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POLICY:
East Mountain High School is committed to protecting the school from fraud, misuse, misappropriation, misconduct or other irregularities.  All employees are encouraged to report any suspicious, irregular, unethical or illegal behavior involving employees, stakeholders, consultants, vendors, contractors or other persons or entities with regard to East Mountain High School.  East Mountain High School will not retaliate against employees who in good faith express their reasonable concerns about unlawful use or misuse of, or about other misconduct or irregularities, when reported to the appropriate school authority.



PROCEDURES:

Management and stakeholders of East Mountain High School are responsible for detection and prevention of fraud, misappropriations, misuse, misconduct, and other irregularities with respect to East Mountain High School.
Examples of possible fraud, misappropriation, misuse, misconduct or other irregularities may include, but are not limited to, the following:
· Forgery, alteration, or theft of a check, bank draft, or any other financial document;

· Misappropriation of funds, equipment, supplies, or other assets;

· Improperly handling or reporting of money or financial transactions;
· Submittal of false claims for comp time, flex time, overtime, leave, or expense reimbursement;

· Disclosing confidential school information to outside parties;

· Falsely representing or acting on behalf of the school without authorization;

· Representing an activity as school-sponsored when it is not;

· Using confidential school information for an outside business activity;

· Using school facilities, equipment, or materials for non-school activities;

· Removing school equipment without following proper check out procedures;
· The personal use of school supplies or equipment without proper authorization;

· Accepting or seeking anything of material value from contractors, vendors, or persons providing services, material,or equipment to the school;

· Destroying, removing or inappropriately using school records, furniture, fixtures or equipment;
· Personal retention of materials, equipment or supplies purchased with school or grant funds without proper authorization;

· Misrepresentation of experience or qualifications on application(s) for employment, grants, or awards; or
· Improper conduct or interaction with students, staff members, parents, or governing council members.

Each department shall have a check and balance procedure with supervision oversight, including a check-out procedure for the use of school property, equipment and material.

Reporting procedure:

1. Any school employee who suspects fraud, misuse, misappropriation, misconduct or other irregularity with respect to the school shall file an incident report with the Assistant Principal describing the incident. The report may be anomyous. If the employee is unable or unwilling to make the report to the Assistant Principal, or if the report is about the Assistant Principal, the employee may make the report to the Principal who shall follow the procedures below, or if the report involves the Principal, to the Chair of the Governing Council.

2. A person who in good faith submits an incident report pursuant to these procedures shall not be retaliated or discriminated against in any manner or discharged because s/he has submitted that report. 

3. The Assistant Principal or designee shall investigate such incident as soon as reasonably feasible, and report to the Principal on action taken in response to the reported incident.The investigation will include interviewing the individual submitting the report, the alleged perpetrator, witnesses, and those having information regarding the matter. Where the report is appropriately made directly to the Governing Council Chair, the Chair will designate one or more members to conduct the investigation as set forth above, and report back to the Chair on the investigation and recommended action or resolution, if any. If the complainant or the employee who is the subject of the incident report is not satisfied with the recommended action or resolution, they may follow Steps II and IIII of the Grievance Adjustment Procedures of Policy G-113.
4. The Assistant Principal shall maintain a permanent file of such incident reports.
5. Confidentiality will be maintained to the extent reasonably feasible. The reporting individual should not contact the suspected individual in an effort to determine facts or demand restitution, nor discuss the facts, suspicions, or allegations with anyone unless specifically asked to do so by the Assistant Principal or Principal. Neither the incident report nor the investigation should be disclosed or discussed with anyone other than those who have a legitimate need to know, in order to avoid damaging the reputation of persons involved in the incident.
6. In determining whether the alleged conduct constitutes fraud, misuse, misappropriation, or misconduct, the Assistant Principal, Principal, or Governing Council will investigate the totality of the circumstances, the nature of the conduct, and the context in which the alleged conduct occurred.
7. The Principal will take corrective action against any employee found to have engaged in fraud, misuse or misappropriation of school assets or resources, or other unethical or illegal conduct including, but not limited to, warning, reprimand, suspension, termination, or discharge, subject to applicable procedural requirements. The Governing Council will take corrective action, if warranted, against the Principal. 
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