WHISTLEBLOWER

POLICY NUMBER: HR-19
Effective Date: 2025-11-12
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1. Purpose

At Friends of Ruby (FoR), our strength is built on a foundation of trust, integrity, and mutual
care. This Whistleblower Policy exists to uphold these values by providing a safe, confidential,
and supportive channel for all Team Members to voice serious concerns about workplace
practices. Our goal is to foster a culture of openness where everyone feels empowered to help
us improve and uphold our ethical commitments, without fear of negative consequences.

2. Scope & Audience
2.1 Who This Policy Is For

This policy is a resource for our entire community. The term "Team Members" includes
everyone engaged with Friends of Ruby: employees (full-time, part-time, relief, and contract),
independent contractors, board members, volunteers, students, youth participants, donors,
and partners.

2.2 When to Use This Policy: Identifying Serious Concerns

This policy is designed to report significant concerns that affect the integrity and safety of our
organization and that can present a risk to the public interest. It is reserved for the most serious
issues, which we identify as those that involve a major breach of ethics or law, pose a significant
risk to safety, have a widespread impact, or are being deliberately concealed.

To determine if your concern is appropriate for this policy, please review the following
categories and criteria.

e Financial or Legal Integrity: Concerns about fraud, corruption, or violations of law.

o Example: A staff member becomes aware that grant funds are being deliberately
misallocated for unauthorized personal expenses.

e Ethical Practices: Actions that violate our core values or ethical codes.

o Example: An employee observes a board member using confidential information for
personal advantage.

e Safety & Well-being: Situations that systematically pose a danger to the health or safety
of any person.

o Example: A youth report that critical safety protocols in the residence are being
consistently ignored, creating a risk of harm.

e Systemic Issues: The deliberate concealing of any of the above matters.

o Example: A student on placement overhears a manager instructing a team not to
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document recurring safety hazards.
2.2.1 Identifying Severity: Is This a Whistleblower Concern?

This policy is reserved for the most serious concerns that threaten our organization's integrity,
safety, and mission. To help you determine if your concern is severe enough for this policy,
consider the following questions:

A concern is likely severe and appropriate for this policy if it:

¢ Involves a serious legal, ethical, or financial breach (e.g., fraud, corruption, violation of
law).

e Poses a significant risk to public safety or the well-being of an individual or group.

e Has a widespread or systemic impact on the organization or our community.

e Is being deliberately concealed from appropriate authorities.

Example of a High-Severity Concern:

A volunteer overhears a manager instructing a staff member to falsify safety inspection reports
for the youth residence to avoid a potential funding audit. The volunteer is concerned that this
creates a direct safety risk for youth and involves a deliberate attempt to deceive funders.

Why it's severe: This concern involves a potential breach of law, a serious risk to safety, a
violation of ethical standards, and an attempt at concealment. It is a protected disclosure under
this Whistleblower Policy.

Your Comfort and Confidence Matter

Please come forward with any concern that you feel threatens our organization's integrity,
safety, or mission. We are here to listen, whether you are seeking clarity or are ready to make a
formal report. Please do not let uncertainty prevent you from coming forward. Our leadership
team and board members are here to provide confidential guidance and support, without
judgment.

You are welcome to contact any of the individuals listed in the "How to Raise a Concern"
(section 4) for a confidential conversation to discuss your situation. They can help you
understand your options and navigate the most appropriate and supportive path forward,
whether that leads to a formal report under this policy or another resolution channel.

For other matters, such as interpersonal conflicts, routine employment grievances, or feedback
on program quality, we encourage you to use the supportive resources listed in the "Other
Avenues for Support" section below (2.3).
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2.3 Other Avenues for Support

This policy is not the right channel for every concern. For grievance matters, we encourage you
to use these supportive resources:

Interpersonal Conflicts: For disagreements or communication issues, our Employee
Complaint & Conflict Resolution Policy and our Complaints and Appeals Procedure for
Non-Friends of Ruby Employees offer a path for dialogue and mediation.

Program Feedback: Concerns about the quality of services can be shared through
specific feedback channels.

Personal Grievances: Individual employment matters, like workload or scheduling, are
best discussed directly with your manager or HR.

3. Definitions

Raising a Concern: The act of speaking up about a serious issue to protect our
community and mission.

Good Faith: Coming forward with an honest belief that the concern is true, aiming to
help, not to harm. We protect and value those who speak up in good faith, even if an
investigation does not confirm all details.

Our Confidentiality and No-Retaliation Promise: FoR is unconditionally committed to
protecting anyone who raises a concern in good faith. Retaliation—such as exclusion,
hostility, or unfair treatment—is unacceptable and will be addressed seriously to
support and protect the individual who spoke up.

Restorative Approach: When a concern is validated, our focus is on addressing the
harm, learning from the situation, and repairing trust, through methods like facilitated
dialogue, training, or process improvements.

4. How to Raise a Concern: Finding the Right Support

We encourage you to share your concern with a trusted contact from the options below. Our
goal is to ensure you feel heard and supported, and that your concern reaches to the person
best equipped to help.

