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“In our years of collaboration 
with the education sector, the 

youths have shown that

Their Voices
play a great part in advocating for 

our life-saving mission.”

- Charles Loh, BMDP CEO

Everything we do is for the ultimate 
goal of 

F inding a Donor 
for Every Patient. 
Times may change, new challenges 

may arise, but this very goal 
remains our constant  drive and 

motivation.”

- Dr Lim Zi-Yi, BMDP President
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The  Bone Marrow Donor Programme (BMDP) is
committed to comply with all relevant statutory and
regulatory requirements with respect to accounting,
financial reporting, audits, internal controls, human
resources and workplace engagements and any other
related matters in our operations.
  
This Whistleblowing Policy (the Policy) is intended to
provide a framework to promote responsible and
secure whistleblowing without fear of adverse
consequences. 
  
Employees and outside parties, such as suppliers,
customers, contractors and other stakeholders
(collectively, “Whistle blower”), may use the procedures
set out in the Policy to report any concern or to lodge a
complaint.
 
To lodge a complaint, the Whistle Blower can contact
the Audit and Governance Committee at:
 
Audit and Governance Committee, BMDP 
Address:  8 Sinaran Drive, #03-02 
Novena Specialist Centre Singapore 307470
 
Email: AGC@bmdp.org  

RESERVES POLICY
The reserves of the BMDP comprise the unrestricted  funds that is freely available for its operating purposes and do not include  restricted funds,
endowment funds and designated funds. The BMDP adopts a prudent approach in determining its reserves level, and strives to achieve reserves of
between 3 to 5 years of its annual operating expenditure. This is  to ensure the BMDP’s long-term financial sustainability and ability to provide
continued services to its beneficiaries. The Executive Committee reviews the level of reserves that is adequate to fulfil the continuing obligations of
the BMDP on a regular basis.
   
INVESTMENT POLICY
The Investment Policy serves to guide the Executive Committee/ Finance Committee to exercise good stewardship of the funds of the BMDP. As a
registered charity and approved Institutions of a Public Character, the funds of the BMDP are derived from donations/funding from the public and
the Executive Committee/ Finance Committee has the fiduciary responsibility to manage and invest surplus funds with prudence and care.
   
The BMDP adopts a conservative investment approach and does not wish to take significant risks in managing its financial matters. Its priority is the
safeguarding of investment capital and it is prepared to sacrifice higher returns to achieve this. The factors that will be considered are choice of a
financial institution with S&P rating of not less than AA -. All the current banks are rated AA-. The concentration of deposits should be kept at not
greater than 50% with each financial institutions.
 
Given the above, the investment instruments may be fixed deposits, bonds issued by government/government-linked companies (with credit rating
A- to AAA as rated by S&P or Moody’s), as a guide to the Executive Committee/ Finance Committee. It is preferred that investments be made in the
“home” currency, that is, Singapore dollars (SGD).
   
Should the Finance Committee decide to recommend otherwise, that is, investment instruments not mentioned above, it must obtain the approval
from the Executive Committee.
 
CONFLICT OF INTEREST POLICY
The Executive Committee puts in place a policy to ensure that all members of the Executive Committee, Sub-Committees, staff and volunteers
(collectively refer to as “members”) fulfil their obligations to act in the best interest of the BMDP at all times. All members are required to declare any
actual, potential and/or perceived conflicts of interest in accordance to the Policy and documented procedures. Executive Committee members are
not allowed to vote on or participate in the decision-making on matters where they have actual, potential and/ or perceived conflicts of interest.
   
