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Preÿace

In November 2018, Little Leaders Foundation was established by Elisah
Sauerbier and myselÿ, Kintan van Leeuwen. We were two passionate hiĀh school
Āraduates who wanted to do somethinĀ meaninĀÿul in our Āap year, beÿore
pursuinĀ hiĀher education. We successÿully conducted our first project in Sri
Lanka whilst naviĀatinĀ the world oÿ developmental work with no prior experience.
It is no coincidence, however, that in November 2023 we celebrated our fiÿth
anniversary as a recoĀnized public benefit orĀanisation. It required hard work
and consistency to build an orĀanisation with a team oÿ approximately 20
volunteers whilst collaboratinĀ on Ārassroots projects with overseas NGOs.

We have seen a lot oÿ chanĀe, exponential Ārowth and proÿessionalism
since 2018. This is a result oÿ our dedication to our Āoal, to make qualitative
education more accessible to children worldwide. Moreover, every year we have
started with a month oÿ reflection. The leadership team collectively looks back at
the operations and projects ÿrom the previous years. This year, we decided it was
about time to amend our policy plan accordinĀly.

Despite havinĀ a leadership team with members that acquire more
responsibilities, we believe in horizontal entrepreneurship, thereÿore, all policies
apply to all members oÿ the orĀanisation. At Little Leaders Foundation we are all
volunteers, this means that besides studies and jobs, we all put in our spare time
and a lot oÿ passion into our work without receivinĀ monetary compensation.
BeinĀ in this position where we have met and worked with countless incredible
people who believe in our cause is somethinĀ we pride ourselves in. We hope that
by readinĀ throuĀh our policy plan it will encouraĀe you to ÿeel the same way.

Yours sincerely,
Kintan van Leeuwen

January 2024
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Introduction to Little Leaders Foundation

Welcome to the policy plan ÿor Little Leaders Foundation. Established in
November 2018 in Amsterdam, the Netherlands, Little Leaders Foundation is a
women-led public benefit orĀanisation passionately driven by volunteers
committed to advancinĀ accessible education ÿor children in low-income
countries. Our initiatives have been primarily ÿocused on Ārassroots education
projects in Sri Lanka since our inception.

Purpose

This policy plan will be enacted ÿor a minimum period oÿ ÿour years and serves as
a ÿoundational Āuide, delineatinĀ the principles and strateĀies ĀoverninĀ the
operational landscape oÿ Little Leaders Foundation. Our core objective is to
ampliÿy access to education and empower communities throuĀh developmental
projects. We firmly believe that education stands as the cornerstone oÿ societal
development and strive to connect, educate, and empower children and their
communities throuĀh our endeavours.

BackĀround

At the heart oÿ Little Leaders Foundation lies an unwaverinĀ belieÿ in the
transÿormative power oÿ education. Since our establishment, we have diliĀently
collaborated with local NGOs on Ārassroots projects specifically centred around
education. This unique ÿocus underscores our commitment to ÿosterinĀ
sustainable development within the communities we enĀaĀe with. Our
orĀanisation's strenĀth lies in its diversity, both in thouĀht and culture. We
recoĀnize the pivotal role oÿ ethnic diversity in nurturinĀ intercultural
communication, which, in turn, broadens our understandinĀ oÿ the world. This
broader perspective enables us to ÿorĀe endurinĀ and meaninĀÿul relationships
with the communities we serve.

OperatinĀ at Ārassroots levels remains a pivotal strateĀy ÿor us, ÿosterinĀ trust
and upholdinĀ transparency—two ÿoundational values deeply embedded in the
ethos oÿ Little Leaders Foundation. We are dedicated to ensurinĀ our initiatives
maintain inteĀrity, transparency, and accountability to our esteemed sponsors
and stakeholders.
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Our Mission

At Little Leaders Foundation, our mission is rooted in the unwaverinĀ belieÿ that
every child deserves a briĀht and promisinĀ ÿuture. We are dedicated to
contributinĀ to children's riĀhts, with a particular ÿocus on the ÿundamental
pillars oÿ education, healthcare, and a child’s riĀht to be heard. Our orĀanisation
stands as a beacon oÿ hope, strivinĀ to create a world where every child's
potential is nurtured, their health is saÿeĀuarded, and their voices are valued.

1. Education ÿor All: BridĀinĀ Gaps, UnlockinĀ Potential

We firmly believe that education is the key to breakinĀ the cycle oÿ poverty and
empowerinĀ children to reach their ÿull potential. Our commitment to "Education
ÿor All" is at the core oÿ our work. We tirelessly advocate ÿor inclusive and
accessible educational opportunities, ensurinĀ that no child is leÿt behind.
Thereÿore, we ÿocus our projects in Sri Lanka on rural areas where children don’t
have access to quality education due to a variety oÿ reasons. ThrouĀh our
projects, partnerships, community enĀaĀement, and advocacy initiatives, we aim
to bridĀe educational Āaps and create an environment where every child can
thrive.

2. The RiĀht to Health: BuildinĀ Healthy Foundations

Health is a ÿundamental riĀht and is an important ÿactor in a child’s Āeneral
well-beinĀ. We are dedicated to ensurinĀ that every child has access to quality
healthcare. We believe that an important part oÿ health care is to educate
students, teachers and parents on what they can do in emerĀencies, as a
hospital or doctor isn’t always closeby. We will start our first healthcare project in
2024. By collaboratinĀ with healthcare proÿessionals, local communities, and
Āovernments, we strive to build healthy ÿoundations ÿor children, enablinĀ them to
lead ÿulfillinĀ lives and contribute positively to society.
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3. The RiĀht to Be Heard: AmpliÿyinĀ Children's Voices

Children are not just beneficiaries oÿ our initiatives, they rather are active
participants which is reflected in their own development. Our commitment to the
RiĀht to Be Heard recoĀnizes the importance oÿ ampliÿyinĀ children's voices. We
believe that education will help children develop in numerous ways, it will enable
them to learn, to socialise, to find their strenĀths and to find ways to express
themselves. We prioritize the wishes and needs oÿ the local community when
executinĀ projects, thus we work on a Ārassroots level. When we speak to teachers
and parents about the needs oÿ the children, to understand in which ways we can
support them, we find it important to involve the children in this conversation as
well. We value the opinions oÿ children and want to take this into account when
creatinĀ solutions ÿor them.

Join Us in BuildinĀ a BriĀhter Future

As we tirelessly pursue our mission, we invite individuals, businesses, and
orĀanisations to join us in buildinĀ a world where every child's riĀhts are
protected and upheld. ToĀether, we can create lastinĀ chanĀe, unlock the
potential oÿ ÿuture Āenerations, and ensure that every child has the opportunity
to flourish, learn, and be heard. ToĀether, we are advocates ÿor a briĀhter, more
equitable ÿuture ÿor all children.



POLICY PLAN 7

Our Ambitions

The ambitions set ÿorth by Little Leaders Foundation serve as a roadmap to
ÿulfillinĀ our mission to ensure a briĀht and promisinĀ ÿuture ÿor all children.
These Āoals cover a wide ranĀe oÿ approaches related to education,
empowerment, advocacy, and healthcare.

1. Little Leaders Foundation is dedicated to brinĀinĀ its dream oÿ a better
ÿuture ÿor kids to liÿe by completinĀ the construction oÿ Little Trees Nurtury
Preschool within the upcominĀ year. This initiative is not merely about
finishinĀ a buildinĀ; it's about layinĀ the Āroundwork ÿor a transÿormative
educational experience. Little Trees Nurtury Preschool embodies our
dedication to nurturinĀ younĀ minds and ÿosterinĀ holistic development.

2. StartinĀ next year, we aim to o�er €15 per month scholarships to all 25
students ÿrom our Rural Education and Development (READ) project. This is
a paramount initiative ÿor us as these scholarships intend to break down
financial barriers, ensurinĀ that every READ student has equal access to
quality education. By providinĀ this support, we empower younĀ minds,
ĀivinĀ them the tools to pursue their dreams and contribute meaninĀÿully
to their communities. We believe it’s an investment in shapinĀ a briĀhter,
more equitable ÿuture ÿor these students and the reĀions they represent.

3. Another Āoal is to introduce enhanced parentinĀ proĀrams that aliĀn
seamlessly with our core missions and underscore our belieÿ in the
transÿormative power oÿ education and child development. As advocates
ÿor 'Education ÿor All,' we understand that holistic development starts at
home. ThrouĀh these proĀrams, we aim to empower careĀivers with
essential tools and knowledĀe to support their children's educational,
emotional, and social journey e�ectively.

4. O�erinĀ comprehensive healthcare traininĀ in the upcominĀ years is a
testament to our commitment to buildinĀ healthy ÿoundations ÿor children.
By providinĀ healthcare traininĀ, we aim to empower communities,
educators, and careĀivers with essential knowledĀe and skills. We
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understand that access to quality healthcare is not always immediate,
especially in remote areas thereÿore we aspire to create a supportive
ecosystem where healthcare knowledĀe is widespread, ensurinĀ every
child’s riĀht to a healthy and secure environment.
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Our ChallenĀes

We have di�erentiated our challenĀes into two types oÿ challenĀes that we, as an
orĀanisation, ÿace whilst tryinĀ to achieve our mission. The two types are divided
into internal challenĀes (challenĀes ÿaced within our orĀanisation) and external
challenĀes (challenĀes ÿaced in society). BecominĀ aware oÿ these challenĀes is
the first step in tacklinĀ these problems. We believe that our team is more than
capable oÿ doinĀ so.

Internal challenĀes
1. Resource Constraints:

● Limited ÿundinĀ: Since our inception, our main ÿundinĀ source has
been recruitinĀ monetary donations ÿrom individual sponsors. Our
second larĀest income has been ÿrom small and medium-sized
businesses, however, we have never received a public Ārant beÿore.
To receive larĀer sums oÿ donations, we need to ÿocus on
approachinĀ more businesses that can a�ord to Āive away larĀer
monetary donations as well as applyinĀ ÿor Ārants.

● Recruitment oÿ individual sponsors is time-consuminĀ. Besides the
e�orts to motivate leads to donate towards our orĀanisation, it is
also crucial to maintain these sponsors by keepinĀ them up-to-date
with newsletters. Stewardship can help to make sponsors ÿeel more
involved and can encouraĀe them to donate more ÿrequently. To
make the support oÿ individual sponsors more e�ective, we will ÿocus
on ĀeneratinĀ monthly donations by individual sponsors which
creates a continuous cash flow to support our projects.

2. Impact Measurement
● MeasurinĀ the e�ectiveness oÿ our projects: For our READ project, it

will be a challenĀe to measure to what extent the scholarships relieve
parents oÿ the financial burden surroundinĀ school costs and to
what extent they promote children's attendance at school. That is
why we intend to plan yearly home visitations. By keepinĀ in close
contact with the parents oÿ the children we aspire to develop a
methodoloĀical means to measure the impact oÿ the READ project.
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● For the READ project, we do not want to look at the attendance oÿ
children at school to measure the e�ectiveness, because we can
never be sure whether the teachers Āive a realistic picture oÿ this,
Āiven the consequences that this can have ÿor the children's
scholarships. That is why we want to look at the student's proĀress
throuĀh the school reports they receive twice a year. We also want to
attend their lessons to better understand the teachinĀ methods that
our pupils receive.

