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1. INTRODUCTION & PURPOSE

This plan outlines the general procedures for responding to potential violations of policies and procedures within CASCA (Canadian Anthropology Society/Société canadienne d’anthropologie).


2. PROCESS

When a potential violation is identified, the following steps will be followed and led by a member of the CASCA Executive Committee:

1. Acknowledgement, Investigation & Information Gathering:
• Acknowledge receipt of the reported violation or wrongdoing within 5 business days.
• Gather relevant information from the reporter and potentially involved individuals.
• Identify the specific policy or procedure allegedly violated.
• Facilitate a proper investigation by experienced staff, ensuring compliance with Data Protection 
legislation.
• Instigate an investigation by appointing a designated officer, auditor, or other adviser.

2. Assessment:
• Evaluate the severity of the violation or wrongdoing based on factors such as:
• Potential harm caused or prevented.
• Intent of the involved individual(s).
• Past history of violations (if applicable).
• Collaborate with senior managers and external agencies (police and courts) for thorough investigations, assessment and reporting.

3. Action:
Depending on the assessment, take one or more of the following actions:
• Corrective Measures: Implement steps to ensure compliance moving forward. This could 
include:
· Educational training for relevant personnel.
· Revision or clarification of existing policies.
· Development and implementation of new procedures.
• Disciplinary Action: Implement appropriate disciplinary measures. This could include:
· Verbal warnings.
· Written warnings.
· Suspension.
· Termination.
• Further Investigation: For complex situations or serious allegations, assign a designated 
individual or team to conduct a thorough investigation.

4. Communication
Communicate the outcome of the process to the involved parties:
· The Reporting Person will be informed within a reasonable time on the follow-up to a report, i.e., progress on the investigation, but no later than three months. 
· Details of an investigation may not be shared due to privacy reasons. 
· Information relating to the investigation and the measures taken that are given to the reporting Employee must be treated confidentially. 

5. Documentation
Document the entire process in a reporting system that is treated confidentially, including:
· Details of the reported violation.
· Information gathered during the assessment.
· Actions taken (corrective measures, disciplinary action, or investigation).
· Final outcome.

3. ROLES & RESPONSIBILITIES

CASCA Executive Committee:
• Oversee the implementation and effectiveness of the response plan.
• Ensure compliance with legal and ethical standards.
• Review and approve any revisions or updates to the plan.
• Be informed of escalated cases and provide guidance on critical decisions.
• Assign a designated officer, auditor, or adviser to lead investigations.
• Collaborate with external agencies when necessary.
• Ensure timely communication regarding significant violations.

Employees:
• Report potential violations promptly to designated channels.
• Cooperate fully during investigations by providing accurate and relevant information.
• Participate in corrective measures, such as educational training, as required.
• Adhere to the policies and procedures outlined in the organization's guidelines.

Partners and other organizational stakeholders:
• Cooperate with investigations when their involvement is necessary.
• Comply with corrective measures imposed by the organization.
• Report any potential violations witnessed within the organization promptly.

4. ESCALATION PROCEDURES
For serious violations or situations requiring specialized expertise, the issue may be escalated to an external body by the CASCA Executive Committee.

5. REVIEW
This Response Plan will be reviewed every two years by the AB Board to ensure alignment with best practices and legislative changes.




