
Procedure for reporting suspected integrity violations 

Aidsfonds – Soa Aids Nederland has a code of conduct 
that describes the core values of the organisation and 
the behaviour we expect from our employees, 
management and board, volunteers, partners and any 
third party involved in our activities. It also defines the 
behaviour we consider to be an integrity violation and 
therefore unacceptable.

This document is intended for anyone who suspects that 
an integrity violation has taken place which involves 
employees of Aidsfonds – Soa Aids Nederland or any of its 
partner organisations. It provides information on whether, 
how and where this can be reported, and how that report 
will be handled. We explain who can help you with further 
information and support, and how to report any suspicion 
of an integrity violation. In the procedure for the handling 
of reports, we give more details on how these reports are 
assessed, weighed and, if necessary, investigated and dealt 
with. 

The procedure should be used for reporting 
suspected violations that can be described as:

  Violations of the code of conduct: interpersonal 
	 violations, abuse of power, abuse of company 
	 assets, and culpable negligence.
  An actual or imminent criminal offence.
  An abuse as defined in the Dutch Whistleblower 

Protection Act (2023), see below.
  Deliberately withholding, destroying or manipulating 

information regarding the matters mentioned above.

As an organisation, we do our utmost to prevent 
integrity violations, but it is impossible to prevent 
all violations or culpable behaviour.

 Aidsfonds – Soa Aids Nederland therefore encourages its 
employees, volunteers, representatives of partner organisa-
tions and other stakeholders to report actual or suspected 
integrity violations, and promises to provide the reporting 
person with any protection needed. This requires a clear 
reporting procedure, access to information, easily accessible 
reporting points, and a central point where the reports are 
professionally dealt with in accordance with clear and set 
procedures.

If you suspect that you have been witness to behaviour or 
activities undertaken by an employee – or by anyone we 
work with – that conflicts with our code of conduct, if your 
suspicion is based on reasonable grounds, and if addressing 
the person concerned is not an option or has already been 
attempted, please report it.



Integrity violation: 		      A violation of the Aidsfonds – Soa Aids Nederland code of conduct or of any other 
internal rules and regulations that should guarantee the organisation’s integrity. 

Abuse:				        a.  a violation or risk of violation of European Union law, or
b.  an act or omission with regard to which the public interest is at stake in connection

with:      A violation or risk of violation of a statutory regulation or of 
an employer’s internal rules, or 

  An improper act or omission that causes a risk to public health, public 
safety or the environment, or that jeopardises the proper functioning of a 
public service or an enterprise.

The public interest is, in any event, at stake if the act or omission affects more than just 
personal interests, and is either a pattern or structural in nature, or is serious or broad 
in scope.

Report	 			       Information shared about a suspected integrity violation by an employee, volunteer, 
member of the Aidsfonds – Soa Aids Nederland Executive Board  or the 
Advisory Board of Aidsfonds, or by a representative of a partner organisation.

Reporting person:	 	     Anyone that reports a suspected integrity violation on the basis of this procedure.

Person of trust:		      The person(s) appointed by Aidsfonds – Soa Aids Nederland to offer employees and 
volunteers the opportunity to have a confidential conversation about any integrity 
violation they suspect they have witnessed or experienced. 

Integrity officer:		      The person responsible for Aidsfonds – Soa Aids Nederland integrity policy coordination, 
and for providing the Executive Board with advice and support for dealing with reports 
of suspected integrity violations.

External whistleblowing helpine :    The external helpline contracted by Aidsfonds to give people who wish to report 
suspected integrity violations the opportunity to do so externally, i.e. outside 
Aidsfonds – Soa Aids Nederland.

Whistleblowers Authority:	     The public authority that was installed to receive and deal with reports of abuses as 
defined by the Dutch Whistleblower Protection Act (2023).

Employee:			       Paid and unpaid staff working for Aidsfonds – Soa Aids Nederland or one of its partner 
organisations. 

