Ethics Committee Policy and Procedures

July 14, 2013 as approved by the Executive Committee

All discussions by all parties and related inquiries will be conducted with the utmost confidentiality and all correspondence marked as "Personal and Confidential” 

Ethics Committee

· The ethics committee is defined in the by-law in section of the Marine Chemist Association Directory. 

Submitting an Ethics Complaint 

• Code of Ethics violation complaints will be in writing and submitted within 60 days of the alleged violation. The written complaint will specify the following and be submitted to the MCA Chairman or the Chairman of the Ethics Committee: 

· The identity of the person responsible for the violation (Accused), the date, the location and the nature of the alleged violation.

· All evidence supporting the allegation(s), this may include supporting statements by other persons or specific information as to persons who may be contacted to provide such confirmation. 

· Contact information for the accused and all corroborating persons. 

· The Complainant's name, address, telephone number, and dated signature 

Reviewing the Complaint

· The Chairman of the Ethics Committee will review the complaint for completeness. If the complaint is incomplete the Chair will contact the submitter for additional information in writing. 
 Determining Jurisdiction 

· The Ethics Committee, upon receipt of the complaint, will decide if the matter is within its jurisdiction.

· Proper jurisdiction determinants include: 

· Is the accused act a violation of the MCA Code of Ethics or Bylaws?

· Have any other complaints for the same alleged violation already been submitted or reviewed 

· Based on the review the Committee will take one of the following actions:

· Complaint Declined –

·  Is not within MCAs jurisdiction and/or does not constitute sufficient grounds for consideration; no further investigation will be conducted and no sanctions will be considered.

· Decision based on the Complaint contains unreliable or insufficient information or is clearly frivolous. 

· A complaint has already been dismissed for the same incident or the accused has already been declined, warned or sanctioned for the same incident 

· Ethics Chairperson will notify the Complainant in writing within 60 days after the decision that MCA will not take jurisdiction of the complaint and provide the reason why it will not accept jurisdiction 

· Complaint Accepted – the complaint is within MCA jurisdiction and does constitute sufficient grounds for consideration.

· Ethics Chairperson will notify the Complainant in writing within 60 days after the decision that Ethics Committee will investigate the complaint. 

· The Ethics Chairperson will provide prompt written notice to the Accused individual stating: 

· A complaint has been filed. 

· The nature of the alleged violation(s). 

· The complaint has been referred to the Ethics Committee for investigation. 

· The accused is requested to submit a written response to the allegations, which must be received by the Ethics Committee Chairman within 60 days of the date on the notification letter.

· Requests for an extension must be submitted to the Ethics Committee Chair before the 60 period expires.

· The written response letter must be signed and dated by the accused.

· Failure of the accused to submit a written response will not prevent the case from moving forward.

Ethics Committee Investigation:
· The Ethics Committee or their Designee will contact and interview persons involved with the complaint, documenting responses and acquiring additional documentary evidence as needed. 

· The Ethics Committee will determine the degree of investigation required, based on the nature and seriousness of each violation and may include: 

· Telephone conversations with individuals involved.

· Requests for written or published materials. 

· Visits to the locations(s) involved. 

· All persons (including the Complainants and Accused) involved in the inquiry process should do their best not to reveal the identity of the Complainant or the Accused and to maintain integrity, impartiality, and confidentiality at all times. Only the following people should be informed of an investigation:

· Ethics Committee 

· Accused and Complainant 

· MCA Chairman, other officers or staff if so determined by the Ethics Committee to be essential to help carry out these procedures. 

Ethics Committee

· Voting members consist of the Ethics Committee Chair and one MCA member from the other two sections.

· The Ethics chair shall determine if any conflicts would exclude any member. 

· Ethics Committee Chair or designated committee member will prepare a written summary. 

· If there is no ethics violation the Complainant and the Accused will be informed in writing that the complaint is being dismissed. If the complaint is being dismissed, no action needs to be taken by the MCA Executive Committee.

· Ethics Committee Chairman or designee will prepare a report if actions other than dismissal of the complaint were recommended, it will be sent to the MCA Executive Committee for action at the next meeting.

Actions by the MCA Executive Committee
· The Committee has the deciding vote to accept or reject the Ethics Committee decision.

· If the Committee determines that an Accused has violated one or more provisions of the MCA By-Laws or Code of Ethics and discipline is warranted, these sanctions may include:

· Reprimand (majority vote of the MCA Executive Committee)

· Suspension from the MCA (80% vote of the MCA Executive Committee)

· Expulsion from the MCA (100% vote of the MCA Executive Committee)

· The MCA Chairman will send a written notice of any revocation to all Parties. Reinstatement may be defined as part of this action. 

