Confidential Disclosure Agreement 
with COAHSI Non Discrimination & Whistleblower Policy
This Agreement is entered into this _______ [date] by and between _____________________ (hereinafter "Recipient") and the Council on the Arts and Humanities for Staten Island with offices at 1000 Richmond Terrace, Staten Island, New York (hereinafter "Discloser").

WHEREAS Discloser possesses certain ideas and information relating to COAHSI Regrant Panels that is confidential and proprietary to Discloser (hereinafter "Confidential Information"); and

WHEREAS the Recipient is willing to receive disclosure of the Confidential Information pursuant to the terms of this Agreement for the purpose of formally acting as a panelist for the COAHSI re-grants;

NOW THEREFORE, in consideration for the mutual undertakings of the Discloser and the Recipient under this Agreement, the parties agree as follows: 

1. Disclosure. Discloser agrees to disclose, and Receiver agrees to receive the Confidential Information.

2. Confidentiality. 

2.1 No Use. Recipient agrees not to use the Confidential Information in any way, or to manufacture or test any product embodying Confidential Information, except for the purpose set forth above. 

2.2 No Disclosure. Recipient agrees to use its best efforts to prevent and protect the Confidential Information, or any part thereof, from disclosure to any person.

2.3 Protection of Secrecy. Recipient agrees to take all steps reasonably necessary to protect the secrecy of the Confidential Information, and to prevent the Confidential Information from falling into the public domain or into the possession of unauthorized persons.

3. Limits on Confidential Information. Confidential Information shall not be deemed proprietary and the Recipient shall have no obligation with respect to such information where the information: 

(a) was known to Recipient prior to receiving any of the Confidential Information from Discloser; 

(b) has become publicly known through no wrongful act of Recipient;

(c) was received by Recipient without breach of this Agreement from a third party without restriction as to the use and disclosure of the information;

(d) was independently developed by Recipient without use of the Confidential Information; or

(e) was ordered to be publicly released by the requirement of a government agency.

4. Ownership of Confidential Information. Recipient agrees that all Confidential Information shall remain the property of Discloser, and that Discloser may use such Confidential Information for any purpose without obligation to Recipient. Nothing contained herein shall be construed as granting or implying any transfer of rights to Recipient in the Confidential Information, or any patents or other intellectual property protecting or relating to the Confidential Information.

5. Term and Termination. The obligations of this Agreement shall be continuing until the Confidential Information disclosed to Recipient is no longer confidential.

6. Survival of Rights and Obligations. This Agreement shall be binding upon, inure to the benefit of, and be enforceable by (a) Discloser, its successors, and assigns; and (b) Recipient, its successors and assigns.
7. COAHSI Volunteer Policy. As part of COAHSI’s policy, all staff, board, and volunteers must abide by the Non-Discrimination & Non-harrassment Policies (Attachment 1) and Procedure and the Statement of Ethics and Whistleblowing Policy (Attachment 2). By signing this Agreement, you also agree that you have read and understand these policies.
IN WITNESS WHEREOF, the parties have executed this agreement effective as of the date first written above.

	DISCLOSER (_____________________) 
	RECIPIENT (_____________________) 

	Signed: ___________________________

 Print Name:_________________________ 
Title: ___________________________

Date: ____________________________

 
	Signed: ______________________________
 Print Name: ___________________________ 
Title: ________________________________ 
Date: ________________________________ 


Attachment 1
NON-DISCRIMINATION AND NON-HARASSMENT 

POLICIES AND PROCEDURE

COAHSI is committed to a work environment in which all individuals are treated with respect and dignity. Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits discriminatory practices, including harassment. Therefore, COAHSI expects that all relationships among persons in the workplace will be business-like and free of bias, prejudice, and harassment.

COAHSI prohibits and will not tolerate any such discrimination or harassment.

I. NON-DISCRIMINATION POLICY

COAHSI is an equal opportunity employer and arts and humanities organization. There shall be no discrimination against any employee, applicant for employment, or any grant-seeking person on any basis prohibited by law, including race, color, national origin, religion, sex, age, veteran status, or disability. This non-discrimination policy applies to all organizational policies and programs and to all terms and conditions of employment, which include (but are not limited to): recruitment, hiring, training, compensation, benefits, promotions, disciplinary actions, and termination.

