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1. Copyright Notice and Disclaimer

Copyright © 2022 Nova Anglia College Pty Ltd. All rights reserved.

Copyright of this document is the property of Nova Anglia College under Australian and international copyright
laws unless otherwise stated. Any unauthorized use of this document or its contents may violate copyright under
the fair dealings provisions of the Copyright Act 1968. No part of this document may be photocopied, reproduced,
altered or translated in any form or by any means, or stored in a retrieval system or transmitted electronically, or
otherwise used without the prior written consent of Nova Anglia College.

2. Document Control

Owner CEO
Stakeholders All stakeholders
Approving Body Executive Management Committee

3. Approval, Publication and Review

3.1 Approval

This Fraud Control and Corruption Prevention Policy and Procedure was approved with amendments by the Executive
Management Committee in the meeting held on 25" March 2022. Further, this policy was approved with
amendments by the Board of Directors in the meeting held on 12" April 2022.

3.2 Publication

This Fraud Control and Corruption Prevention Policy and Procedure will be made available to individuals, including
current and prospective students seeking to enrol in Nova Anglia College, by publication on its website at
www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting the Registrar Office at
registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of
policy and its scope, but every year would be typical, and there must be no more than three years between policy
reviews.

Next review date: March 2025

4. Purpose

The objective of this policy is to protect the reputation and tangible or non-tangible assets of Nova Anglia College
(hereinafter referred to as “NAC”).

This policy is based on the Australian Standard on Fraud and Corruption Control (AS8001:2021).

5. Scope

This policy applies to all current and former stakeholders including, but not limited to, board members, staff,
students, contractors, business associates, partners, and external service providers of NAC.
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6. Policy

NAC has zero tolerance for fraud and corruption and, furthermore, requires the same commitment from all the
stakeholders.

7. ldentification and Prevention of Different Types of Fraud

The Chief Executive Officer is the primary Fraud Control Officer.
The Anti-Corruption Committee will be established and will be chaired by a member of the Board of Directors.

The Chief Executive Officer is responsible for developing, implementing and maintaining the fraud control policy and
procedure. The fraud control procedure is developed by the Executive Management Committee (EMC) and approved
by the Board of Directors (BoD).

7.1 ICT Infrastructure and Security

The Information and Communication Technology (ICT) Manager is hired to maintain a high level of security of the
ICT Management System.
The ICT Manager will:

e have an understanding of cybercrime related to higher education and methods to mitigate risk;

e continuously attend professional development seminars to understand the emerging practices to keep high
standards of ICT infrastructure security;

e ensure there is no unauthorised or unlawful destruction or alteration of data; and

e ensure passwords are regularly changed and secured.
7.2 Employment Screening

The recruitment process will follow the Staff Recruitment, Induction, Professional Development, Appraisal and
Promotion Policy and Procedure.
The recruitment process will screen the relevant individuals:

e before appointment;
e at the time of promotion; and
e in the exit interview.

Senior and professional employees must declare any conflict of interest. Senior and professional employees must
also declare professional activities. Where required, a Fit and Proper Person Declaration must be submitted.

7.3 Supplier Verification

The Finance Manager will develop, implement and coordinate the vetting process for the NAC suppliers who have
an annual threshold of more than AUS $15,000.00.

The supplier verification process includes, but is not limited to, international education agents, stationary suppliers,
printers, furniture suppliers, uniform suppliers, workshop consumables suppliers and other NAC business partners.

The Finance Manager must review at least three quotations prior to finalising any contract with a supplier.

The Finance Manager will develop and implement a process to check the following before awarding potential
suppliers a contract:

e ABN and GST confirmation;
e Trade references or other institutes reference;

e Social media search;
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e Bankruptcy and insolvency search; and

e Legal proceeding pending.
7.4 Student Screening

NAC will conduct the pre-admission screening (including, for example, but not limited to, certified copies of
documents and 100-point ID evidence) of all potential students according to the Student Selection and Admissions
Policy and Procedure.

International education agents will be required to follow the procedure in the Student Selection and Admissions
Policy and Procedure.

To avoid student identification theft, Student ID cards will be issued only after screening.
7.5 Academic Integrity

NAC is committed to maintaining academic integrity. For further information, please refer to the Academic Freedom,
Integrity and Free Intellectual Enquiry Policy and Procedure.

7.6 Intellectual Property Protection

For a detailed explanation, please refer to the Intellectual Integrity Policy.

7.7 Testamur Protection

NAC is committed to protecting the integrity of the certification documentation.

NAC will use security paper for the testamurs so that they could not be reproduced, and they are distinguishable and
still traceable.

NAC will store the certification documentation in securely locked places according to the Record Management and
Security Policy and Procedure.

