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Governance Policies 

 

Conflict of Interest Policy 

Purpose 

The purpose of this Conflict of Interest Policy is to protect the interests of Refuge International when it is contemplating entering into 

a transaction or arrangement that might benefit the private interest of a board member, officer, employee, or key volunteer. 

Definition 

A conflict of interest may occur when an individual associated with Refuge International has a financial or personal interest that could 

influence decisions made on behalf of the organization. 

Examples may include: 

• Ownership or financial interest in a business working with Refuge International 

• Compensation arrangements with vendors or contractors 

• Family relationships connected to organizational transactions 

Disclosure 

Any director, officer, employee, or key volunteer with a potential conflict of interest must disclose the nature of the interest to the 

Board of Directors. 

Recusal 

After disclosure of the conflict, the interested individual shall leave the discussion and abstain from voting on the matter. 

Board Review 

The Board of Directors will determine whether a conflict exists and whether any proposed transaction is fair and in the best interest of 

the organization. 

Documentation 

The minutes of the board meeting will document any disclosed conflicts and the actions taken by the Board. 

Annual Disclosure 

Each director and officer shall annually acknowledge that they have received, read, and agree to comply with the Refuge International 

Conflict of Interest Policy. 
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Whistleblower Protection Policy 

Purpose 

Refuge International is committed to maintaining the highest standards of ethical conduct and accountability. This policy encourages 

directors, officers, employees, and volunteers to report concerns regarding illegal or unethical activities without fear of retaliation. 

Reporting 

Individuals are encouraged to report concerns regarding: 

• Financial misconduct or fraud 

• Misuse of organizational funds or assets 

• Violations of laws or regulations 

• Unsafe or unethical practices 

Reports may be made to: 

• The Executive Director 

• The Board Chair 

• Any member of the Board of Directors 

Confidentiality 

Reports will be handled confidentially to the extent possible while allowing for proper investigation. 

Protection from Retaliation 

No individual who reports a concern in good faith shall suffer harassment, retaliation, or adverse consequences. 

Anyone who retaliates against a whistleblower may be subject to disciplinary action. 

Investigation 

The Board of Directors will review reported concerns and take appropriate corrective action when necessary. 

 

Document Retention and Destruction Policy 

Purpose 

This policy establishes guidelines for the retention and destruction of Refuge International documents to ensure compliance with legal 

requirements and sound organizational practices. 

Permanent Records 

The following records will be retained permanently: 

• Articles of Incorporation 
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• Bylaws and amendments 

• IRS determination letter 

• Board meeting minutes 

• Major legal and organizational documents 

Seven-Year Retention 

The following records will be retained for at least seven years: 

• IRS Form 990 filings 

• Financial statements 

• Accounting records 

• Contracts and agreements 

Five-Year Retention 

The following records will be retained for at least five years: 

• Employee and volunteer records 

• Grant documentation 

Electronic Records 

Electronic records should be backed up regularly and protected from unauthorized access. 

Destruction of Records 

Documents that have reached the end of their retention period may be destroyed through shredding or secure electronic deletion. 

Suspension of Destruction 

If the organization becomes aware of pending litigation, audit, or investigation, destruction of relevant documents must be suspended 

until the matter is resolved. 

 

Form 990 Board Review Policy 

Purpose 

Refuge International is committed to transparency and accountability in financial reporting. 

Policy 

Before filing the organization’s annual Form 990 with the Internal Revenue Service, a copy of the completed return will be provided 

to the Board of Directors for review. 

Board members will be given reasonable time to review the document and may provide questions or comments prior to submission. 

Review of Form 990 will be documented in board meeting minutes or through written consent. 
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Harassment, Sexual Harassment, and Misconduct Policy  

Purpose 

 

Refuge International is committed to providing a safe, respectful, and professional environment for all individuals involved in its 

programs. Sexual harassment or misconduct of any kind will not be tolerated. This policy applies to all board members, employees, 

volunteers, contractors, students, and participants involved in Refuge International activities. 

 

Harassment includes verbal, physical, or sexual conduct that creates an intimidating, hostile, or offensive environment. 

Examples may include, but are not limited to: 

 

Verbal Harassment 

• Offensive comments, jokes, or slurs 

• Inappropriate remarks about a person's gender, appearance, or personal characteristics 

• Repeated unwanted communication that creates discomfort or intimidation 

 

Physical Harassment 

• Unwanted physical contact 

• Threatening gestures or intimidation 

• Any physical behavior intended to harm, intimidate, or create fear 

 

Sexual Harassment or Misconduct 

• Unwelcome sexual advances or requests for sexual favors 

• Sexual comments or suggestive remarks 

• Inappropriate touching 

• Displaying sexually explicit materials 

• Any conduct of a sexual nature that interferes with an individual’s participation in Refuge International activities 

 

Applicability 

 

This policy applies to conduct occurring: 

 

• During Refuge International clinics or missions 

• At training sessions or organizational meetings 

• During travel or lodging related to Refuge activities 

• In any setting where individuals are representing Refuge International 

 

Reporting Concerns 

 

Anyone who experiences or witnesses harassment or misconduct is encouraged to report the incident promptly. 

Reports may be made to: 

 

• The Executive Director 

• The Board Chair 

• Any member of the Board of Directors 

 
If the concern involves the Executive Director or leadership, the report should be made directly to a board member. 

Reports may be made verbally or in writing. 

 

Confidentiality 

 

Refuge International will make reasonable efforts to maintain confidentiality while ensuring an appropriate review of the situation. 
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Protection From Retaliation 

 

No individual who reports harassment or participates in an investigation in good faith shall be subject to retaliation. 

Retaliation against individuals who report concerns is strictly prohibited. 

 

Investigation 

 

All reports will be reviewed promptly and fairly. The Board of Directors or designated leadership will investigate the concern and 

determine appropriate action. 

 

Corrective Action 

 

If harassment or misconduct is confirmed, Refuge International may take appropriate action including: 

• Removal from volunteer or program participation 

• Suspension from organizational activities 

• Reporting to appropriate authorities if required 

 

Commitment to Respect 

 

Refuge International expects all individuals involved with the organization to maintain a culture of respect, professionalism, and 

safety for patients, volunteers, and community partners. 

 

 

Public Disclosure Policy 

Purpose 

Refuge International is committed to operating in an open and transparent manner and to providing appropriate organizational 

information to the public. 

Policy 

Refuge International will make the following documents available to the public upon request: 

• IRS Form 990 filings 

• IRS determination letter confirming tax-exempt status 

• Organizational bylaws 

• Governance policies 

These documents will be provided electronically when requested or made available through the organization’s website when 

possible. 

 


	Governance Policies
	Conflict of Interest Policy
	Purpose
	Definition
	Disclosure
	Recusal
	Board Review
	Documentation
	Annual Disclosure

	Whistleblower Protection Policy
	Purpose
	Reporting
	Confidentiality
	Protection from Retaliation
	Investigation

	Document Retention and Destruction Policy
	Purpose
	Permanent Records
	Seven-Year Retention
	Five-Year Retention
	Electronic Records
	Destruction of Records
	Suspension of Destruction

	Form 990 Board Review Policy
	Purpose
	Policy
	Harassment, Sexual Harassment, and Misconduct Policy
	Purpose
	Applicability
	Reporting Concerns
	Confidentiality
	Protection From Retaliation
	Investigation
	Corrective Action
	Commitment to Respect

	Public Disclosure Policy
	Purpose
	Policy


