Animal Protective Association of Missouri
WHISTLEBLOWER PROTECTION POLICY
A. Application. This Whistleblower Protection Policy applies to all of the
Organization’s staff, whether full-time, part-time, or temporary employees, to all
volunteers, to all who provide contract services, and to all officers and directors, each of
whom shall be entitled to protection.
B. Reporting Credible Information. A protected person shall be encouraged to
report information relating to illegal practices or violations of policies of the Organization
(a “Violation”) that such person in good faith has reasonable cause to believe is credible.
Information shall be reported to the Executive Director (the “Compliance Officer”),
unless the report relates to the Compliance Officer, in which case the report shall be made
to Governance Chair of the agencies Board of Directors which shall be responsible to
provide an alternative procedure.
Anyone reporting a Violation must act in good faith, and have reasonable grounds
for believing that the information shared in the report indicates that a violation has
occurred.
C. Investigating Information. The Compliance Officer shall promptly investigate
each such report and prepare a written report to the Board of Directors. In connection
with such investigation all persons entitled to protection shall provide the Compliance
Officer with credible information. All actions of the Compliance Officer in receiving and
investigating the report and additional information shall endeavor to protect the
confidentiality of all persons entitled to protection.
D. Confidentiality
The Organization encourages anyone reporting a violation to identify himself or
herself when making a report in order to facilitate the investigation of the violation.
Reports of violations or suspected violations will be kept confidential to the extent
possible, with the understanding that confidentiality may not be maintained where
identification is required by law or in order to enable the Organization or law
enforcement to conduct an adequate investigation.
E. Protection from Retaliation. No person entitled to protection shall be
subjected to retaliation, intimidation, harassment, or other adverse action for reporting
information in accordance with this Policy. Any person entitled to protection who
believes that he or she is the subject of any form of retaliation for such participation
should immediately report the same as a violation of and in accordance with this Policy.
Any individual within the Organization who retaliates against another individual
who has reported a Violation in good faith or who, in good faith, has cooperated in the

investigation of a Violation is subject to discipline, including termination of employment
or volunteer status.
F. Dissemination and Implementation of Policy. This Policy shall be
disseminated in writing to all affected constituencies. The Organization shall adopt
procedures for implementation of this Policy, which may include:
(1) documenting reported Violations;
(2) working with legal counsel to decide whether the reported Violation requires
review by the Compliance Officer or should be directed to another person or
department;
(3) keeping the board of directors [and the audit committee or other applicable
committee] informed of the progress of the investigation;
(4) interviewing employees;
(5) requesting and reviewing relevant documents, and/or requesting that an auditor or
counsel investigate the complaint; and
(6) preparing a written record of the reported violation and its disposition, to be
retained for a specified period of time.
The procedures for implementation of this Policy shall include a process for
communicating with a complainant about the status of the complaint, to the extent that
the complainant’s identity is disclosed, and to the extent consistent with any privacy or
confidentiality limitations.

ANIMAL PROTECTIVE ASSOCIATION OF MISSOURI
RECORD RETENTION POLICY
The Animal Protective Association of Missouri (“Organization”) takes seriously its
obligations to preserve information relating to litigation, audits, and investigations.
The information listed in the retention schedule below is intended as a guideline and may
not contain all the records the Organization may be required to keep in the future.
Questions regarding the retention of documents not listed in this chart should be directed
to the President.
From time to time, the Executive Director may issue a notice, known as a “legal hold,”
suspending the destruction of records due to pending, threatened, or otherwise reasonably
foreseeable litigation, audits, government investigations, or similar proceedings. No
records specified in any legal hold may be destroyed, even if the scheduled destruction
date has passed, until the legal hold is withdrawn in writing by the President.
File Category
Item
Corporate Records Bylaws and Articles of Incorporation
Corporate resolutions
Board and committee meeting agendas
and
minutes
Conflict-of-interest disclosure forms
Finance and
Administration

Retention Period
Permanent
Permanent
Permanent

4 years

Financial statements (reviewed)

7 years

Auditor management letters

7 years

Payroll records

7 years

Check register and checks

7 years

Bank deposits and statements
Chart of accounts
General ledgers and journals (includes
bank
reconciliations)
Investment performance reports
Equipment files and maintenance
records
Contracts and agreements