CORPORATE INFORMATION
Registered Address: 8 Sinaran Drive #03-02, Novena Specialist Centre, Singapore 307470
UEN: S93SS0141J
IPC Number: HEF0015/G
Tel: (65) 6916 0370   |   Fax: (65) 6916 0371
Website: www.bmdp.org   |    Email: admin@bmdp.org
 

Notes:
 1. Staff: Paid or unpaid individual who is involved in the day to day operations of the charity, e.g. an Executive Director or 
    administrative personnel.
2. Volunteer: A person who willingly serves the charity without expectation of any remuneration.
3. Close member of the family: A family member belonging to the Executive Head or a governing Executive Committee 
    member of a charity —

(a) who may be expected to influence the Executive Head’s or governing Executive Committee member’s (as the case may 
      be) dealings with the charity; or
(b) who may be influenced by the Executive Head or governing Executive Committee member (as the case may be) in the 
       family member’s dealings with the charity.

   

BMDP WHISTLEBLOWING  POLICY

A close member of the family may include the following:
     (a) the child or spouse of the Executive Head or governing Executive Committee member;
     (b) the stepchild of the Executive Head or governing Executive Committee member;
     (c) the dependant of the Executive Head or governing Executive Committee member.
     (d) the dependant of the Executive Head’s or governing Executive Committee member’s spouse.
 
4. Executive Head: The most senior staff member in charge of the charity’s staff.



TERMS OF REFERENCE: EXECUTIVE COMMITTEE
Executive Committee and Sub-Committees 
(Excerpt of the Kit provided to all Executive Committee members)
 
ROLES AND RESPONSIBILITIES OF EXECUTIVE COMMITTEE MEMBERS
The BMDP is managed by a volunteer Executive Committee with the responsibility to shape and
determine the organisation’s vision and mission, as well as charting and advancing the Organisation's
strategic directions. It provides foresight, oversight and insight, and leaves the managing of day-to-day
operations to the CEO and his/her staff team.
 
In short, the Executive Committee has a huge responsibility which starts with knowing the “business”
of the BMDP; understanding at least the basics of the medical eco-system within which we operate
and having an awareness of the charity landscape in general. It’s about bringing connections as well as
skills and in the world’s most highly regulated non-profit sector, being part of any non-profit board
means being prepared to put time and effort into the commitment.
 
Great organisations are built through strong, high-functioning work groups comprising members who
trust and challenge one another and are willing to engage directly with senior managers on the critical
issues facing the organisation at any point in time. Our goal is to be great!
 
GENERAL EXPECTATIONS
1. Engage with the Organisation and lend professional knowledge, expertise and experience to
contribute towards the cause of the BMDP, and as appropriate participate actively in the work of the
sub-committees.
 
2. Act in the best interest of the BMDP and be actively involved in the management and decision-
making process, and jointly make decisions as Executive Committee on policy matters.
 
3. Ensure that individuals are not disqualified under the prevailing Charities Act and/or Societies Act
from being an Executive Committee member. Under the Charities Act, any person who is an
undischarged bankrupt, or has been convicted of an offence involving dishonesty, fraud or moral
turpitude, is disqualified from serving on the Executive Committee. In addition, in compliance with the
Charities (Institutions of A Public Character) Regulations, ensure that (i) at least half of the governing
Executive Committee members are independent and (ii) at least half of the governing Executive
Committee members are citizens of Singapore.
 
4. Maintain independence and objectivity and exercise fairness, integrity and ethics in the execution of
their duties.
 
5. Understand that while sub-committees are delegated to support the Executive Committee in
overseeing various aspects and functions, the Executive Committee is ultimately responsible and
accountable in ensuring that the BMDP is well-governed and prudently managed in achieving its
charitable objects.

6. Ensure that good governance practices are established to increase transparency and accountability, as
well as exercise strict control over financial matters of the BMDP:
 
i. Ensure the BMDP remains solvent
 
ii. Ensure charitable funds and assets are used reasonably, and only for the furtherance of the BMDP’s
objects
 
iii. Avoid undertaking activities that will place the BMDP funds, assets and reputation at undue risks,
including the risk of being misused for terrorist financing, money laundering or illegal purpose
 
iv. Ensure proper management of the BMDP such that it is not opened to abuse and avoid conflict of
interests
 
7. Ensure that the BMDP is well-managed and stays true to its charitable purposes and fulfils its
objects. In compliance with the Charities (Institutions of A Public Character) Regulations, ensure that
the BMDP’s objects are “exclusively beneficial to the community in Singapore as a whole and are not
confined to sectional interests or groups of persons based on race, belief or religion”.
 
