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Purpose  

To establish a set of required steps for addressing reports of alleged Misconduct. 

Scope  

These procedures apply to all BCLC Directors, employees and contractors. 

These procedures apply when an employee or contractor intends to report alleged Misconduct in accordance with 
BCLC’s Whistleblower Policy. These procedures do not apply when a member of the Board of Directors intends to 
report alleged Misconduct. 

Procedures 

REPORTING ALLEGED MISCONDUCT  

Under BCLC’s Whistleblower Policy, any BCLC employee or contractor with reasonable grounds for alleging 
Misconduct may report a Complaint confidentially to BCLC’s Whistleblower Advisor. The Whistleblower Advisor is a 
third party contracted by BCLC to handle Complaints. 

Complaints may be submitted online, by email, telephone, fax or mail. Contact information is as follows: 

Website: www.integritycounts.ca 

Email: bclc@integritycounts.ca  

Mail: Whistleblower Security 
PO Box 91880 
West Vancouver, BC V7V 4S4 

Telephone: 1-866-921-6714 

Fax: 604-926-5668 

Note: Please be advised that a Complaint transmitted using a BCLC device, network, or email account is not secure 
or anonymous. Instead, Complainants may wish to use a personal or third-party device, network, or email account 
of their choice.  

Complaints should include as much detail as is known, including the nature of the Misconduct, the name of the 
person(s) alleged to have committed the Misconduct, the reasons for belief that Misconduct is occurring or has 
occurred, the date(s), time(s) and location(s) of Misconduct, if any, and any other pertinent information. The 
information should be as precise as possible. 

https://bclc.sharepoint.com/sites/thehub/toolkit/policies
http://www.integritycounts.ca/
mailto:bclc@integritycounts.ca
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RECEIVING COMPLAINTS  

Upon receiving a Complaint, BCLC’s Whistleblower Advisor must: 

 Explain to the Complainant (if the Complainant’s contact information has been provided): 

– the stages laid out in the whistleblower process; 

– confidentiality requirements and protections; 

– any additional requirements for reporting, such as to the Gaming Policy and Enforcement Branch; and 

– BCLC’s policies for protecting whistleblowers from Retaliation. 

 Document all Complaints, which includes creating a written record of Complaints received orally.  

Complaints concerning members of BCLC’s Governance and CSR Committee 

If a Complaint concerns the conduct of any member of the BCLC Governance and CSR Committee, the 
Whistleblower Advisor must submit the Complaint solely to the Chair of the BCLC Board of Directors to take 
further action, as set out below, in the place of the Committee Chair.  

REVIEWING AND ASSESSING COMPLAINTS  

Upon receiving a copy of a Complaint, the Committee Chair must review and assess it to determine whether or not 
there are reasonable grounds to warrant an investigation. The Committee Chair may decide not to investigate a 
Complaint. A set of guidelines, which is listed below, identifies the circumstances when a Complaint may not be 
investigated. If the Complaint contains an insufficient amount of information, the Committee Chair may request 
additional details be provided by the Complainant. If necessary, the Committee Chair may seek assistance from the 
Whistleblower Advisor in order to complete the review and assessment or to obtain more information from the 
Complainant. 

Upon completion of the review and assessment, the Committee Chair may take one of the following actions: 

 close a Complaint without investigation; or 

 proceed with an investigation.  

Notification  

If the Complaint is closed, the Whistleblower Advisor must prepare and send written notification to the 
Complainant (if contact information has been provided), informing him or her of the Complaint’s status. If the 
Complaint remains open and proceeds to investigation, notification is not required following the Committee 
Chair’s review and assessment. A notification may, at the discretion of the Committee Chair, disclose a rationale 
for closing a Complaint or whether further action is being taken on the matter. 
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Guidelines 

 Circumstances that may warrant closing a Complaint without investigation may include:  

 there is insufficient veracity to the allegations;  

 the Complaint is trivial, frivolous or vexatious; 

 a reported act does not constitute Misconduct;  

 a reported act does not constitute a breach of SOEBC or unethical activity; 

 the Complaint contains insufficient information to proceed with an investigation; or  

 the Complaint can be resolved appropriately without investigation. 

