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Purpose 
1. This policy and procedure set out a framework for the declaration and management of conflicts of 

interest by the stakeholders of Zenith Innovation Institute (Zenith / ZII / the Institute). 

2. The aim is to provide sound governance arrangements to ensure the effective and transparent 
management of conflicts of interest. 

Scope 
3. This policy applies to all stakeholders of the Institute. This includes employees and members of 

the governing bodies, including the Governing Board (GB), Academic Board, and subcommittees.  

4. It applies to the management of conflicts of interests. Conflict of interest is defined in the 
Definitions table below. 

Policy 
Principles 
5. Any existing or potential conflicts of interest should be disclosed by a stakeholder of the Institute. 

6. In order for the GB to assess any potential, perceived or real conflict, all interests should be 
documented in a Disclosure of Interests Form (refer to Schedule 1 below). 

7. If a stakeholder of the Institute believes another staff or governing body member has an 
undisclosed conflict of interest, the basis of this conflict should be specified in writing. 

https://staging20925.zenithedu.com.au/wp-content/uploads/2025/05/Fraud-Prevention-Policy-and-Procedure-V1.2.pdf
https://staging20925.zenithedu.com.au/wp-content/uploads/2025/05/Staff-Code-of-Conduct-V1.2.pdf
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8. Where a stakeholder of the Institute or a governing body member has a conflict of interest relating 
to the operations of the Institute, that person shall not initiate or take part in any discussion or 
contribute to decision making on that topic. If that person is a governing body member, that 
person shall not vote, or contribute to a decision, on that matter. 

Rationale 
9. The Institute places utmost importance on stakeholders disclosing any conflicts of interest. As part 

of making appointments to the GB, members are required to disclose interests, which are 
recorded in Boardpro software under Interests Register. 

10. A standing agenda item in GB meetings is the Interests Register. Any new interests should be 
disclosed during meeting, and the Register will be updated and conflicts managed effectively. 

11. A process for managing and addressing potential, perceived, or real conflicts of interest is critical 
for the Institute to demonstrate it satisfies the requirements of Standard 6.1.1 of the Higher 
Education Standards Framework (Threshold Standards) 2021 (HESF) for its GB to include 
independent members. 

12. The corporate governance standards, of which Standard 6.1.1 is one, are considered by TEQSA 
to be some of the most important in the HESF because:1 

…the governing body has a fundamental influence on the operations of a provider. It is 
involved in setting corporate directions, setting and monitoring performance targets, 
proactively identifying and mitigating risks, monitoring financial viability and sustainability, 
and influencing corporate culture… Any shortcomings in governance expose a provider to 
significant risks. 

13. Viewed in that light, Zenith's ability to offer quality higher education and to operate in compliance 
with the HESF requires that: 

(a) the GB, its sub-committees, and the Academic Board, and its sub-committees can ensure 
its members continue to be independent of Zenith’s management and declare material 
interests which can interfere with their ability to ‘exercise independent judgement as a 
director’2 or committee member; and 

(b) staff engaged by the Institute act in the best interests of the Institute and not allow private 
interests to influence the decision-making, the actions taken or the advice provided in the 
course of their duties. 

14. This Policy and Procedure formalises practices to date and provides an official framework for the 
Institute to address and manage conflicts of interest in future, so that those who make significant 
decisions make these decisions in the best interests of the Institute. 

Specific Conflict Scenarios 
15. The following conflict scenarios are explicitly identified as requiring declaration and active 

management under this Policy: 

(a) Work-Integrated Learning partner relationships: any Governing Board member, Academic 
Board member, or senior staff member who is a director, officer, employee, or significant 
shareholder of a Work-Integrated Learning (WIL) partner organisation declares this 
interest before any WIL arrangement with that organisation is entered into, renewed, or 
varied. The conflicted member does not participate in any decision relating to that WIL 
arrangement; 

 
1 TEQSA, Guidance Note: Corporate Governance, Version 2.4 (https://www.teqsa.gov.au/latest-news/publications/guidance-note-
corporate-governance) 
2 ibid  

https://www.teqsa.gov.au/latest-news/publications/guidance-note-corporate-governance
https://www.teqsa.gov.au/latest-news/publications/guidance-note-corporate-governance
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(b) Competitor higher education institutions: any Governing Board member or Academic 
Board member who holds a paid or voluntary role at another registered higher education 
provider declares this interest annually. The Governing Board assesses whether the 
interest creates a conflict requiring active management; and 

(c) Procurement and contracting: any staff member involved in procurement or contracting 
decisions who has a personal, financial, or professional relationship with a prospective 
supplier declares this interest before the relevant decision is made and does not 
participate in that decision. 