8. Be clear about the vision, mission and services of the BMDP and ensure that the BMDP abides by the
rules set out in its governing instrument, i.e. Constitution. Periodically reviews and approves a strategic
plan for the BMDP to ensure that the activities are in line with its objectives.
 
9. Ensure that the BMDP exercises appropriate due diligence on beneficiaries, partners
and donors:
 
i. Resource permitting and where relevant, make best efforts to confirm their identity, credentials
and good standing
 
ii. Establish clear selection criteria for beneficiaries, ideally documented in a policy and publicly
available
 
iii. Have clear written agreements with partners on the scope of work/activities, monitoring measures
and use of the BMDP's name/resources
 
iv. Ensure that the BMDP complies with the applicable regulations and requirements governing
fundraising including but not limited to duty to donors, use of donations, use of commercial fund-
raisers and fundraising efficiency ratio
 
v. Know what the donor's specific agenda, if any, is with the charity - be mindful that donations with
conditions attached do not compromise the charity's purposes, priorities and activities
 
vi. Watch out for 'red flags' that serve as a warning of suspicious situations and possible issues



10. Ensure that the BMDP complies with relevant regulations including but not limited to the Societies
Act, Charities Act and Regulations, as well as with the requirements of the Office of the Commissioner
of Charities or Sector Administrators, Code of Governance for charities/IPCs and Code of Governance
for societies.
 
11. Assist BMDP staff by supporting fundraising strategies and promote these strategies through
personal influence and contacts with others (corporations, individuals, and foundations).
 
12. Endeavour to build goodwill and team spirit among the Executive Committee members and staff
for the benefit of the collective interest of the BMDP.
 
13. To be mindful that as Executive Committee members they represent the BMDP publicly and must
seek to promote and uphold the image and interests of the BMDP whenever appropriate.
 
MEETINGS
14. Attend and participate in all Executive Committee and/or sub-committee meetings. Any Executive
Committee member who fails to attend three consecutive meetings without valid explanation may be
deemed to have withdrawn from the Executive Committee.
 
15. Read the minutes of meetings and pre-read/supporting materials prior to Executive Committee
and sub-committee meetings and come prepared to raise timely and substantive questions. Being
prepared means requesting for additional information whenever there is something that appears
unclear or questionable, and in this way help ensure that all policy matters are thoroughly deliberated.
 
16. Participate in and take responsibility for making decisions on issues, policies and other Executive
Committee matters and ensure that all decisions taken by the Executive Committee are aligned to the
BMDP’s purpose and mission.
 
17. Maintain confidentiality of the Executive Committee meeting sessions and support the final majority
decision on issues discussed by the Executive Committee.
 
18. Suggest agenda items for Executive Committee and sub-committee meetings where appropriate
and ensure that significant, policy-related matters are addressed.

RELATIONSHIP WITH STAFF
19. Counsel the CEO as appropriate and support him or her in the work.
 
20. In conducting the BMDP’s Executive Committee business, avoid asking for specific favours of the staff,
(including special requests for extensive information), or giving specific instructions to the staff, without
prior consultation with the CEO.
 
21. Follow established policies and procedures in dealing with grievance or complaints against the
BMDP or its staff and to avoid prejudiced judgement on the basis of information received from
individuals or groups without due inquiry.
 
CONFLICT OF INTEREST
22. Serve the BMDP as a whole rather than any special interest group or constituency, and serve his or
her term of office without remuneration so as to maintain the integrity of serving for public trust and
community good instead of for personal gain.
 
23. Ensure clear policies and procedures are set out in the Conflict of Interest Policy and such policy
are abided by all members and staff to declare, prevent and address conflict.
 
