
	

EC3 Board Meeting Minutes 

January 20, 2015 

Present: Jasmine Brown-Moreland (guest), Betsy Clinton (staff), Lauren Gewirtz, Lisa Parker, 
Steve Purchase, Matt Resch, Kerry Roberts, Ryan Roberts (guest), Bryan VanDorn, Lis Weston 
(staff), Stephanie Winslow 

Absent: n/a 

Call to Order: 6:20 p.m. 

Public Comments 
Two guests (Jasmine Brown-Moreland and Ryan Roberts) were attending as prospective Board 
members, having submitted applications after the November 2014 meeting. Board members and 
staff each made introductions and welcomed the guests. 

Old Business 
Steve Purchase briefly reviewed the work of the Board that took place since the November 2014 
meeting. 

 The Executive Committee approved the revisions to the Board Application that were 
presented at the November 2014 Board meeting. The new application is now available on 
EC3’s website. 

 Approval of November 2014 Board Minutes was motioned and supported via e-mail on 
11/20/14 (Winslow/Resch); voting completed on the same day. The minutes passed 
unanimously as presented and are now available on EC3’s website. 

 Approval of the audited financial statements and IRS Form 990 as prepared and 
presented was motioned and supported via e-mail on 12/12/14 (Resch/Parker); voting 
completed on the same day. The audited financial statements and IRS Form 990 passed 
unanimously as presented and will soon be posted on EC3’s website. 

 Approval of the CAUW Notice of Intent to Apply for grant funding in the 2015-17 cycle 
as prepared and presented was motioned and supported via e-mail on 12/15/14 
(Parker/Resch); voting completed on the same day. The Notice of Intent to Apply passed 
unanimously as presented. (EC3 received notification on January 12, 2015, that we did 
not receive the grant awards.) 

Directors’ Report 
 The Directors’ Report is attached to these minutes. Lis Weston presented the report to the 

Board. 
 Discussion about the favorable enrollment projection for the current fiscal year focused 

on possible causes; Lis Weston surmised that the improved economy was the primary 
driver. 

 When reporting on staffing and hiring updates, Lis Weston encouraged Board members 
to visit EC3’s website periodically to review the biographies of new staff members. 

 When reporting on the CACFP update, Lis Weston estimated that when the program is 
fully operational it should provide more than $10,000 per year in reimbursed funds. 
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Committee Reports 

Executive Committee 

 The Executive Committee meeting report is attached to these minutes. Steve Purchase 
presented the report to the Board. 

 During the update on planning for the Board’s strategic retreat, Lis Weston reported that 
neither Nell Kuenmeunch nor Jean Doss were available to facilitate the event. Nell 
provided Lis with several names of people to contact; Lis is also inquiring of her former 
colleagues at Public Sector Consultants. Lis expects to update the committee prior to their 
next meeting (February 3, 2015). 

 When reporting on the Bailey Childcare Center situation, Steve Purchase updated the 
Board on events that had taken place since the committee met. 
 The Bailey parents working group sent a formal proposal to EC3 (through Lis 

Weston) on January 13th, requesting EC3’s transitional management in the event that 
East Lansing approved keeping the center open. 

 Steve Purchase e-mailed the Bailey parents working group on January 20th to express 
his personal and professional concerns, although not speaking for the EC3 Board.  

 Steve’s understanding from other connections was that the City was highly unlikely 
to approve keeping the center open. 

 Steve Purchase distributed the results of the parent survey on Board service to the full 
Board and they briefly reviewed its findings (attached). Lis Weston encouraged Board 
members to engage other parents in conversation about the survey itself, as a starting 
point for getting people to apply for service on the Board. Lis also will approach 
individuals to extend personal invitations. 

Program Committee 

 The Program Committee meeting report is attached to these minutes. Lauren Gewirtz 
presented the report to the Board. 

 During the discussion about the music enrichment program changes, Betsy Clinton 
clarified that the change in vendors would be budget-neutral for EC3. She also assured 
Board members that Tim-the-Music-Man would still be part of EC3’s events, such as the 
auction and concerts. 