INVESTIGATING COMPLAINTS 

If a Complaint proceeds to investigation, the following activities must occur: 

The Committee Chair will: 

 determine whether or not a Complaint is related to a company function that affects the entire organization 
(“Systemic”)  or whether it is an isolated incident (“Non-Systemic”) based upon advice received from the 
Whistleblower Advisor;  

 consult, if necessary and appropriate, with members of BCLC’s Executive leadership team and/or the 
Whistleblower Advisor in order to identify appropriate persons to conduct an investigation;  

 work with the Whistleblower Advisor to establish an investigation team; 

 upon completion of the investigation, the Committee Chair may take one of the following actions: 

– close a Complaint without further action, or 

– proceed with implementation of mitigation strategies and/or disciplinary action.  

The Whistleblower Advisor must: 

 enlist BCLC’s Chief People Officer to put an investigation team in place; 

 provide a copy of the Complaint and any other related information to the investigation team; 

 assess whether or not a Complaint is Well-founded based upon the findings of the investigation, as outlined in 
the investigation report prepared by the investigator(s), and advise the Committee Chair; 

 if a Complaint is not Well-Founded, work with the Committee Chair to determine if the Complaint was trivial, 
frivolous or vexatious; 
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 assess whether the Complaint is Systemic or Non-Systemic based upon the findings of the investigation, as 
outlined in the investigation report prepared by the investigator(s), and advise the Committee Chair; and 

 discuss the findings of the report with and make recommendations to the Committee Chair. 

The investigation team must, under the direction of the Whistleblower Advisor: 

 collect evidence, which may involve but is not be limited to conducting interviews with the Complainant, 
Respondent, potential witnesses or advisors (e.g., internal or third-party legal counsel, accountants, etc.) or 
conducting research (e.g., collecting and reviewing policy, procedures, logs, reports, etc.);   

 prepare a confidential, written report based on the collected evidence that summarizes the investigation 
team’s findings; and 

 send a copy of the investigation report to the Committee Chair, Chair of the Board of Directors, and the 
Whistleblower Advisor. 

Notification 

If a Complaint is closed and contact information has been provided, the Whistleblower Advisor must prepare and 
send written notification to the Complainant informing him or her of the Complaint’s status. If the Complaint 
remains open and proceeds to implementation of mitigating strategies and/or disciplinary actions, notification is 
not required, but may be sent at the discretion of the Committee Chair to the Complainant informing them of the 
results of the investigation. 

Access to an investigation report.  

An investigation report may be distributed to persons on a need-to-know basis in accordance with BCLC’s 
Whistleblower Policy. Reports may also be requested under the Freedom of Information and Protection of Privacy 
Act, (British Columbia), but would be subject to review and the application of exceptions to disclosure as 
authorized under the legislation.  

IMPLEMENTING MITIGATION STRATEGIES AND/OR DISCIPLINARY ACTIONS  

At the conclusion of an investigation where a Complaint is determined to be Well-founded, one of two procedures 
may apply.  

Systemic problems 

The following activities must occur when a Complaint is indicative of a Systemic problem: 

 The Committee Chair advises BCLC’s Board of Directors of the Complaint and investigation findings; 
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 The Committee Chair discusses possible mitigation strategies with BCLC’s Board of Directors in order to 
resolve, correct or prevent the Systemic problem(s) found through the investigation; 

 The Board of Directors develops a mitigation plan and consults with the Executive team where appropriate; 

 The Executive team implements the mitigation plan; 

 The Executive team reports to the Board of Directors on the progress of implementation when appropriate or 
upon direction from the Committee Chair; and 

 The Board of Directors monitors and documents implementation of the mitigation plan until they can verify 
that the Systemic problem(s) have been adequately addressed.  

Non-Systemic problems 

The following activities must occur when a Complaint is indicative of a Non-Systemic problem. 

The Committee Chair enlists a representative from People and Culture to provide support, except when a member 
of People and Culture was found to be a participant in the problem. If a member of People and Culture was a 
participant, the Director, AML & Investigations must be enlisted in their place. The Committee Chair, in 
consultation with the representative from People and Culture, will determine what, if any, mitigation strategies 
and disciplinary actions must be taken in order to resolve, correct, or prevent the problems found through the 
investigation. 