Partner organisations:		      Organisations that Aidsfonds – Soa Aids Nederland works with in the chain of 
cooperation to implement projects (including institutional donors, grant-making 
organisations, fiscal hosts, implementing organisations, community-based 
organisations).

Explanation of terminology used 



1. The person of trust offers a listening ear, information 
and support

Deciding whether you should report a suspicion that you have 
is not always easy. It can be difficult to understand whether an 
act or behaviour is actually a possible integrity violation. You 
may not know where you can report your suspicion and what to 
expect of the process. Maybe you have some concerns about it 
and want to know how the organisation will protect you. 

Employees and volunteers at Aidsfonds – Soa Aids Nederland 
can contact the person of trust for a confidential conversation 
about situations involving actual or suspected integrity 
violations or moral doubts. The conversation may be about a 
matter that directly concerns the person, but it could also be 
something they have witnessed as a bystander. The person of 
trust offers a listening ear, helps the person to decide whether 
they want to take further action, and explains what channels 
are available to address the issue. It is possible to share 
confidential information about a possible integrity violation 
with the person of trust, and to seek advice, while still not 
being obliged to take further action.

If someone suspects an integrity violation, the person of trust 
can refer them to the integrity reporting system. For a moral 
issue, they will be referred to the integrity officer for it to be 
dealt with as part of a moral deliberation. For something that 
is not an integrity issue, the person of trust will refer them 
elsewhere, for example to HR or the occupational physician. 

A conversation with a person of trust is strictly confidential. 
Only in those cases where the issue concerns a serious 
criminal offence, or could cause serious harm to the 
organisation, is the person of trust obliged to share this 
information with the Executive Board. The person of trust 
will never do this without informing you first and will 
always protect your privacy.

Aidsfonds – Soa Aids Nederland works with both an 
internal and an external person of trust.

Approaching the (internal or external) 
person of trust

  The person of trust offers a listening ear, helps the 
person who has approached them to analyse the 
situation, and explains the various options for taking 
the matter further. Sometimes just having this talk 
with the person of trust is enough. If required, the 
person of trust can also provide support in
 conversations about the issue with other people 
involved.

  The person of trust is not a reporting point and is 
bound by confidentiality. So if the employee does not 
want to take any further steps, it is a possibility that 
is definitely open to them. 

  The person of trust will always act in consultation 
and agreement with the employee, unless what they
are reporting is about malpractice or wrongdoing 
that the law requires to be reported. The person of 
trust will inform the employee if confidentiality has 
to be broken.

  The person of trust is only accountable to the 
Executive Board for the number and nature of 
consultations, but will never share details of a case 
or information about the employee’s identity.

  Submitting a report to the integrity officer in 
accordance with the reporting procedure (if it is a 
suspected integrity violation).

  Reporting the matter to the team leader, manager or
integrity officer for moral deliberation (if it concerns 
a moral doubt). 

  Referring them to another authority or a 
professional within the organisation (if it is not an 
integrity issue), for example to HR if it is a conflict 
at work or performance issues, or to the occupational 
physician if it is about mental or physical health 
issues.

If asked to do so, the person of trust can support 
the employee in taking the following steps: 

Contact details of the external person of trust:
Roel van der Heijde
Phone number: +31(0)6-14191972 
(also for SMS and WhatsApp) 
E-mail: roel@roelrotterdam.nl

mailto:roel%40roelrotterdam.nl?subject=


Channel 1: Reports to the management 

Channel 3: Reporting to the external 
whistleblowing helpline

  Suspected violations of integrity that involve 
employees of Aidsfonds or its partner organizations 
can be reported to members of management of 
Aidsfonds – Soa Aids Nederland. 

  As soon as a representative of management receives 
a report of a suspected integrity violation it is mandatory 
that the Integrity officer is informed. 

  Management should not act on any reports of 
suspected integrity violations. These should be dealt 
with by the Integrity officer. 