 When reporting on the enhancements to EC3’s staff training plan, Lauren Gewirtz 
commended the staff for positive collaboration. She noted that the online training options 
would provide opportunities for peer education as well as individual training. Lis Weston 
commented that EC3’s staff training program is robust, and it should help to attract and 
retain good teachers. 

Development & Marketing Committee 

 The Development & Marketing Committee report is attached to these minutes. Kerry 
Roberts presented the report to the Board. 

 During the discussion about the Grandparent & VIP Appreciation Campaign, Lis Weston 
reported the details about dates and logistics: 
 Teaching staff members are currently collecting names and addresses, which they will 

turn in to the office, along with personalized artwork, by February 6, 2015. 
 Office staff will enter the names and addresses into a database, and then will stamp 

and mail the Valentines during the week of February 9, 2015. 
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 During the discussion about the 2015 auction, Board members discussed whether or not 
to make beer and wine available during this year’s event, since it will be held on a Friday 
(April 17, 2015). The committee will make a recommendation during the February 
planning meeting. 

Finance & Facilities Committee 

 The Finance & Facilities Committee report is attached to these minutes. Lisa Parker 
presented the report to the Board. 

 During the discussion about the proposed Fraud Risk Management Policy, Lis Weston 
explained that this was a necessary document to demonstrate EC3’s commitment to best 
business practices, as recommended during the last several audits. Matt Resch made a 
motion to adopt the Fraud Risk Management Policy as presented; Kerry Roberts 
seconded the motion. The motion passed with unanimous approval. 

New Business/Closed Session 
 Discussion of new Board member prospects: Ryan Roberts and Jasmine Brown-Moreland 

were unanimously approved to join the Board. 
 Discussion about Lis Weston’s performance evaluation. 

Adjourn: 8:05 p.m. 
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DIRECTORS’ REPORT: JANUARY 2015 

Program Update 
 Enrollment patterns for the past three years are shown in the chart below, with the horizontal 

axis placed at our breakeven point. Projections for the current fiscal year are favorable. 

 
We are doing extremely well on enrollment for the next several months. There are no full-time 
spots in the infant program until October, and in the rest of the center there are only a couple 
full-time spots and a few part-time spots. 

 Tour conversion rates are as follows: 
Tours Aug. Sep. Oct. Nov. Dec. Jan. (TD) 

Tours given 8 10 2 8 4 6 
% enrolled 37% 30% 0% 50% 75% 100% 

 

 Our newest full-time teacher in the infant program, Kathy Fairchild, is working out quite well 
so far. 

 We are hiring four (4) new support staff members, and we’re still taking resumes. We’ve also 
re-hired Dalia Luerra-Harris as a support staffer—she moved back to Michigan and has been 
filling in already. 

 Licensing renewal application was submitted at the beginning of this month; we should have 
our renewal inspection sometime before mid-February. 

 CACFP update: We have completed our application with the State of Michigan and have 
gone through record-keeping and menu training. We will train the teachers during the 
February in-service day (February 16th) and begin making claims as soon as we are fully 
approved and able to do so. 
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Finance & Facilities Update 
 Total revenue from the year-end fundraising campaign was nearly $24,000. 

 We are current on payables, and if enrollment stays strong we have a good chance of 
reducing some of our outstanding debt at a faster pace. 

Development & Marketing Update 
 Lis asked for feedback at this month’s staff meeting about the prospective change to staff 

benefits (adding eight (8) hours of PTO each year to be used explicitly for volunteering in the 
community). Staff members were very supportive and happy to have the new benefit. 

