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Jourdanton Education Foundation 
Policies and Guidelines 

Date 

The Jourdanton Education Foundation was created to support the educational programs for both the 
students and staff of the Jourdanton Independent School District.  The Jourdanton Education Foundation 
activities and funds will be used to support educational excellence and promote community engagement 
in the Jourdanton ISD. 

The Jourdanton Education Foundation is committed to responsible governance and financial management. 
The Jourdanton Education Foundation Board of Directors (Board), administrators, and staff will work 
together to make certain that all governance and financial matters of the organization are addressed with 
integrity and in the best interest of The Jourdanton Education Foundation. 

These policies and procedural guidelines are designed to protect the assets of The Jourdanton Education 
Foundation; ensure the maintenance of accurate records; provide a framework of operating procedures; 
and ensure compliance with reporting requirements. 

Review of these policies and guidelines should take place by the Vice President of Finance & Governance 
and the Finance & Governance Committee at least every two (2) years.  All changes to the policies and 
guidelines should be submitted to the Board in writing for discussion and consideration. 

Section I: General Board Policies 
Section II: Financial Policies and Guidelines 
Section III: Investment Policies 
Section IV: Gift Acceptance Policies 
Section V: Conflict of Interest Policy 
Section VI:   Whistleblower Protection Policy 
Section VII:  Document Destruction Policy 
Section VIII:  Social Media Policy 
Section IV:  Equity and Diversity Policy 
Section X: Harassment Policy 

Adopted: ______________________________________ 

Representative: __________________________________, Finance & Governance Chair 
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SECTION I: GENERAL BOARD POLICIES 

1.01 Authority and Accountability 

The Board as a whole is responsible to stakeholders and donors who provide funds for the 
operation of the Jourdanton Education Foundation. The Board is also accountable, in a more 
general sense, to exercise good stewardship of the Jourdanton Education Foundation on behalf of 
the trust placed in it by the general public, consumers, staff, volunteers and other stakeholders.  The 
Board may delegate authority to an individual director or officer or employee or member of a 
committee; however the Board retains ultimate responsibility and accountability. 

The Board will be accountable and report to the Jourdanton Education Foundation’s funders and 
other key stakeholders through annual and periodic reports on the activities and finances of the 
Jourdanton Education Foundation, audited financial statements, providing access to minutes of 
Board meetings, receiving representations from and consulting with key stakeholders and generally 
operating in an open and transparent manner. 

1.02 Board of Director’s Nomination Process 

New board members will be nominated and recruited to fill Board vacancies annually as per the 
bylaws, Article 5, Section 1, STANDING AND SPECIAL COMMITTEES.  “The Nominating Committee 
shall be charged with providing nominations to the Board of Directors for elective offices and for 
vacancies in the Board of Directors. Such nominations shall not preclude the right of additional 
nominations being made at any meeting of the Board of Directors where an election of an officer 
or a Director is being considered. The Nominating Committee shall be composed of the Secretary, 
Superintendent of Schools, and at least three (3) Directors who shall be appointed by the President.” 

1.03 Directors and Officers Liability Insurance 

Bids will be secured for purchase and/or annual renewal of Directors and Officers Liability Insurance. 
The Directors and Officers Liability Insurance shall be purchased with an effective date of the Annual 
Meeting when new board members take office or as practically possible for a new organization. 

1.04 Memorandum of Understanding 

A Memorandum of Understanding (MOU) outlining the expectations and responsibilities of the 
Jourdanton Education Foundation and the Jourdanton ISD shall be developed and reviewed 
periodically.  The MOU will be approved by the Jourdanton Education Foundation Board of 
Directors and the Jourdanton School Board.   

1.05 Annual Report to the School Board 

A report to the Jourdanton School Board shall be given annually.  The presentation will include 
financial and programmatic data as outlined in the MOU and Bylaws. 

1.06 Funding Requests to Foundations or Corporations 

Funding requests or proposals to other foundations or corporations shall be approved by the 
Jourdanton Education Foundation Board of Directors.  The Board shall be made aware of the 
purpose, amount requested and reporting requirements.   

