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POLICY:

Yakima Schools Foundation (YSF or the “Foundation”) is committed to maintaining the highest standards of ethical conduct.  The success of the Foundation depends upon public confidence and support.  Every YSF Board member, employee or authorized representative is expected to read, understand and apply this policy.

CONFIDENTIALITY:

The Foundation respects the privacy of those with whom it deals and will, to the greatest practical extent, protect the confidentiality of information shared, especially the identity of donors.  Grant applications are routinely shared among Board members and staff and with the Yakima School District.  However, as a general practice, information generated by YSF will be shared only with those who have a need to know or as required by law or court order.  This policy extends to both paper and electronic records.

CONFLICT OF INTEREST:

A conflict of interest occurs when a Board member, YSF staff, or authorized representative, or his/her spouse or members of the immediate family, could personally benefit from any Foundation transaction under consideration.  YSF wishes to avoid those situations in which it appears that YSF staff or a Board member or representative has a personal interest in the decision at hand which might interfere with objective decision-making.  

The Foundation recognizes that effective governance and public trust depend upon deliberate, thoughtful and objective decision-making not influenced the financial or personal interests of those making the decision.  This policy applies to all levels of decision-making, including those related to YSF organizational policy, contracting for goods and services, grant making, investment of Foundation funds and similar matters.  

Every Board member, staff or authorized representative of YSF shall disclose any potential conflict of interest when he/she first becomes aware of it.  Disclosure shall be made to the Board President and CEO, and they will make an initial determination whether the perceived conflict should be reported to the full Board.  They may refer the question of a potential conflict to a third person, not associated with YSF, if such referral is necessary and appropriate.  For these purposes, this policy should be read broadly, giving full effect to the concerns described in the preceding paragraph.

The Foundation aspires to maintain the highest level of candor in all professional relationships and to honor the spirit and practice of conflict disclosure.  It is recognized that there may be situations in which a conflicting interest is so far removed from the particular decision-making process that it would not seem to reasonably interfere with objective decision-making.  Nevertheless, the relationship should be disclosed under the procedures described in this policy.

Annual Disclosure:
Board members, the Executive Director and other representatives of YSF requested by the Board President to do so, shall annually complete a Conflict of Interest Statement in the form attached and incorporated herein as Exhibit A.  Disclosure shall include, but not be limited to, any connection with the Yakima School District, and grant requestor and all other Boards of non-profit association upon which the individual serves.

Procedure for Conflicts Disclosure:
Those to whom this policy applies shall immediately disclose to the President of the Board any suspected conflict of interest.  The President will determine the procedure for further action or deliberation.  The individual with the suspected conflict will be excused from any Board deliberations regarding the matter, except disclosure of facts regarding the perceived conflict.  

If the Board President or the Executive Director has a potential conflict, the disclosure shall be made to the Executive Committee, who shall determine how the matter shall be further handled; provided, however, that the matter shall ultimately be disclosed the full Board.

The material facts as to the transaction and the potential conflict of interest shall be fully disclosed before any discussion, vote, or other action is taken regarding the transaction.  If the individual with the conflict does not plan to attend the meeting at which such disclosure would normally occur, the matter shall be reported, in advance of the meeting, to the Board President

If requested, the Board member who has a conflict may provide factual data to the Board or an appropriate committee thereof, but may not attempt to exert his or her personal influence with respect to the matter, either at or outside of the meeting.

An individual found to have a conflict may not participate in any discussion of the merits of the transaction and may not vote regarding any action on the transaction.  If the matter requires discussion at a time the individual is present, he/she shall leave the room prior to any deliberation or vote upon the matter.  If the Chair of the meeting is the one with the conflict, the Vice Chair or designee will preside over the deliberation of the matter.  

The disclosure and ineligibility of any person to vote shall be reflected in the minutes of the meeting.  

CORE VALUES: 
YSF is grounded in steady principles known as the Foundation’s Core Values.  The following Core Values guide the efforts of all board members and staff in support of the YSF mission.

Integrity
Honesty and truth in all matters related to YSF; straightforward discussions among Board members and staff, upright, accountable internal operations; honorable business dealings and factual communication with the donors, grantees and general public.

Civility
Respect for different opinions and cultures, evidenced by: listening with an open mind; presenting a courteous, approachable manner; welcoming diverse viewpoints; maintaining a sense of connectedness with the broader community.

Justice
Impartial decision making, with focus upon what is best for the community, without regard to outside influences or self-service.

ETHICAL PRINCIPLES:
Personal and Professional Integrity:
All YSF representatives (as defined in the Introduction) will conduct themselves in an honest and ethical manner, including the ethical handling of perceived, potential and actual conflicts of interest between Foundation interests and the personal or financial interests of a Foundation representative.