 Lis is working on the 2013-2014 annual report (more information in committee reports). 
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Executive Committee Meeting Agenda 

January 6, 2015 
Present: Lauren Gewirtz, Lisa Parker, Steve Purchase, Lis Weston, Stephanie Winslow 

Absent:  

1. Monthly review of Board composition/vacancies: 

 
Begin  End  Officer  Ofc‐Begin  Ofc‐End  Name 

Mar‐14  Feb‐16  Chair  Oct‐14 Sep‐15 Stephen  Purchase 

Dec‐12  Sep‐15 
Vice 
Chair  Oct‐14 Sep‐15 Lauren  Gewirtz 

Oct‐12  Sep‐15  Treasurer Oct‐14 Sep‐15 Lisa  Parker 

Oct‐13  Sep‐15  Secretary  Oct‐14 Sep‐15 Stephanie Winslow 

May‐12  Apr‐16  Kerry  Roberts 

Oct‐13  Sep‐15  Bryan  Van Dorn 

Nov‐09  Sep‐16  Matt  Resch 

 

2. Discussion of two pending applicants (Jasmine Brown-Moreland and Ryan Roberts) and 
plan for next steps. 

a. Steve will initiate a discussion among board members via e-mail about the two 
applicants, to raise any questions or suggestions about their suitability for service. 

b. Lis will invite both applicants to attend the January Board meeting. 

c. Depending on the outcome of the e-mail discussion, Steve will entertain a motion 
at the January Board meeting to add them both to the Board roster. 

 

3. Discussion of content and production plan for 2013-2014 annual report 

a. We will follow a similar format as the previous annual reports, and will include 
introductory letters from both the Executive Director (highlights of past two 
years) and the Board Chair (future direction). 

b. Lis will send a draft of the report (content and pictures, but not formatted) to the 
Board by the end of January, aiming to have the finished product by the end of 
February. 

c. Lis will alert each of the committees about the highlights she intends to feature in 
the report about each of their areas, allowing for their input during the process. 

d. There is no budget to have the report professionally designed and produced this 
time, and we are planning to make it available in a PDF format for easy printing 
and downloading. 

January 2015 Board Minutes: Page 6



	

 

4. Discussion of strategic planning retreat: 

a. We will take an alignment approach to this strategic planning, primarily seeking 
to fine-tune EC3’s existing priorities and strategies (as opposed to a more basic 
approach of evaluating the mission and determining new priorities). This will 
allow EC3 to build on its foundation and ensure a stronger alignment between its 
mission and its resources. 

b. We will engage a facilitator to help with an outside perspective. Lis will ask Nell 
Kuenmeunch if she will assist in this capacity. 

c. We will hold the session someplace other than EC3, preferably at the offices of 
one of the Board members (volunteers needed). It will be on a Saturday in 
February; the specific date will be determined, in part, by the facilitator’s 
availability. 

 

5. Discussion of plan for Executive Director annual performance evaluation 

a. Steve will send the following documents to the ExCom members for their review 
and synthesis: 

i. Last year’s evaluation of Lis 

ii. This year’s peer review of Lis by EC3 staff 

iii. This year’s self-review by Lis 

b. ExCom members will provide feedback to Steve in the form of suggested 
language to include in Lis’s written evaluation, along with any specific goals they 
have for her. Deadline for feedback to Steve: 1/16/15. 

c. Steve will compile the formal, written evaluation based on ExCom member 
feedback and will share it with the full Board in closed session at the 1/20/15 
meeting. 

d. The ExCom will deliver the evaluation to Lis at their next scheduled meeting 
(2/3/15). 

 

6. Update on situation with Bailey Child Care Center since November Board meeting 

a. East Lansing City Council met on 12/9/14 and resolved to “get out of the child 
care business,” promising only to keep Bailey open through June 2015. Allowed 
parent group to continue discussing proposals for transition, to be discussed at the 
January meeting (1/13/15). 

b. Lis met with Bailey parents and director of Early Head Start to discuss whether 
Bailey might be eligible for EHS grant funding soon enough to impact City’s 
decision. Lis also toured the Bailey building. No conclusion was formally drawn 
about the EHS funding, but Lis’s opinion is that they would not be able to meet 
requirements and begin drawing funds in time to make a strong case to the City. 
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c. The Bailey parent group has asked Lis whether EC3 would be willing to take on 
administration of Bailey as an interim measure, so they can present that to the 
City. 

d. Lis replied that EC3’s Board was the authorizing body to make that decision and 
suggested they make a formal proposal, with consideration to what kind of 
administration they wanted (EC3-style or Bailey-style). 

e. The Bailey parent group has not made a proposal, although they are making 
inquiries about EC3’s willingness to make adaptations in its administration if it 
takes over. 

f. Next step: Lis will reply to the parent group that EC3 is standing down until after 
the City Council decision. 