1.07 Funds Received for the School District 
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Funds received for the Jourdanton ISD from other foundations or corporations will be disbursed to 
the Jourdanton ISD as prescribed by the funder or as outlined in the application or proposal.  The 
Jourdanton ISD shall be responsible for required accounting and reporting.  A summary report will 
be provided to the Jourdanton Education Foundation Board of Directors. 

1.08 Annual Budget 

The Finance Committee shall develop a budget for Unrestricted and Restricted Funds for 
presentation to the Board for approval at the Annual Meeting.  The budget shall adhere to the 
Board commitment to disburse funds: 

1. 50-60% disbursed for specific initiatives and funding priorities for the benefit of
Jourdanton as approved by the Board.

2. 20-25% reserved for long range planning and/or endowment purposes.
3. 15-20% used for general operation of the Jourdanton Education Foundation including

printing costs, salaries (if applicable), office supplies, postage, event costs, etc.

SECTION II: FINANCAIL POLICIES AND GUIDELINES 

2.01 Financial Controls and Operating Procedures 

Oversight 
The Vice President of Finance & Governance shall have the primary responsibility for designing and 
maintaining the accounting process.  Bookkeeping, financial or other accounting support may be 
provided by others as designated.  Monthly reports should be submitted to the Board indicating 
revenue and expenditures and assets and liabilities, at a minimum. 

A review of any changes to the Internal Revenue Service (IRS) Tax Code pertaining to 501(c)(3) 
organizations shall be conducted annually by the Finance & Governance Committee to ensure 
compliance. 

The Finance & Governance Committee shall provide fiscal oversight in the safeguarding of the 
assets of the Jourdanton Education Foundation and shall have primary responsibility for ensuring 
that all internal and external financial reports fairly represent its financial condition.  The Finance & 
Governance Committee shall report to the Board. 

Guidelines 
1. A budget may be prepared by the Finance & Governance Committee for consideration

by the Board.
2. The check signer(s) should not be the person(s) responsible for routine bookkeeping

or issuing checks.
3. Bank statements should be reconciled at least monthly by someone other than the

bookkeeper.

2.02 Types of Funds 

The Foundation recognizes the following primary types of fund or gifts: 

Unrestricted: A donation given for distribution as directed by the Board (guided by the 
mission and funding priorities established by the Jourdanton Education Foundation). 
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Restricted: A donation given for a specific purpose as directed by the donor.  The Board 
must approve the donation prior to acceptance and must take into consideration the 
following: 
1. Purpose is consistent with the mission and funding priorities established by the

Jourdanton Education Foundation;
2. The minimum principal amount shall be $5,000; The distribution of funds must be

consistent with the disbursement guidelines;
3. Endowment restricted funds follow the guidelines in this handbook.

2.03 Fund Disbursement 

Funds will be disbursed in accordance with guidelines and charitable organization requirements as 
determined by local, state and federal statutes.   

Funds will be disbursed following approval of the Board.  Such approval should be recorded in the 
minutes.  Disbursements will be issued by check for all requests that are in writing and accompanied 
by substantiating documentation as approved by the Vice Chair of Finance & Governance and the 
Board. 

Grants 
Upon approval by the Board for allocation of funds for programs, projects and services for 
the Jourdanton ISD, the Jourdanton Education Foundation will distribute funds in the form 
of one check payable to the school district for restricted (designated) purposes.  Funds will 
not be allocated to individuals.  The following guidelines will apply: 
1. The Jourdanton School Board shall affirmatively accept the funds at a publicly held

meeting.
2. The procurement and purchase order procedure determined by Jourdanton ISD will be

adhered to.  This includes allocation of fixed assets, depreciated items, and values.  All
items shall become the property of Jourdanton ISD.

3. The allocation of funds shall be as specified in the approved grant application.
4. Upon completion of the program, project or service, the grant recipient shall complete

an evaluation form.
5. Reports shall be submitted to the Jourdanton Education Foundation by the Jourdanton

ISD indicting allocation of grant funds and pending disbursements.
6. Funds not allocated will be returned to the Jourdanton Education Foundation or

deducted from the total of future funding of additional programs, projects or services.

