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A) Policy 

1) The Whistle-Blower policy is intended to cover serious concerns that could have a large impact on Sullivan & Associates, such actions that:

i. May lead to incorrect financial reporting;

ii. Are unlawful;

iii. Are not in line with company policies;

iv. Otherwise amount to serious improper conduct.

 It is the policy of Sullivan & Associates that it will not tolerate harassment, retaliation, or any type of discrimination action against an employee (“whistle-blower”) who makes a good faith complaint about suspected agency or employee violations of the agency’s Code of Ethics or Financial Code of Ethics. Any employee who suffers an adverse personnel action as a result of bringing forth good faith complaints is subject to protection by this policy.

B) Procedure

1) Sullivan & Associates encourages employees to put their names to allegations because appropriate follow-up questions and investigation may not be possible unless the source of the information is known.

2) Concerns expressed anonymously will be investigated, but consideration will be given to:

i. The seriousness of the issue raised

ii. The credibility of the concern

iii. The likelihood of confirming the allegation from attributable sources

3) Every effort will be made to protect the complainant’s identity

4) Harassment or victimization will not be tolerated

5) Employee complaints of alleged retaliation will be promptly addressed and investigated

6) Employees and others may choose any of the following modes of communicating suspected violations of law, policy, or other wrongdoing, as well as any concerns regarding questionable accounting or auditing matters (including deficiencies of internal controls):

i. Report the matter to the agency Compliance Officer (Human Resources Manager, Michelle Roy 413-733-6100 ext 120) and/or;

ii. Report the matter to your immediate supervisor and/or;

iii. Report the matter to the agency President and  CEO, and/or Sr VP, Chief Financial Officer, and/or; Sr VP, Human Resources, and/or; Sr VP Operations, and/or;

iv. Report the matter to the agency’s auditing firm, Lester Halpern & Company, PC,

Whitney Place

14 Balboa Road

Holyoke, MA 01040

7) Any and all complaints of a compliance nature should be brought to the Compliance Officer (Human Resources Manager, Michelle Roy 413-733-6100 ext 120)  immediately

8) Safeguards:

i. Harassment or victimization of the complainant will not be tolerated

ii. Every effort will be made to protect the complainant’s identity

9) Timing:  the earlier the concern is expressed, the easier to take action

i. Initial inquiries will be made to determine whether an investigation is appropriate, and the form that it should take

ii. Some concerns may be resolved by agreed upon action without the need for investigation

10) Evidence: although the employee is not expected to prove the truth of an allegation, the employee needs to demonstrate to the person contacted that there are sufficient grounds for concern

11) How the complaint is handled:

i. The action taken will depend on the nature of the concern.

ii. The Board of Directors receives a report on each complaint and a follow-up report on actions taken.

12) Report to complainant:

i. Acknowledging that the concern was received;

ii. Indicating how the matter was dealt with;

iii. Giving an estimate of the time that it will take for a final response;

iv. Telling them whether initial inquiries have been made;

v. Telling them whether further investigations will follow, and if not, why not.

C) Forms

None

D) Other

Financial Code of Conduct

E) Related Policies

Board of Directors

Ethics

Fraud

Sullivan & Associates reserves the right to modify or amend this policy at any time as it may deem necessary
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