WHISTLEBLOWER POLICY

POLICY:  EFFECTIVE [date], 201_
The [district] Kiwanis District is committed to the highest possible standards of ethical, moral and legal business conduct. In line with this commitment and the [district] Kiwanis District’s commitment to open communication, this policy aims to provide an avenue for employees to raise concerns and reassurance that they will be protected from reprisals or retaliation for raising those concerns in good faith. Harassment or retaliation of the employee raising the concern will not be tolerated. Every effort will be made to protect the employee’s identity.
The policy encourages employees to put their names to allegations because appropriate follow-up questions and investigation may not be possible unless the source of the information is identified. Concerns expressed anonymously will be investigated, but consideration will be given to:
• The seriousness of the issue raised;

• The credibility of the concern; and

• The likelihood of confirming the allegation from creditable sources.

COMMENT:

1) The whistleblower policy is intended to cover serious concerns that could have a large impact on the [district] Kiwanis District, such as actions that:
• May lead to incorrect financial reporting;

• Are unlawful;

• Are not in line with company policy; or

• Otherwise amount to serious improper conduct.

The whistleblower procedure is intended to be used for serious and sensitive issues. Serious concerns relating to financial reporting, unethical or illegal conduct, should be reported in either of the following ways:
• Directly to the Executive Director of the [district] Kiwanis District
• Directly to the Director of Human Resources of the [district] Kiwanis District
Concerns or suspected concerns may be submitted on a confidential basis by the employee or may be submitted anonymously. The earlier a concern is expressed, the easier it is to take action.
Although the employee is not expected to prove the truth of an allegation, the employee needs to demonstrate to the person contacted that there are sufficient grounds for concern.
Any allegations that prove not to be substantiated and which are shown to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.
The action taken on the issue will depend on the nature of the concern. The [district] Kiwanis District Board of Trustees will receive a report on each issue raised and a follow-up report on actions taken. Reports of concerns or suspected concerns will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.
Upon receipt of a concern, initial inquiries will be made to determine whether an investigation is appropriate, and the form that it should take. Some concerns may be resolved by agreed action without the need for investigation. The Executive Director or Director of Human Resources will notify the sender and acknowledge receipt of the reported concern or suspected concern within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.
The employee raising the concern will be notified upon completion of the investigation. Subject to legal constraints and confidentiality, the employee will receive information about the outcome of any investigations.