A. Compliance with the Law. It is the Foundation's policy to be knowledgeable of and comply with all applicable laws and regulations of the United States and the states in which it operates in a manner that will reflect a high standard of ethics.  Compliance does not comprise one’s entire ethical responsibility; rather it is a minimum, and an essential condition for adherence to mission and duties.

B.   Professional Standards. It is the Foundation's policy that its representatives be knowledgeable of emerging issues and professional standards in the field and conduct themselves with professional competence, fairness, efficiency and effectiveness.  

D.
Responsibility to Foundation Employees. YSF is committed to treating employees with honesty and respect, and to provide a safe and healthy work environment.  The Foundation fully supports all relevant laws to protect and safeguard the rights and opportunities of all people to seek, obtain, and hold employment without regard to race, religion, gender, sexual orientation, marital status, disability, age, national origin or other protected status. It is the YSF intent to provide an environment free of unlawful harassment and discrimination.
E.
Fundraising and Donor Relations. It is the Foundation's policy that solicitation be respectful of the needs and interests of the donor or potential donor.  The Foundation will take steps to assure that gifts will be used for the purposes for which they were given, and respect the privacy of individual donors and funds.  In fundraising from the public, the Foundation will respect the rights of the donors as follows:

1. To be informed of the mission of the Foundation, the way the resources will be used, and the Foundation's capacity to use donations effectively for their intended purposes;

2. To be informed of the identity of those serving on the Foundation’s governing Board and to expect the Board to exercise prudent judgment in its stewardship responsibilities;

3. To have access to the Foundation’s most recent financial statements;

4. To be assured their gifts will be used for the purposes for which they were given;

5. To receive appropriate acknowledgement and recognition;

6. To be assured that information about their donations is handled with respect and with confidentiality to the extent provided by law;

7. To expect that all relationships with individuals representing organizations of interest to the donor will be professional in nature;

8. To be informed whether those seeking donations are volunteers, employees of the Foundation or hired solicitors;

9. To have the opportunity for their names to be deleted from mailing lists that the Foundation may intend to share; and

10. To feel free to ask questions when making a donation and to receive prompt, truthful and forthright answers.

      
 These ten points are taken from a Donor Bill of Rights, developed by the American Association of Fundraising Counsel, the Association for Healthcare Philanthropy, the Council for the Advancement and Support of Education, and the Association of Fundraising Professionals, and endorsed by the Independent Sector.
F.
Grantmaking.  YSF recognizes that it plays an important role in the community, that its role is sustained by the public trust, and that certain obligations follow from that trust.  The Foundation is committed to basing its work on principles that reflect those obligations.  As such: 

1. YSF deals respectfully with applicants, grantees and donors, as well as those simply seeking information about Foundation programs;

2. YSF is accessible and responds clearly, promptly, and as fairly as possible to requests for information and meetings;

3. YSF makes readily available basic information about programs, funding priorities and application requirements;

4. YSF respects the confidentiality of applicants, grantees and donors and uses discretion in communicating with others about specific organizations and individuals;

5. YSF is thoughtful and purposeful in grantmaking and periodically reviews and evaluates its mission, priorities, policies and practices;

6. YSF recognizes the increasing cultural diversity of the communities it serves and within the limits of its charter seeks to reflect this diversity in grantmaking and in the membership of boards and/or among staff and advisors;

7. YSF adheres to the highest standards of ethical behavior and maintains an appropriate conflict of interest policy for staff and Board members.
G.
Inclusiveness and Diversity. The Foundation strongly values inclusiveness and diversity.  Its staff and Board reflect and benefit from the perspectives of many different segments of the community.

H.
Public Accountability. It is the Foundation's policy to provide comprehensive and timely information to the public and is responsive to reasonable requests for information about the Foundation.  Basic informational data about the Foundation such as the Form 990, audited financial statements and the Foundation’s annual report are available to the public.  All advertisements, publications and collateral materials are to represent the Foundation and its policies and practices.

I.
Accuracy and Retention of Records. The Foundation will create and maintain records that satisfy operational and legal requirements including federal, state, and local laws.  Employees should consult the Foundation’s President for questions related to the Foundation’s document retention guidelines or the proper disposing of a Foundation document or record. Employees may not destroy or alter documents with the intent to impair a document’s integrity or to obstruct or influence the investigation or proper administration of any matter within the jurisdiction of a federal agency.

J. Political Activities.  The Foundation is a tax-exempt charity prohibited from participating or
funding political candidates.  Directors, officers, employees, volunteers, advisors and independent contractors must not use their position with the Foundation to create an appearance that they are speaking in support of or in opposition to a political candidate on behalf of the Foundation.  However, YSF encourages its employees, Board and Board committee members to participate on their own behalf in civic activities.  