 

7. Review of January’s Board meeting agenda. 
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96.92% 63

3.08% 2

Q1 Are you aware that EC3 is governed by a
volunteer Board of Directors?

Answered: 65 Skipped: 0

Total 65
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EC3 Board Participation Survey - 2015
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61.54% 40

38.46% 25

Q2 Have you ever considered (or would you
consider) applying to serve on the EC3

Board?
Answered: 65 Skipped: 0

Total 65

# Comments Date

1 I'm not sure what is involved, but I might consider applying if help is needed. 1/7/2015 9:18 AM

2 I have considered it but I'm not sure if I have enough time to dedicate to the position. 1/6/2015 10:22 PM

3 Currently serving. Filling this out to improve your response rate. 1/6/2015 7:21 PM

4 I would be interested, if I had the time in my schedule. That's not right now, but I would definitely be open to it
later on.

1/6/2015 6:53 PM

5 My child starts very soon, so I'm too new of a family member 1/6/2015 5:29 PM

6 Not at this time but possible in future years. 1/6/2015 3:56 PM

7 I'm a brand new parent to the school, so very unfamiliar still. But I would be willing to participate. 1/6/2015 3:52 PM

8 I already sit on another board and have limited time. 1/6/2015 3:23 PM

9 Just don't have the time to commit to it at this time 1/6/2015 2:44 PM

10 Currently I do not have the time to commit to the board. However; it would be great if there was some type of
suggestion portal where parents could electronically submit suggestions, even abibtniys suggestions.

1/6/2015 2:17 PM

11 My spouse currently serves on the Board so I probably wouldn't volunteer until his service was up! 1/6/2015 2:14 PM

12 Current lack of time 1/6/2015 2:14 PM

Yes

No

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer Choices Responses

Yes

No

2 / 5

EC3 Board Participation Survey - 2015
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34.92% 22

71.43% 45

7.94% 5

17.46% 11

17.46% 11

Q3 What are some of the barriers to your
applying to serve on EC3's Board? (Check

all that apply.)
Answered: 63 Skipped: 2

Total Respondents: 63  

# Other (please specify) Date

1 Time is not a great excuse, as I know ALL parents are busy, but I don't feel I have the time I'd like to devote to it
at this point in our lives. Possibly in the future.

1/9/2015 9:27 AM

2 I do not like fundraising and I especially dislike asking friends and family for money. 1/7/2015 10:33 AM

3 My wife represents the entirety of our household on the Board. 1/7/2015 10:28 AM

4 I'm already on the board 1/7/2015 8:37 AM

5 NA 1/6/2015 7:21 PM

6 Not sure what the roles are now. Things have changed since the last time. 1/6/2015 3:51 PM

7 I am not the "go along to get along" type and I prefer to keep things with my kids' teachers & administrators (as
well as the other parents) civil. :)

1/6/2015 3:38 PM

I don't know
what's invol...

I don't have
enough spare...

I don't have
the right...

I would rather
be personall...

Other (please
specify)

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Answer Choices Responses

I don't know what's involved or required to serve on the Board.

I don't have enough spare time.

I don't have the right skills.

I would rather be personally invited than send in a "cold" application.

Other (please specify)

3 / 5

EC3 Board Participation Survey - 2015
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8 I have already served and although I would be willing to serve again, I think it is important to get others involved
and have new ideas.

1/6/2015 3:33 PM

9 Tuesdays don't work for me. Also my son is in his last year at ec3 1/6/2015 2:29 PM

10 I do not want to do fundraising. I know that raising funds is vital and a key activity of the members. I love to
strategize and plan, but not ask people for money, so this is why I don't think I'd be a good fit.

