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Introduction
Woord en Daad works from a Biblical perspective on sustainable change for people in poverty. We connect people, organizations, companies and local partners from all sectors to jointly create hope and new opportunities and to work for a decent life for everyone. In doing so, we act on the basis of our Christian core values, such as co-responsibility and respect for our fellow human beings who are created in God’s image. We want to treat each other and our resources in an equal and careful manner. In that context, an integrity policy has been drawn up that this regulation is a part of.

Integrity policy and the whistleblower policy
The integrity policy focuses on preventing non-ethical conduct and ensuring ethical behaviour. However, it cannot exclude every conceivable form of dishonest conduct. Woord en Daad therefore strives to realise a safe and open climate in which everybody involved in its work can and dares to raise concerns about non-ethical behaviour.

Before the parties involved use this procedure, it is desirable that complaints or issues are raised via the confidential adviser or the Executive Board (through the internal complaints procedure). Matters can also be raised via the Works Council. If this is done at an early stage, looming abuses can be addressed and resolved promptly. However, situations may arise where someone is forced to report an abuse as a whistleblower. This regulation describes how the whistleblower can report an abuse if internal procedures offer insufficient room for it. This concerns suspicions of work-related abuses that have major social consequences and that take place under the responsibility of Woord en Daad.

When does work-related abuse occur?
There is a work-related abuse if dangerous, immoral or illegal practices occur under the responsibility of Woord en Daad, which could have major social consequences. This concerns matters that go beyond the level of one or more personal cases. The law states that it concerns:
· (Imminent) violation of a legal provision, including an actual or imminent criminal offence;
· (Imminent) threat to public health;
· (Imminent) threat to the safety of persons;
· (Imminent) threat to the environment;
· (Imminent) threat to the proper functioning of the organization as a result of improper conduct or omission;
· (Imminent) violation of rules other than a legal regulation;
· (Imminent) waste of government funds;
· (Threat of) deliberately withholding, destroying or manipulating information about the aforementioned matters.
This concerns general formulations that must be applied in the context of Woord en Daad to assess whether there is actually (a suspicion of) serious misconduct.

Who can make a report?
Anyone who comes into contact (or has come) in the context of his or her work with a suspicion of wrongdoing within Woord en Daad can make a report on the basis of this regulation. This includes: employees, volunteers, trainees, contractors, suppliers, etc. 
This regulation offers legal protection and confidentiality to the whistleblower who believes that his or her position in the organization is at stake if it becomes known that he or she is the person who has raised a serious abuse. A whistleblower deliberately violates the norm (of loyalty, secrecy and solidarity) to serve a higher norm (the need to prevent serious misconduct).

When can a report be made?
In general, before a report is made on the basis of the whistleblower policy, existing (complaint) procedures are first used to enable the organization to put its own house in order. Only if this cannot reasonably be expected of the reporter can a report be made immediately based on this regulation. The reporter must be able to indicate to a sufficient extent what his suspicion of wrongdoing is based on. There must be a reasonable suspicion that the reporter can substantiate on the basis of facts: a person or organization cannot simply be accused.
If a person involved feels compelled to raise a suspicion of wrongdoing as a whistleblower, Woord en Daad assumes that he or she does this in the interests of the organization and in the wider social interest. The report will contribute to improving the organization and correcting the misconduct whereby the damage for the person reporting and the organization is limited as much as possible.

Who can a report be submitted to?
Within Woord en Daad a report can be made to the following people:
1. Board of Directors (as a manager / senior manager);
2. Confidential counsellor (specifically charged with integrity matters);
3. Integrity expert (who is the first point of contact for issues in the field of integrity).

· The whistleblower can choose to report confidentially. This means that he or she can agree with the confidential adviser that his or her identity will be protected.
· If the whistleblower wishes to report anonymously, he or she can send an e-mail to speakup@woordendaad.nl. Anonymous reports are processed, but can be difficult to investigate. No hearing and rebuttal are possible, feedback cannot be given to the reporter, and protection against whistleblower harm is not possible.
· Regardless of who the report is made to, the report ends up as quickly as possible with the Board of Directors, which decides whether or not to investigate the report further. When the Board of Directors itself plays a role in the suspicion of an abuse, the report is passed on to the chairman of the Supervisory Board who decides whether or not the report should be further investigated.

Whistleblower rights if a report is made
When the whistleblower decides to make a report, that is a big step. For whistleblowers, the following applies to both internal and external reports:
· Woord en Daad treats the report and the identity of the whistleblower confidentially;
· The whistleblower can obtain information, advice and support internally (e.g. from the integrity counsellor) or externally (e.g. from an adviser from the Dutch Whistleblowers Authority. The adviser can, among other things, advise the whistleblower on the steps to be taken and can assess whether there is a suspicion of abuse.
· If the whistleblower makes the report in the correct manner, he has the right to protection against harm (e.g. transfer or demotion). The whistleblower is not treated differently than if he or she had not made the report.
· If the report relates to the actions of a Woord en Daad employee, the employee also has the right to protection against harm during the investigation.
· If the whistleblower or the person to whom the report relates feels harmed, he can report this internally. It is also possible to request a treatment investigation (externally).