II. NON-HARASSMENT POLICY

It is COAHSI’s policy that all employees should be able to enjoy and work in an environment free from harassment of any nature. Therefore, harassment based on personal characteristics such as race, color, national origin, religion, gender, sexual orientation, age, veteran status or disability violates this policy.

Definitions of Harassment

a. Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the purposes of this policy, sexual harassment as defined in the Equal Employment Opportunity Commission Guidelines, is unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example: (i) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment; (ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment. Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of the same or different gender. Depending on the circumstances, these behaviors may include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including through e-mail); and other physical, verbal, or visual conduct of a sexual nature. Gender-based harassment (e.g., male manager yells only at female employees and not males) may also constitute discrimination if it is severe or pervasive and directed at employees because of their gender.

b. Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, national origin, age, disability, or any other characteristic protected by law or that of his/her relatives, friends or associates, and that: (i) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (ii) has the purpose or effect of unreasonably interfering with an individual's work performance; or (iii) otherwise adversely affects an individual's employment opportunities.

Conduct that is considered harassment includes, but is not limited to: epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of written or graphic material that denigrates or shows hostility or aversion toward an individual or group (including through e-mail).

Individuals and Conduct Covered

These policies apply to all applicants and employees, and prohibit harassment, discrimination and retaliation whether engaged in by fellow employees, by a supervisor or manager, or by someone not directly connected to COAHSI (e.g., an outside vendor or consultant).

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings, and business related social events.

Retaliation Is Prohibited

COAHSI  prohibits retaliation against any individual who reports discrimination or harassment or participates in an investigation of such reports. Retaliation against an individual for reporting harassment or discrimination, or for participating in an investigation of a claim of harassment or discrimination, is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action.

COMPLAINT PROCEDURE

Reporting an Incident of Harassment, Discrimination or Retaliation

COAHSI strongly urges the reporting of all incidents of discrimination, harassment or retaliation, regardless of the offender's identity or position. Individuals who believe they have experienced conduct that they believe is contrary to COAHSI’s policy or who have concerns about such matters should file their complaints with the Executive Director or with any member of the Board of Directors, before the conduct becomes severe or pervasive. Individuals should not feel obligated to file their complaints with the Executive Director first before bringing the matter to the attention of one of the other designated representatives identified above.

Important Notice to all Employees: Employees who have experienced conduct they believe is contrary to this policy have an obligation to take advantage of this complaint procedure. An employee's failure to fulfill this obligation could affect his or her rights in pursuing legal action. Also, please note, federal, state, and local discrimination laws establish specific time frames for initiating a legal proceeding pursuant to those laws. Early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment. Therefore, COAHSI strongly urges the prompt reporting of complaints or concerns so that rapid and constructive action can be taken.

COAHSI will make every effort to stop alleged harassment before it becomes severe or pervasive, but can only do so with the cooperation of its staff/employees. The availability of this complaint procedure does not preclude individuals who believe they are being subjected to harassing conduct from promptly advising the offender that his or her behavior is unwelcome and requesting that it be discontinued.

The Investigation

Any reported allegations of harassment, discrimination, or retaliation will be investigated promptly, thoroughly and impartially. The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge. Confidentiality will be maintained throughout the investigation process to the extent consistent with adequate investigation and appropriate corrective action.

Responsive Action

Misconduct constituting harassment, discrimination or retaliation will be dealt with promptly and appropriately. Responsive action may include, for example, training, referral to counseling, monitoring of the offender and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay increase, reduction of wages, demotion, reassignment, temporary suspension without pay, or termination, as COAHSI believes appropriate under the circumstances.

If an employee making a complaint does not agree with its resolution, the employee may appeal to COAHSI’s Board of Directors. 

