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Model Whistleblowing Policy for School Staff 

YSGOL HARRI TUDUR / HENRY TUDOR SCHOOL 
Introduction 

“Whistleblowing” has been defined as:

‘the disclosure by an employee or professional of confidential information which relates to some danger, fraud or other illegal or unethical conduct connected with the work place, be it of the employee or his/her fellow employees’

(Public Concern at Work Guidelines 1997).
Statutory protection for employees who whistleblow is provided by the Public Interest Disclosure Act 1998 (“PIDA”).  The PIDA protects employees against victimisation if they make a protected disclosure within the meaning of the PIDA and speak out about concerns about conduct or practice within the school which is potentially illegal, corrupt, improper, unsafe or unethical or which amounts to malpractice.

This policy applies to all school staff including full and part time, casual, temporary or substitute staff and to individuals undertaking work experience in the school.

Aims and Scope of Policy

The governing body is committed to high standards in all aspects of the school and will treat whistleblowing as a serious matter.  In line with the governing body’s commitment to openness, probity and accountability, members of staff are encouraged to report concerns which will be taken seriously, investigated and appropriate action taken in response. 

This policy aims to: 

· give confidence to members of staff about raising concerns about conduct or practice which is potentially illegal, corrupt, improper, unsafe or unethical or which amounts to malpractice or is inconsistent with school standards and policies so that s/he is encouraged to act on those concerns 

· provide members of staff with avenues to raise concerns

· ensure that members of staff receive a response to the concerns they have raised and feedback on any action taken 

· offer assurance that members of staff are protected from reprisals or victimisation for whistleblowing action undertaken in good faith and within the meaning of the PIDA. 

This policy covers whistleblowing relating to alleged: 

· unlawful conduct

· miscarriages of justice in the conduct of statutory or other processes 

· failure to comply with a statutory or legal obligation 

· potential maladministration, misconduct or malpractice 

· health and safety issues including risks to the public as well as risks to pupils/students and members of staff 

· action that has caused or is likely to cause danger to the environment 

· abuse of authority 

· unauthorised use of public or other funds 

· fraud or corruption 

· breaches of financial regulations or policies 

· mistreatment of any person 

· action that has caused or is likely to cause physical danger to any person or risk serious damage to school property 

· sexual, physical or emotional abuse of members of staff or pupils/students 

· unfair discrimination or favouritism 

· racist incidents or acts, or racial harassment and 

· any attempt to prevent disclosure of any of the issues listed. 
The PIDA sets out the full statutory rights and obligations of members of staff wishing to whistleblow.  Where members of staff are unclear about any of the PIDA requirements they should seek further advice.  Public Concern at Work is an independent charity that provides free advice for persons who wish to express concerns about fraud or other serious malpractice (telephone 0207 404 6609 or www.pcaw.co.uk).  Members of staff could also approach their trade union for further advice. 

Safeguard Against Reprisal, Harassment and Victimisation 

The governing body will not tolerate harassment or victimisation of members of staff when matters are raised in accordance with the PIDA provisions.  Any member of staff who victimises or harasses a member of staff as a result of their having raised a concern in accordance with the whistleblowing policy will be dealt with under the governing body’s staff disciplinary procedures. 

The PIDA provides protection to employees in circumstances where their disclosure can be classed as a protected disclosure.  Under the PIDA it would be automatically unfair to dismiss or make any employee/member of staff redundant because they had made a protected disclosure; and that it would be unlawful to subject them to any other detriment, such as demotion or a fine.  In the event of such action an Employment Tribunal has the power to order re-instatement, re-engagement or order the award of compensation to successful claimants. 

Confidentiality 

The governing body recognises that members of staff may want to raise concerns in confidence and will do its utmost to protect the identity of members of staff who raise a concern and do not want their name disclosed. However investigation into the concern could reveal the source of the information; and statements may be required from the member of staff as part of the evidence, which would be seen by all parties involved.  If the investigation leads to prosecution and the whistleblower is likely to be called in to give evidence in court. 

The governing body will not place members of staff under pressure to give their name and will give due consideration to proceeding with investigating the concern on the basis of an anonymous allegation.