Reimbursements and Operations 
1. Requests for funds for reimbursement may require completion of a request form.

Receipts for reimbursement or documentation for the expenditure are required.
2. Invoices received by the Jourdanton Education Foundation shall be paid in a timely

manner.
3. All paperwork for allocations should be filed in an orderly fashion.

2.04 Endowment 
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The Jourdanton Education Foundation is to maintain an endowment or restricted funds account. 
This fund provides a permanent corpus from which earnings can be used for designated or 
undesignated purposes as determined by the Board.  The Board reserves the right to designate a 
percentage of funds received by the Jourdanton Education Foundation to this fund for 
administrative purposes.  The management of the endowment funds shall follow the investment 
policy.   

2.05 Reporting Guidelines 

The Jourdanton Education Foundation will determine the reporting requirements and date 
requirements for local, state, and federal tax compliance. A professional accountant may be retained 
to file the appropriate documents. Filing Form 990 for a charitable organization is required by the 
Internal Revenue Service.   

The Jourdanton Education Foundation will comply with the state Non-Profit Corporation Act and 
the state Business Organizations Code that require nonprofit corporations to maintain financial 
records and minutes of certain proceedings and make them available to members for 
reexamination and copying. An annual financial report will be prepared for consideration and 
approval by the Board.  All required records, books, and annual reports will be available to the 
public for inspection. 

2.06 Audits and Accountability 

The Jourdanton Education Foundation will conduct an audit or overview of the financial and 
accounting records at a minimum of once per year.  The Finance & Governance Committee shall 
oversee the audit.  The audit team should review the following: 

• Internal controls
• Accuracy of the records and the reports to the governing body
• Proper authorization of activities and expenditures
• Determination of the physical existence of assets
• Review of the tax-exempt status and identification of any activities that may

endanger it
• Verifying that payroll taxes, licenses, any taxes and corporate reports are properly

filed in a timely manner as appropriate

SECTION III: INVESTMENT POLICIES 

3.01 Investment Policy 

It is the responsibility of the Finance & Governance Committee to select investments appropriate for the 
objectives and revenue needs of the Jourdanton Education Foundation.  Investment managers may be 
designated to select and monitor specific investments for the Foundation’s funds.  The Finance & 
Governance Committee shall monitor investment managers to determine that investments are made with 
safeguards of exercising ordinary care and sound judgment.   

No assets shall be invested in securities of any organization that does not meet the requirements as 
determined by the Board. 

Investment objectives and goals should be realistic and appropriate given fund needs by the Jourdanton 
Education Foundation and should: 
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1. Minimize short-term risk;
2. Preserve capital;
3. Grow long term;
4. Mix asset guidelines;
5. Review the asset portfolio and report to the Board on a routine basis.

SECTION IV: GIFT ACCEPTANCE POLICIES 

A gift is defined as anything of value given to the Jourdanton Education Foundation.  The donor relinquishes 
all possession and control at such time as the donation is accepted by the Jourdanton Education 
Foundation.  The donor does not have the right of final selection of recipients.  The Jourdanton Education 
Foundation reserves the right to refuse all or any part of any gift that does not serve or further its mission. 
It is the responsibility of the donor to seek professional advice and counsel with regard to any gift made to 
the Jourdanton Education Foundation and the tax liability thereof. 

4.01 Gift Acceptance 

Gifts to the Jourdanton Education Foundation may be cash, service, goods, stocks, memorials, 
property or any item of value. The Jourdanton Education Foundation reserves the right to accept 
or reject any funds or gifts as deemed appropriate by the Board.  The Jourdanton Education 
Foundation will typically not accept gifts that: 

1. Do not conform to the mission
2. Cause an additional financial burden
3. Violate law or regulation.

4.02 Liquidation of Gifts 

All gifts, other than cash, made to the Jourdanton Education Foundation will be held or liquidated 
based upon the decision of the Board.  In general, such gifts will be liquidated as soon as practical. 