24. Declare any personal or vested interest in business transactions, contracts and/or joint ventures
that the BMDP may enter into, as soon as such conflict or the possibility of such conflict arises and to
abstain from discussion, decision-making and/or voting on the transaction or contract.
 
25. In performing Executive Committee member duties, not to accept or offer personal favours or gifts
from or to any interest group, constituency, or BMDP staff.

TERMS OF REFERENCE: EXECUTIVE COMMITTEE



TERMS OF REFERENCE: SUB-COMMITTEE

Shall be an Executive Committee member
The Hon Treasurer shall not chair the Audit Committee concurrently
Preferably with relevant finance/accountancy/audit qualification and/or experience

May or may not be Executive Committee members
May or may not be a BMDP member
At least one should ideally be a Certified Public Accountant or with accountancy/finance/audit
related experience

To meet at least twice yearly
Oversee the financial reporting, regulatory compliance and disclosure process, and monitor the
choice of accounting policies and principles
To review and recommend the appointment of external auditor for the Executive Committee’s
decision, and ensure that such appointments are in compliance with the relevant regulations and
approved by the Sector Administrator
To review and accept the draft audited financial statements before the audited financial
statements are submitted to the Executive Committee for approval
 To review the audit plans and reports of any external auditors, and consider the effectiveness of
the actions taken by management on the auditors’ recommendations
To oversee the conduct of periodic internal checks on key processes to ensure compliance with the
established procedures, and report to the Executive Committee on the findings and
recommendations for improvements. If available and applicable, the Audit Committee may choose
to engage the internal audit services provided by the Shared Services for Charities Limited or other
similar service providers.
To ensure that the BMDP has a risk management/business continuity plan in place and to
report to the Executive Committee of any irregularities and concerns

TERMS OF REFERENCE – AUDIT COMMITTEE
The Audit Committee facilitates the external and internal audit of the BMDP for the Executive
Committee to obtain independent information about the organisation's activities.
 
COMPOSITION
Chair:

 
2 members:

 
ROLES AND RESPONSIBILITY

 

Shall be an Executive Committee member

May or may not be Executive Committee members
May or may not be a BMDP member

To meet at least twice yearly
To build the public image of the BMDP targeting volunteer donors, financial supporters, industry
partners
To review and advise on public outreach and education strategies in order to recruit more
volunteer donors, e.g. Be A Match
To review and provide counsel on on-going communications programme to maintain contact with
the BMDP’s donor database
To advise on public and media relations

May or may not be Executive Committee members
May or may not be a BMDP member
Preferably includes representatives from transplant hospitals

TERMS OF REFERENCE – 
DONOR RECRUITMENT AND COMMUNITY ENGAGEMENT PROGRAMME COMMITTEE
The Donor Recruitment and Community Engagement Programme Committee (formerly known as
Match for Life Committee) is one of the two sub-committees (the other being the Medical Advisory
Committee) assigned by the Executive Committee to oversee and provide advice on the programmes
and services of BMDP.
 
COMPOSITION
Chair:

 
2 members:

 
ROLES AND RESPONSIBILITY

 
TERMS OF REFERENCE – 
MEDICAL ADVISORY (PATIENT AND DONOR SERVICES PROGRAMME) COMMITTEE
 
The Medical Advisory (Patient and Donor Services Programme) Committee is one of the two sub-
committees (the other being the Donor Recruitment and Community Engagement Committee)
assigned by the Executive Committee to oversee and provide advice on the programmes and services
of BMDP.
 