  Aidsfonds – Soa Aids Nederland has an external 
whistleblowing helpline where suspected integrity violations 
can also be reported outside the organisation. People can use 
this if other reporting channels do not function properly, or if 
the reporting person has good reasons to distrust the team 
leader, management team, Executive Board and/or integrity 
officer.

  At the reporting person’s request, the whistleblowing helpline 
can keep their identity confidential.

  The report will be referred to the integrity officer to take 
further action, with the agency administering the external 
whistleblower helpline keeping the reporting person’s identity
confidential and ensuring that action is taken in accordance 
with the appropriate procedure. The external whistleblower 
agency itself does not take any action or conduct any 
investigations.

  The external whistleblower helpline is administered by GIMD. 
A suspected violation can be reported by telephone via 
088-8008522 (available Monday to Friday from 08.30 - 17.00) 
and/or by e-mail via meldpuntgoededoelen@gimd.nl. 

  N.B. Suspected abuses as defined in the Dutch Whistleblower 
Protection Act can also be reported to the Whistleblowers 
Authority (Huis voor Klokkenluiders). See for more information 
on what and how to report:  www.huisvoorklokkenluiders.nl
www.huisvoorklokkenluiders.nl.

Channel 2: Reports to the Integrity Officer 

  Reports of possible integrity violations can also be 
directly submitted to the integrity officer. 

  The integrity officer acts as a reporting point for 
employees, volunteers, people employed by partner 
organisations, programme participants, and allies of 
Aidsfonds – Soa Aids Nederland who want to report a 
possible integrity violation.

  At the reporting person’s request, the integrity officer 
can keep their identity confidential.

  A report can be made to our integrity 
officer: integritydesk@aidsfonds.nl or via the link on the 
website. 

Reports of suspected integrity violations that involve 
Aidsfonds – Soa Aids Nederland employees or partner 
organisations can be reported through one of these 
three channels: 

  The team leader, department manager or executive board 
(if the report concerns the executive director than the 
report can be submitted to the Chair of the Supervisory 
Board). 

  the integrity officer 
  and an external reporting point managed by GIMD

In addition, any abuses as defined in the Law on the 
Protection of Whistleblowers can also be reported to 
the Whistleblowing Authority.

2. The Aidsfonds – Soa Aids Nederland reporting system: 
three reporting channels

http://www.huisvoorklokkenluiders.nl
mailto:integritydesk%40aidsfonds.nl?subject=


In all cases, the following is applicable:
  All reports will be dealt with confidentially. Information 

will be shared only with those directly involved in the 
handling of the report, while the reporting person’s 
identity is kept confidential.

  If the reporting person does not want their identity 
revealed to the integrity officer or to the organisation, 
they can also submit a report via one of the persons of 
trust or via the external whistleblower helpline (GIMD). 

  Reports can be submitted by victims or witnesses of 
suspected violations. Employees may also come across 
suspected violations during their work, for example as 
part of internal checks such as financial auditing or 
on-site visits. If the suspicion is based on reasonable 
grounds, the employee should report it to the team 
leader or go straight to the integrity officer.

  Reporting can be done in Dutch or English, in written 
form or orally. If a reporting person requires support 
to make their report in another language, this will be 
provided. A report submitted orally will be put down in 
writing by the recipient and signed for approval by 
the reporting person.

  The person that receives the report is obliged to 
confirm receipt in writing and to forward it to the 
integrity officer. This should be done immediately, 
if possible, or within a week at the latest.

Legal protection

A person who has reported a suspected integrity 
violation and others who were involved in dealing 
with the case are in no way disadvantaged in their 
positions as a result of making the report, as long as 
the reporting person acted in good faith. Aidsfonds 
– Soa Aids Nederland is committed to the protecti-
on of the reporting person as set out in the Dutch 
Whistleblower Protection Act 2023. Any retaliation 
for reporting will be treated as a violation.

