
	Complaints



	 Complaints and Reporting

Misconducts can and should be reported by contacting AIDS-Fondet’s by mail directly. You may report a complaint or concern anonymously, but the outcome of our investigation may be limited by the amount of information available. Therefore, we encourage you to include your email or phone number. Your identity will not be disclosed without your consent. All complaints and reports will be followed up on and managed by AIDS-Fondet with respect to confidentiality and privacy. 
Please send your mail directly to: complaints@aidsfondet.dk including following information. 

When you send an email, your message will be received by AIDS-Fondet’s HR consultant, Jeanne Starum (jeanne@aidsfondet.dk). You can read about AIDS-Fondet’s procedures for handling complaints or reports below. 

 



General information


	Contact information 

	Name: 

	


	e-mail: 

	

	Phone number: 
	(Please remember to include your country code)


	Country / City: 

	

	Complaint: 
(Please take your time and provide as much detail as possible: Who was involved? What happened? Where did it happen? When did it happen?) 


















Step 1: Complaint received (timeframe: actions taken within 1 week) 
a) Within 72 hours, the complaint is acknowledged.

b) The mangement and/or the Board Chair person will be informed that a case has been opened. 

c) It will be assessed what action can be taken. 
If an investigation needs to be conducted, it will be decided how and by whom this investigation will be conducted (a case handling team will be established).
If an investigation cannot be carried out (e.g., if the complainant does not want an investigation or there is insufficient information to proceed) then the case will be closed and other actions that can be taken to address concerns will be assessed. 

d) Within 1 week, the case is discussed, methodology laid out, and legal guidance/external support is sought if relevant

Step 2: Investigation (timeframe: 4 weeks – but will vary depending on nature and complexity of case) 

An investigation can include carrying out any interviews, gathering any available evidence, and producing an investigation report. 

e) A report is made based on the finding of the investigation.

Step 3: Decision (timeframe: actions taken within 72 hours after step 2 is completed) 

f) The report is reviewed by the case handling team, and decision made on the report and its findings. 

g) The decision is documented and informed to the complainant and subject of complaint. 

h) Any recommendations agreed on are carried out with involvement from management and other relevant persons in the organisation.

Step 4: Outcomes shared, and lessons learnt (timeframe: up to 2 weeks following decision made)

 i) If there are concerns about the response (e.g., if conflict of interest has allegedly impacted on the investigation), this must be brought to the attention of the mangement of AIDS-Fondet or the Board Chair person. 

Complaints regarding sanctions or sanctions against the management at AIDS-Fondet will be dealt with and decided by the Board. 

The resources applied for processing the report/complaint should be adapted to the nature and severity of the case. AIDS-Fondet will make a decision on a case-by-case basis about how allegations of harassment, abuse or exploitation will be addressed. 
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