● The challenĀe to measure the impact oÿ Little Trees Nurtury will be to
see what kind oÿ e�ect holistic early childhood education will have on
the development oÿ the children in the lonĀ term, as well as to see
what e�ect a holistic preschool will have on the development oÿ the
community in the lonĀ term. Thereÿore, we will continue to be involved
with Little Trees Nurtury aÿter the construction is finished and we will
also be on the advisory board oÿ the preschool.

3. Innovation and Adaptation:
● EmbracinĀ ChanĀe: The communities where we carry out our

projects are oÿ course, like every community, continuously under the
influence oÿ social and economic chanĀes. For example, COVID-19
has caused an economic crisis in Sri Lanka and also chanĀed the
need ÿor support within these communities. We must always enĀaĀe
and communicate with the beneficiaries to understand their needs,
as these may chanĀe by a variety oÿ ÿactors stated above.

● ImplementinĀ new systems ÿor administration: KeepinĀ project
administration can take up a lot oÿ time and work. By lookinĀ at new
systems and automation processes, we can speed up administration
processes. Since 2023 we have been usinĀ a new diĀital system called
‘Monday’, where we can easily track the proĀress oÿ our volunteers’
tasks and saÿely share documents.

4. Communication StrateĀies:
● Internal Communication: We are always lookinĀ ÿor better ways to

ÿoster and maintain internal communications with our volunteers. We
do this to ensure improved cooperation between our volunteers and
that productivity remains e�cient. The new 'Monday' platÿorm that
we applied to our workinĀ method in 2023 has improved this. We also
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have work Āroups on WhatsApp, which only include volunteers who
are actively participatinĀ. This also maintains productivity and
supports the volunteers in executinĀ tasks. We also scheduled fixed
meetinĀs to provide stability to the volunteers.

● Stewardship: We keep sponsors inÿormed via email. We aim to do this
more consistently and share more contextual inÿormation about our
projects. By distributinĀ ÿor example a monthly newsletter, sponsors
will learn more in-depth about the projects they support.

● Social Media: In addition, we are most active on our Social Media on
InstaĀram. However, we also have a LinkedIn, TikTok and YouTube
account. We have decided to boycott Facebook, as we don’t aĀree
with its policies, and Facebook is not makinĀ enouĀh e�ort to censor
hate speech. It remains di�cult to maintain all Social Media
accounts, but by dividinĀ this work amonĀst our volunteers, we plan
to be more active on all channels and increase our visibility online.

5. Volunteer ManaĀement:
● Recruitment and Retention: DurinĀ the traininĀ process oÿ our

volunteers, we noticed that it is important that volunteers are Āiven
specific tasks. Our ÿormer methods were based on the principle oÿ
volunteers takinĀ initiative in choosinĀ and executinĀ their tasks.
Since the inception oÿ the Back O�ce where the HR ManaĀer is
workinĀ more closely toĀether with the Back O�ce Executive, we
ÿound that volunteers oÿten have their first experience in the
non-profit sector when startinĀ ÿor our orĀanisation. To prevent new
volunteers ÿrom ÿeelinĀ leÿt behind, we ensure that they receive more
Āuidance at the start oÿ their volunteer work. We have also
implemented a trial period oÿ two months ÿor new volunteers. Aÿter
these two months, our HR ManaĀer and Back-O�ce Executive will
have a meetinĀ with the new volunteer to evaluate their process and
see whether the start oÿ the collaboration was successÿul.

External challenĀes
1. FindinĀ suitable Ārants: It is an onĀoinĀ challenĀe to find Ārants that our

orĀanisation and our projects are eliĀible ÿor. We are a Dutch ÿoundation
but carry out projects in Sri Lanka. Some Ārants only support projects in
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Europe. Other Ārants that are aimed at projects in Asia also don’t see us as
eliĀible because our orĀanisation is located in the Netherlands. As we ÿeel
that we haven’t exhausted all oÿ our e�orts in this area we have assiĀned all
oÿ our volunteers to apply ÿor Ārants.

2. Economic chanĀes: ChanĀes in the economy have also a�ected our
projects. For example, the raw materials we needed ÿor the construction oÿ
Little Trees Nurtury were much more costly than expected, as were the
import costs. That is why we try to purchase as many local products as
possible ÿor our projects.
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Our StrateĀy

Our mission states that Little Leaders Foundation aims to make education more
accessible world wide. This means that the orĀanisation intends to spread its
influence amonĀst multiple reĀions across the world, in particular amonĀst
low-income countries. The motivation ÿor this is to bridĀe the Āap oÿ
socio-economic inequality amonĀst the most impoverished populations Ālobally.
Little Leaders Foundation firmly believes in quality education beinĀ the start to
societal development and rejects the notion oÿ white-saviourism in pursuit oÿ
world betterment. By supportinĀ impoverished rural communities with Ārassroots
operations, Little Leaders Foundation is determined to develop selÿ manaĀinĀ
projects that will serve the youth and ÿuture leaders oÿ local populus. The term
education seen in the mission statement is used broadly to describe the ÿollowinĀ
activities; public education, spreadinĀ awareness, counsellinĀ, researchinĀ, and
traininĀ.

OrĀanisation StrateĀies:

Little Leaders Foundation will embark on new ĀeoĀraphical territories as oÿ 2025.
From that point onwards the orĀanisation aims to set up projects in new
countries every five years.
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It has taken Little Leaders Foundation five years to establish Ārassroots projects
with local teams in Sri Lanka. The project's development that incurred in Sri Lanka
will serve as a Āuideline ÿor the ÿuture projects oÿ Little Leaders Foundation in
new countries.

Project StrateĀies:

To achieve the mission oÿ Little Leaders Foundation this chapter will state the
blueprint that will Āuide the orĀanisation’s projects to achieve ÿeasible and
measurable objectives set ÿor the course oÿ the next ÿour years. The sub-Āoals ÿor
these projects are;

● The inÿrastructure oÿ the project is set up ÿor the lonĀ-term.
● The projects are (a) selÿ-manaĀed by the local communities or (b) in

collaboration with the local communities.
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● Financial manaĀement is run internally in order to saÿeĀuard the inteĀrity
oÿ the projects.

● Advisory boards are established per project in order to evaluate the
proĀress oÿ the project. Each advisory board should include: the Little
Leaders Board oÿ Directors, Representative oÿ Beneficiaries, and a local
Project ManaĀer. The advisory boards should meet a minimum once a year.
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Our Board

From the year 2024 onwards, Little Leaders Foundation Āovernance will chanĀe
siĀnificantly. The orĀanisation will be manaĀed by an internal Leadership team
that is led by the Executive Director. The Leadership team exists out oÿ all Heads
oÿ Departments. These department heads are charĀed with the responsibilities oÿ
monitorinĀ their team's activities and reportinĀ back to the Leadership team. The
Executive Director will have to coordinate meetinĀs with the Board oÿ Directors to
discuss the strateĀic development oÿ the orĀanisation. The Executive Director is
also required to report concerns, complaints or ÿeedback to the Board oÿ
Directors and Supervisory Board.
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The Board oÿ Directors

Kintan van Leeuwen

Title: Treasurer

Role in the orĀanisation:
● Executive Director
● Executive Lead Front O�ce
● Leadership Team

Elisah Sauerbier

Title: Secretary

Role in the orĀanisation:
● Back O�ce Executive
● Executive lead back o�ce
● Leadership Team

Ashwini Karunathilaka

Title: Chairman

Role in the orĀanisation:
● Project ManaĀer
● Leadership Team

Supervisory Board

Besides the Board oÿ Directors, a Supervisory Board will be established to advise
the Board oÿ Directors. The Supervisory Board will not have any leĀal powers that
can a�ect the orĀanisation’s policy, however, they will support the orĀanisation
on an advisory basis.
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Method oÿ appointment

The ÿollowinĀ statements are recorded in our notarial deed:
● The board oÿ the ÿoundation consists oÿ a number oÿ at least three board
members to be determined by the board.
● The directors are appointed and suspended by the board. Vacancies must be
filled within three months.
● The board elects a chairman, a secretary and a treasurer ÿrom amonĀ its
members. The positions oÿ secretary and treasurer can be filled by one person.
● The directors are appointed ÿor an indefinite period.
● In the event oÿ one or more vacancies on the board, the board retains its
powers.
● Directors do not receive any remuneration ÿor their work. They are entitled to
reimbursement oÿ the costs incurred by them in the perÿormance oÿ their position.

Tasks and authority

The ÿollowinĀ statements are recorded in our notarial deed:
● The board is charĀed with manaĀinĀ the ÿoundation.
● The board is not authorised to decide to enter into aĀreements ÿor the
acquisition, alienation and encumbrance oÿ reĀistered property, provided that
the decision is taken by unanimous vote oÿ all board members in o�ce.
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● The board is not authorised to decide to enter into aĀreements, whereby the
ÿoundation commits itselÿ as surety or joint and several co-debtors, makes a case
ÿor a third party or undertakes to pore directors, as well as to third parties, to
represent the ÿoundation within the limits oÿ that power oÿ attorney.

Rules

The ÿollowinĀ statements are recorded in our notarial deed:
● The board is authorised to establish reĀulations in which those subjects are
reĀulated that in the opinion oÿ the board require (ÿurther) reĀulation.
● The reĀulations may not conflict with the law or these articles oÿ association.
● The board is authorised to amend or terminate the reĀulations.
● The provisions oÿ article 12 paraĀraph 1 apply to the adoption, amendment and
termination oÿ the reĀulations providinĀ security ÿor a debt oÿ another, provided
the resolution is taken unanimously by all directors in o�ce.
Acts in violation oÿ paraĀraphs 2 and 3 can be appealed aĀainst third parties.

Representation

The ÿollowinĀ statements are recorded in our notarial deed:
● The board represents the ÿoundation.
● The power oÿ representation also belonĀs to two directors actinĀ jointly.
● The board can Ārant power oÿ attorney to one or more directors, as well as to
third parties, to represent the ÿoundation within the limits oÿ that power oÿ
attorney

Supervisory Board

The Supervisory Board will be chaired and orĀanised by ÿormer Board Member
Roeloÿ Jonkers (2018-2023). Roeloÿ Jonkers came up with the idea to establish a
Supervisory Board as he wanted to continue his support to the orĀanisation but
ÿrom a more advisory-based position. Roeloÿ will be charĀed with recruitinĀ the
members ÿor the Supervisory Board. The Supervisory Board will consist oÿ a
minimum oÿ three members who have experience with similar ÿunctions or
non-profit work.
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Fiscal ManaĀement

At Little Leaders Foundation transparency is a core value that is reflected in our
fiscal manaĀement. Fiscal manaĀement is very important to us because our
primary income is ÿrom external parties that donate to our orĀanisation.
Thereÿore we take the responsibilities that come alonĀ with the trust oÿ our
sponsors very seriously.

Purpose

The purpose oÿ this policy is to hold ourselves accountable ÿor the responsibility
that we have to spend on the monetary donations that we receive ÿrom our
sponsors accordinĀly. Moreover, as a public benefit orĀanisation, we are
mandated by the Dutch Tax Authorities to comply with their reĀulations and laws.
These will be stated and explained down below.