Procedure for internal reporting by whistleblower
1. The whistleblower makes an oral or written report to one of the persons mentioned.
2. The whistleblower will receive a confirmation of receipt of the report within 24 hours. It states which follow-up steps the whistleblower can expect from Woord en Daad.
3. If the report is made orally, the recipient of the report will ensure that it is recorded in writing. The recipient verifies with the whistleblower whether the report has been properly recorded in writing. If desired, the whistleblower can adjust the wording of the report.
4. The report will then be signed and dated by the whistleblower and the receiver of the report.
5. If the report is made to someone other than the Board of Directors, the recipient of the report immediately informs the Board of Directors about the report received. The recipient and the whistleblower determine in consultation whether the identity of the whistleblower will remain anonymous.
6. If the Board of Directors itself plays a role in the suspicion of abuse, the report will be forwarded to the chairman of the Supervisory Board who will decide whether or not the report should be investigated further.
7. After the report has become known to the Executive Board, it will decide within 48 hours on whether or not the report should be further investigated. The Board of Directors can call on specific (external) expertise from third parties to reach a carefully considered decision about this. However, no information is provided to third parties without prior permission from the whistleblower. When providing information, the identity of the whistleblower will not be mentioned, and the information will be provided in such a way that anonymity is guaranteed as much as possible.
8. If the Board of Directors decides to investigate the report further, the whistleblower will be informed. It will also specify the period within which the investigation will be completed. Woord en Daad strives to complete the investigation within two to four weeks. If the specified period is not met, the whistleblower will be informed. The set period can be extended once by two weeks. When the situation demands, the Board of Directors will take emergency measures.
9. If the report is investigated further, the right to be heard will be applied to all people involved.
10. Depending on the nature and subject matter of the report, the Board of Directors may involve external parties / third parties in investigating the report, including a legal adviser or a specialist on specific topics.
11. After completion of the investigation, the Board of Directors informs the whistleblower, the recipient of the report and possibly the person whom the report relates to about the outcome of the investigation in writing. Depending on the results/conclusions, they are also informed about the follow-up steps and actions decided by the Board of Directors.
12. If the whistleblower is of the opinion that sufficient and adequate action has been taken, the case described in the report will be considered resolved. The Board of Directors informs the whistleblower in writing about the handling of the report, whereby the whistleblower is asked to inform the Board of Directors whether he or she believes that the report has been dealt with sufficiently and adequately.
13. If the whistleblower is of the opinion that the report has not been or has not been sufficiently addressed and/or insufficient action has been taken based on the conclusions of the investigation, then he or she may decide to make a report externally. 

When can an external report be made?
The premise is that the whistleblower should always first report internally if an abuse is suspected so that Woord en Daad has the opportunity to resolve the suspected abuse itself. Only after that an external report can be made. In some cases, external reports can be made immediately:
· If the highest responsible person in the organization is involved in the abuse;
· If the whistleblower cannot reasonably be expected to first report internally, because;
· Immediate danger is imminent, whereby a compelling and urgent social interest requires immediate external reporting;
· A situation occurs in which the parties involved can reasonably be afraid of countermeasures as a result of an internal report;
· There is a clear threat of embezzlement or destruction of evidence;
· The whistleblower has a legal duty or authority to immediately report externally.
· In addition, the whistleblower can report externally if, after having carefully completed the procedure with an internal report, he or she is of the opinion that the abuse has not been solved or has not been sufficiently resolved.

Procedure for external reporting by whistleblower
1. The reporter makes an external report to an external body, for example:
a. A body charged with the investigation of criminal offences;
b. A body responsible for monitoring compliance with legal requirements;
c. A body that is authorized to do so and where the suspicion of misconduct can be reported;
d. The Dutch Whistleblowers Authority insofar as the whistleblower works at Woord en Daad.
2. If the public interest weighs so heavily, the whistleblower can also make the external report to a third party who is able to remedy the suspected wrongdoing.
3. When reporting externally, the whistleblower takes into account, on the one hand, the effectiveness with which this external party can intervene and on the other hand, the interest of the organization to minimize the damage caused by an external report. This implies that the whistleblower pays due attention to diligence and confidentiality in the case of an external report.
4. The greater the expected damage for Woord en Daad as a result of the external report, the stronger the suspicion of a serious misconduct must be.



Publication, reporting and evaluation
The whistleblower procedure has been established in consultation with the Works Council and is evaluated annually by its members. The regulation is part of the Handbook Organization of Woord en Daad and can therefore be consulted by all involved.

[bookmark: _Hlk3568962]Other provisions
· This regulation comes into effect on April 1, 2019.
· In those cases not covered by this regulation, the Board of Directors of Woord en Daad decides.
· The Works Council's approval of this procedure was obtained on 14 March 2019




 