Procedure  
Governing Body members 
16. As part of induction, a new member must disclose to the Chair of the relevant governing body any 

interests that could result in a conflict of interest (e.g. involvement with other organisations, 
providers, vendors or business interests, or with any other associations). 

17. This information should be declared in the Boardpro software under Interests Register or a 
Disclosure of Interest Form can be completed and provided to be updated to Boardpro. An 
example is provided at 0. 

18. GB members must disclose any conflicts of interest of which they become aware of either at the 
start of the meeting concerned, or when a relevant issue arises. 

19. Academic Board members are subject to the same disclosure obligations as Governing Board 
members. Upon induction, Academic Board members disclose any interests that could result in a 
conflict of interest to the Chair of the Academic Board. Academic Board members disclose any 
conflicts arising at or before any meeting in which a relevant matter is considered, and must not 
participate in discussion or decision-making on that matter while a conflict exists. 

Mid-Year Escalation 
20. Where a conflict of interest emerges or is identified outside of a scheduled governance meeting, 

the individual notifies the Chief Executive Officer (or, where the conflict involves the CEO, the 
Governing Board Chair) in writing within five business days of becoming aware of the conflict. The 
CEO or Governing Board Chair determines whether the conflict requires immediate management 
action or can be addressed at the next scheduled meeting, and records the conflict and any 
management action in the Conflict of Interest Register. The Governing Board or Academic Board 
confirms at its next meeting that the conflict has been appropriately managed, with confirmation 
recorded in the meeting minutes. 

21. When this occurs, the relevant member should leave the meeting as soon as that item comes up 
for discussion. 

22. The nature of this conflict of interest should be entered into the meeting Minutes. 

23. Please note that under the Corporations Act 2001, if a member of the GB has a material personal 
interest in a matter where a conflict arises, the member is under a duty to disclose that interest 
and must not be present while the matter is voted on (sections 192-195). 

Staff members 
24. Upon commencement of employment, a staff member must disclose any potential conflict of 

interest in the Disclosure of Interest Form (at 0) and submit it to the immediate supervisor. 
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Conflict of Interest Register 
25. The Chief Executive Officer maintains a Conflict of Interest Register recording all interests 

declared by Governing Board members, Academic Board members, and staff. The Register is 
updated following each declaration and is reviewed by the Governing Board at least annually. 
Where a specific conflict has been declared and managed, the outcome is recorded in the 
Register as a closed or monitored item. 

Accountabilities 
26. The Chair of the Governing Board (GB) is responsible for drawing prospective members’ attention 

to this policy and procedure. 

27. All stakeholders are responsible for abiding by the requirements of this policy and procedure. 

28. The Chief Executive Officer is responsible for maintaining the Conflict of Interest Register, 
receiving and processing mid-year conflict disclosures, preparing an annual Conflict of Interest 
Report for the Governing Board summarising all conflicts declared in the preceding year and the 
management actions taken, and monitoring the adequacy of conflict of interest management 
arrangements. 

Monitoring 
29. The Governing Board receives an annual Conflict of Interest Report from the CEO. This report 

summarises all interests declared in the preceding year, the management actions taken, any 
systemic risks identified, and the effectiveness of conflict of interest management arrangements. 
The Governing Board reviews the report and approves any amendments to this Policy required to 
address emerging risks, including those identified through the Risk Register. 

30. The Quality Assurance Manager supports the CEO in maintaining the Conflict of Interest Register, 
cross-referencing declared conflicts against the Institute’s active WIL partners, third-party 
providers, and operational partners as part of the annual compliance monitoring cycle. 

Definitions 
31. For the purposes of this Policy and Procedure, the following terms are defined as follows: 

Term Definition 

Conflict of interest An interest or activity that influences, or may appear to influence, the ability 
of a member of the Institute’s stakeholders to exercise objectivity. 