Financial Statements

Every year we publish a financial statement accordinĀ to Dutch reĀulations and
financial laws. This is mandated by the Dutch Tax Authorities oÿ whom we were
Āranted the Public Benefit OrĀanization credentials in 2020. To maintain this
status we ensure to publish a financial statement every calendar year, at the
latest on 1 July.

90% Requirement

We are required by the Dutch Tax Authorities to spend 90% oÿ our yearly income
towards the orĀanisation's mission, to make education more accessible to
children worldwide. We devote more than 90% oÿ our income towards our projects
that directly contribute to our Āoals. Besides direct expenditures, we also have
costs that indirectly contribute to our mission. For example, website costs are
paid ÿor by the orĀanisation as it ÿunctions as a diĀital business card ÿor Little
Leaders Foundation. The orĀanisation also covers expenses made by volunteers
that are incurred by their perÿormances ÿor Little Leaders Foundation. These
financial overviews are uploaded yearly in our financial statements.
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Four-eyes principle

From the year 2024 onwards fiscal manaĀement will chanĀe siĀnificantly. The first
chanĀe is the leadership that is in charĀe oÿ the orĀanisation’s finances. We
choose to start workinĀ with a ÿour-eyes principle. A ÿour-eye principle is a
controllinĀ mechanism that will be used to ÿacilitate improved transparency,
accountability and authority over the orĀanisation’s finances. We have chosen to
implement this ÿour-eyes principle because the sums oÿ donations that we have
received over the years have increased siĀnificantly, and thereÿore the
responsibility to manaĀe the finances has too. The Executive Director as well as
the FundraisinĀ ManaĀer will be in charĀe toĀether oÿ consistently trackinĀ
financial overviews and collaboratively transÿerrinĀ ÿunds. The Executive Director
will create financial overviews and present these to the Leadership team,
FundraisinĀ team and the Board oÿ Directors. The FundraisinĀ ManaĀer will
analyse these financial overviews to ensure their validity and use its data to
develop ÿundraisinĀ strateĀies. All amounts that are transÿerred ÿrom the
orĀanisation’s bank account above €1,- need to be co-siĀned by both the
Executive Director and FundraisinĀ ManaĀer.

Fiscal policies

The fiscal policies that will remain unchanĀed are the ÿollowinĀ statements that
have been recorded in our notarial deed:

● This ÿoundation is a non-profit orĀanisation.
● The ÿoundation's financial year is the same as the calendar year.
● The board is obliĀed to keep records oÿ the financial position oÿ the ÿoundation
and everythinĀ concerninĀ the activities oÿ the ÿoundation, ÿollowinĀ
requirements arisinĀ ÿrom these activities, in such a way and to keep the
pertaininĀ books, documents and other data carriers in such a way, that the
riĀhts and obliĀations oÿ the ÿoundation can be known ÿrom this at all times.
● The board is obliĀed annually within six months aÿter the end oÿ the financial
year to prepare, draw up and establish the balance sheet and the statement oÿ



POLICY PLAN 24

income and expenditure oÿ the ÿoundation. It is authorised to extend this term
once ÿor a period oÿ ÿour months.
● The balance sheet and the statement oÿ income and expenditure are examined
by an accountant appointed by a director or another independent expert.
● This expert reports on his investiĀation to the board and Āives the results oÿ
his investiĀation.
● The board is obliĀed to keep the books, records and other data carriers
reÿerred to in the previous paraĀraphs ÿor seven years.
● The data on a data carrier, except the balance sheet and statement oÿ income
and expenditure on paper, can be transÿerred and stored on another data carrier,
provided that the transÿer takes place with a correct and complete representation
oÿ the data and these data are available durinĀ the entire retention period. and
can be made leĀible within a reasonable time.
● Aÿter discontinuation oÿ the ÿoundation the remaininĀ money will be donated
to a di�erent ÿoundation with similar ANBI purposes.

Giÿt Acceptance Policy

A new fiscal policy that we’re includinĀ in the 2024-2028 policy plan is the Giÿt
Acceptance Policy. As a non-profit orĀanisation, we rely heavily on donations ÿrom
external parties. Our Āoal ÿor the next couple oÿ years is to apply ÿor more Ārants
ÿrom both public ÿunds as well as private corporations. However, we have decided
aĀainst acceptinĀ monetary ÿunds ÿrom external parties that do not aliĀn with
our core values.

We will not accept monetary ÿunds ÿrom parties that;

● Are not oÿ unspoken behaviour;
● That do not support universal human riĀhts;
● That are directly or indirectly harminĀ children’s well-beinĀ and inÿrinĀes

on universal children's riĀhts;
● That does not comply with the Sustainable Development Goals.
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Conflict oÿ Interest Policy

The Conflict oÿ Interest Policy serves as a ĀuidinĀ ÿramework to identiÿy, disclose,
manaĀe and mitiĀate situations where personal, financial, or other interests may
conflict with the best interests oÿ the orĀanisation.

Purpose
The purpose oÿ this policy is to establish Āuidelines and procedures to help
manaĀe conflicts oÿ interest that may arise within the Little Leaders Foundation.
This policy aims to ensure all individuals associated with the orĀanisation act in
its best interests and uphold the hiĀhest standards oÿ inteĀrity and transparency.

Scope

This policy applies to all individuals associated with the orĀanisation, includinĀ
board members, volunteers, beneficiaries and other stakeholders.

Definitions

a. Conflict oÿ Interest: A situation in which an individual’s personal, financial,
proÿessional, or other interests could potentially influence or appear to
influence their judĀement or actions reĀardinĀ the a�airs oÿ Little Leaders
Foundation.

b. Conflicted Party: Any individual who has a direct or indirect interest,
financial or otherwise that could be expected to a�ect their judĀement or
actions in the orĀanisation's matters.

Identification oÿ Conflicts oÿ Interest

a. All individuals associated with the orĀanisation have a responsibility to
disclose to the best oÿ their knowledĀe all potential conflicts oÿ interest as
they become aware oÿ them and always beÿore any actions involvinĀ
potential conflicts are taken.
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Disclosure Procedures

a. Upon identiÿyinĀ a potential conflict oÿ interest, an interested party must
promptly disclose the nature and extent oÿ the conflict to the Leadership
Team.

b. Disclosure should include relevant details such as the nature oÿ the
conflict, the parties involved, and any measures taken to mitiĀate the
conflict.

Review and Evaluation

a. The Leadership Team will review all disclosed conflicts oÿ interest to
determine their siĀnificance and potential impact on the orĀanisation.

b. The discussions surroundinĀ the conflict can be discussed amonĀ
members oÿ the leadership team, where the inÿormation ÿrom the conflicted
party will be mentioned. However, the conflicted party will not be present
durinĀ the discussions or be involved in the decision-makinĀ process.

c. An assessment will be made to decide whether the conflict in question
requires ÿurther action or iÿ it can be manaĀed or mitiĀated appropriately.

d. Any member oÿ the leadership team cannot partake in discussions or
decisions involvinĀ their own, or associated parties’ compensations.

ManaĀement and MitiĀation

StrateĀies to manaĀe conflicts may include:

a. The conflicted party may be required to recuse themselves ÿrom relevant
discussions, decision-makinĀ processes or activities where the conflict
exists.

b. Iÿ the conflicted party remains involved in discussions due to the nature oÿ
their role, their conflict will be transparently disclosed to the relevant
parties and steps will be taken to ensure an unbiased decision-makinĀ
process.
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c. The conflicted party may talk to the confidential counsellor (Jessica
Rosenbach) and arranĀe ÿor a meetinĀ between the leadership team. This
meetinĀ will be mediated by the counsellor. This is only applicable to
conflicts oÿ interest where both parties are within the immediate members
oÿ the orĀanisation.

Documentation and Record KeepinĀ

Little Leaders Foundation will maintain accurate and detailed records oÿ all
disclosed conflicts oÿ interest, actions taken and decisions made reĀardinĀ the
manaĀement and mitiĀation oÿ conflicts.

Corrective Action

Failure to disclose a conflict oÿ interest or comply with this policy may result in
disciplinary action, includinĀ but not limited to reprimand, suspension, or
termination, dependinĀ on the severity oÿ the violation.

Confidentiality

The orĀanisation will handle all disclosed inÿormation with the utmost
confidentiality, except when necessary ÿor investiĀation purposes.

Policy Review

This Conflict oÿ Interest Policy will be reviewed periodically to ensure its
e�ectiveness and compliance with applicable laws and reĀulations.
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Whistleblower Policy

Little Leaders Foundation mandates that board members, volunteers,
beneficiaries, and other stakeholders adhere to hiĀh ethical standards, both in
business and personal conduct while perÿorminĀ their duties. As representatives
oÿ the orĀanisation, it is crucial to uphold honesty, inteĀrity, and compliance with
all relevant laws and reĀulations.

Purpose

The purpose oÿ this Whistleblower Policy is to encouraĀe and enable individuals,
associated with Little Leaders Foundation, to report concerns about any
suspected improper activities confidentially and securely. It covers reports
related to financial misconduct, ÿraud, corruption, conflicts oÿ interest, unethical
behaviour, violations oÿ laws or reĀulations, or any actions that may harm the
orĀanisation's reputation or mission. This policy aims to ensure a transparent
and accountable environment where concerns can be reported and addressed
without the ÿear oÿ retaliation.

Scope

This policy applies to all individuals associated with the orĀanisation, includinĀ
board members, volunteers, beneficiaries and other stakeholders.

ReportinĀ Procedure

Little Leaders Foundation operates with an open-door policy and encouraĀes
employees to share their queries, concerns, suĀĀestions, or complaints with their
supervisors.

a. Any individual who becomes aware oÿ suspected misconduct or violations
should report their concerns promptly to Jessica Rosenbach, confidential
counsellor oÿ LLF who will assume the role oÿ the compliance o�cer in such
instances.

b. Reports can be made orally or in writinĀ, providinĀ su�cient detail to the
nature oÿ the concern. Anonymous reportinĀ is permitted; however,
providinĀ contact inÿormation can aid in ÿacilitatinĀ the investiĀation
process.
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c. Iÿ reports are made verbally, the compliance o�cer will need to make notes
to keep a record oÿ the conversation alonĀ with the siĀnature oÿ the
whistleblower at the end oÿ the document.

d. Contact inÿormation ÿor reportinĀ concerns:
- Name: Jessica Rosenbach (Confidential Counselor)
- Email: jessica@littleleadersÿoundation.orĀ
e. Iÿ a concern involves the compliance o�cer, Jessica Rosenbach will appoint

a member oÿ the supervisory board to carry out the investiĀation.
Additionally, the appointed member oÿ the supervisory board will choose a
member oÿ the leadership team to be involved in the investiĀation. Both
appointed individuals must be ÿree oÿ any conflicts oÿ interest related to
the matter. This process ensures a ÿair and impartial investiĀation and
maintains the inteĀrity oÿ the process.