Finally, these policies should not, and may not, be used as a basis for excluding or separating individuals of a particular gender, or any other protected characteristic, from participating in business or work-related social activities or discussions in order to avoid allegations of harassment. The law and the policies of COAHSI prohibit disparate treatment on the basis of sex or any other protected characteristic, with regard to terms, conditions, privileges, and perquisites of employment. The prohibitions against harassment, discrimination, and retaliation are intended to complement and further these policies, not to form the basis of an exception to them.

All employees must sign a statement that they have read and understood these policies. This statement will be kept in the employees’ personnel files.

Attachment 2
Statement of Ethics and Whistle BlowER Policy

General
COAHSI Code of Ethics and Conduct (“Code”) requires directors, officers, employees, and volunteers to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. As employees and representatives of COAHSI, we must practice honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and regulations. 

Code of Ethics
A. Personal and Professional Integrity
All staff, board members and volunteers of COAHSI will act with honesty, integrity and openness in all their dealings as representatives of the organization. COAHSI promotes a working environment that values respect, fairness, and integrity. 

B. Mission
COAHSI has a clearly stated mission and purpose, approved by the Board of Directors, in pursuit of the public good. All of its programs support that mission and all who work for or on behalf of the organization understand and are loyal to that mission and purpose. The mission is responsive to the constituency and communities served by the organization and of value to the society at large. 

C. Governance
COAHSI has an active Board of Directors that is responsible for setting the mission and strategic direction of the organization and oversight of the finances, operations, and policies of the organization. The governing body: 

· Ensures that its board members or directors have the requisite skills and experience to carry out their duties and that all members understand and fulfill their governance duties acting for the benefit of the organization and its public purpose; 

· Has a conflict of interest policy that ensures that any conflicts of interest or the appearance thereof are avoided or appropriately managed through disclosure, recusal, or other means; and 

· Is responsible for the hiring, firing, and regular review of the performance of Executive Director, and ensures that the compensation of the Executive Director is reasonable and appropriate; 

· Ensures that the Executive Director and appropriate staff provide the governing body with timely and comprehensive information so that the governing body can effectively carry out its duties; 

· Ensures that the organization conducts all transactions and dealings with integrity and honesty; 

· Ensures that the organization promotes working relationships with board members, staff, volunteers, and program beneficiaries that are based on mutual respect, fairness, and openness; 

· Ensures that the organization is fair and inclusive in its hiring and promotion policies and practices for all board, staff and volunteer positions; 

· Ensures that policies of the organization are in writing, clearly articulated, and officially adopted; 

· Ensures that the resources of the organization are responsibly and prudently managed; and, 

· Ensures that the organization has the capacity to carry out its programs effectively. 

D. Legal Compliance
COAHSI is knowledgeable of and complies with all laws, regulations, and applicable international conventions.

E. Responsible Stewardship 
COAHSI manages its funds responsibly and prudently. This should include the following considerations: 

· It spends a reasonable percentage of its annual budget on programs in pursuance of its mission; 

· It spends an adequate amount on administrative expenses to ensure effective accounting systems, internal controls, competent staff, and other expenditures critical to professional management; 

· COAHSI compensates staff, and any others who may receive compensation, reasonably and appropriately; 

· COAHSI has reasonable fundraising costs, recognizing the variety of factors that affect fundraising costs; 

· COAHSI does not accumulate operating funds excessively; 

· COAHSI ensures that all spending practices and policies are fair, reasonable, and appropriate to fulfill the mission of the organization; and, 

· All financial reports are factually accurate and complete in all material respects. 

F. Openness and Disclosure
COAHSI provides comprehensive and timely information to the public, the media, and all stakeholders and is responsive in a timely manner to reasonable requests for information. All information about COAHSI will fully and honestly reflect the policies and practices of the organization. Basic informational data about the organization, such as the Form 990, reviews and compilations, and audited financial statements will be made available to the public upon request. All solicitation materials accurately represent the organization's policies and practices and will reflect the dignity of program beneficiaries. All financial, organizational, and program reports will be complete and accurate in all material respects.

