
 

1 
 

                          

Kempinski Global Whistle Blowing Policy 
1 April 2017 – v 1 

 

 

A. What is the purpose of this new Whistle Blowing Policy? 

 

1. The purpose of this Whistle Blowing Policy is to encourage all employees to communicate 

concerns regarding ethical and professional wrongdoing within the organisation and to clarify 

when and how to communicate these concerns. Kempinski reassures employees that you can 

raise genuine concerns regarding ethical and professional violations without fear of reprisal.  

 

2. Kempinski is dedicated to operating at the highest standards of ethics and integrity and to 

maintaining a transparent and conducive working environment. Compliance with laws, as well 

as internal and external rules and regulations is fundamental to our business conduct and the 

basis for the trust of our guests. Details regarding your responsibilities to maintain such ethical 

standards are described in our Code of Conduct and Business Ethics (“Code of Conduct”). 

The Code of Conduct can be found on the intranet and HR Department responsible for the 

property / office where you work and is provided to new employees with their on boarding 

material.   

 

3. Kempinski considers employees raising concerns to be a positive act that can make a valuable 

contribution to improving our organisation's long-term success as well as enhancing the 

environment for employees and guests. The Policy applies to all employees, regardless of 

their level of seniority or function within the organisation.  

 

4. This Policy and other policies described in the Employee Handbook complement each other 

and exist in parallel to address different requirements. This Policy does not replace other 

policies but rather focuses on different areas and provides an alternative channel to 

communicate concerns.  

 

5. Kempinski remains committed to and encourages direct communication between staff and 

line and senior managers on-site at every property and in every corporate and regional office. 

All managers and supervisors are expected to listen to employee concerns, encourage their 

input, and seek resolutions to problems.  

 

 

B. What is the definition of Whistle Blowing? 

 

6. Whistle Blowing describes the process during which an employee communicates concerns 

through a formal and confidential channel that violations of ethical standards have taken place 

within an organisation. Wrongdoing may include illegal behaviour or financial malpractice or 

dangers to the public or to the environment (for further detail on the types of wrongdoing, 

please see Section C in this Policy).  
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7. It is important that our employees promptly raise concerns regarding illegal or unethical 

activities within the organisation so that Kempinski is alerted to any such instances as soon 

as possible, so that they can be addressed as quickly and efficiently as possible. Employees 

are often the first to realise that a violation of our usual standards and Code of Conduct may 

have occurred.  

 

 

C. When should I consider using the whistle blowing channel?  

 

8. This Policy is intended to facilitate the transmission of issues of concern regarding breaches 

of our Code of Conduct and Business Ethics. Ideally, concerns are often addressed most 

effectively at a local level – through line managers or HR, Department Heads, or the Hotel 

Manager (or Number 2 equivalent) or General Manager. However, there may be scenarios in 

which you do not feel comfortable addressing concerns through direct interaction with your 

line manager or the hotel management, and the matter in question is serious enough to 

warrant the attention of Kempinski’s staff outside the property where you work. Such scenarios 

can be addressed at a regional and corporate level through this policy.  

 

9. This Policy is intended for the following type of incidents: 

 

 Fraud and financial irregularity. 

 

 Bribery and corruption. 

 

 Management conflict of interest.  

 

 Procurement fraud.  

 

 Misuse of hotel assets.  

 

 Harassment and intimidation.  

 

 Commissioning of a crime, direct and indirect involvement in a crime. 

 

 Failure to comply with local regulations and legal obligations. 

 

 Danger to health and safety. 

 

 Other improprieties and violations of our Code of Conduct. 

The list above is not exhaustive, but provides examples of major types of violation. 

Please note that if the incident represents a clear and present danger to people and assets you 

should immediately alert the General Manager, Hotel Manager (or Number 2 equivalent) and/or 

police for immediate action. The Whistle Blowing Policy is not intended to respond to incidents 

that require immediate attention. In such cases it is the obligation of the General Manager or 

Number 2 to immediately inform the regional office and the regional office to inform the corporate 

office without delay. 
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10. The Policy is not intended for the following type of incidents: 

 

 general complaints – e.g. personal grievances about pay, compensation, working 

conditions or personal treatment by colleagues or supervisors unless the issues are 

significant in nature and the individual does not feel comfortable to escalate them to 

the General Manager of the property / Vice President of the department he/she is 

working for, nor to the respective local HR department.  