1/6/2015 2:19 PM

11 Child enrolled at EC3 is a foster child and not sure how long she'll be in our home, so I might no longer have a
child enrolled and don't want to only serve for a short time.

1/6/2015 2:16 PM

4 / 5

EC3 Board Participation Survey - 2015
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75.38% 49

24.62% 16

Q4 Are you aware that EC3 Board meetings
and committee meetings are open to

anyone, not just Board members?
Answered: 65 Skipped: 0

Total 65

Yes

No
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Program Committee Meeting Report 

January 13, 2015 

Attendence: Betsy Clinton, Julie Douglas, Wanda Esch, Lauren Gewirtz, Ada Scott, Bryan Van 
Dorn, Christina Young 

 Review Strategic Plan: Committee reviewed the four vision areas, and the goals, tactics and 
evidence that supports each goal.  Recommendations for modifying the plan were shared. 

 Music Enrichment Program:  During a brief hiatus from our music enrichment program, 
staff reviewed several music curricula and their goals and objectives, and refined what we 
were looking for in a music enrichment program for early childhood.   After careful 
consideration, it is recommended that we move forward and hire Wanda Degen, a children’s 
musician and instructor, for a six-month trial period, effective as soon as possible. 

  Training plan for 2015:  Discussion about CDAs, online training, and required yearly 
trainings. EC3 has subscribed to a year-long on-line training program from ProSolutions. 
This program provides a cost-effective option for training, which will allow staff to have 
choice and variety, but also allow EC3 to require specific topics be completed by all staff to 
meet regulation requirements. Coursework can be applied towards a CDA as well. 

 “The Quality Challenge” licensing review competition:  Staff will be participating in a fun 
competition to see who knows and follows the many regulations and procedures required by 
licensing, NAEYC, and Great Start. Discussion of incentives, motivators, roll-out issues. 

 

Next meeting is Tuesday, Feb. 10 at 4:30 p.m. 
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Development & Marketing Committee Meeting 
Report 

January 9, 2015 
Present: Matt Resch, Kerry Roberts, Lis Weston 

Absent: Stephanie Winslow 

 Update on plan for “Grandparent & VIP Appreciation Campaign” 
 Lis will brief the staff on this project at this month’s staff meeting and work out the 

specific dates and logistics for mailing; she will report the details at the Board meeting. 
 Campaign will NOT contain a request for funds. 

 

 2013-2014 Annual report: Discussed at this month’s ExCom meeting 
 We will follow a similar format as the previous annual reports, and will include 

introductory letters from both the Executive Director (highlights of past two years) and 
the Board Chair (future direction). 

 Lis will send a draft of the report (content and pictures, but not formatted) to the Board 
by the end of January, aiming to have the finished product by the end of February. 

 There is no budget to have the report professionally designed and produced this time, and 
we are planning to make it available in a PDF format for easy printing and downloading. 

 Lis will alert each of the committees about the highlights she intends to feature in the 
report about each of their areas, allowing for their input during the process. DevMarCom 
highlights: 
 Two successful auction events 
 Raise the Roof campaign success 
 Year-end fundraiser success, including percentage of contributors who were not 

current EC3 families 
 Plans to make development a bigger component of budget and activities 
 

 Initial planning for 2015 Auction: Decisions on major changes based on 2014 survey data 
 Committee recommends moving auction to Friday night (4/17/15); auctioneer Bob Howe 

is available and sending contract 
 Committee recommends keeping it at EC3 with child care, modeled after the 2014 event 

with suggested improvements 
 Early registration 
 Bake sale starts in the morning 
 Silent auction starts in the morning 
 Table rounds with linens 
 Pizza dinner, but served on tables instead of buffet 

 Committee is investigating regulations and options for serving beer and wine 
 Detailed schedules/plans developed at February committee meeting 
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Finance & Facilities Committee Meeting Report 

January 12, 2015 
Present: Lisa Parker, Steve Purchase, Lis Weston 

Absent: n/a 

Summary of Financial Position for First Quarter of FY2014 (Oct-Dec 2014) 
 Budget Performance as of 12/31/14:  
 We were very close to our net budgeted position—only $1,400 off ($4,700 under 

budgeted revenue, $1,300 under budgeted expense). 
 Most numbers with wide variance from budgeted amount can be explained by timing: 

certain expenses and revenues come at specific times of year while the budget assumes a 
steady flow in or out (e.g., tuition revenue is lower in the fall and higher in the summer, 
but the budget treats all months as equal). 