G. Program Evaluation
COAHSI regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into future programs. COAHSI is committed to improving program and organizational effectiveness and develops mechanisms to promote learning from its activities and the field. COAHSI is responsive to changes in its field of activity and is responsive to the needs of its constituencies.

H. Inclusiveness and Diversity
COAHSI has a policy of promoting inclusiveness and its staff, board and volunteers reflect diversity in order to enrich its programmatic effectiveness. COAHSI takes meaningful steps to promote inclusiveness in its hiring, retention, promotion, board recruitment and constituencies served.

I. Fundraising
As an organization that raises funds from the public or from donor institutions, COAHSI is truthful in solicitation materials. COAHSI respects the privacy concerns of individual donors and expends funds consistent with donor intent. COAHSI discloses important and relevant information to potential donors. 

In raising funds from the public, COAHSI will respect the rights of donors, as follows: 

· To be informed of the mission of COAHSI, the way the resources will be used and COAHSI’s capacity to use donations effectively for their intended purposes; 

· To be informed of the identity of those serving on the COAHSI's governing board; 
· To expect the board to exercise prudent judgment in its stewardship responsibilities; 

· To have access to COAHSI’s most recent financial reports; 

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

· To receive appropriate acknowledgement and recognition; 

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

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

· To be informed whether those seeking donations are volunteers, employees of the organizations or hired solicitors; 

· To have the opportunity for their names to be deleted from mailing lists that COAHSI may intend to share; and, 

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

J. Grantmaker Guidelines
As a grantmaker, COAHSI has particular responsibilities in carrying out its mission. These include the following: 

· Have constructive relations with grantseekers based on mutual respect and shared goals; 

· Communicate clearly and on a timely basis with potential grantees; 

· Treat grantseekers and grantees fairly and with respect; 

· Respect the expertise of grantseekers in their fields of knowledge; 

· Seek to understand and respect the organizational capacity and needs of grantseeking organizations; and, 

· Respect the integrity of the mission of grantseeking organizations. 

Reporting Responsibility
It is the responsibility of all directors, officers, employees, and volunteers to comply with the Code and to report violations or suspected violations in accordance with this Whistleblower Policy. 
No Retaliation
No director, officer, employee, or volunteer who in good faith reports a violation of the Code shall suffer harassment, retaliation, or adverse employment consequence. An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment. This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns within the Organization prior to seeking resolution outside the Organization. 
Reporting Violations
The Code addresses the Organization’s open door policy and suggests that employees & volunteers share their questions, concerns, suggestions, or complaints with someone who can address them properly. In most cases, an employee or volunteer’s supervisor is in the best position to address an area of concern. However, if you are not comfortable speaking with your supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with the Executive Director or a Board of Directors member whom you are comfortable in approaching. Supervisory staff are required to report suspected violations of the Code of Conduct to the Organization’s Compliance Officer, who has specific and exclusive responsibility to investigate all reported violations. For suspected fraud, or when you are not satisfied or uncomfortable with following the Organization’s open door policy, individuals should contact the Organization’s Compliance Officer directly. 

Compliance Officer
The Organization’s Compliance Officer is responsible for investigating and resolving all reported complaints and allegations concerning violations of the Code and, at his discretion, shall advise the Executive Director and/or the audit committee. The Compliance Officer has direct access to the audit committee of the board of directors and is required to report to the audit committee at least annually on compliance activity. The Organization’s Compliance Officer is the Chair of the Finance and Audit Committee.  
Accounting and Auditing Matters
The Finance and Audit Committee of the Board of Directors shall address all reported concerns or complaints regarding corporate accounting practices, internal controls or auditing. The Compliance Officer shall immediately notify the finance and audit committee of any such complaint and work with the committee until the matter is resolved. 
Acting in Good Faith
Anyone filing a complaint concerning a violation or suspected violation of the Code must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation of the Code. Any allegations that prove not to be substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense. 
Confidentiality
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation. 
Handling of Reported Violations
The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or suspected violation within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.  

All employees and Board of Directors must sign a statement that they have read and understood this policy. This statement will be kept in the employees’ personnel files or board of directors files, as appropriate.