 

 communication of concerns about violations of ethical standards that are minor in 

scale or impact – in such cases the main channels to use are the ones described in 

the local grievance policy, typically the line manager, Department Head, HR 

department, Hotel Manager / Number 2, or General Manager / in case of the regional 

and corporate office the senior leader in charge of Regional Operations or respective 

(Senior) Vice President in question as well as the HR department. If the employee is 

raising issues which implicate some or all of the positions mentioned above and does 

not feel comfortable raising such concerns through direct interaction with local 

management, (s)he may also use the whistle blowing mechanism.  

 

 Issues that arise from error or incompetence.  

 

 To question business decisions unless there are concerns regarding wrongdoing in 

relation to these decisions.  

 

 Guest complaints in the ordinary course of business.  

Please refer to the Employee Handbook for further detail.  

 

 

D. How do I raise a concern? 

 

11. To effectively address any issue regarding violations of ethical standards, we require as much 

detail as possible in order to understand what has occurred. The following issues are critical 

to include in the transmission of your report:  

 

 When and where violations have taken place?  

 What the violations were? 

 Who was involved? 

 Who else is aware of what has taken place? 

 Documents, correspondence, evidence, etc.  

 If possible, providing concrete details, such as names, contact details, times. 

 

12. At the end of this policy is a Question Form, which guides employees considering raising an 

issue of concern regarding the areas for which we require sufficient detail. A copy of this Form 

is available on the intranet, bulletin boards, staff accommodation and can also be obtained 

from your Department or HR.  

 

13. Not all questions contained in the Question Form are relevant for every incident; however, the 

form is intended to provide us with as much information as possible to allow us to respond 

quickly and efficiently. 
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14. Depending on the location of your property, employees may submit relevant information to the 

e-mail address mentioned below to express concerns regarding suspected violations of ethical 

standards:  

 

 In the Middle East and Africa, please submit your report to 

Replaced: email address provided to employees locally and on intranet.  
 

 In Asia, please submit your report to 
Replaced: email address provided to employees locally and on intranet.  
 

 In Europe, please submit your report to 
    Replaced: email address provided to employees locally and on intranet.  

 
 For global Corporate and Regional Staff, please submit your report to 

Replaced: email address provided to employees locally and on intranet.  
 

 

If you feel comfortable expressing your concerns in English, please do so. If not, please feel 

free to write in your preferred language and the recipient will procure a translation. If you have 

a person of trust who can translate for you, you can also ask this person to communicate on 

your behalf. 

 

If you feel comfortable expressing concerns regarding violations of ethical standards to the 

local management, then please consider doing so first. Communications through the email 

addresses above that express legitimate concerns about violations of ethical standards will 

only be sent to the Regional Office (received by HR and investigated by the respective 

functional departments, e.g. Finance, Operations, HR) and copied to heads of the corporate 

HR and Legal departments at the corporate office in Geneva. Local management will not be 

included in the distribution of your report.  

 

Internal procedure between the regional and corporate offices: 
 

- Whistleblowing email is received by the Regional HRD (where not applicable, Corporate 

VP HR acting as Regional HRD), cc Corporate VP HR and Corporate VP Legal Affairs 

- Above mentioned Regional HRD discusses content and possible investigation approach 

with the respective senior leader in charge of Regional Operations 

For any of the following cases, Regional HRD and/or senior leader in charge of Regional 

Operations from the start involve the Corporate VP HR and Corporate VP Legal Affairs who 

then ascertain the required involvement of corporate departments in the investigation process 

and inform all members of the Management Board: 

o cases involving a General Manager / Hotel Manager or Number 2 

o cases involving any other HOD or ExCom member at the hotel or regional /corporate 

level 

o cases which could have an impact of brand reputation 

o cases which could damage owner relationships 

o cases with a potential financial impact of more than €5,000. 

 

In case of a report raised by a member of the corporate or regional staff, or a whistleblowing 
complaint against a member of the respective regional or corporate office including Regional 
HR, the report should be sent directly and only to the corporate email address Replaced: email 

address provided to employees locally and on intranet.  
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At the corporate office, the Legal and HR VPs will receive the whistleblowing email and involve 

other departments, such as Finance or Operations, to investigate where appropriate.  