SECTION V: CONFLICT OF INTEREST POLICY 

5.01 Purpose 

The purpose of the conflict of interest policy is to protect the tax-exempt interest of the Jourdanton 
Education Foundation when it is contemplating entering into a transaction or arrangement that 
might benefit the private interest of an officer or director of the Jourdanton Education Foundation 
or might result in a possible excess benefit transaction.  This policy is intended to supplement but 
not replace any applicable state and federal laws governing conflict of interest applicable to 
nonprofit and charitable organizations. 

5.02 Definitions 

1. Interested Person
Any director, principal officer, or member of a committee with governing board delegated powers,
who has a direct or indirect financial interest as defined below, is an interested person.

If a person is an interested person with respect to any entity which the Jourdanton Education 
Foundation is a part, he or she is an interested person with the respect to all entities. 

2. Financial Interest
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A person has a financial interest if the person has, directly or indirectly, through business, investment, 
or family: 

a. An ownership or investment interest in any entity with which the Jourdanton Education
Foundation has a transaction or arrangement,

b. A compensation arrangement with the Jourdanton Education Foundation or with any entity
or individual with which the Jourdanton Education Foundation has a transaction or
arrangement, or

c. A potential ownership or investment interest in, or compensation arrangement with, any
entity or individual with which the Jourdanton Education Foundation is negotiating a
transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial. 

A financial interest does not necessarily constitute a conflict of interest.  Under Article III Section 2, 
a person who has a financial interest may have a conflict of interest only if the appropriate governing 
board or committee decides that a conflict of interest exists. 

5.03 Procedures 

1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose
the existence of the financial interest and be given the opportunity to disclose all material facts
to the directors and members of committees with governing board delegated powers
considering the proposed transaction or arrangement.

2. Determining a Conflict of Interest
After disclosure of financial interest and all material facts, and after any discussion with the
interested person, he/she shall leave the governing board or committee meeting while the
determination of a conflict of interest is discussed and voted upon. The remaining board or
committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest
a. An interested person may make a presentation at the governing board or committee

meeting, but after the presentation, he/she shall leave the meeting during the discussion of,
and the vote on, the transaction or arrangement involving the possible conflict of interest.

b. The chairperson of the governing board or committee shall, if appropriate, appoint a
disinterested person or committee to investigate alternatives to the proposed transaction
or arrangement.

c. After exercising due diligence, the governing board or committee shall determine whether
the Jourdanton Education Foundation can obtain with reasonable efforts a more
advantageous transaction or arrangement from a person or entity that would not give rise
to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably possible or desirable
under circumstances not producing a conflict of interest, the governing board or committee
shall determine by a majority vote of the disinterested directors whether the transaction or
arrangement is in the Jourdanton Education Foundation’s best interest, for its own benefit,
and whether it is fair and reasonable.  In conformity with the above determination it shall
make its decision as to whether to enter into the transaction or arrangement.

e. A person with financial interest in a vote before the Board shall abstain from participation
in the discussion and voting.
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SECTION VI: WHISTLEBLOWER PROTECTION POLICY 

6.01 Policy 

In keeping with the policy of maintaining the highest standards of conduct and ethics, the 
Jourdanton Education Foundation will investigate any suspected fraudulent or dishonest use or 
misuse of Jourdanton Education Foundation’s resources or property by board members. All board 
members shall act with honesty, integrity and openness in all their dealings as representatives for 
the organization.  Failure to follow these standards will result in disciplinary action including 
dismissal from ones board duties and possible civil or criminal prosecution if warranted. 
 
Board members are encouraged to report suspected fraudulent or dishonest conduct (i.e. to act as 
“whistleblower”), to the Jourdanton Education Foundation Executive Director, the President of the 
Jourdanton Education Foundation Board of Directors, or the Superintendent of Schools. Alternately, 
to facilitate reporting of suspected violations where the reporter wishes to remain anonymous, a 
written statement may be submitted to one of the individuals listed above. 
 
Reasonable care should be taken in dealing with suspected misconduct to avoid: 

Baseless allegations; 
Premature notice to persons suspected of misconduct and/or disclosure of suspected 
misconduct to others not involved with the investigation; and 
Violations of a person’s rights under law 

 
Due to the important yet sensitive nature of the suspected violations, effective professional follow-
up is critical. All relevant matters will be reviewed and analyzed with documentation of the receipt, 
retention, investigation and treatment of the complaint.  Appropriate corrective action will be taken, 
if necessary, and findings will be communicated to the parties involved. Investigations may warrant 
investigation by an independent person such as auditors and/or attorneys. 
 