The representative from People and Culture supports the Committee Chair by: 

 advising on mitigation strategies to correct and/or prevent future occurrences of the problem; 

 advising on whether or not BCLC’s Progressive Discipline policy applies and how; 

 coordinating the implementation of mitigation strategies, and 

 notifying the appropriate manager(s) to administer disciplinary action, as determined by the Committee Chair. 

The Committee Chair may close a Complaint following the implementation of mitigation strategies and/or 
disciplinary actions. 

Notification 

Once a Complaint is closed, the Whistleblower Advisor must prepare and send written notification to the 
Complainant informing him or her of the Complaint’s status, if contact information has been provided. 

COMPLAINTS NOT MADE IN GOOD FAITH 

At the conclusion of any review, assessment, investigation or evaluation where the Committee Chair has 
determined a Complaint was not made in good faith (e.g., trivial, frivolous or vexatious), the Committee Chair must 
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determine if disciplinary action toward the Complainant is appropriate and promptly advise BCLC’s Chief People 
Officer of his or her decision in a written letter. If an employee of People and Culture was involved in the problem, 
then the Committee Chair must advise BCLC’s Vice President of Legal, Compliance, Security instead. The Chief 
People Officer (or Vice President of Legal, Compliance, Security) may determine what actions are appropriate, in 
accordance with BCLC’s Progressive Discipline Policy. 

FURTHER ESCALATION OF CONCERNS 

Complainants who reported Misconduct by means of this process and believe that their Complaint was not 
adequately reviewed or investigated may make a request to the Chair of BCLC’s Board of Directors to review the 
decision.  

The Complainant should provide their reasons why they believe the Complaint was not adequately reviewed 
and/or investigated. Contact information should also be provided so that the Chair of the Board of Directors can 
contact the employee for more information. 

The Board of Directors Chair must review the information and promptly inform the Complainant in writing of 
action taken, if any. 

OCCURRENCE OF RETALIATION 

Complainants who believe they have been subject to retaliation as a direct consequence of making a Complaint 
may file a report to the Whistleblower Advisor. The Whistleblower Advisor will forward the report to the 
Committee Chair. The Committee Chair assesses the report as a new Complaint under the Whistleblower Policy 
and reviews the matter following this Procedure.  

Complainants may also report retaliation in accordance with BCLC’s Harassment Policy. 

Procedure Ownership 

Procedure Owner Chief People Officer  

Approving Body BCLC Board of Directors 

 

http://yak.bclc.com/Asset8197.aspx
https://bclc.sharepoint.com/sites/thehub/toolkit/policies
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Revision History 

Version Effective Approved by Amendment 

3.1 Oct 27, 2020 Corporate Secretary  Updates to authority titles and People and Culture 
titles to reflect changes following the organizational 
restructure for OneBCLC. 

3.0 Jan 16, 2019 BCLC Board of Directors Major amendments to align with changes to the 
Whistleblower Policy and to update the notice 
regarding anonymity.  

2.1 Sep 25, 2017 Vice President, Human 
Resources 

Amendments to clarify existing procedures and to 
address changes in role assignments. 

2.0 Jan 18, 2016 Vice President, Human 
Resources 

Major amendments to address additional methods 
of submitting Complaints, to address changes in 
contact information, and to provide notice regarding 
anonymity and the use of corporate email. 

1.1 Mar 23, 2015 Vice President, Human 
Resources 

Minor amendment to correct fax number 
information. 

1.0 Jan 16, 2015 Chair, Governance and 
Corporate Social 
Responsibility Committee 

Major revisions made to address implementation of 
a Whistleblower Advisor role, to align BCLC 
procedure with principles and guidelines recently 
released by the BC government, to transfer 
responsibilities from the Audit Committee to the 
Governance and CSR Committee, to transfer 
Procedure Ownership and Approving Body authority, 
to separate policy and procedure content, and to 
clarify existing procedures. 

 