Procedure for dealing with reports

I.  Preliminary phase: triage and follow-up advice

As soon as the integrity officer receives a report (through 
one of the available channels) they will assess the report to 
decide whether it concerns a suspected integrity issue, or 
whether it concerns something else and should be dealt with 
elsewhere. It could, for example, be about a performance 
issue, a conflict at work, or a workload problem. In that case, 
the reporting person could be referred to HR.  

If the report concerns a suspected integrity issue, the 
integrity officer will determine from the report whether it is 
a suspected integrity violation or a moral mistake. In cases of 
suspected integrity violations, the integrity officer will clarify 
the details in accordance with the organisation’s procedure 
for dealing with reports and formulate their advice about an 
appropriate follow-up of the report for the Executive Board 
(or for the chair of the Supervisory Board if the report 
concerns the Executive Board). 

If the report concerns a suspected integrity violation by an 
Aidsfonds – Soa Aids Nederland partner organisation (or its 
employees), the integrity officer will decide together with 
the team leader and/or department manager whether the 
report should be sent to people in a position of responsibility 
within the partner organisation (and/or to the fiscal host or 
subcontracting organisation if applicable), with a request 
for action. This will be done only after consultation with the 
reporting person and, if necessary, with measures taken to 
protect that person (for example, by not revealing their iden-
tify).  Otherwise, Aidsfonds – Soa Aids Nederland will deal 
with the report themselves.

All reports will be registered, and the follow-up procedure 
will be closely monitored.

As part of the assessment of a report they have received, 
the integrity officer may want to gather further information. 
This may entail an interview with the reporting person, or 
asking the person of trust or external whistleblowing agency 
for further information, if the report came in through them. 
The integrity officer may also decide to interview the person 
reported about, as well as other possible stakeholders. 
An assessment as part of the preliminary phase is not a 
disciplinary investigation, as it is not about fact-finding with 
the aim of determining whether or not a violation took place. 
It is merely to assess what the report is about and whether 
there are sufficient grounds for suspecting a violation.



Based on the results of the preliminary assessment, the 
integrity officer will write their advice about an appropriate 
follow-up and submit it to the Executive Board of Aidsfonds – 
Soa Aids Nederland for a decision to be made. Before submit-
ting it to the Executive Board, the integrity officer will share 
their advice with the Secretary to the Board for review (4-eye 
principle). The advice will be submitted within six weeks after 
receipt of the report.

Possible follow-up steps include:
  Disciplinary investigation (fact-finding)
  Restorative justice 
  Mediation
  Risk analysis or other measures to prevent 

similar violations
  Reporting a suspected criminal offence to the police

As part of the follow-up advice, the integrity officer will 
indicate whether a disciplinary investigation is necessary, 
how this should be done, and whether it can be conducted in-
ternally or externally. The advice may also include preliminary 
measures that can be taken within the organisation, if that is 
thought to be necessary in the interests of the investigation. 
If the report involves suspected interpersonal violation, the 
integrity officer will take the wishes of the reporting person 
into account. 

Having received the advice of the integrity officer, the 
Executive Board will decide within two weeks what further 
steps or measures need to be taken. As a rule, the Executive 
Board will follow the integrity officer’s advice, unless it has 
good reason to not do so. In that case, the reasons for not 
following the advice given by the integrity officer will be 
added to the file. The Executive Board can also decide 
whether to take preliminary measures in the organisation 
and, in consultation with the manager of the department 
involved, whether to inform donors and partner 
organisations. The Executive Board will also consult the 
communications manager on decisions about internal and 
external communications during the handling of the report. 
The privacy of all concerned in the case will be taken into 
careful consideration. 

In cases where a report concerns the Executive Board, or 
where there are other reasons why the Executive Board 
should not take any decisions on the matter (such as a 
conflict of interests), the chair of the Supervisory Board will 
decide on the follow-up measures.