COMPOSITION
Chair:
▪ Shall be an Executive Committee member
▪ Preferably a practising medical professional or with relevant professional experience
 
2 – 3 members:



To meet bi-annually
To act on a rotational basis to advise staff on day-to-day donors / patients’ medical queries
To convene and oversee a panel of local and international experts in the fields of stem cell
therapy and transplantation to advise on future directions and roles of the BMDP

Shall be an Executive Committee member

May or may not be Executive Committee members
May or may not be a BMDP member

To meet at least twice yearly
To work with the relevant staff to establish a fundraising plan that incorporates the appropriate
vehicles where applicable, such as special events, third-party commercial fundraisers, direct mailer
etc.
To identify and solicit funds from external sources of support
To take the lead in certain types of outreach efforts, such as chairing a Gala dinner or hosting other
fundraising events, and set up ad-hoc working committee/task force (e.g. Gala Dinner Working
Committee) where necessary
To take the lead in involving all Executive Committee members in fundraising
To ensure ethical practices are in place, and the overall BMDP fundraising efforts are cost affective
and in compliance with the relevant regulations and fundraising efficiency ratio

TERMS OF REFERENCE –
MEDICAL ADVISORY (PATIENT AND DONOR SERVICES PROGRAMME) COMMITTEE
 (Cont'd)
 
ROLES AND RESPONSIBILITY

 
 
TERMS OF REFERENCE – FUNDRAISING COMMITTEE
The Fundraising Committee oversees the BMDP’s overall fundraising and, in particular, the fundraising
done by the Executive Committee.
 
COMPOSITION
Chair:

 
2 – 3 members:

 
ROLES AND RESPONSIBILITY

Shall be an Executive Committee member
Ideally the President or Vice President

Should be Executive Committee members
Preferably with considerable length of service as Executive Members of the BMDP

To meet at least twice yearly
To review the composition of the Executive Committee annually to ensure that the Executive
Committee has an appropriate balance of independent Executive Committee members, and to
ensure an appropriate balance of expertise, skills, attributes and ability among the Executive
Committee members
To identify potential Executive Committee member candidates and explores their interest and
availability for Executive Committee service
To take the lead in succession planning
To nominate individuals to be elected as members of the Executive Committee, as well as
nominate Executive Committee members for election as office-bearers
To review and recommend process and tools for evaluating the performance of the Executive
Committee and sub-committees
To regularly monitor, review and ensure that the general affairs and operations of the BMDP are in
compliance with applicable prevailing regulations and relevant governance requirements

TERMS OF REFERENCE – NOMINATION AND GOVERNANCE COMMITTEE
The Nomination and Governance Committee assists in fulfilling the Executive Committee’s
responsibilities of nominating Executive Committee members and succession planning as well as
corporate governance.
 
COMPOSITION
Chair:

 
2 members:

 
ROLES AND RESPONSIBILITY

TERMS OF REFERENCE: SUB-COMMITTEE



Shall be an Executive Committee member

May or may not be Executive Committee members
At least one should ideally have the relevant HR qualification and/or experience

To meet at least twice yearly
To ensure the Human Resource policies are fair and adequate to facilitate the retention and
recruitment of talents, as well as ensure all HR policies are in compliance with the Employment Act
To review and provide an oversight on training and development, employee engagement, as well as
the compensation and benefits package in accordance to the BMDP salary guidelines
To determine the organisation design (including the headcount) and support the President in the
planning for the succession of the CEO and key personnel
To ensure that a fair and transparent performance review and appraisal system is in place for staff
and any performance-related element in the remuneration package should be linked to fulfilling
measurable and clearly defined targets in line with the charity’s objectives
To review the recommendation of staff promotions, salary increments/adjustments and bonuses

TERMS OF REFERENCE – HUMAN RESOURCE COMMITTEE
The Human Resource Committee oversees and reviews the BMDP’s human resource policies on
recruitment, compensation and benefits as well as training and development, and make appropriate
recommendations.
 