K.
Endorsement and Use of the Foundation’s Name. YSF’ s name may not be used by Foundation representatives to endorse or gain support for a cause without express authorization from the YSF President.
ENCOURAGING OPEN COMMUNICATION:
             A.  General Guidelines for Reporting Wrongdoing.

YSF encourages all YSF representatives to report fraudulent, dishonest or illegal conduct or conduct that violates its Code of Business Conduct ("wrongdoing") pursuant to the guidelines set forth in this policy.  The Foundation will investigate possible wrongdoing by Foundation representatives.  The Foundation will take appropriate action against anyone found to have engaged in wrongdoing, including disciplinary action, or civil or criminal prosecution when warranted.

YSF representatives are encouraged to report suspected wrongdoing.  In addition, managers should maintain systems of management controls to detect and deter wrongdoing.  The President is available to assist managers in establishing management systems and controls within each department.

B. Definitions.
Wrongdoing:  fraudulent, dishonest or illegal conduct, or conduct which violates its Code of Business Conduct.  Examples of wrongdoing include, but are not limited to:

1. Forgery or unauthorized alteration or manipulation of documents or computer files;

2. Fraudulent financial reporting;

3. Actions, including pursuit of a benefit or advantage, in violation of YSF’ s conflict of interest policy;

4. Misappropriation or misuse of YSF resources, such as funds, supplies or other assets; 

5.
Authorizing or receiving compensation for goods not received or services not performed; and
6.
Authorizing or receiving compensation for hours not worked.
C. How to Report.
Concerns about possible wrongdoing should be reported immediately.  When someone becomes aware of suspected wrongdoing:

1. Immediately report the matter to President who will notify the Board Chair;

2. Do not discuss the matter with anyone other than the officials listed above or law enforcement as appropriate, and do not contact the person suspected to conduct their own investigation and/or demand restitution;  

3. The Foundation’s Corporate Counsel will be notified when law enforcement or other persons outside the Foundation are involved or informed; 

4. Direct all inquiries from any attorney to the President or Board Chair, who will work with Corporate Counsel as appropriate; and

5. Direct all inquiries from the media to the President.

Reports can be made verbally or in writing.  While no one method is preferred, verbal reporting will allow the person receiving the concern to ask clarifying questions in order to ensure that the concern is fully understood.  If the concern is communicated in writing, care should be taken to describe the concern in detail.  Less than a thorough understanding may impair any investigation.  The Foundation will take precautions so as to not unnecessarily disclose the identity of the person making a report, although some disclosure may be needed to investigate a matter.  A person may elect to send a written report without identifying himself/herself to any of the persons listed above via mail, hand delivery or other delivery method.

D. Investigation and Resolution Guidelines.
The President will work with appropriate persons to coordinate an investigation of a report.  Those reporting and/or investigating reports of wrongdoing should take care to provide prompt, detailed and accurate information, but at the same time avoid:

1. Premature notice to persons suspected of wrongdoing and/or disclosure of suspected wrongdoing to others not involved with the investigation;

2. Violation of a person’s rights under the law; or

3. False allegations made either with the knowledge that they are false or with reckless disregard to their truth or falsity.  

Generally, reports will only be shared with those who have a need to know so that the Foundation can conduct an effective investigation, determine what actions to take based on the results of any such investigation, and in appropriate cases, with law enforcement personnel.

When a report of wrongdoing has been resolved, the Foundation will make reasonable efforts to disclose that fact to the reporting party. The precise information disclosed will depend upon the circumstances, including the nature of the resolution, confidentiality considerations regarding personnel and other matters, protection of others who may have been involved in the investigation, and matters regarding ongoing civil or criminal investigations. The President will provide a summary of the resolution of a report of any financial wrongdoing to the Finance Committee and a summary report of all reported wrongdoing will be provided to the Chair of the Board.

E. Reporting Protection.
Retaliation against another person for making a report of wrongdoing to the persons outlined above or for providing information to law enforcement regarding an activity which that person believes to be wrongdoing is prohibited.  Retaliation includes acts negative to a person, including threats of physical harm, loss of job, punitive work assignments or negative impact on salary, wages or other terms or conditions of employment.  YSF will use its best efforts to protect Foundation representatives making a report of suspected wrongdoing. Anyone making a report who believes that they have been retaliated against may file a written complaint with the President.  Any complaint of retaliation will be promptly investigated and appropriate corrective measures taken if allegations of retaliation are substantiated.

Protection from retaliation is not intended to prohibit management from taking action, in the usual scope of duties, based on and in response to valid performance-related factors.  
F. Contacts.
Questions related to the interpretation of this policy should be directed to the President. 
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