Welcome to the Cornerstone Incident Reporting System.
Cornerstone Governance Corporation has been retained as an independent, third-party
to receive anonymous reports on behalf of your organization.
This document will walk you through how to file a report step-by-step.

To file your report, please visit:

https://reporting.cornerstonegovernance.com

Cornerstone Incident Reporting System
Cornerstone has been retained by your organization as an independent third party to confidentially receive anonymous
concerns about the organization.
Before starting, please review your organization’s Code of Conduct, Code of Ethics, or Whistleblower Policy.
Please go to https://reporting.cornerstonegovernance.com to file your report.
You will need to enter your organization's login ID to file a report. Click on "Report an incident" to start your report.

Starting a Report
The ﬁrst page that you will come to is where you choose the category that best describes the incident(s) that
you are reporting.
If you don’t see an exact match or something similar, please choose the “other” option.

1 - Login
Once you have chosen your topic, you will be taken to the login page where you will enter your organization’s login
ID.
Your login ID can most commonly be found in your Code of Conduct, Code of Ethics, or Whistleblower Policy or other
materials speciﬁc to your organization’s conﬁdential reporting process.

Make sure to use the NEXT button after logging in to move
through the menu without losing your entered information.
Do not use your browser’s back button.

2 - Location
On this page you will ﬁll in where the incident(s) in question occurred. If your organization has multiple locations,
please be as speciﬁc as possible as to where the incident(s) occurred.

Make sure to use the NEXT button after logging in to move
through the menu without losing your entered information.
Do not use your browser’s back button.

3 - Department
On this page you will enter the department in which the incident(s) occurred, if applicable.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

4 - Date -Time
Please provide the date and time the incident(s) occurred. If there were multiple incidents please share as many details as
you can.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

5 - Ongoing Issue
On this page we want to know if this was a one-time incident or if this has been or could be ongoing. Provide as much
detail as possible.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

6 - Describe
Please describe the incident or incidents in the fullest detail possible.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

7 - Reporting
Please let us know if you have previously shared this information with anyone at your organization. If you feel your
anonymity will be compromised by sharing this information please don’t include it, and move to the next page using the
NEXT button.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

8 - Additional
If there is any additional information about the incident(s) in question that you would like to share, please include it on this
page and then hit the NEXT button.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

9 - Attachments
If you have any documents you would like to submit regarding the incident(s), you can attach them on this page. They have
to be in PDF form. Please copy and paste the link provided below for instructions on how to convert documents to PDF.
You can add multiple documents.
Please ensure you black out any private information or information that may compromise your identity.

Press NEXT to go to the next page in the menu. If you want to
look back or edit what you have entered, use the PREVIOUS
button. Do not use your back button.

10 - Contact
Please enter your contact information on this page. Your contact information will only be shared with your
organization if you provide a written authorization to do so.

You can find a copy of the authorization form in your organization’s confidential
reporting documents, or you can handwrite and scan your own authorization
confirming that Cornerstone can share your personal contact information with
your organization.

Submission
This is your conﬁrmation page. Please write down your receipt number. This is the only time you are going to see it, and
if you want to be able to log back in to your original report you will need this receipt number.

Report Review
To follow-up on your report, or to see if the organization has responded to you or requested additional information,
please log back in on the main Cornerstone Incident Reporting System using your receipt number.
The main reporting system can be found at https://reporting.cornerstonegovernance.com

Follow-Up
When you log back in with your receipt number, you will be able to view your initial report as well as see
comments from Cornerstone on behalf of your organization. In the case of this example, Cornerstone has
attached a response letter from the employer. You can respond in the comment section and add additional documents.

Follow-Up
If your organization responds to you with a letter, Cornerstone will post it to your original report, and you will be able to
download it when you log back in with your receipt number. You can ask questions or add additional information and
documents in the comment section. The discussion between you and the organization can continue as long as both parties
remain engaged.

Post-Report
It may take your organization several days or several weeks to respond so please check back frequently.
Any comments that you leave will be forwarded to the organization as a follow-up to your initial report.
Your organization is responsible for closing the report.
If you need any additional information on how to ﬁle a report, please review the initial documents
(FAQs and Guidance document) provided to you by your organization.

To file your report, please visit:

https://reporting.cornerstonegovernance.com