COMPOSITION
Chair:

 
2 – 3 members:

 
ROLES AND RESPONSIBILITY

Hon Treasurer

Shall be Executive Committee members
Preferably to include the President and/or the Vice President

To meet at least twice yearly
To review the annual operating budget and ensure it is aligned with the BMDP’s objects and plans,
and recommend to the Executive Committee for approval
Review the audited financial accounts and recommend to the Executive Committee for approval
Oversee the management accounts on a quarterly basis
To ensure regular and accurate monitoring and accountability for funds and report to the Executive
Committee on any financial irregularities and concerns
To review the financial standard operating procedures and policies, and ensure that
purchases/procurement are made in accordance to such procedures/policy as well as within the
approval annual operating budget
To ensure that any restricted funds, endowment funds and designated funds are set up solely for
clear and justifiable needs
To review the BMDP’s reserves policy and ensure that the management of reserves is in
accordance to such policy
To review the BMDP’s investment policy annually and update such policy where applicable, and
oversee the investment of reserves

TERMS OF REFERENCE – FINANCE COMMITTEE
The Finance Committee oversees the annual operating budget, financial performance and investment
of the BMDP.
 
COMPOSITION
Chair:

 
2 members:

 
ROLES AND RESPONSIBILITY

TERMS OF REFERENCE: SUB-COMMITTEE




















 














































              



              

           
                   






            
        

  
            

             
























 







          


             






         


           








  
               



              


 








               





           










 









 



               


               



 





 
       



           








              





  

             












 




    

  
 









 


 

















          

        



          

          

          

          
          

          

          

          

          

          

          

          
          
          
          
          
          









 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      












 

   
   

   
   

    
   

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   











 





 







 




    









 






             








          
           


            
           










 

 

 




 


          





 


         



 





 






     
          




 






 

 


 




  




 






 







 




         








   
        
              





                
   


      
           









 






 

 


 




  




     








 



  
  
  



               



   
    
              






                


 


 



 






 

 


 





    
       
           



   











               


            







             









             
       




             




 






 

 


 






     






              











 





           
    



           

         



             

          



           







            



 






 

 

 




 


             







    

      
    
            
             








               
            




   


    




 








               

        
 






 

 

 


              





              
        






        






 


 
             



           







           












 

       



 






 

 


               
   


           



               
   



              

     










 
 


 


   
   
   






         
            


   
   
   
   
   


 






 

 


 


 


   
  
   
   
  




 


 


   
   
   
   
   
   









 





 




   
     
     
     
     
     



 





 


 


   
   
   
   
   





 






 

 




 


 


   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   



 

 


 


   

   
   
   
   
   



 






 

 


 


 


   
   
   
   



 







 


 


   
  
   
  



 

  




 


    
          
         
         
          
          
         
          
         
          
         
         
         
         
         
          
         
         
         
         
         
         
         



 






 

 
 


 


   
   
   
   
   
   
   
   
   
   


 

 


 


   
   


   
   
   




            
        
            
             
 


        

 


 


   
   
   
   
   






 
             
            





 






 

 



  





 


 


   
   
   
   






 
 


 


   
   
   
   



 

 


 


   
   
   
   
   
   















 

 


   

 


   


 









  








 

         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         






 






 

 













 
















      

      

      
      
      

      
      
      

      
      
      
      
      

      
      
      
      
      


 






 

 


    












 
















      
      
      
      
      

      
      
      

      
      
      
      
      

      
      
      
      


 




            






   



           



 


 
 


 






 

 


 



 

   
 


            




 

 


 


   
   
   
   
   
   
   
   
   
   
   



 
 


 


   
   



            
  




 



    

             






 


   


   

 






 

 




            









 


 


   
   
   
   
   
   
   
   
   
   



 


 




 


 


   
   
   
  

  
  




 

              














 

 

 





           
             




 


             



              



     











 










              
            



 





 






 

 

 


            


     












 
    

       
       
       
       








 
  

 

       
       
       
       





 


 






   

   




   


            

             



 




 






 

 










 


   


 
 
 
   





 



             
        

            
    

             


 





  

  
 







 






 

 


      




             




     






 


 


     
     
     
     
     
     
     
     
     





The Bone Marrow Donor Programme
8 Sinaran Drive #03-02 Novena Specialist Center
Singapore 307470
UEN: S93SS0141J
IPC Number: HEF0015/G
Tel: (65) 6916 0370 Fax: (65) 6916 0371
www.bmdp.org | admin@bmdp.org