The Jourdanton Education Foundation will protect whistleblowers as defined below: 

Jourdanton Education Foundation will use its best efforts to protect whistleblowers against 
retaliation. Whistleblowing complaints will be handled with sensitivity, discretion and 
confidentiality to the extent allowed by the circumstances and the law. Generally, this 
means that whistle-blower complaints will only be shared with those who have a need to 
know so that Jourdanton Education Foundation can conduct an effective investigation, 
determine what action to take based on the results of any such investigation, and in 
appropriate cases, with law enforcement personnel. 

 
Any complaint or retaliation will be promptly investigated and appropriate corrective measures 
taken if allegations of retaliation are substantiated. 

 

 

SECTION VII: DOCUMENT DESTRUCTION POLICY 

7.01 Policy 

The Jourdanton Education Foundation acknowledges its responsibility to preserve information 
relating to litigation, audits and investigations. The Sarbanes-Oxley Act makes it a crime to alter, 
cover up, falsify, or destroy any document to prevent its use in an official proceeding. Failure on the 
part of employees to follow this policy can result in possible civil and criminal sanctions (up to and 
including termination of employment). 
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The Jourdanton Education Foundation follows the document retention procedures outlined below 
(documents that are not listed, but are substantially similar to those listed in the schedule will be 
retained for the appropriate length of time): 
 

Name of Record Retention Period 
Annual Audits and Financial Statements Permanent 
Annual Reports Permanent 
Appraisals Permanent 
Board Meeting and Board Committee Minutes Permanent 
Board Policies/Resolutions Permanent 
Bylaws Permanent 
Cash Receipts 7 years 
Check Registers Permanent 
Contracts (after expiration) 7 years 
Correspondence (general) 4 years 
Credit Card Receipts 7 years 
Donor Records and Acknowledgement Letters 7 years 
Insurance Policies Permanent 
Invoices 7 years 
IRS 1099s Permanent 
IRS 990 Tax Returns Permanent 
IRS Application for Tax-Exempt Status Permanent 
IRS Determination Letter Permanent 
Real Estate Documents Permanent 
Scholarship Award Letters 4 years 
Stock and Bond Records Permanent 

  

Electronic documents will be retained as if they were paper documents. Therefore, any electronic 
files, including records of donations made online, that fall into one of the document types on the 
above schedules will be maintained for the appropriate amount of time.  If a user has sufficient 
reason to keep an e-mail message the message should be printed in hard copy and kept in the 
appropriate file or moved to an “archive” computer file folder. 

 

SECTION VIII: SOCIAL MEDIA  

8.01 Guidelines 

The Vice President of Marketing and Events and/or the Executive Director will be authorized to 
monitor, update and post on behalf of the Jourdanton Education Foundation’s social media 
accounts. The Jourdanton Education Foundation, however, will maintain an environment of 
ethical, safe, and effective standards.  

The Jourdanton Education Foundation will use social media to highlight its own material including 
programs, events, grant success stories, reports and other Jourdanton Education Foundation 
resources.  

Posts shall not include: 

• Legal matters 
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• Threatening, harassing, illegal, obscene, defamatory, libelous or hostile material 

• Contact information of others, including phone numbers and emails 

• Material that infringes on the rights of the organization 

• Rumors 

• Confidential information 

• A defamatory or negative nature towards the organization 

8.02 Policy 

Board Members will agree to and sign the Jourdanton Education Foundation Social Media Policy 
document at the beginning of each term.  The document will be filed for the duration of the 
Board Members term.  

 

SECTION IV: EQUITY AND DIVERSITY POLICY 

9.01 Policy 

The Jourdanton Education Foundation strives for all aspects of its operations to ensure that there 
is no discrimination on the basis of, but not limited to, ethnicity, language, race, age, ability, sex, 
sexual gender or gender identity, sexual orientation, family status, income, immigrant or refugee 
status, nationality, place of birth, generational status, political or religious affiliation. 

