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	SUBJECT:
	Employee Reporting and Protection Policy


	
	SCOPE:     


	Greater Lansing Convention & Visitors Bureau (GLCVB)

	
	EFFECTIVE DATE:   


	August 1, 2009

	
	APPROVED BY:


	


POLICY/

PROCEDURE

I. Purpose

The Greater Lansing Convention & Visitors Bureau is committed to a high standard of ethical, moral, and legal business conduct.  In line with this commitment, this policy aims to provide an avenue for an employee to report activity that he or she reasonably believes is illegal or fraudulent and to provide reassurance that he or she will be protected from reprisals or victimization for reporting the activity.
II. Policy

If any employee reasonably believes that he or she has knowledge of illegal or fraudulent activity within the organization, the employee has an obligation to report the activity to the designated individuals (see Procedure).  Examples of such activities include, but are not limited to:

· Violations of federal, state or local laws

· Fraudulent financial reporting or activity, 

· Activities which otherwise amount to serious improper conduct
All reports of illegal or fraudulent activities will be investigated.  All employees are expected to cooperate fully with such an investigation.  Although every attempt to protect requests for confidentiality will be made, the GLCVB cannot guarantee confidentiality in any investigation.  An employee who makes an allegation in relation to this policy will not necessarily be told of any disciplinary or other action taken following the investigation.  
The employee must exercise sound judgment to avoid baseless allegations.  An employee who intentionally files a false report of wrongdoing will be subject to discipline up to and including termination.

The GLCVB expressly prohibits discriminating against, threatening, harassing, or otherwise retaliating in any way against an individual for making a report of illegal or fraudulent activity under this policy or for cooperating with an investigation commenced under this policy.  Such retaliatory actions or behaviors will not be tolerated and may be grounds for immediate termination of employment.   
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In compliance with Michigan’s Whistleblowers’ Protection Act, the GLCVB will not discharge, threaten, or otherwise discriminate against an employee because the employee reports, or is about to report, a violation or suspected violation of local, state, or federal law to a public body, unless the employee knows that the report is false.  In addition, the Bureau will not retaliate against an employee who is requested by a public body to participate in an investigation, hearing or inquiry held by that public body, or a court action.
III. Procedure

A. An employee who reasonably believes that he or she has knowledge of illegal or fraudulent activity must immediately report the activity to the GLCVB’s human resources representative or the President.  If, for any reason, an employee is uncomfortable with reporting the activity to these persons, he or she should report it to the Chairperson of the Board of Directors.
B. An employee who believes that he or she has been subject to retaliatory actions or behavior or believes that any person has violated the anti-retaliation provisions of this policy, must notify the human resources representative, the President, or the Chairperson of the Board of Directors.
C. This procedure is intended to be used for serious and sensitive issues related to illegal or fraudulent activity.  If an employee has general questions or concerns regarding job functions, departmental functions, or other issues that are not related to legal or ethical matters, he or she should direct those to his or her supervisor first. 
D. See the Harassment Policy in the Employee Handbook for policies and procedures related to harassment and discrimination.   
