraud risk assessment program with 
  particular regard to financial systems and controls. This includes:
• Ensuring that financial systems and processes have appropriate internal controls in 
  place, which are incorporated in policies and procedures and designed to minimise the 
  likelihood of fraud and corruption.
• Reviewing the internal risk control environment for financial systems and processes 
  after any detected occurrence of fraud or corruption and advise on the need for 
  additional prevention and detection strategies.

Other senior managers
Senior managers are responsible in their organisational area for:

• Establishing appropriate mechanisms for prevention and detection of any fraudulent or 
  corrupt activities.
• Identifying risk exposures to corrupt and fraudulent activities and ensuring that regular 
  assessment of the risks are undertaken.
• Reinforcing the requirement for ethical conduct by staff and other officers and 
  encouraging the prompt reporting of any instances of fraud, corrupt conduct or 
  mismanagement.
• Ensuring that all staff are aware of this Policy and their obligations for ethical conduct 
  in their duties.
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Managers/ supervisors
Supervisors are responsible in their operational area for:

• Identifying indicators of fraudulent and corrupt conduct, and responding appropriately 
  to such indicators.
• Ensuring that AGME’s internal controls provide for the security and accountability of 
  resources to prevent or reduce the opportunity for fraudulent and corrupt activities.

All staff
All staff members have a responsibility to undertake their duties in accordance with the AGME 
policy framework and to promptly report any suspected instances of fraudulent or corrupt 
activities. Staff members are required to:

• Display a positive attitude towards compliance with laws, rules and regulations
• Ensure that they are aware of and support the implementation of fraud and corruption 
  control processes in their work areas.
• Not engage in, nor actively or passively support, fraud or corruption.
• Be alert to the potential for and report any suspected fraud or corruption and co-
  operate with any investigations.
• Observe appropriate confidentiality and communications protocols.
• Uphold and monitor fraud and corruption control strategies, initiatives and systems 
  within their area of responsibility.

Approach
AGME will adopt an approach based on the Australian Standard for Fraud and Corruption 
Control AS 8001:2008.

Prevention means to establish strategies, initiatives and systems to prevent fraud and 
corruption. Senior management commitment to fraud prevention will be reflected through the 
following approaches:

• Cultivate high standards of ethical and professional conduct.
• Understand and be able to identify fraud and corruption in their area of responsibility.
• Be willing to consider the possibility of corrupt activities.
• Ensure that operational systems have appropriate internal controls (business rules). 
  Controls should prevent fraud and corruption insofar as practicable, or if these events 
  occur they should ensure the fraud is detected as early as possible.
• Implement detection programs in their area of responsibility.
• Undertake risk assessments in their area of responsibility.
• Ensure regular internal reviews of their environment and risks, in accordance with the 
  AGME Risk Management Policy and procedures.
• Raise awareness in staff of their obligations under this Policy.

As part of due-diligence pre-employment mechanisms, AGME will undertake to implement the 
following checks:

• Verification of identity.
• Police criminal history.
• Direct contact with referees.
• Verification of qualifications.

Detection means the identification and reporting of suspected fraud or corruption. This involves 
all staff reporting suspected fraud or corruption, as follows.
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• In the first instance, and as soon as possible, any suspected fraud or corruption should 
  be reported to the relevant line manager, the HEEM, as appropriate to the context.
• Reports can be made orally or in writing and should clearly explain the basis for the 
  suspicion of fraud or corruption. If a report has been made to an external agency, that 
  information should also be included in the report.
• Management must communicate any reports that have the potential to impact on the 
  reputation or operation of the Guild to the Chair of the Governing Board at the earliest 
  opportunity, and they must be kept informed of steps taken to respond to such 
  instances.
• All staff members are required to act reasonably and in good faith in responding to and 
  reporting alleged fraud or corruption and are required to co-operate with any ensuing 
  investigation.

Regular data analysis will support detection (e.g. analysis of management accounting and other 
reports, or periodical post-transaction reviews to identify transactions that appear suspicious).

Response means investigation and management of the suspected fraud or corruption that:
• Ensures that instances of suspected fraud or corruption are appropriately recorded, 
  investigated and resolved.
• Establishes a referral point for reported allegations of fraud and corruption that will 
  provide advice on the approach to be taken (i.e. in accordance with the Australian 
  Standard for Fraud and Corruption Control AS 8001:2008).
• Ensures that information about fraud and corruption incidents is collated and available 
  to inform future prevention, detection and response strategies.
• Ensures that the HEEM and Governing Board are informed of allegations of fraud or 
  corruption and their management.

Depending on the nature of the report, a working group will manage an investigation. The 
working group will determine the appropriate course of action, which may include:

• The appointment of an independent investigator and receiving reports from the 
  investigator.
• Disciplinary action under the employment agreement.
• Referral to law enforcement agencies and/or other external agencies as appropriate.
• A strategy or process to recover money, assets or property.

AGME will provide information, and where appropriate training, to support staff in their duty to 
report suspected fraud and corruption and will accommodate any duty to report to, or co-
operate with, external agencies.

All information regarding suspected fraud or corruption will be collected, classified and handled 
appropriately and have regard to requirements for reporting to law enforcement agencies, 
privacy, confidentiality, legal professional privilege and the requirements of procedural fairness 
and natural justice.

Definitions

Corruption and fraud are covert activities, undertaken by an individual or a group, to gain some 
form of benefit for the individual or the group. They are activities that are in confl ict with the 
mission, aims, policies, values, rules, procedures of AGME or they are illegal. The following 
definitions of corruption, fraud and mismanagement are applied:
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Corruption is the misuse of entrusted power for private gain. This may include, but is not limited 
to: bribery (or the offering, giving, soliciting or acceptance of an inducement or a reward in order 
to improperly influence someone's actions); extortion; facilitation payment; collusion; fraud; 
obstruction of justice; embezzlement; abuse of function; illicit enrichment; creating or exploiting 
conflicting interests; favouritism or nepotism; or the failure to disclose an interest in order to 
enjoy financial or other benefits or gains.

Fraud means dishonest activity or deception that may cause actual or potential financial loss to 
any person or entity including theft of moneys or other property by employees or persons 
external to the entity. Fraud also includes the deliberate falsification, concealment, destruction 
or use of falsified documentation for a normal business purpose or the improper use of 
information or position for personal financial benefit. Fraud does not relate solely to theft, but 
also includes the use of misleading, deceptive, plagiarised or forged information, credentials or 
qualifications for the purposes of gaining an advantage. This advantage may be represented 
as, for example:

• An appointment or promotion to a position.
• A significant increase in professional reputation or esteem that improves future 
  employment prospects.
• The obtaining of research or grant funding.
• Any other academic benefit that occurs following the use of the fraudulent information, 
  credentials or qualification.

Mismanagement means a substantial mismanagement of resources, or involving substantial 
risk to public health or safety or to the environment, or involving conduct that is not line with the 
AGME’s values, policies and procedures. This can include the failure to manage or control an 
approved piece of work or program consistent with the stated aims or in accordance with the 
AGME policies and procedures. The conduct must be serious enough to constitute, if proved, a 
criminal offence or reasonable grounds for dismissal.

Review
This Policy and related procedures, is reviewed every two years, or more frequently as 
determined by the Board.

Related policies / documents
• AGME Risk Management Policy and Framework
• AGME Delegations Policy and Register
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