Confidentiality and Non-Retaliation

a. Little Leaders Foundation prohibits retaliation aĀainst any individual—be it
a board member, o�cer, employee, or volunteer—who reports an ethics
violation or suspected leĀal inÿrinĀement under this policy. An employee
enĀaĀinĀ in retaliation aĀainst a Āood-ÿaith reporter oÿ a violation may
ÿace disciplinary action, includinĀ termination oÿ their roles at the
orĀanisation.

b. All reports will be treated with the utmost confidentiality, to the extent
reasonably possible and allowed by Dutch law. Little Leaders Foundation is
committed to protectinĀ the identity oÿ whistleblowers.

InvestiĀation Process

a. Upon receivinĀ a report, the compliance o�cer will conduct a preliminary
assessment to evaluate the nature, severity, and credibility oÿ the issue.

b. The compliance o�cer must inÿorm the board oÿ directors immediately
upon receivinĀ the report. Aÿterwards, the compliance o�cer will appoint
the relevant board members hence creatinĀ a committee to conduct a ÿair
and impartial investiĀation alonĀside her. InvestiĀations will be conducted
discreetly, thereÿore not sharinĀ the incident with orĀanisation members
who are not involved with both the investiĀation and the incident.
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c. The desiĀnated committee is permitted to collect and analyse evidence
related to the reported concern.

d. The desiĀnated committee is allowed to conduct interviews with witnesses,
relevant employees, or individuals in the reported incident.

e. Once investiĀations are completed, the desiĀnated committee will prepare
a detailed report summarisinĀ the findinĀs and submit it to the board oÿ
directors and iÿ necessary the supervisory board.

All reports will be handled with utmost sensitivity and confidentiality. It is also
necessary to communicate the investiĀation’s outcomes to the whistleblower,
providinĀ ÿeedback on the reported concern and actions taken.

Corrective Action

Iÿ an investiĀation substantiates a violation oÿ policies, or reĀulations put ÿorth by
Little Leaders Foundation, appropriate corrective action will be taken. This will
include disciplinary actions and ÿurther measures to prevent recurrence.

Compliance

All individuals associated with Little Leaders Foundation are expected to comply
and acknowledĀe the understandinĀ oÿ this policy.

Policy Review

This Whistleblower Policy will be reviewed periodically to ensure its e�ectiveness
and compliance with applicable laws and reĀulations.
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Records Retention and Destruction

At Little Leaders Foundation, e�ective manaĀement oÿ records is essential to
ensure compliance with leĀal obliĀations, protect sensitive inÿormation, and
maintain operational e�ciency.

Purpose

The purpose oÿ this policy is to establish Āuidelines and procedures ÿor the
retention, storaĀe and destruction oÿ documents and records maintained by
Little Leaders Foundation. By implementinĀ this policy, the orĀanisation aims to
optimise record-keepinĀ practices, saÿeĀuard sensitive inÿormation, and ensure
compliance with Dutch laws and reĀulations ĀoverninĀ records manaĀement and
disposal.

Scope

This policy applies to all documents, records, electronic files, and other
inÿormation maintained by the orĀanisation or its employees, volunteers, and
other stakeholders.

Retention Periods

a. Financial Records: Retain ÿor a minimum oÿ 7 years as required by Dutch
laws and financial reĀulations.

b. General Company Records: Retain ÿor a minimum oÿ 7 years as required by
Dutch laws.

c. LeĀal and Contracts: Retain ÿor a minimum oÿ 2 years aÿter termination or
expiration oÿ the contract, as per Dutch leĀal requirements.

d. Personnel Records: Retain ÿor only the duration oÿ the purpose ÿor which
the orĀanisation has acquired the inÿormation.
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StoraĀe and Access

Documents and records must be stored securely in a desiĀnated location,
whether physical or electronic, with restricted access to authorised personnel
only.

Document Destruction

a. Documents that have reached the end oÿ their retention period or are no
lonĀer required ÿor leĀal or operational purposes, should be systematically
destroyed.

b. Destruction methods should ensure complete and irreversible removal,
whether throuĀh shreddinĀ, electronic wipinĀ or other secure means.

c. Non-compliance with this policy may result in disciplinary action in
accordance with orĀanisational policies and procedures.

Policy Review

The Records Retention and Destruction Policy will be reĀularly reviewed and
updated to aliĀn with the chanĀes in law, reĀulations or orĀanisational needs.
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GuidinĀ Volunteer Principles

Introduction

GuidinĀ Volunteer Principles are essential ÿor creatinĀ a positive and e�ective
volunteer proĀram. These principles help set expectations, ÿoster a positive
environment, and ensure that both volunteers and the orĀanisation benefit ÿrom
the collaboration. Here are Little Leaders’ ĀuidinĀ principles ÿor volunteers:

GuidinĀ Volunteer Principles

1. Clear Mission and Goals:
Volunteers should understand and aliĀn with the orĀanisation's mission
and Āoals. Communicate the purpose oÿ the volunteer proĀram and how it
contributes to the overall mission.

2. Respect and Inclusivity:
Treat all volunteers with respect and diĀnity, reĀardless oÿ their
backĀround, skills, or experience. Foster an inclusive environment that
values diversity.

3. Open Communication:
Establish clear lines oÿ communication between volunteers, partners, and
other stakeholders. EncouraĀe volunteers to share their ideas, concerns,
and ÿeedback openly.

4. TraininĀ and Orientation:
Provide comprehensive traininĀ and orientation to ensure that volunteers
have the necessary skills and knowledĀe to perÿorm their roles e�ectively.

5. Appreciation and RecoĀnition:
AcknowledĀe and appreciate the contributions oÿ volunteers reĀularly.
RecoĀnition can take various ÿorms, includinĀ verbal praise, certificates, or
events to celebrate their achievements.

6. Flexibility:
RecoĀnize and accommodate the diverse skills, availability, and
preÿerences oÿ volunteers. Be flexible in task assiĀnments and schedulinĀ
when possible.
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7. Transparency:
Be transparent about the orĀanisation's operations, decision-makinĀ
processes, and how volunteers' e�orts contribute to the larĀer picture.

8. Saÿety and Well-beinĀ:
Prioritise the saÿety and well-beinĀ oÿ volunteers. Provide a saÿe workinĀ
environment, clearly communicate saÿety protocols, and address any
concerns promptly.

9. Feedback and Evaluation:
Establish a ÿeedback loop ÿor volunteers to express their thouĀhts and
ideas. Conduct reĀular evaluations to assess the e�ectiveness oÿ the
volunteer proĀram and identiÿy areas ÿor improvement.

10. Empowerment:
Empower volunteers by ĀivinĀ them meaninĀÿul tasks and responsibilities.
Provide opportunities ÿor skill development and leadership roles within the
orĀanisation.

11. Teamwork and Collaboration:
EncouraĀe a spirit oÿ teamwork and collaboration amonĀ volunteers and
between volunteers and sta�. Emphasise the importance oÿ workinĀ
toĀether to achieve common Āoals.

12. Ethical Behaviour:
Uphold ethical standards and ensure that volunteers understand and
adhere to the orĀanisation's code oÿ conduct. This includes maintaininĀ
confidentiality and respectinĀ the privacy oÿ others.

13. Continuous LearninĀ:
Foster a culture oÿ continuous learninĀ and improvement. EncouraĀe
volunteers to seek new skills, stay updated on relevant inÿormation, and
share their knowledĀe with others.
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Code oÿ Conduct

Introduction

The purpose oÿ this Code oÿ Conduct is to establish and maintain a positive and
inclusive environment within Little Leaders Foundation. This Code outlines the
expected standards oÿ behaviour ÿor all individuals associated with the
orĀanisation, includinĀ but not limited to volunteers, board members, and
partners.

Core values

Little Leaders Foundation is committed to upholdinĀ the ÿollowinĀ core values:

1. InteĀrity: We act honestly and ethically in all our interactions.
2. Respect: We treat all individuals with diĀnity and courtesy, valuinĀ diverse

perspectives and experiences.
3. Accountability: We take responsibility ÿor our actions and decisions.
4. Transparency: We communicate openly and honestly, ÿosterinĀ trust amonĀ

stakeholders.
5. Collaboration: We promote teamwork and cooperation to achieve our

mission.
6. Inclusivity: We embrace diversity and create an inclusive environment where

everyone ÿeels welcome.

Expected Behaviour

1. InteĀrity:
● Act with honesty and transparency in all interactions.
● Avoid conflicts oÿ interest and disclose any potential conflicts

promptly.
● SaÿeĀuard and use resources responsibly.

2. Respect:
● Treat all individuals with courtesy, empathy, and consideration.
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● Embrace diversity and inclusion, respectinĀ di�erences in opinions,
backĀrounds, and experiences.

● Don’t participate in discriminatory or harassinĀ behaviour oÿ any
kind.

3. Accountability:
● Fulfil roles and responsibilities with diliĀence and commitment.
● Take responsibility ÿor mistakes and learn ÿrom them.
● Adhere to Little Leaders Foundation's policies and procedures.

4. Transparency:
● Communicate openly and honestly with ÿellow members,

stakeholders, and the public.
● Share inÿormation relevant to Little Leaders Foundation's mission

and activities.
5. Collaboration:

● Foster a collaborative and supportive workinĀ environment.
● EncouraĀe teamwork and inÿormation sharinĀ amonĀ members.

6. Inclusivity:
● Embrace diversity in all its ÿorms.
● Ensure that all individuals, reĀardless oÿ backĀround, ÿeel included

and valued.
● Proactively work to eliminate discrimination and bias.

Dress code

Our orĀanisation is dedicated to promotinĀ and saÿeĀuardinĀ the riĀhts oÿ
children, and we believe that our appearance should reflect the proÿessionalism
and commitment with which we approach our mission. The ÿollowinĀ dress code is
applicable ÿor all meetinĀs and events orĀanised or endorsed by Little Leaders
Foundation:

Proÿessional Attire ÿor Special Events:

On occasions such as ÿormal presentations, conÿerences, or hiĀh-profile events,
business proÿessional attire is recommended.
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● Men: Business suits, shirts, ties, and dress shoes.
● Women: Business suits, dresses, blouses with dress slacks or skirts, and

closed-toe shoes. The minimal lenĀth oÿ dresses and skirts is till the middle
oÿ the upper leĀ.

No Casual Wear:

● Avoid wearinĀ flip-flops, or athletic wear durinĀ meetinĀs and events.

Modesty and Sensibility:

● ClothinĀ should be modest, respectÿul, and not distract ÿrom the
proÿessional environment.

● Avoid clothinĀ with o�ensive lanĀuaĀe, symbols, or Āraphics.

Comÿortable Footwear:

● Wear closed-toe shoes that are comÿortable ÿor the duration oÿ the event.

Personal Expression:

● While we encouraĀe personal expression, please be mindÿul that the ÿocus
oÿ the event is on advocatinĀ ÿor children's riĀhts. Ensure that your attire is
appropriate ÿor the occasion.

Cultural Sensitivity:

● Respect diverse cultural norms and practices related to dress. Choose
attire that is inclusive and sensitive to the backĀrounds oÿ our team
members and attendees.

Branded Apparel:

● Feel ÿree to wear clothinĀ items that ÿeature the Little Leaders Foundation
loĀo or advocate ÿor children's riĀhts. This helps promote our cause and
creates a sense oÿ unity.
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By adherinĀ to this dress code, we aim to present a unified and proÿessional
imaĀe that reflects our commitment to the cause oÿ children's riĀhts. Your
cooperation is appreciated as we work toĀether to create positive chanĀe ÿor
children around the world.

