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[bookmark: gjdgxs]Effective Date for this Policy:       

[bookmark: _30j0zll]Policy Steward(s)
Individual Name(s):	     [, Compliance Officer]

Intent:  
The purpose of this policy is to reaffirm our commitment to ethical practices and a safe workplace and to promote an atmosphere of open discussion between the management of our company and our employees, contractors, and visitors. We have established this policy to provide a protected process for voicing ethics and safety concerns, including concerns about accounting or auditing matters, improper disclosures, fraud, or other dishonest or unethical conduct, unsafe or unhealthy workplace conditions, and any possible or actual violation of law, rules, regulations, or company policy. This policy describes how individuals may bring these concerns to management’s attention.  This policy also describes how complaints or reports are treated, and makes clear that retaliatory or discriminatory behavior is prohibited.

Scope:  
This policy applies to all employees (including full-time, part-time, and temporary employees), independent contractors, and individuals visiting our workplace. 

Role & Responsibilities of the Steward(s):
The Policy Steward shall ensure that this policy, or a description of it, together with information on how to access our system for reporting concerns or violations, is publicly available on our company website.  The Steward shall ensure that all employees and contractors are aware of this policy and that all complaints on matters detailed in the intent statement are investigated and resolved. The Steward shall do all of this by administering the policy and receiving, collecting, reviewing, and processing all complaints and reports, including any relating to retaliatory or discriminatory behavior against a whistleblower. It shall be the responsibility of the Policy Steward to report to the management team on at least a quarterly basis all complaints, reports, and resolutions.

Procedures:
Employees and contractors are encouraged to talk with their supervisor or other appropriate management personnel about the best course of action for resolving a particular situation.  He or she should discuss with the appropriate manager any concerns regarding (a) accounting, auditing matters, or internal accounting controls; (b) improper disclosures, fraud, or other dishonest or unethical conduct; (c) unsafe or unhealthy workplace conditions, and (d) any possible or actual violation of law, rules, regulations, or company policy.  Any manager who has been contacted in this manner is then expected to inform the Policy Steward. 

If the employee or independent contractor prefers, he or she may discuss these matters directly with the Steward.

If the employee or independent contractor is uncomfortable speaking to the Policy Steward, he or she may report the concerns anonymously by means of [insert means: e.g., a written anonymous letter addressed to the Steward, a submission on the company intranet, etc.].  

If the Policy Steward is the subject of or involved in the complaint, the Steward will not be permitted to participate in the consideration of the complaint. If this is the case, employees and independent contractors are encouraged to send their reports anonymously to [fill in blank] by way of [digital or paper].

Any complaint or report received by the Policy Steward or any other manager will be taken seriously and addressed discreetly and professionally. 

Retaliation or discrimination against anyone who files a report/complaint or voices a concern under this policy is strictly prohibited.  The Policy Steward will promptly, diligently, and fully investigate and resolve all complaints and reports of this behavior.  Any employee or contractor who engages in retaliatory or discriminatory behavior against a whistleblower, or who fails to maintain a whistleblower’s anonymity (unless necessary in the course of an investigation), will be subject to disciplinary action, up to and including termination of employment or contract.

Anyone filing a written complaint concerning a violation or suspected violation must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation. Anyone who makes knowingly false allegations will be subject to disciplinary action.

Confidentiality:
Reports or complaints will be kept confidential to the extent possible, consistent with the need to conduct an appropriate investigation.

Reporting:
To reaffirm our commitment to an ethical and safe workplace, we will report annually on [e.g. company website, sustainability report, etc.] on the number of whistleblower complaints and reports we receive each year. 
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