To avoid any doubt, this includes the following terminology: material 
personal interests, real or actual personal interests, perceived personal 
interests or potential personal interests. 

Governing Body The Governing Board (GB) or its sub-committees, and the Academic Board 
or its sub-committees. 

Stakeholders Stakeholders of the Institute, including all staff employed by the Institute 
and members of the Institute’s Governing Board. 
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Version History 
Version Changes Approval Body Approval Date 

1.0 New Policy Governing Board 
(GB) 

22 Feb 2024 

1.1 Replaced Disclosure Form with “Boardpro 
software under Interests Register” 

Updated Point 16 to reflect Boardpro and the 
form being available.  

Governing Board 
(GB) 

27 Feb 2025 

1.2 Added Risk Register Cross-Reference and Mid-
Year Escalation section per HESF 
6.2.1(e)/6.1.1: conflicts cross-referenced in Risk 
Register as risk category; explicit WIL partner, 
competitor institution, and procurement conflict 
examples; 5-business-day escalation procedure 
for mid-year conflicts; and annual Governing 
Board self-assurance review. 

Governing Board 
(GB) 

May 2026 

1.3 Restructured V1.2 orphaned “Risk Register 
Cross-Reference and Mid-Year Escalation” 
section. Content integrated into policy body: 
Specific Conflict Scenarios (WIL partner, 
competitor institution, procurement) added to 
Policy section; Academic Board members added 
to Procedure alongside GB members; mid-year 
escalation procedure (5-business-day 
notification, CEO/GB Chair determination, 
Register recording) added to Procedure; Conflict 
of Interest Register defined as maintained 
document in Procedure; CEO and Quality 
Assurance Manager responsibilities added to 
Accountabilities consistent with Delegations 
Policy and Schedule; Monitoring section added. 
Date approved field corrected. Duplicate V1.2 
version control text removed. HESF citation 
headings and prescriptive language removed; 
content rewritten in plain declarative policy 
voice. 

Governing Board  

1.3 Restructured V1.2 orphaned “Risk Register 
Cross-Reference and Mid-Year Escalation” 
section. Content integrated into policy body: 
Specific Conflict Scenarios (WIL partner, 
competitor institution, procurement) added to 
Policy section; Academic Board members added 
to Procedure alongside GB members; mid-year 
escalation procedure (5-business-day 
notification, CEO/GB Chair determination, 
Register recording) added to Procedure; Conflict 
of Interest Register defined as maintained 
document in Procedure; CEO and Quality 
Assurance Manager responsibilities added to 

Governing Board 17 August 2026 
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Version Changes Approval Body Approval Date 

Accountabilities consistent with Delegations 
Policy and Schedule; Monitoring section added. 
Date approved field corrected. Duplicate V1.2 
version control text removed. HESF citation 
headings and prescriptive language removed; 
content rewritten in plain declarative policy 
voice. 
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Schedule 1- Disclosure of Interest Form 
Zenith Innovation Institute requires all staff and governing body members to disclose significant 
relationships and associations which may create conflicts of interest. 

A conflict of interest or a perception of a conflict can arise when a transaction, action, or relationship with 
Zenith Innovation Institute conflicts with the personal or financial interests of that of the Institute’s 
stakeholder, including the stakeholder’s immediate family member or employer if the stakeholder is a 
member of the Institute’s governing body. 

Please indicate below any relationships, transactions, or positions you hold (volunteer or otherwise), or 
circumstances that you believe could create a conflict of interest, financial or otherwise. 

I have the following Interests to disclose: 

For example: Shares in x company, membership of x organisation, business/personal relationship with x. 

Entity or Individual Involvement, % ownership, 
consulting or contractual 
relationship, family or social ties, 
etc. 

Proposed method for handling 
the conflict (disclosure, refrain 
from voting, recission of papers 
referring to issues, etc.) 

   

   

   

   

   

 

I understand that it is my obligation to disclose a conflict of interest, current or potential, or a perception of 
a conflict to the Institute when a conflict or perception of a conflict arises and that for transactions in which 
I have a conflict I will manage the conflict in the manner recorded above. 

 

I have read, understood, and abide by the Conflict of Interest Policy and Procedure. 

 

Name: ____________________________________- 

 

 

Signature: ____________________________________  Date: ________________ 
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