If you are a Friends of Ruby Employee:

You can share the Form and raise your concern with your direct manager, any Senior Director,
or any of the following designated contacts who you feel comfortable with:

The Human Resources department

The Director of IDEA (Inclusion, Diversity, Equity, and Access) & Organizational Culture
A Senior Director in a different department from your own

The Executive Director

A Board Member
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For All Other Valued Team Members:

This includes Independent Contractors, Youth, Volunteers, Students, Donors, Board Members,
and Community Partners. We want to connect you with the most appropriate support from the
start.

If you are unsure who to contact or would like guidance, we encourage you to reach out to a
FoR staff member or leader you trust. For more direct support, please see the contacts below,
organized by the nature of your concern:

For concerns related to Drop-In, Case Management, Intake, or Counselling Services:
e Please contact the Youth Services Manager
For concerns related to our Housing programs:

e Please contact the Senior Manager, Housing
e For concerns as a Volunteer, Visitor, or Community Partner:
e Please contact the Senior Manager of Programs and Community Partnerships,

Escalation to Senior Leadership

If your concern involves the areas above and you prefer to escalate it directly to our Senior
Leadership Team, you can reach out to:

e Senior Director of Youth Services

e Director of Mental Health and Youth Services

e Director of Organizational Culture, IDEA & Accessibility
e Executive Director

5. Anonymous Reporting

Your safety and comfort are important to us. We understand that in certain circumstances, you
may need to report an issue without revealing your identity.

We encourage you to share your name, if possible, as it enables a more comprehensive
investigation and allows us to update you directly. However, we are committed to reviewing
every anonymous report we receive.

Please understand that without a way to contact you, our investigation might be constrained,
but we will act on the information to the best of our ability.

If you require the highest level of confidentiality, you can submit a complaint without any
digital footprint:

e How: Print, complete (without identifying information), and deposit the official
complaint form in the secure HR drop-box.

o Please provide as much detail as you can, such as: "On [Date], | witnessed
[Name/Title] and [Vendor Name] discussing a 'kickback' in exchange for a contract in
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the main office. | believe this is unethical.”" The more specific information we have,
the better we can address the situation.

Locations:

o 70 Richmond: 4th Floor by the do not disturb zone.
o The House: 1st Floor in the multipurpose room.

Process: The drop-box is reviewed every two weeks by a dedicated HR representative.
This process is designed to protect your identity completely.

6. What to Expect: The Review Process

Our process is designed to be fair, thorough, and respectful to all involved.

We Will Acknowledge You: If you provide your name, we will acknowledge your report
within 3 business days to let you know it has been received.

We Will Assess Fairly: We will conduct a preliminary assessment to understand the
concern which we aim to complete within 5 business days.

We Will Investigate Thoughtfully: If a formal review is needed, a neutral party will be
assigned to investigate the matter confidentially. We aim to complete this within 30
business days and will keep you updated if it takes longer.

We Will Share What We Can: You will receive a summary of the outcome, respecting the
privacy and confidentiality of all individuals. Our goal is to be transparent about the
findings and any steps we are taking to resolve the issue.

6.1 Protection & Support

Your courage in speaking up is vital to our community. We promise:

Protection from Retaliation: We will take all reasonable steps to ensure you are
supported and protected from any form of negative response for raising a concern in
good faith.

Confidentiality: Your report and identity will be shared only with those who need to
know to review and address the situation.

Supportive Environment: If you experience any discomfort or feel unsupported after
making a report, we encourage you to contact the Executive Director immediately. We
are here to help.

7. Working Together in Good Faith

This policy is built on a foundation of trust and our shared responsibility to uphold FoR's values.
We ask that you come forward with honest intentions to help us maintain a safe and ethical
environment.

While this policy is designed to be a protective and supportive tool, we must all use it
responsibly. Making a report that is knowingly untrue or malicious can damage trust and harm
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our community. In such rare instances, our focus will be on a restorative and educational
response to rebuild understanding and trust.

8. Accessibility Statement

Friends of Ruby is committed to creating an inclusive and accessible environment for everyone.

If you require this policy in an alternative format or need support to use this process, please
contact the Director of IDEA and Organizational Culture at: accessibility@friendsofruby.ca

9. Questions?

If you are unsure whether to make a report or have questions about this policy, we are here to
talk it through. Please contact the Human Resources Manager at
humanresources@friendsofruby.ca for a confidential conversation.

10. Acknowledgement & Agreement

By engaging with Friends of Ruby, | acknowledge that | have been made aware of and
understand the Whistleblower Policy. | recognize my role in upholding our shared commitment
to a safe, ethical, and transparent environment. | agree to bring forward any concerns
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responsibly and in good faith, and | understand FoR's unwavering commitment to protecting
those who speak up and to addressing all reports with fairness, confidentiality, and care.

Employee Sign-Off
Name

Signature

Date

Please submit this signed acknowledgment to Human Resources to be placed in your personnel
file.
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