7 years
7 years
7 years

Correspondence — general

3 years

7 years
7 years after disposition
7 years after all
obligations
end

Insurance Records

Real Estate

Tax

Human Resources

Policies — occurrence type
Policies — claims-made type
Accident reports

Permanent
Permanent
7 years

Safety (OSHA) reports
Claims (after settlement)
Group disability records

7 years
7 years
7 years after end of
benefits

Deeds

Permanent

Leases (expired)

7 years after all
obligations
end

Mortgages, security agreements

7 years after all
obligations
end

IRS exemption determination and
related
correspondence
IRS Form 990s

Permanent

Charitable Organizations Registration
Statements (filed with Minnesota
Attorney
General)

7 years

Employee personnel files

Permanent

Retirement plan benefits (plan
descriptions,
plan documents)
Employee handbooks

Permanent

Workers comp claims (after
settlement)
Employee orientation and training
materials
Employment applications

7 years

IRS Form I-9 (store separate from
personnel
file)

Greater of 1 year after
end
of service, or three years

7 years

Permanent

7 years after use ends
3 years

Technology

1.

Withholding tax statements
Timecards
Software licenses and support
agreements

7 years
3 years
7 years after all
obligations
end

Electronic Documents and Records.

Electronic documents will be retained as if they were paper documents. Therefore, any
electronic files that fall into one of the document types on the above schedule will be
maintained for the appropriate amount of time. If a user has sufficient reason to keep an
e-mail message, the message should be printed in hard copy and kept in the appropriate
file or moved to an “archive” computer file folder. Backup and recovery methods will be
tested on a regular basis.
2.

Emergency Planning.

The Organization’s records will be stored in a safe, secure, and accessible manner.
Documents and financial files that are essential to keeping the Organization operating in
an emergency will be duplicated or backed up at least every week and maintained offsite.
3.

Document Destruction.

The Executive Director is responsible for the ongoing process of identifying its records,
which have met the required retention period, and overseeing their destruction.
Destruction of financial and personnel-related documents will be accomplished by
shredding.
Document destruction will be suspended immediately, upon any indication of an official
investigation or when a lawsuit is filed or appears imminent. Destruction will be
reinstated upon conclusion of the investigation.
4.

Compliance.

Failure on the part of employees to follow this policy can result in possible civil and
criminal sanctions against the Organization and its employees and possible disciplinary
action against responsible individuals. The Executive Director and Board Chair will
periodically review these procedures with legal counsel or the organization’s certified
public accountant to ensure that they are in compliance with new or revised regulations.

Policy for Board Approval of Compensation
The Executive Director of the Animal Protective Association of Missouri (the “APA”) is
the principal representative of the APA, and the person responsible for the efficient
operation of the APA. Therefore, it is the desire of the APA to provide a fair yet
reasonable and not excessive compensation for the Executive Director (and any other
highly compensated employees and consultants).
The annual process for determining compensation is as follows: The APA shall [either
the full board or a compensation committee/executive committee] annually evaluate the
Executive Director on his/her performance, and ask for his/her input on matters of
performance and compensation.
Board Approval. The Executive Committee will obtain research and information to make
a recommendation to the full board for the compensation (salary and benefits) of the
Executive Director (and other highly compensated employees or consultants) based on a
review of comparability data. For example, the Executive Committee will secure data
that documents compensation levels and benefits for similarly qualified individuals in
comparable positions at similar organizations. This data may include the following:
1. Salary and benefit compensation studies by independent sources;
2. Written job offers for positions at similar organizations;
3. Documented telephone calls about similar positions at both APA and for-profit
organizations; and
4. Information obtained from the IRS Form 990 filings of similar organizations.
Concurrent Documentation. To approve the compensation for the Executive Director
(and other highly compensated employees and consultants) the board must document
how it reached its decisions, including the data on which it relied, in minutes of the
meeting during which the compensation was approved. Documentation will include:
a) A description of the compensation and benefits and the date it was approved;
b) The members of the board who were present during the discussion about
compensation and benefits, and the results of the vote;
c) A description of the comparability data relied upon and how the data was
obtained; and
d) Any actions taken (such as abstaining from discussion and vote) with respect to
consideration of the compensation by anyone who is otherwise a member of the
board but who had a conflict of interest with respect to the decision on the
compensation and benefits.
Independence in Setting Compensation: The Chair of the board of directors, who is a
volunteer and not compensated by the APA, will operate independently without undue
influence from the Executive Director.

No member of the Executive or Human Resources Committee will be a staff member, the
relative of a staff member, or have any relationship with staff that could present a conflict
of interest.