ReportinĀ Violations

Iÿ any member oÿ Little Leaders Foundation becomes aware oÿ a potential
violation oÿ the Code oÿ Conduct, members are encouraĀed to report it promptly
to Anastasia Pinkse, HR ManaĀer. Otherwise to Elisah Sauerbier, Back-O�ce
Executive or Jessica Rosenbach, Confidential Counsellor.

Consequences oÿ Violations

Violations oÿ this Code may result in disciplinary actions, includinĀ but not limited
to verbal or written warninĀs, suspension, or termination oÿ volunteer service,
dependinĀ on the severity and ÿrequency oÿ the violation.

AcknowledĀement

By joininĀ Little Leaders Foundation or participatinĀ in its activities, individuals
acknowledĀe that they have read, understood, and aĀreed to abide by this Code
oÿ Conduct.

Little Leaders Foundation reserves the riĀht to update or modiÿy this Code oÿ
Conduct as needed. ChanĀes will be communicated to all members.
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Volunteer Recruitment Policy

The most essential resource oÿ any charity is its people. Charity trustees have a
responsibility to manaĀe resources responsibly. This includes ensurinĀ that
volunteers are clear about their roles and the roles oÿ others. The purpose oÿ this
recruitment policy is to provide a ÿramework ÿor a ÿair and consistent process that
will result in a positive and productive experience ÿor all concerned.

Policy statement

Volunteers play a particularly important role in the work oÿ Little Leaders
Foundation. We thereÿore recoĀnize that we must attract volunteers to our
orĀanisation to help us achieve our charitable purpose and associated Āoals.

We provide appropriate support and supervision to allow volunteers to realise
their ÿull potential in their role with Little Leaders Foundation. We appreciate and
value the siĀnificant contributions that volunteers make to the aims and
objectives oÿ Little Leaders Foundation. We are committed to compliance with all
relevant leĀislative obliĀations relatinĀ to the environment in which our
volunteers carry out their roles.

EliĀibility

Generally, Little Leaders Foundation will consider involvinĀ anyone who wishes to
volunteer with us, as lonĀ as they stand by our core values and don’t execute or
promote other work that is aĀainst our core values. However, prospective
volunteers must demonstrate a commitment to the aims oÿ Little Leaders
Foundation and their availability as volunteers must aliĀn with the needs oÿ Little
Leaders Foundation.

We provide a volunteer recruitment process, which is ÿree ÿrom any discrimination.

For some volunteer roles, specific selection criteria may apply to determine the
suitability oÿ a volunteer candidate ÿor a particular role. In addition, selection
criteria may become relevant where there are more applicants ÿor a particular
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volunteer role than positions available. Selection criteria are based on the
relevant skills, qualifications and experience oÿ the volunteer candidates.

Recruitment and Selection

DependinĀ on the role to be filled, our recruitment and selection process may
include the ÿollowinĀ staĀes:

● PreparinĀ a Volunteer Role Description;
● PreparinĀ and placinĀ a volunteer recruitment advertisement;
● AĀreeinĀ selection criteria;
● MeetinĀ volunteer candidates, collectively or individually, to discuss the

nature and expectations ÿor the volunteer role;
● ShortlistinĀ applicants aĀainst aĀreed selection criteria;
● NotiÿyinĀ interview candidates and unsuccessÿul applicants;
● InterviewinĀ oÿ candidate volunteers by a suitably brieÿed interview panel;
● AssessinĀ candidates aĀainst aĀreed selection criteria;
● O�erinĀ a volunteer role to the successÿul candidate(s);
● NotiÿyinĀ unsuccessÿul candidates;
● VeriÿyinĀ relevant educational qualifications oÿ successÿul candidate(s);
● CheckinĀ employment or other reÿerences with reÿerees nominated by a

successÿul volunteer candidate;
● IssuinĀ volunteer aĀreements ÿor the volunteer’s siĀnature;
● ProvidinĀ interview ÿeedback to unsuccessÿul candidates who request it.
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Confidentiality and Data Protection

Little Leaders Foundation respects the riĀht to privacy and confidentiality oÿ our
volunteers and prospective volunteers.

Reÿerence Checks

Reÿerence checks and any verification oÿ educational qualifications, which
involves contact with third parties will only take place once Little Leaders
Foundation ÿorms a clear view that it would like to recruit a candidate volunteer.
Little Leaders Foundation will always request the permission oÿ the candidate
volunteer in advance oÿ checkinĀ reÿerences or qualifications. Reÿerence checks
ÿor every candidate volunteer are carried out in the same way. It is the policy oÿ
Little Leaders Foundation to seek reÿerences, preÿerably ÿrom separate sources
e.Ā. academic, employment, volunteerinĀ etc.

TraininĀ and Development

Beÿore a volunteer commences their role, they will be invited to an induction. As
part oÿ their induction, the volunteer will be provided with a detailed Volunteer
Role Description. The Volunteer Role Description specifies the responsibilities and
tasks involved in the volunteer’s role, Little Leaders Foundation’s expectation as
to how these responsibilities and tasks will be carried out and any other relevant
inÿormation applicable to the role. The volunteer will have an opportunity to voice
any queries they may have about their role. In addition, the volunteer will be
provided with inÿormation about:

● The vision, mission and orĀanisational structure oÿ Little Leaders
Foundation;

● How their role fits within the broader purpose oÿ Little Leaders Foundation;
● The support available to volunteers in Little Leaders Foundation includinĀ

key contacts, inÿormation about the volunteer’s supervisor/line manaĀer
and communication channels within Little Leaders Foundation;

● The type oÿ commitment expected oÿ volunteers;
● Little Leaders Foundation’s Code oÿ Conduct ÿor Volunteers;
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● All other relevant policies and procedures oÿ Little Leaders Foundation;

An appropriate level oÿ traininĀ is o�ered to all volunteers to enable them to ÿulfil
their roles as e�ectively as possible.

Trial Period

A trial period oÿ 2 months will be set with respect to volunteer roles to ensure both
the volunteer and Little Leaders Foundation are satisfied with the volunteerinĀ
arranĀement.

Support and Supervision

Volunteers have access to support and supervision durinĀ their trial period and
throuĀhout their volunteerinĀ period. Di�culties that arise will be dealt with in a
ÿair, open and e�cient way and in line with Little Leaders Foundation’s Ārievance
and disciplinary procedures. All volunteers are allocated a desiĀnated
supervisor/point oÿ contact whom they should contact iÿ they have any questions
about their role or iÿ any di�culties arise in the course oÿ carryinĀ out their role.

Expenses

Volunteers may be reimbursed ÿor expenses incurred, in line with the Little
Leaders Foundation’s policies and procedures and by prior arranĀement only
with the Executive Director. This includes travel costs or buyinĀ supplies on behalÿ
oÿ the orĀanisation. In exceptional cases, volunteers may also be compensated
ÿor the work perÿormed, based on a previously aĀreed price, preÿerably the
minimum waĀe.
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Volunteer Acceptance Roles and Responsibilities Policy

Volunteers are viewed as a valuable resource to Little Leaders Foundation.
Volunteers shall be extended the riĀht to be Āiven meaninĀÿul assiĀnments, the
riĀht to be treated as equal co-workers, the riĀht to e�ective supervision, the
riĀht to ÿull involvement and participation, and the riĀht to recoĀnition ÿor work
done. In return, volunteers shall aĀree to actively perÿorm their duties to the best
oÿ their abilities and to remain loyal to the Āoals and procedures oÿ the aĀency.

Volunteer Confidentiality Policy

RespectinĀ the privacy oÿ our donors, partners, volunteers, stakeholders and oÿ
Little Leaders Foundation itselÿ is a basic value oÿ Little Leaders Foundation.
Personal and financial inÿormation is confidential and should not be disclosed or
discussed with anyone without permission or authorization ÿrom Kintan van
Leeuwen, Executive Director. Care shall also be taken to ensure that unauthorised
individuals do not overhear any discussion oÿ confidential inÿormation and that
documents containinĀ confidential inÿormation are not leÿt in the open or
inadvertently shared.

Volunteers oÿ Little Leaders Foundation may be exposed to inÿormation which is
confidential and/or privileĀed and proprietary in nature. It is the policy oÿ Little
Leaders Foundation that such inÿormation must be kept confidential both durinĀ
and aÿter volunteer service. Volunteers are expected to return materials
containinĀ privileĀed or confidential inÿormation at the time oÿ separation ÿrom
employment or expiration oÿ service.

Failure to maintain confidentiality may result in termination oÿ your volunteer
service or other corrective action. This policy is intended to protect you as well as
the Little Leaders Foundation.
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Workplace Violence and Harassment Prevention Policy

Little Leaders Foundation is committed to a healthy, harassment-ÿree and
violence-ÿree environment ÿor all our volunteers. Little Leaders Foundation has
developed a company-wide policy intended to:

● prevent and respond to workplace harassment and violence oÿ any type,
and

● e�ectively address any incident that miĀht occur

Policy statement

1. This policy applies to all volunteers and to non-employees who bully,
violate or harass others on our orĀanisation’s time or property.

2. Little Leaders Foundation will not tolerate violence or harassment oÿ any
kind. A confirmed complaint oÿ violence or harassment will result in
disciplinary action, up to and includinĀ termination.

3. This policy will be distributed to all current volunteers and posted on the
website. The policy will also be distributed to new volunteers durinĀ
orientation.

4. Little Leaders Foundation will promptly investiĀate complaints oÿ bullyinĀ,
violence, harassment, or retaliation. Such investiĀations will be ÿair and
impartial. All employees oÿ Little Leaders Foundation are required to
cooperate with investiĀations oÿ workplace bullyinĀ, violence, harassment,
or retaliation. The research will be conducted by HR, the Confidential
Counsellor and the Back-O�ce Executive.

RecoĀnizinĀ Violence and Harassment

It is impossible to list every type oÿ behaviour that can be considered bullyinĀ,
violence or harassment in violation oÿ this policy. In Āeneral, any conduct that
could interÿere with an individual's work perÿormance or create a hostile work
environment is ÿorbidden. This is the case even iÿ the o�endinĀ volunteer did not
mean to be o�ensive – volunteers must be sensitive to the ÿeelinĀs oÿ others. Even
mild o�ensive conduct can be considered bullyinĀ or harassment iÿ someone has
made it clear that it is unwelcome. Some examples include:
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● Verbal: Jokes, insults, and innuendoes; threats; deĀradinĀ sexual remarks;
whistlinĀ; cat calls; comments on a person's body or sex liÿe; or pressures
ÿor sexual ÿavours; participatinĀ in deroĀatory or insultinĀ Āossip.

● Non-Verbal: IntimidatinĀ or conÿrontational body lanĀuaĀe; Āestures,
starinĀ, touchinĀ, or pattinĀ; blockinĀ a person's movement; standinĀ too
close; brushinĀ aĀainst a person's body; display oÿ sexually suĀĀestive or
deĀradinĀ pictures; racist or other deroĀatory cartoons or drawinĀs;
non-consensual physical behaviour.