7.8 Assets Management

The Fraud Control Officer will ensure prevention of theft of tangible assets. The following measures will be put in
place to include, but not be limited to:

e controlled access with password;

e installation of door and windows locks;

e installation of security alarms;

e installation of videos surveillance systems; and

e maintenance and review of various assets management registers.
7.9 Deceptive Marketing

NAC employees or contractors must not use misleading statements, provide false information, or engage in
fraudulent use of marketing materials/co-branding or deceptive conduct in various marketing activities intended to
misguide prospective students, which could further influence their decisions to enrol.

Breach of the above principles or guidelines is subject to disciplinary action which may include termination of
employment / contract.
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7.10 Raising Awareness of Fraud and Corruption Among Different Stakeholders

The Chief Executive officer will regularly conduct different type of programs with all stakeholders to ensure they are
aware and discuss the impact of fraud and corruption.

The Chief Executive Officer will discuss the following, but will not be limited to:
e various behaviours which constitute fraud or corruption;
e incidence of fraud and corruption;
e types of fraud and corruption faced by NAC to date;
e fraud and corruption reporting thru complaint management; and

e general indicators of fraud and corruption.

| Wechssesemert en

The Risk Assessment Plan is developed and implemented to mitigate the risk around fraud and corruption. For
more information, please refer to the Risk Management Plan and the Risk Management Register.

9. Detection of Fraud

9.1 Post-transactional Fraud

NAC will conduct random audits of various processes. The various processes that will be reviewed include, but are
not limited to:

e financial transaction analyses;

e student admission records;

o staff recruitment and promotion processes;

o staff expenses;

e agent recruitment process and commission/payment records; and

e certification documentation.
9.2 Data Analytics
Data analysis will be done on suspected false or fake invoices.

9.2.1 Analysis of Accounting Reports

The Finance Manager will analyse reports monthly for any unusual trends and un-familiar debts.
The Finance Manager will regularly compare expenses against industry benchmarks.
The actual and budgeted expenses will be compared and analysed periodically.

NAC will participate in annual external financial audits to prevent misappropriation of company funds and receipt of
cash provisions.

9.2.2 Student Related Fraud Detection System

Student related frauds are mitigated through the various policies including, but not limited to, the Student Selection
and Admissions Policy and Procedure, the Academic Freedom, Integrity and Free Intellectual Enquiry Policy and
Procedure, the Student Code of Conduct and the Student Assessment Policy and Procedure.
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A Notification of Immediate Cancellation of Enrolment Due to Student Breach of Code of Conduct will be sent to the
students found guilty of committing acts of fraud such as student/staff identity theft, document forgery, credit/debit
card fraud or check counterfeiting.

9.2.3 Analysis of the Complaints and Appeals Register

NAC will analyse all the complaints recorded in the Complaints and Appeals Register to identify fraud and corruption
and improve preventative procedures.

9.3 Exit Interviews

NAC will conduct an exit interview for existing employees.

The purpose of this interview will be to identify and collect information related to fraud or referring to any staff or
student involved in it.

10. Reporting Fraud and Corruption

All stakeholders are encouraged to report intention, facilitation or occurrences of fraud and corruption in relation to
NAC. Reporting such incidences will be managed according to the Whistleblower Policy and Procedure.

11. Response to Fraud Acts

11.1 Investigation of Fraud

NAC will conduct data analyses of the fraudulent transactions and act upon the findings according to related
procedures.

11.2 Policy Breach by Stakeholder

Where a breach of this policy is deemed to represent a breach of contract, the policy breach will be handled under
the dispute resolution terms of that specific contract (e.g., employee/supplier/third party).

11.3 Anti-Bribery Management System

All stakeholders are encouraged to report wrongdoing in relation to NAC. Reporting fraud will be managed according
to the Anti-Bribery Policy.

11.4 Civil Proceedings
In the event of monetary loss to the NAC, NAC will initiate civil proceedings to recover the money.
11.5 External Reporting

NAC may report the matter of fraud and corruption to external authorities, which may include the Queensland Crime and
Corruption Commission, the Queensland Police Service, the Queensland Ombudsman and the Queensland Audit Office.

12. Related Documents

e Australian Standard AS 8001:2021 — Fraud & Corruption Control
o Whistleblower Policy and Procedure
e Student Selection and Admissions Policy and Procedure

e Staff Recruitment, Induction, Professional Development, Appraisal and Promotion Policy and Procedure
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e Staff Handbook
e Academic Freedom, Integrity and Free Intellectual Enquiry Policy and Procedure
e Student Code of Conduct

e Student Assessment Policy and Procedure

e Risk Management Plan

e Risk Management Register

e Anti-Bribery Policy

e Intellectual Integrity Policy

e Record Management and Security Policy and Procedure

e Fijt and Proper Person Declaration

e Notification of Immediate Cancellation of Enrolment Due to Student Breach of Code of Conduct

e Various assets management registers

e The Australian Standard AS 8001:2021 — Fraud & Corruption Control Act 2021
e The Corporations Act 2001 (Cth)
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