 Statement of Financial Position as of 12/31/14: 
 Current ratio: -0.11 (current assets are too low, current liabilities are too high) 

 Line of credit is the primary source of EC3’s current liabilities: $48,345. 
 Accounts payable has been brought back to current. 
 Current assets show up as negative when we have billed for tuition but not collected it 

(accrual method). 
 Payroll liability reserve payments: In the first quarter, we made 4 out of 7 possible 

transfers. 

Other Finance Matters 
 The committee discussed the upcoming annual report and determined the following areas to 

be notable: 
 Property improvements include the new roof and door replacements. 
 Property improvements also include the painting of all classrooms, with the involvement 

of parent and community volunteers. 
 EC3’s financial framework is becoming grounded in best practices as a result of annual 

audits; even if we still are in a leveraged financial position, we are better prepared to deal 
with it. 

Facility Matters 
 EC3’s fire safety inspection revealed the need for only minor repairs: several interior doors 

needed work to close safely, and fire-stop was needed in a remote area of the upstairs 
conference room. All other citations were program-related (e.g., clearing clutter in the 
classrooms). 

 Steve Purchase will make contact with a window vendor he knows, to begin the process of 
pricing replacement windows around the building. 

Policy Review 
 The committee recommends the attached Fraud Risk Management Policy for the full Board’s 

review and approval by vote.  
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 The policy can be summarized as follows: 
 EC3’s Board, management, and staff will strive to uphold the highest standards with 

respect to financial and business matters. Therefore, EC3 will not tolerate fraud. 
 Any suspected fraud must be reported to the Executive Director and/or the Treasurer, 

who will then be responsible for investigation; the complainant will be protected by 
EC3’s Whistleblower Policies. 

 Such a report will be immediately conveyed by the investigation team to the full Board, 
along with the plan for investigation. 

 The process of investigation and resolution depends on the nature of the circumstances, 
but it will proceed with the highest levels of transparency to the full Board while 
maintaining whatever confidentiality is necessary to resolve the matter. 
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Fraud Risk Management Policy 

BACKGROUND 
This fraud policy is established to facilitate the development of controls which will aid in the 
detection and prevention of fraud against Educational Child Care Center (EC3). It is the intent of 
EC3 to promote consistent organizational behavior by providing guidelines and assigning 
responsibility for the development of controls and conduct of investigations. 

SCOPE OF POLICY 
This policy applies to any fraud, or suspected fraud, involving employees as well as Board 
members, consultants, vendors, contractors, outside agencies doing business with employees of 
such agencies, and/or any other parties with a business relationship with EC3. 

Any investigative activity required will be conducted without regard to the suspected 
wrongdoer’s length of service, position/title, or relationship to EC3. 

POLICY 
EC3’s management is responsible for the detection and prevention of fraud, misappropriations, 
and other inappropriate conduct. Fraud is defined as the intentional, false representation or 
concealment of a material fact for the purpose of inducing another to act upon it to his or her 
injury. Each member of the management team will be familiar with the types of improprieties 
that might occur within his or her area of responsibility, and be alert for any indication of 
irregularity. 

Any fraud that is detected or suspected must be reported immediately to the Executive Director 
and the Treasurer, who coordinate all investigations with law enforcement and other affected 
areas, both internal and external. 