Volunteer Responsibilities

Volunteers who experience, witness or suspect bullyinĀ, violence or harassinĀ
behaviour are encouraĀed to report the behaviour to one oÿ the contact persons
named below. Volunteers who ÿeel comÿortable directly interveninĀ in situations
where they perceive bullyinĀ, violence or harassment are encouraĀed to do so.
AdvocatinĀ ÿor someone with respect is essential to ensure e�ective
communication, maintain positive interactions, and ÿoster understandinĀ amonĀ
all parties involved.

Who to approach about conflict?
Elisah Sauerbier - Back-O�ce Executive
Anastasia Pinkse - HR ManaĀer
Jessica Rosenbach - Confidential Counsellor

Supervisor Responsibilities

Supervisors and manaĀers who receive a complaint oÿ bullyinĀ or harassment,
who observe such behaviour, or suspect that such behaviour is occurrinĀ must
investiĀate the behaviour and address it as necessary, or report such suspected
harassment to human resources.

In addition to beinĀ subject to discipline iÿ they enĀaĀe in harassinĀ conduct,
supervisors and manaĀers are subject to discipline ÿor ÿailinĀ to report suspected
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harassment or otherwise knowinĀly allowinĀ harassment to continue, or ÿor
enĀaĀinĀ in retaliation or ÿailinĀ to report retaliatory acts.

Complaint and InvestiĀation oÿ Violence and Harassment

Little Leaders Foundation takes all reports oÿ violence or harassment seriously.
Little Leaders Foundation will promptly and thorouĀhly investiĀate any
complaint, inÿormation, or knowledĀe oÿ violence or harassment. The investiĀation
will be as confidential as possible. All persons involved, includinĀ complainants,
witnesses, and alleĀed perpetrators may be required to cooperate in an
investiĀation, will receive ÿair and impartial treatment, and will not be subject to
retaliation ÿor inÿormation disclosed to Little Leaders Foundation.

Little Leaders Foundation will take any interim actions necessary to protect
complainants ÿrom ÿurther acts oÿ bullyinĀ, harassment, or retaliation durinĀ the
investiĀation. Little Leaders Foundation may review documents, interview
employees, or take whatever investiĀatory steps it deems necessary to determine
whether harassment occurred.

Little Leaders Foundation will notiÿy the complainant oÿ the outcome oÿ the
investiĀation, althouĀh Little Leaders Foundation may decline to reveal specific
disciplinary actions taken where there are confidentiality issues with such
disclosures.

Definitions

1. Harassment: Harassment can include, but is not limited to any oÿ the
ÿollowinĀ acts or attempts oÿ acts:

● SpreadinĀ rumours or Āossip about an individual or Āroup
● CyberbullyinĀ (threateninĀ, spreadinĀ rumours or talkinĀ neĀatively

about an individual online)
● Threats made over the phone, by email, or throuĀh other mediums to

a volunteer, includinĀ ÿrom a (ex)partner or ÿamily member
● MakinĀ o�ensive jokes or remarks
● PlayinĀ unwanted practical jokes



POLICY PLAN 47

● Socially excludinĀ or isolatinĀ someone
● StalkinĀ or inappropriately ÿollowinĀ a person
● TamperinĀ with someone’s work equipment or personal belonĀinĀs
● VandalizinĀ or hidinĀ personal belonĀinĀs or work equipment
● ImpedinĀ a person’s work in any deliberate way
● Persistently criticizinĀ, undermininĀ, belittlinĀ, demeaninĀ or

ridiculinĀ a person
● IntrudinĀ on a person’s privacy
● Public ridicule or discipline
● Unwelcome physical contact
● Sexual innuendo or insinuation
● Unwanted and inappropriate invitations or requests, includinĀ oÿ a

sexual nature
● DisplayinĀ o�ensive posters, cartoons, imaĀes or other visuals
● MakinĀ aĀĀressive, threateninĀ or rude Āestures
● MisusinĀ authority, includinĀ:

- constantly chanĀinĀ work Āuidelines
- restrictinĀ inÿormation
- settinĀ impossible deadlines that lead to ÿailure, and/or
- blockinĀ applications ÿor leave, traininĀ or promotion in an

arbitrary manner
● EnĀaĀinĀ in any oÿ the actions, conduct and comments outlined

above aĀainst a person because oÿ that person’s:
- race
- national or ethnic oriĀin
- colour
- reliĀion
- aĀe
- sex
- sexual orientation
- Āender identity or expression
- marital status
- ÿamily status
- Āenetic characteristics
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- disability

2. Violence: Violence can include but is not limited to the ÿollowinĀ acts or
attempted acts:

● verbal threats or intimidation
● verbal abuse, includinĀ swearinĀ or shoutinĀ o�ensively at a person
● contact oÿ a sexual nature
● kickinĀ, punchinĀ, scratchinĀ, bitinĀ, squeezinĀ, pinchinĀ, batterinĀ,

hittinĀ or woundinĀ a person in any way
● attack with any type oÿ weapon
● spittinĀ at a person
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Social Media Policy

CreatinĀ a social media policy ÿor volunteers oÿ a nonprofit orĀanisation is
important to ensure consistency, proÿessionalism, and the protection oÿ the
orĀanisation's reputation.

Little Leaders Foundation recoĀnizes the importance oÿ social media in today's
interconnected world. As a volunteer ÿor our orĀanisation, you play a crucial role
in representinĀ our values and mission. This social media policy is desiĀned to
Āuide your online activities to maintain a positive and consistent imaĀe ÿor Little
Leaders Foundation.

Guidelines

1. AliĀnment with Little Leaders Foundation’s Values:
● Volunteers are expected to aliĀn their social media activities with the

values, mission, and Āoals oÿ Little Leaders Foundation.
● Avoid enĀaĀinĀ in activities that may harm the reputation oÿ the

orĀanisation or compromise its inteĀrity.
2. Proÿessionalism:

● Maintain a proÿessional tone and lanĀuaĀe in all social media
interactions related to Little Leaders Foundation.

● Do not disclose confidential inÿormation about the orĀanisation, its
beneficiaries, or other volunteers.

3. Personal Capacity:
● Clearly state that your views are your own and not necessarily

reflective oÿ the Little Leaders Foundation, especially when
expressinĀ opinions and views that are not aliĀned with the
orĀanisational values.

● Use a disclaimer to make it clear that you are a volunteer and not an
o�cial spokesperson ÿor the orĀanisation.

4. Respect and Tolerance:
● Be respectÿul and tolerant oÿ diverse opinions and perspectives.
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● Reÿrain ÿrom enĀaĀinĀ in unnecessarily online conflicts or arĀuments
that may reflect neĀatively on Little Leaders Foundation.

5. Accuracy:
● Ensure that inÿormation shared about Little Leaders Foundation is

accurate and up-to-date.
● Fact-check beÿore postinĀ statistics, news, or any inÿormation related

to the orĀanisation.
6. Conflicts oÿ Interest:

● Disclose any potential conflicts oÿ interest that may arise between
your personal activities and your role as a volunteer ÿor Little
Leaders Foundation.

7. Photos and Videos:
● Obtain permission beÿore postinĀ photos or videos that include

other volunteers, partners, beneficiaries, or any identifiable
inÿormation related to Little Leaders Foundation.

Consequences oÿ Violation

Violations oÿ this social media policy may result in disciplinary actions, includinĀ
but not limited to verbal warninĀs, termination oÿ volunteer status, or leĀal action,
dependinĀ on the severity oÿ the breach.

Review and Updates:

This policy is subject to periodic review and may be updated as needed.
Volunteers will be notified oÿ any chanĀes, and it is their responsibility to
ÿamiliarise themselves with the most recent version oÿ the policy.
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Volunteer Dismissal Policy

Volunteers are an essential part oÿ Little Leaders Foundation’s work. Our Āoal is
to retain a satisfied volunteer base that finds Āratification and reward in helpinĀ
Little Leaders Foundation meet its mission in the most e�ective manner possible.
However, there are occasions when Little Leaders Foundation’s volunteer proĀram
is simply not a Āood fit ÿor a volunteer. Just as a volunteer is ÿree to leave at any
time, ÿor any reason, Little Leaders Foundation reserves the same riĀht to end our
volunteer relationship with a volunteer, with or without notice, ÿor any reason not
prohibited by law.

Statement

Based on our commitment to providinĀ the hiĀhest quality service to our
stakeholders, partners, sponsors and other volunteers, Little Leaders Foundation
reserves the riĀht to terminate a volunteer’s involvement within our proĀrams.

Dismissal oÿ a volunteer will occur only as a last resort, and will Āenerally take
place ÿollowinĀ proĀressive disciplinary actions where possible. Immediate
dismissal oÿ a volunteer may occur in serious cases and is within the discretion oÿ
the Volunteer Department.

Grounds ÿor volunteer dismissal may include, but are not limited to the ÿollowinĀ:
● illeĀal, violent or unsaÿe acts while executinĀ volunteer work
● ÿailure to abide by aĀency policies and procedures
● Āross misconduct
● theÿt oÿ property or misuse oÿ AĀency ÿunds
● equipment or materials
● beinĀ under the influence oÿ illeĀal druĀs or alcohol while perÿorminĀ

Volunteer duties
● ÿailinĀ to perÿorm volunteer duties as aĀreed reĀularly
● breach oÿ confidentiality
● willÿully not ÿollowinĀ proper lines oÿ communication and authority
● intentionally spreadinĀ misinÿormation
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● behaviour or communication that intentionally disrupts daily operations
● beinĀ verbally aĀĀressive or disrespectÿul to other volunteers

Little Leaders Foundation will investiĀate and document all perÿormance
concerns and incidents which may serve as Ārounds ÿor dismissal. Volunteers
may be o�ered the opportunity to meet with the Volunteer Department to provide
the volunteer’s account oÿ the incident or perspective on the situation.

Where appropriate, verbal and/or written warninĀs may be issued to the
volunteer, and documented.

Dismissal oÿ a volunteer will take place aÿter consultation between the HR
Department, the Back-O�ce Executive and/or the Executive Director. All parties oÿ
the Volunteer Department up to the Executive Director may dismiss a Volunteer.

As timinĀ allows, aÿter dismissinĀ a volunteer, all Little Leaders Foundation’s
volunteers will be made aware oÿ the dismissal.

Voluntary Termination oÿ VolunteerinĀ

Any volunteer may voluntarily resiĀn at any time and ÿor any reason. Exit
interviews may be available upon request. We will also consider that you have
resiĀned iÿ you do not return ÿrom an approved leave oÿ absence (the account
was marked “Holiday” mode), 90 Days oÿ Inactivity, or three or more consecutive,
unexplained absences.
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Leadership Team Policy

The Leadership team policy oÿ a nonprofit orĀanisation outlines the roles,
responsibilities, and expectations ÿor the key leadership roles within the
orĀanisation. This policy is essential ÿor ensurinĀ clarity, accountability, and
e�ective collaboration amonĀ the Leadership team.

Purpose and Scope

The purpose oÿ this policy is to define the roles and responsibilities oÿ the
Leadership team members within Little Leaders Foundation. This policy applies
to all individuals holdinĀ Leadership positions within the orĀanisation.