The Jourdanton Education Foundation encourages individuals to participate fully and have 
complete access to services, employment, and volunteer opportunities and will promote equal 
access to all. To this end the Jourdanton Education Foundation will ensure that discriminatory or 
oppressive behaviors are not tolerated. 

 

SECTION X: HARRASSMENT POLICY 

10.01  Policy 

The Jourdanton Education Foundation is committed to providing a work and volunteer 
environment that is free of harassment and supportive of the self-esteem and dignity of every 
person serving the foundation. 

The foundation will ensure there is a climate of understanding, cooperation, and mutual respect. 
To this end, all members of the board of directors and employees of the Jourdanton Education 
Foundation or Jourdanton School District shall not condone or tolerate behavior that constitutes 
harassment. 

10.02  Definitions 

Harassment: Any unwelcome or objectionable, physical, visual or verbal conduct, gesture, contact 
of a sexual nature, comment or display whether intended or unintended, that is insulting, 
humiliating, or degrading to another person, or creates an intimidating, hostile or offensive 
environment and or is on the basis of race, ethnicity, language, financial ability, religion, gender or 
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sexual orientation, disability or age, or any other kind of discrimination which is prohibited by 
legislation; made by a district or foundation employee, member of the board of directors, or 
volunteer directed at and offensive to any other employee, board director, volunteer or any other 
individual or group that the person knew or reasonably ought to have known would be offensive.  

Sexual Harassment: Any unwelcome conduct, comment, gesture, or contact of a sexual nature, 
whether on a one-time basis or in a continuous series of incidents that  

a. Might reasonably be expected to cause offence, embarrassment or humiliation 
b. Might reasonably be expected to be perceived as placing a condition of a sexual nature 

on employment, services, or on any opportunity for training or advancement 

Bullying: An offensive, cruel, intimidating, insulting, or humiliating behavior verbally or physically, 
directly or indirectly, which include physical violence or the threat of physical violence.  

Workplace: For the purposes of this policy, workplace includes any location in which district or 
foundation employees and/or board of directors or volunteers are engaged in Jourdanton 
Education Foundation activities necessary to perform tasks and assignments. This includes but is 
not limited to Jourdanton ISD campuses, foundation social events, and foundation related travel. 

Abuse of Power: When an Jourdanton Education Foundation employee, member of the board of 
directors or volunteer abuses or misuses his or her power and discretions for personal benefit, or 
in benefit of another person.  

For the purposes of this policy, this includes situations involving a minor, situations that involve 
reporting a relationship, or any situation that includes an accusation from an individual against an 
employee, member of the board of director or volunteer.  

10.03  Application of Policy 

Prevention: All employees, member of the board of directors and volunteers are reminded of their 
obligation to adhere to policies and procedures aimed at ensuring a positive work environment. 
Beyond this, there is a duty upon all to prevent harassment by discouraging inappropriate 
activities and by reporting incidents, as per this policy. 

Rights: Everyone has a right to: 

• An environment that is free from harassment 
• File a complaint when the environment is not free from harassment 
• Be informed of complaints made against them 
• Obtain an investigation of the complaint without fear of embarrassment or reprisal 
• Have a fair hearing 
• Be kept informed throughout the process and of remedial action taken 
• A fair appeal process for both the respondent and complainant 
• Confidentiality to the degree possible under the circumstances 
• Representation by a third party 

Obligations: The Jourdanton Education Foundation has a responsibility to ensure the safety and 
health of all those who come in contact with it. The Jourdanton Education Foundation is obligated 
legally to take all complaints seriously by: 

• Using due diligence 
• Being very familiar with the harassment policy and following it closely 
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• Following the process without bias
• Documenting all information form the first disclosure to the final resolution
• Recording only relevant facts
• Signing and dating all documents
• Using common sense

Employee, Board of Directors and Volunteer responsibilities: 

All employees, directors and volunteers are responsible for contributing to a positive work 
environment and for identifying and discouraging comments or activities that are contrary to this 
policy.  