The integrity officer will take the same action on receiving 
and following up on reports that have reached the organisa-
tion through our External Whistleblowing Helpline (GIMD). 
In these cases, GIMD will undertake no action itself, but will 

keep a close watch on the handling of the report by Aids-
fonds – Soa Aids Nederland. It will also act as an intermediary 
for contact with the reporting person, if the person does not 
want their identity to be revealed.  

Within eight weeks of receiving the report, the integrity 
officer will inform the reporting person about the follow-up. 
Should this not be feasible, the reporting person will be infor-
med as soon as possible about a new time frame.

II.  Disciplinary investigation

If the Executive Board decides to hold a disciplinary inves-
tigation, the integrity officer will make a proposal for the 
investigation, in consultation with the relevant team leader 
or member of the management team, and in accordance 
with the investigation protocol. The proposal will consist 
of a description of the proposed investigation method, the 
investigation planning and budget required, and a list of the 
organisations that need to be informed, including instituti-
onal donors. The integrity officer’s advice may be to conduct 
the investigation internally or to involve an external investi-
gative team. The proposal may also include advice on how to 
take preliminary measures (such as suspending the accused 
person) if that is considered necessary for the investigation 
to proceed smoothly. 

The proposal needs approval from the Executive Board. The 
Board will inform the Supervisory Board and will act as the 
commissioning authority (unless the department manager 
or chair of the Supervisory Board is mandated to take on 
this role). The Executive Board will also inform the accused 
person about the investigation, unless informing them could 
possibly harm the investigation.

The integrity officer will supervise the investigation and 
make sure that it takes place in line with the assignment and 
the investigation protocol. The integrity officer will receive 
the findings of the investigation, seek legal advice (if rele-
vant) about proposed disciplinary or other measures, follow 
the protocol for decisions on disciplinary measures, and – 
within two weeks of receiving the findings – give their advice 
to the Executive Board to enable decision-making. Before 
submitting the advice to the Executive Board, the integri-
ty officer will share it with the Secretary to the Board  for 
review1 (4-eye principle).  

1If the Secretary to the Board is involved in the reported issue, the integrity officer will 
share their assessment and advice with the HR team leader for review.



The advice that the integrity officer gives to the Executive 
Board includes key messages for different stakeholders. 
These messages take privacy and other rights of the 
reporting person and the accused person into account. 
The advice describes how Aidsfonds – Soa Aids Nederland 
will deal with this integrity violation, and how its overall 
integrity policy works in practice. The Executive Board may 
want to consult the relevant managers (unless privacy 
considerations do not allow this), and may also want to 
obtain additional legal advice before making a decision 
on the proposed measures. 

In principle, the investigation should be completed within 
eight weeks, unless this is not possible due to the nature of 
the case or the complexity of the process. If the investigation 
cannot be completed within eight weeks, this will be com-
municated in writing to both the reporting person and the 
accused person, and they will be given information about the 
new time frame for completion of the investigation.

The Executive Board will decide on the appropriate measures 
to be taken following the investigation 
within four weeks of its completion. Should this not be feasi-
ble, both the reporting person and the accused person, plus 
any other parties directly involved, will be informed as soon 
as possible.

III.  Documenting lessons learned

The integrity officer is responsible for documenting the 
lessons learned and, if necessary, will propose adjustments 
to Aidsfonds – Soa Aids Nederland policy and procedures 
and other risk reduction measures.  

What Who When*

Confirm receipt of report

Follow-up advice  

Decision about follow-up  

Disciplinary investigation

Advice on disciplinary measures

Decision about sanctions (if any)

Manager receiving the report 
or integrity officer, or GIMD

Integrity officer

Executive Board (or chair of the 
Supervisory Board)

Internal or external investigators

Integrity officer

Executive Board (or chair of the 
Supervisory Board)

Within 1 week after receipt

Within 6 weeks after receipt

Within 2 weeks after receiving advice

Within 8 weeks after decision

Within 2 weeks after completion 
of investigation

Within 4 weeks after completion of 
investigation

*if the set timeline is not feasible, those concerned will be informed as soon as possible

Appendix: Timelines