Actions Constituting Fraud 
The terms defalcation, misappropriation, and other fiscal wrongdoings refer to, but are not 
limited to: 

 Any dishonest or fraudulent act 

 Forgery or alteration of any document or account belonging to EC3 

 Forgery or alteration of a check, bank draft, or any other financial document 

 Misappropriation of funds, property, supplies, or other assets 
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 Impropriety in the handling or reporting of money or financial transactions 

 Profiteering as a result of insider knowledge of EC3 activities 

 Disclosing confidential and proprietary information to outside parties 

 Disclosing to other persons securities activities engaged in or contemplated by EC3 

 Accepting or seeking anything of material value from contractors, vendors, or persons 
providing services/materials to EC3 (Exception: Gifts less than $50 in value) 

 Destruction, removal, or inappropriate use of records, furniture, fixtures, and equipment 

 Any similar or related inappropriate conduct 

Other Inappropriate Conduct 
Suspected improprieties concerning an employee’s moral, ethical, or behavioral conduct should 
be resolved using EC3’s performance monitoring policies rather than the fraud risk management 
policy. If there is any question as to whether an action constitutes fraud, contact the Executive 
Director or any Board officer for guidance. 

INVESTIGATION RESPONSIBILITIES 
The Executive Director and Treasurer have the primary responsibility for the investigation of all 
suspected fraudulent acts as defined in the policy. If the investigation substantiates that 
fraudulent activities have occurred, the Executive Director and Treasurer will issue reports to the 
Board of Directors through the Finance and Facilities Committee. 

Decisions to prosecute or refer the examination results to the appropriate law enforcement and/or 
regulatory agencies for independent investigation will be made in conjunction with legal counsel 
and senior management, as will final decisions on disposition of the case. 

CONFIDENTIALITY 
The Executive Director and Board of Directors treat all information received confidentially. Any 
employee who suspects dishonest or fraudulent activity will notify the Executive Director and 
Treasurer immediately, and should not attempt to personally conduct investigations or 
interviews/interrogations related to any suspected fraudulent act (see REPORTING 
PROCEDURE section below). Investigation results will not be disclosed or discussed with 
anyone other than those who have a legitimate need to know. This is important in order to avoid 
damaging the reputations of persons suspected but subsequently found innocent of wrongful 
conduct and to protect EC3 from potential civil liability. 
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AUTHORIZATION FOR INVESTIGATING SUSPECTED FRAUD 
Members of the Investigation Unit (whether internal or external) will have : 

 Free and unrestricted access to all EC3 records and premises, whether owned or rented; and 

 The authority to examine, copy, and/or remove all or any portion of the contents of files, 
desks, cabinets, and other storage facilities on the premises without prior knowledge or 
consent of any individual who may use or have custody of any such items or facilities when 
it is within the scope of their investigation. 

REPORTING PROCEDURES 
Great care must be taken in the investigation of suspected improprieties or wrongdoings so as to 
avoid mistaken accusations or alerting suspected individuals that an investigation is under way. 

An employee or other complainant who discovers or suspects fraudulent activity will contact the 
Executive Director and/or the Treasurer immediately. The Executive Director and/or the 
Treasurer will identify the Investigation Unit (whether internal or external) and make it known to 
the Board of Directors. The employee or other complainant may remain anonymous. All 
inquiries concerning the activity under investigation from the suspected individual, his or her 
attorney or representative, or any other inquirer should be directed to the Investigations Unit. No 
information concerning the status of an investigation will be provided publicly. The proper 
response to any inquiries is: “I am not at liberty to discuss this matter.” Under no circumstances 
should any reference be made to “the allegation,” “the crime,” “the fraud,” “the forgery,” “the 
misappropriation,” or any other specific reference. 

The reporting individual should be informed of the following: 

 Do not contact the suspected individual in an effort to determine facts or demand 
restitution. 

 Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically 
asked to do so by the Investigation Unit. 

TERMINATION OR PROSECUTION 
If an investigation results in a recommendation to terminate or prosecute an individual, the 
recommendation will be reviewed for joint approval by the Executive Director and Board of 
Directors and, if necessary, by outside counsel, before any such action is taken. The Investigation 
Unit does not have the authority to terminate or prosecute an employee.  
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ADMINISTRATION 
The EC3 Board of Directors is responsible for the administration, revision, interpretation, and 
application of this policy. The policy will be reviewed and revised as needed. 

Approved and Adopted on [date] 
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