When a situation occurs or when an employee, director, or volunteer believes a situation has 
occurred, they are obligated to report it to the President. If a situation occurs that involves the 
President or if the President does not intervene appropriately, the employee, board of directors, 
or volunteer may report the situation to the Superintendent of Schools of the Jourdanton ISD.  

President/ Executive Committee Responsibilities: 

The President and Executive Committee are expected to eliminate any aspects of the work 
environment that are not in keeping with this policy, whether or not a complaint has been made. 
The President and Executive Committee are obligate to implement this policy. They will:  

• Advise parties of the process and legal parameters
• Facilitate communication between parties with a view to resolving conflict
• Ensure the process is followed within the prescribed time frame
• Arrange for investigation, mediation or expertise as required
• Coordinate the follow up actions
• Maintain original copies of all documentation pertaining to the resolution of differences
• Educate employees, directors, and volunteers on the application of this policy

10.04  Process 

Situations in which there has been an accusation of harassment are extremely sensitive and often 
complex. At all times, the emotional and physical safety of the complainant is paramount. The 
following process should be followed: 

Complaint Received by President/Executive Committee>Mediate and/or 
Investigate>Action>Appeal 

Complaint: In order to make an official complaint, a complainant should report the incident to the 
President/Executive Committee. When the President/Executive Committee receives any complaint, 
there are three possible actions:  

1. No action. The behavior is not found to be harassment, and the complainant agrees
2. Resolve: If the harassment is subtle or mild and the complainant agrees, the complaint is 

resolved informally
3. Refer: If the complaint represents moderate or severe harassment or if the incident 

involves an abuse of power, then the complaint is referred to mediation, investigation or, 
in extreme circumstance, the police.

Mediate 
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The alleged harasser will be advised of the complaint. A mediator will be chosen by the 
President/Executive Committee, and confirmed provided the parties to the complaint agree. In 
the case where there is no agreement, alternative names will be considered. Mediation shall take 
place and the situation is resolved to the satisfaction of both parties. If no agreement for either a 
name or process is secured, the case is referred to investigation. 

Investigate 

If a complaint remains unresolved, an investigator is chosen. 

The investigator will conduct a thorough and unbiased investigation and provide a written report, 
including recommendations for action. The President/Executive Committee will make a decision 
as to the appropriate action following review of the recommendation. 

Action 

When considering appropriate action, the President/Executive Committee will consider the 
evidence, the nature of the harassment, whether physical contact was involved, whether the 
situation was isolated, and whether there was an abuse of power.  

Actions may include: 

• Verbal or written apologies
• A letter or reprimand or suspension
• A referral to counseling
• Sensitivity training
• Removal from the board or termination
• Referral to police or other legal authorities
• Other sanctions

Appeal 

Either the complainant or alleged harasser may, within thirty (30) days of being notified of the 
action, submit an appeal, in writing to the President/Executive Committee.  In the event that the 
President/Executive Committee determines that further investigation is required, any additional 
finding shall be disclosed to the parties, who will be provided with an opportunity respond. The 
President/Executive Committee will then review the record and determine whether or not a 
violation of the policy has occurred.  

Confidentiality 

Complaints of harassment will be received and investigated in a confidential manner in 
accordance with the procedures, including prescribing corrective action. Information that must be 
shared will be disclosed on a need-to-know basis. Investigative reports and substance of 
meetings will be protected from disclosure to third parties, except where required for legal 
reasons.  

No investigation information is to be kept on the employee/director/ volunteer’s personnel file 
with the exception of official disciplinary/termination papers. Proven allegations of harassment or 
sexual harassment, including disciplinary action taken shall be documented and form part of the 
employee/director/volunteer’s permanent record.  

Disciplinary Action 



16 | P a g e  
 

Harassment is a serious offence. If an accusation is substantiated, the harasser will be subject to 
immediate disciplinary action. Intentionally accusing someone of harassment, known to be false, 
is a serious offence and is subject to disciplinary action.  

Any interference with the conduct of an investigation, or retaliation against a complainant, 
respondent or witness, may itself result in disciplinary action.  

Where the conduct involves, or may involve criminal activity, the Jourdanton Education 
Foundation reserves the right to invoke criminal charges.  
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