Further, as detailed below in subsequent sections, your identity will not be disclosed to the 

hotel or office where you are employed, unless you authorise it.  

If you would like to speak to someone of your choice within Kempinski, please mention the 

name of the individual in your report to us.   

 

 

E. What will happen to me if I raise a concern? 

 

15. The decision to communicate violations of ethical standards may involve overcoming initial 

hesitations or doubts regarding whether or not to speak up. Management will not retaliate 

against any employee as a result of raising legitimate concerns. Kempinski is committed to 

supporting all staff in Kempinski branded hotels and we are sensitive to your concerns.  

 

16. We will take appropriate disciplinary action against any employee who attempts to bully or 

harass another employee who has reported a violation in good faith.  

 

 

F. What will happen after I raise a concern? 

 

17. We will acknowledge receipt of all concerns that are communicated through this reporting 

channel by replying to your e-mail and assigning a reference number to the matter you are 

reporting. You can use this reference number to follow-up on the matter.  

 

18. Upon receiving the concern, we will evaluate its content and will assess what is the most 

appropriate and effective course of action. We may also reply and seek to contact you to help 

us understand the matter in more detail.  

 

19. Kempinski is fair to all its employees, including those who may be mistakenly or wrongly 

accused of wrongdoing. As a result, please be aware that raising a concern may not 

automatically or necessarily result in an investigation being conducted. This is why it is 

important that all communications about violations contain as much detail as possible – to 

help us independently assess whether a matter is worth investigating further.  

 

20. We will deal with all concerns that are communicated through the whistle blowing channel 

fairly and equitably.  

 

21. After assessing the most effective course of action, we may update you regarding what action 

has been taken – or not taken and why. The nature of concerns can vary significantly, as does 

the resulting action that is taken. Therefore, there is no specific timeframe and will depend on 

the circumstances of the enquiry we might undertake.  

 

 

G. Can I raise a concern anonymously? 

 

22. Although we prefer employees to identify themselves, we do accept anonymous 

communications – although they are more difficult for us to act upon effectively and in some 

cases local law may prevent us to act upon them.  
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23. We would prefer employees to identify themselves when we receive their concerns. We prefer 

confidentiality over anonymity. The identity of employees who raise concerns will not be 

disclosed to individuals who are implicated in suspected violations of our ethical standards.  

 

24. Our assessment of concerns that are communicated through this Policy is based on content 

of the communication, not the identity of the employee. However, employees who identify 

themselves add credibility to the concerns they raise and enable us to communicate with them 

more effectively, which increases our effectiveness in addressing their concerns. 

 

25. In the event that you agree to cooperate with us to help us understand the circumstances of 

the incident you are reporting, be assured we will not disclose your identity without your 

consent, unless required to do so by law or a competent government authority.  

 

 

H. What about concerns which are unfounded or malicious? 

 

26. No retaliation or disciplinary action will be taken against any employee who raises an issue of 

concern in good faith – even if the issue of concern turns out to be unfounded or incorrect. 

 

27. We will carefully and objectively analyse the content of communications we receive. However, 

we emphasise that allegations sent by email will not automatically be investigated; any 

decision to investigate will follow an independent assessment in which we consider 

investigation to be the appropriate course of action. If we consider there to be insufficient basis 

to launch an investigation based on the information provided, we may not initiate an 

investigation – so please ensure that communications contain as much detail as possible. 

Disciplinary action may be taken against an employee who has made an allegation maliciously 

or for personal gain. 

The following examples provide indications of which types of issues may be most effectively 

covered by which policy.  

 EXAMPLE: “A colleague has repeatedly received favours including cash and cases of 

alcohol from one of the third party vendors. I suspect my Department Head knows about 

it, and may be involved.”  

Policy: Whistle Blowing  

Due to the suspicion that the Head of Department may be colluding in wrongdoing, it is 

not appropriate to address this matter with the Head of Department. Concerns regarding 

this type of violation may be addressed most effectively by raising the issue directly with 

the General Manager, Hotel Manager and/or HR in the first instance.  