Leadership Team Structure

Leadership positions

Front O�ce Back O�ce

Executive Director Kintan van Back O�ce Elisah Sauerbier
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Roles and Responsibilities

Front O�ce
1. Executive Director:

● StrateĀic PlanninĀ:
- Develop and implement a strateĀic plan in collaboration with

the board oÿ directors.
- Set Āoals and objectives aliĀned with the orĀanisation's

mission and vision.
● Leadership and ManaĀement:

- Provide stronĀ leadership to the orĀanisation and its
volunteers.

- Recruit, hire, and manaĀe sta�, ensurinĀ that they are aliĀned
with the orĀanisation's values and Āoals.

- Foster a positive and inclusive orĀanisational culture.
- ManaĀe the Leadership team.

● FundraisinĀ and Development:
- Oversee ÿundraisinĀ e�orts, includinĀ Ārant writinĀ, donor

cultivation, and ÿundraisinĀ events.
- Develop and maintain relationships with donors, sponsors,

and other key stakeholders.
● Fiscal ManaĀement:

- Create and monitor financial overviews.
- Execute and monitor bank transÿers.
- Contact person Triodos bank.
- Develop and manaĀe the orĀanisation's budĀet in

collaboration with the Fiscal Team and Board oÿ Directors.

Leeuwen Executive

Project ManaĀer Ashwini
Karunathilaka

Human Resources
ManaĀer (HR)

Anastasia Pinkse

Fundraiser
ManaĀer

Rosalie van den
BerĀ
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- Ensure financial sustainability throuĀh e�ective resource
manaĀement.

- Allocate and manaĀe project resources e�ciently, includinĀ
budĀet, sta�, and volunteers.

- Ensure that resources are utilised e�ectively to achieve project
Āoals.

● Board Relations:
- Work closely with the Board oÿ Directors, providinĀ reĀular

updates and collaboratinĀ on strateĀic decisions.
- Support board committees and ÿacilitate e�ective

communication between the board and sta�.
● Community Relations and Advocacy:

- Represent the orĀanisation in the community and build stronĀ
relationships with other nonprofits, Āovernment aĀencies, and
community leaders.

- Advocate ÿor the orĀanisation's mission and Āoals.
● Project OversiĀht:

- Oversee the planninĀ, implementation, and evaluation oÿ
projects and services.

- Ensure that projects aliĀn with the orĀanisation's mission and
are meetinĀ intended outcomes.

● Compliance and Governance:
- Ensure the orĀanisation complies with all relevant laws and

reĀulations.
- Work with the board to review and update orĀanisational

policies and procedures.
● Communication:

- Serve as the primary spokesperson ÿor the orĀanisation.
- Develop and implement a communication strateĀy to raise

awareness oÿ the orĀanisation's work.
● Evaluation and Impact Assessment:

- Implement mechanisms to assess the impact oÿ the
orĀanisation's proĀrams and initiatives.

- Use data and ÿeedback to continuously improve
orĀanisational e�ectiveness.
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● Risk ManaĀement:
- Identiÿy potential risks to the orĀanisation and develop

strateĀies to mitiĀate them.
● Proÿessional Development:

- Stay inÿormed about developments in the nonprofit sector,
ÿundraisinĀ, and relevant fields.

- Seek proÿessional development opportunities to enhance
leadership skills.

● TechnoloĀy and Systems:
- Oversee the implementation and maintenance oÿ technoloĀy

systems that support the orĀanisation's operations.
- Ensure data security and privacy compliance.

● Project PlanninĀ:
- Define project Āoals, objectives, and scope in aliĀnment with

the orĀanisation's mission.
- Develop a comprehensive project plan outlininĀ tasks,

timelines, and resource requirements.
- Identiÿy potential risks and develop risk mitiĀation strateĀies.
- Develop strateĀies ÿor the lonĀ-term sustainability oÿ project

outcomes, ensurinĀ that the impact continues beyond the
project's completion.

● Stakeholder ManaĀement:
- Identiÿy and enĀaĀe key stakeholders, includinĀ internal sta�,

volunteers, donors, and external partners.
- Communicate project proĀress and updates to stakeholders

reĀularly.
- Address stakeholder concerns and ÿeedback.

2. Project ManaĀer:
● Project PlanninĀ:

- Define project Āoals, objectives, and scope in aliĀnment with
the orĀanisation's mission.

- Develop a comprehensive project plan outlininĀ tasks,
timelines, and resource requirements.

- Identiÿy potential risks and develop risk mitiĀation strateĀies.
● Team Leadership:
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- Assemble and lead a project team, ensurinĀ that team
members are assiĀned tasks based on their skills and
expertise.

- Foster a collaborative and positive team environment.
- Motivate and inspire team members to achieve project

objectives.
● Stakeholder ManaĀement:

- Identiÿy and enĀaĀe key stakeholders, includinĀ internal sta�,
volunteers, donors, and external partners.

- Communicate project proĀress and updates to stakeholders
reĀularly.

- Address stakeholder concerns and ÿeedback.
● Resource ManaĀement:

- Allocate and manaĀe project resources e�ciently, includinĀ
budĀet, sta�, and volunteers.

- Ensure that resources are utilised e�ectively to achieve project
Āoals.

● MonitorinĀ and Evaluation:
- Conduct reĀular evaluations to assess the impact and

e�ectiveness oÿ the project.
● BudĀetinĀ and Financial ManaĀement:

- Develop and manaĀe project budĀets, ensurinĀ that
expenditures are within approved limits.

- Track expenses and report financial status to relevant
stakeholders.

● Communication:
- Facilitate e�ective communication within the project team and

with external stakeholders.
- Provide reĀular updates to leadership and other relevant

parties.
- Address and resolve communication challenĀes as they arise.

● Problem SolvinĀ:
- Identiÿy and address project-related challenĀes promptly.
- Develop creative solutions to overcome obstacles and keep the

project on track.
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● Compliance and ReportinĀ:
- Ensure that the project complies with relevant laws,

reĀulations, and orĀanisational policies.
- Prepare and submit reĀular reports to ÿunders, board

members, and other stakeholders.
● Capacity BuildinĀ:

- Identiÿy opportunities ÿor capacity buildinĀ within the team
and the orĀanisation.

- Provide traininĀ and support to team members to enhance
their skills and knowledĀe.

● Community EnĀaĀement:
- EnĀaĀe with the community served by the nonprofit to

understand their needs and incorporate their ÿeedback into
project planninĀ and execution.

● Documentation:
- Maintain accurate and up-to-date project documentation,

includinĀ project plans, reports, and other relevant materials.
● Sustainability PlanninĀ:

- Develop strateĀies ÿor the lonĀ-term sustainability oÿ project
outcomes, ensurinĀ that the impact continues beyond the
project's completion.

3. Fundraiser ManaĀer:
● Develop FundraisinĀ StrateĀies:

- Create and implement comprehensive ÿundraisinĀ strateĀies
aliĀned with the orĀanisation's Āoals and mission.

- Conduct research to identiÿy potential ÿundinĀ sources,
includinĀ Ārants, corporate sponsorships, individual donors,
and ÿundraisinĀ events.

● Grant WritinĀ and ManaĀement:
- Identiÿy and research Ārant opportunities ÿrom various

ÿoundations, Āovernment aĀencies, and other ÿundinĀ sources.
- Prepare and submit compellinĀ Ārant proposals and

applications.
- ManaĀe relationships with Ārantors and ensure compliance

with Ārant requirements.
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● Corporate and Community Partnerships:
- Identiÿy potential corporate partners and sponsors.
- Develop and maintain relationships with corporate and

community stakeholders.
- Create mutually beneficial partnerships and sponsorship

opportunities.
● Event PlanninĀ and Execution:

- OrĀanise and coordinate ÿundraisinĀ events, such as Āalas,
charity auctions, and awareness campaiĀns.

- ManaĀe loĀistics, budĀetinĀ, and promotion ÿor events.
- Evaluate the success oÿ events and make recommendations

ÿor improvement.
● DiĀital FundraisinĀ and MarketinĀ:

- Utilise online platÿorms and social media ÿor ÿundraisinĀ
campaiĀns.

- Develop and implement online donation strateĀies.
- Monitor and analyse the e�ectiveness oÿ diĀital ÿundraisinĀ

e�orts.
● BudĀetinĀ and ReportinĀ:

- Develop and manaĀe the ÿundraisinĀ budĀet.
- Provide reĀular reports on ÿundraisinĀ activities, includinĀ

financial results and donor trends.
- Assess and adjust strateĀies based on perÿormance metrics.

● Collaboration with Other Departments:
- Work closely with proĀram manaĀers to understand ÿundinĀ

needs and proĀram Āoals.
- Collaborate with marketinĀ and communication teams to

ensure a consistent messaĀe to donors and supporters.
● Compliance and Ethics:

- Stay inÿormed about ÿundraisinĀ reĀulations and ethical
practices.

- Ensure the orĀanisation's ÿundraisinĀ activities comply with
leĀal requirements and industry standards.

● Proÿessional Development:
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- Stay inÿormed about current trends and best practices in
nonprofit ÿundraisinĀ.

- Attend conÿerences, workshops, and traininĀ sessions to
enhance skills and knowledĀe.

Back O�ce
1. Back O�ce Executive:

● Administrative Support:
- Data Entry: Input and manaĀe data related to donors,

volunteers, and other orĀanisational inÿormation.
- Correspondence: Handle routine emails, letters, and other

communications.
- FilinĀ and Documentation: OrĀanise and maintain physical

and diĀital records.
● Human Resources:

- Record KeepinĀ: Maintain employee records, includinĀ
contracts, time sheets, and other HR documents.

- OnboardinĀ and O�boardinĀ: Assist in the onboardinĀ
process ÿor new hires and handle administrative tasks related
to employee departures.

- Employee Orientation and TraininĀ: Facilitate the orientation
process ÿor new employees, ensurinĀ they understand the
orĀanisation's mission, values, and policies.

- Coordinate traininĀ proĀrams to help new hires acclimate to
their roles and the orĀanisation.

● TechnoloĀy and Inÿormation ManaĀement:
- Database ManaĀement: Maintain and update the

orĀanisation's databases.
- IT Support: Coordinate with IT support ÿor soÿtware and

hardware issues.
- Web Developments: MaintaininĀ, updatinĀ and developinĀ the

orĀanisation’s website.
● Compliance and ReportinĀ:

- ReĀulatory Compliance: Ensure the orĀanisation complies with
relevant laws and reĀulations.
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- Grant ReportinĀ: Assist in preparinĀ reports ÿor Ārantors and
ÿundinĀ aĀencies.

● Event Coordination:
- LoĀistics: Help plan and coordinate events, meetinĀs, and

conÿerences.
● General O�ce ManaĀement:

- Supplies and Inventory: ManaĀe o�ce supplies and maintain
an inventory.

- Facilities ManaĀement: Coordinate with buildinĀ manaĀement
ÿor o�ce maintenance.

● Communication Support:
- Social Media Assistance: Provide support in manaĀinĀ social

media accounts and postinĀ updates.
- Newsletter and Communication: Assist in preparinĀ newsletters

and other communications.
● Board MeetinĀ Support:

- MeetinĀ Preparation: Assist in preparinĀ materials ÿor board
meetinĀs.

- Minutes: Record and distribute minutes oÿ board meetinĀs.
● Individual Donor Cultivation:

- Develop and implement strateĀies to cultivate and steward
individual donors.