Or, if additional factors make an employee uncomfortable doing so, using the dedicated 

whistle blowing email address mentioned in this policy may be an appropriate mechanism 

to communicate these concerns.  

 EXAMPLE: “My line manager treats me unfairly and is rude towards me.” 

 

Policy – Direct Interaction with Line Manager or Local Management  
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Although this issue can have a significant impact on morale and performance, it should 

be addressed in the majority of cases by raising it with your line manager or local 

management, including General Manager, Hotel Manager or local HR. Please refer to the 

grievance policies contained in the Employee Handbook.  

The more information and detail that you provide, the better our understanding of the issues 

of concern will be, which will make us better equipped to address your concerns. We 

understand that you may not remember every specific detail – but the more detail you are able 

to provide, the more effectively we can respond to address your concern. 

 Example of good level of detail:   

 

“On 1 March 2016, the Finance Manager, “John Doe”, stole three laptops from the IT 

office. “John Doe” walked out of the staff exit at 10.15 pm with the laptops in his hand, 

and drove home. Two waiters, “Tom Jones” and “Mary Miller”, witnessed him do this. 

When ”Tom Jones” asked ”John Doe” what he was doing, “John Doe” threatened him. 

The General Manager is aware of this theft, but has not taken any action.” 

 

 Example of vague level of detail.  

 

“The IT Manager is stealing from the organization. He stole something earlier in 2016. He 

has threatened other members of staff. No one likes him. Everyone is scared of him.” 
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QUESTION FORM 

The following questions are intended to provide us with as much information as possible regarding 

your concerns. We encourage you to disclose your identity, rather than submitting an anonymous 

communication. We emphasise that your identity will be protected, and will be restricted in its 

circulation to Kempinski Regional and Corporate Office. A copy of this form is available on the 

company’s intranet and can be obtained from local HR or bulletin board.  

Background 

 In which country is your hotel / your office 
based? 

 

 

 At which hotel / office did the issue of concern 
occur? 

 

 

 What is your relationship to the organisation 
(e.g. current or former employee, temporary 
staff, external contractor)? 

 

 

 
 

Issue of Concern 

 Please provide a title or category for your issue 
of concern, if possible choosing from the list 
below: 
 Fraud and financial irregularity. 
 Bribery and corruption. 
 Management conflict of interest.  
 Procurement fraud.  
 Misuse of hotel assets.  
 Harassment and intimidation.  
 Commissioning of a crime, direct and 

indirect involvement in a crime. 
 Failure to comply with local regulations and 

legal obligations. 
 Danger to health and safety.
 Other improprieties and violations of our 

Code of Conduct



 Do you know for sure that an incident happened 
or is it a suspicion? 



 Please identify the names and specific roles of 
the person(s) involved in the incident. 



 Do you suspect/know that a Supervisor or 
Manager is involved? (If yes, please identify 
them.)



 Are there any witnesses to the incident? (If yes, 
please identify them.)



 Is the incident a single event or is it on-going? 
If on-going, how often did it occur?
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 When did/does the incident take place? 


 Where did/does the incident take place?


 How did you become aware of the incident?


 Please describe in detail what is happening? (It 
is helpful if you can use the full names of people 
involved – rather than “he” or “she”). 



 Does the incident/issue involve parties outside 
of our organisation?   If any such parties are 
involved, please identify their names and the 
companies they work for.  



 Has anyone tried to conceal the incident?  


 Have you previously reported your concerns 
regarding the issue within the organization? If 
so, when, and which response have you 
received so far? 



 Do you possess any documents, 
pictures/videos, or other evidence that could 
support your concern? 



 

Next Steps 

 What do you consider to be the most effective 
way to investigate the incident? 
 

 

 What is the best way for us to contact you in the 
future? If possible, please state your name and 
your contact details where we could reach you 
in case of further questions. 
 

 

 

Where to send the form? 

In the Middle East and Africa, please submit your report to 

Replaced: email address provided to employees locally and on intranet.  
In Asia, please submit your report to  

Replaced: email address provided to employees locally and on intranet.  
In Europe, please submit your report to  
Replaced: email address provided to employees locally and on intranet.  
For global Corporate and Regional Staff, please submit your report to 

Replaced: email address provided to employees locally and on intranet.  
 