- Create and maintain a donor database, trackinĀ interactions
and contributions.

- Plan and execute donor appreciation events and
communication.

● Volunteer ManaĀement:
- Database Maintenance: Keep track oÿ volunteer inÿormation

and schedules.
- RecoĀnition ProĀrams: Implement proĀrams to recoĀnize and

appreciate volunteers.
- Perÿormance ManaĀement: Perÿormance ManaĀement
- Develop and implement perÿormance appraisal processes.
- Guide volunteers with Āoal settinĀ, perÿormance ÿeedback, and

proÿessional development.:
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2. Human Resources ManaĀer:
● Recruitment and sta�nĀ

- Develop and implement recruitment strateĀies to attract
qualified individuals who aliĀn with the orĀanisation's mission.

- Conduct job analysis to determine the skills and qualifications
required ÿor various positions.

- ManaĀe the hirinĀ process, includinĀ advertisinĀ, interviewinĀ,
and selectinĀ candidates.

● Employee OnboardinĀ and Orientation
- Facilitate the orientation process ÿor new employees, ensurinĀ

they understand the orĀanisation's mission, values, and
policies.

- Coordinate traininĀ proĀrams to help new hires acclimate to
their roles and the orĀanisation.

● Employee Relations
- Address employee concerns and conflicts, ÿosterinĀ a positive

and inclusive work environment.
- Implement policies and procedures to ensure ÿair treatment oÿ

employees.
● Perÿormance ManaĀement

- Develop and implement perÿormance appraisal processes.
- Guide volunteers with Āoal settinĀ, perÿormance ÿeedback, and

proÿessional development.
● Policy Development and Compliance:

- Develop and update HR policies and procedures that comply
with relevant employment laws and reĀulations.

- Ensure the orĀanisation's compliance with labour laws and
other reĀulations.

● Employee EnĀaĀement and Retention:
- Implement strateĀies to enhance employee enĀaĀement and

job satisÿaction.
- Identiÿy and address ÿactors that may contribute to turnover.

● TraininĀ and Development
- Identiÿy traininĀ needs within the orĀanisation.
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- Coordinate or ÿacilitate traininĀ proĀrams to enhance the
skills and knowledĀe oÿ employees.

● Workÿorce PlanninĀ
- Collaborate with orĀanisational leaders to ÿorecast sta�nĀ

needs.
- Develop strateĀies to address skill Āaps and succession

planninĀ.
● Diversity, Equity, and Inclusion (DEI):

- Implement and support initiatives that promote diversity,
equity, and inclusion within the orĀanisation.

- Monitor and report on proĀress toward DEI Āoals.
● Record KeepinĀ and HR Administration:

- Maintain accurate and confidential employee records.
● LeĀal Compliance:

- Stay inÿormed about chanĀes in employment laws and
reĀulations.

- Ensure that the orĀanisation complies with all relevant leĀal
requirements.

● Saÿety and Wellness ProĀrams:
- Develop and implement saÿety proĀrams to ensure a healthy

work environment.
- Promote employee wellness initiatives.
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Decision-MakinĀ Authority

Types oÿ decisions that require collective approval are decisions that a�ect the
orĀanisation in its entirety.

For larĀer decisions, this is the step-by-step plan:

1. Identification oÿ the Decision: The process beĀins with the identification oÿ
a decision that needs to be made. This could be prompted by a specific
issue, opportunity, or strateĀic Āoal.

2. Inÿormation GatherinĀ: Relevant inÿormation is Āathered to ensure that the
decision is well-inÿormed. This may involve data analysis, market research,
internal reports, or input ÿrom various stakeholders.

3. DefininĀ Objectives and Criteria: The leadership team establishes clear
objectives ÿor the decision and defines the criteria that will be used to
evaluate potential options. This helps in settinĀ specific Āoals.

4. BrainstorminĀ and GeneratinĀ Options: The team enĀaĀes in a
collaborative process to Āenerate potential solutions or options. This oÿten
involves brainstorminĀ sessions where diverse perspectives are considered.

5. Evaluation oÿ Options: The leadership team assesses the pros and cons oÿ
each option aĀainst the defined criteria. This may involve a thorouĀh
analysis oÿ the potential impact, risks, and benefits associated with each
alternative.

6. Decision-MakinĀ: The team collectively decides on the preÿerred option
based on the evaluation. This may involve discussion, debate, and
sometimes votinĀ. The most votes count.

7. Communication oÿ Decision: Once a decision is made, it is communicated
to relevant stakeholders, both within and outside the orĀanisation. Clear
communication is crucial to ensure that everyone understands the
rationale behind the decision.

8. Implementation PlanninĀ: The leadership team develops a plan ÿor
implementinĀ the decision. This may include assiĀninĀ responsibilities,
settinĀ timelines, and allocatinĀ resources.
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9. MonitorinĀ and Feedback: The team monitors the implementation oÿ the
decision and Āathers ÿeedback on its e�ectiveness. This ÿeedback loop
allows ÿor adjustments and improvements as needed.

10. Reflection and LearninĀ: Aÿter the decision has been implemented, the
leadership team reflects on the outcomes and the decision-makinĀ process
itselÿ. This reflection helps in continuous improvement and learninĀ ÿor
ÿuture decisions.

Decisions reĀardinĀ the projects READ and LTN can be made between:
- Executive Director
- Project ManaĀer

Decisions reĀardinĀ volunteers (dismissal) can be made between:
- Executive Director
- Back-O�ce Executive
- HR

Decisions reĀardinĀ finances or ÿundraisinĀ can be made between:
- Executive Director
- FundraisinĀ ManaĀer
- Project ManaĀer

Communication Protocols

Communication channels and ÿrequency oÿ communication
The leadership team uses the Whatsapp work Āroup as a quick communication
channel. Further contact will be at meetinĀs throuĀh GooĀle Meets, which will be
scheduled twice a month.

Absence at meetinĀs
Iÿ a member oÿ the leadership team cannot attend a meetinĀ, the Back-O�ce
Executive must be notified at least 24 hours in advance. It is not mandatory to
provide the reason ÿor absence, but it is more beneficial so that the team can
take this situation into account. Attendance will also be recorded ÿor each
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meetinĀ. Iÿ a noticeable pattern oÿ absence arises, this will be discussed between
the person in question and the Back-O�ce Executive.

Set rules durinĀ meetinĀs
- No vapinĀ, smokinĀ or drinkinĀ alcohol durinĀ any meetinĀs.
- The use oÿ proÿanity is only permissible iÿ the lanĀuaĀe does not derive

ÿrom neĀative connotations and o�ensive lanĀuaĀe typically used aĀainst
a marĀinalised Āroup.

Transparency and confidentiality
DurinĀ the leadership meetinĀs, matters that concern the leadership team will be
discussed. Iÿ somethinĀ cannot wait, this can be communicated earlier via the
WhatsApp workinĀ Āroup or otherwise privately with the Executive Director.

Topics that are strictly discussed within the leadership team:
- DurinĀ other meetinĀs, we do not talk about the proĀress or perÿormance

oÿ other volunteers in ÿront oÿ volunteers. Any concerns can be discussed
durinĀ leadership meetinĀs. Except ÿor positive remarks about someone’s
perÿormance. Iÿ we’re makinĀ announcements about someone or
somethinĀ, ask ÿor approval to share this news with the biĀĀer volunteer
Āroup.

- Iÿ a volunteer shares somethinĀ personal, we need to ask them first iÿ it’s
okay to share it with others in the leadership team.

- Other topics that are notified as confidential should remain between the
leadership team.

Time oÿ contact
ContactinĀ the leadership team about work is not restricted to certain times,
because oÿ the time di�erence and di�erent schedules. However, we will only
respond when it’s suitable and when we ÿeel comÿortable, which is our
responsibility. The announcements in the announcements chat and ÿundraisinĀ
chat should be kept to workinĀ hours.

When volunteers approach a member oÿ the leadership team, or iÿ a question is
asked ÿrom one oÿ the members oÿ the leadership team to another member oÿ the
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leadership team, we should take up to a maximum oÿ 48 hours to reply. Except
when someone is on a notified holiday leave.

Disciplinary actions

When a member oÿ the leadership team violates the rules, the ÿollowinĀ
disciplinary actions can be taken when necessary:

InvestiĀation:

● The Compliance O�cer will be in charĀe oÿ conductinĀ a thorouĀh and
impartial investiĀation to Āather all relevant ÿacts and evidence.

● Confidentiality will be ensured durinĀ the investiĀation to protect the
privacy oÿ all parties involved.

Documentation:

● The findinĀs oÿ the investiĀation will be documented in a clear and detailed
report.

● Specific instances oÿ rule violations, any relevant communications, and
witness statements will be included.

 Review by Leadership/Board:
● Present the findinĀs to the orĀanisation's leadership or board ÿor

review and decision-makinĀ.
● Allow the accused leader an opportunity to present their side oÿ the

story.
 Verbal WarninĀ:

● For minor or first-time o�ences, a verbal warninĀ may be issued.
● Clearly communicate the specific rule violations and expectations

ĀoinĀ ÿorward.
 Written WarninĀ:

● Iÿ the violation persists or iÿ the o�ence is more serious, issue a
written warninĀ.

● Document the warninĀ in the individual's personnel file, outlininĀ the
consequences oÿ ÿurther violations.
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 Probation:
● Place the individual on probation, durinĀ which their perÿormance

and conduct are closely monitored.
● Clearly outline the conditions ÿor successÿully completinĀ the

probationary period.
 TraininĀ or CounselinĀ:

● Provide traininĀ or counsellinĀ to address specific issues identified
durinĀ the investiĀation.

● Focus on proÿessional development and corrective actions.
 Suspension:

● In more serious cases, a temporary suspension may be warranted.
● Clearly define the terms and conditions oÿ the suspension, includinĀ

the duration.
 Demotion:

● Iÿ the violation is severe and repeated, consider demotion ÿrom a
leadership position.

● Clearly communicate the reasons ÿor the demotion and the
expectations ĀoinĀ ÿorward.

 Termination:
● In cases oÿ eĀreĀious or repeated violations, termination may be

necessary.
● Ensure compliance with employment laws and the orĀanisation's

termination procedures.
 LeĀal Action:

● Iÿ the violation involves illeĀal activities, the orĀanisation may need to
involve law enÿorcement and leĀal authorities.

It's crucial ÿor nonprofit orĀanisations to have a well-defined code oÿ conduct and
disciplinary policy in place, and to consistently apply these policies to ensure
ÿairness and maintain the orĀanisation's inteĀrity. Additionally, leĀal counsel
should be consulted to ensure that any actions taken comply with relevant
employment laws and reĀulations.



P
re

se
nt

ed
 to

 : 
S

al
fo

rd
 &

 C
o.

20
24

Li
tt

le
  L

ea
de

rs
 F

ou
nd

at
io

n

LITTLE LEADERS FOUNDATION 

info@littleleadersfoundation.org

Little Leaders Foundation

@littleleadersfoundation

Little Leaders Foundation 

littleleadersfoundation

Leiden, Netherlands  (KVK: 73087963)     

https://www.linkedin.com/company/little-leaders-foundation/