Anonymous Allegations

Staff should put their name to allegations whenever possible – anonymous concerns are much less powerful.  Nonetheless anonymous allegations will be considered under this whistleblowing procedure especially concerns raised relating to the welfare of children.  In relation to determining whether an anonymous allegation will be taken forward the governing body will take the following factors into account: 

· the seriousness of the issue raised 

· the credibility of the concern 

· the likelihood of confirming the allegation from attributable sources, and obtaining information provided. 

Untrue and Malicious/Vexatious Allegations 

If a member of staff makes an allegation in good faith but it is not confirmed by further inquiry the matter will be closed and no further action taken.  If, however, the inquiry shows that untrue allegations were malicious and/or vexatious or made for personal gain then the governing body will consider taking disciplinary action against the member of staff. 

Allegations Concerning Child Protection Issues 

If a member of staff raises a concern related to a child protection issue, the headteacher or chair of governors should urgently consult the LEA officer designated to lead on child protection (or if they are not available the designated manager for child protection in the authority’s social services department) so that the action for the handling of such allegations under the school’s disciplinary procedure for staff and the child protection procedures established by the Local Safeguarding Children’s Boards can be initiated. 

However, in relation to child protection issues, it is open to the member of staff to make a direct referral to the social services designated manager either before raising their concern with the governing body or where the headteacher or chair of governors fails to do so after raising their concern and the member of staff remains concerned about the situation. 

Procedure for Making a Whistleblowing Allegation 
You should raise your concern with your line manager, the headteacher, the chair of governors, or the governor nominated for whistleblowing.  The person to be approached depends an extent on the seriousness and sensitivity of the issue and who is thought to be involved. 

If you feel you cannot express your concerns within the school, it is open to you to raise your concern with someone outside the school setting from the list of organisations in the section of this policy ‘Taking the Matter Further’, with key organisations to contact suggested as the LEA, Public Concern at Work and the trade unions.  However, where the concern relates to a child protection matter, if you do not want to raise this through the school, you must consult the LEA officer designated to lead on child protection or if that person is not available, the local authority’s designated social services manager for child protection.  If the concern needs to have Police or other statutory authority involvement, the whistleblowing process will be halted until the statutory authorities have completed their investigations and confirmed that it is appropriate to continue with the whistleblowing process.  If possible put your concern in writing for the avoidance of doubt.  You should set out the background and history of the concern; giving names, dates and places where possible, and explaining the reason for your concerns.  If you feel unable to put the matter in writing you can still raise your concern verbally and should telephone or arrange to meet the appropriate person. You can also ask your trade union or professional association to raise the matter on your behalf or to support you in raising the concern. 

Response to Whistleblowing

The matter raised may: 

· need inquiry internally in the school 

· need to be passed to the Police if it relates to alleged criminal activity 

· need to be passed to the person in the LEA who deals with complaints about financial management or financial propriety in schools 

· need to be referred to the LEA officer designated to lead on child protection if there is a concern relating to child protection, or if that person is not available the local authority’s designated social services manager for child protection. 

At this stage concerns/allegations are neither accepted nor rejected. 

Timescale for Response 

The person appointed by the governing body to look into whistleblowing allegations will normally provide a written response to you within 5 working days (except in the case of anonymous allegations): 

· acknowledging that the concern has been received 

· indicating how it is proposed to deal with the matter 

· giving an estimate of how long it will take to provide a final response 

· advising whether any enquiries have been made 

· advising whether further enquiries will take place 

· informing you of support available whilst matters are looked into, and 

· maintaining confidentiality wherever possible, but also explaining that it may not be possible that you can remain anonymous. 
The Inquiry Process 

The appointed person will: 

· Look into the allegation - seeking evidence and interviewing witnesses as necessary. 

· Maintain confidentiality wherever possible but will be mindful that there is no guarantee that the whistleblower can remain anonymous. 

· If appropriate, bring the matter to the attention of the LEA appointed person dealing with complaints about financial management of schools. 

· If appropriate, for concerns of criminal behaviour refer the matter to the Police. 

· If appropriate, for concerns of child protection, refer the matter to the LEA officer designated to lead on child protection/local authority social services designated manager for child protection. The whistleblowing process will be halted until the statutory authorities have completed their investigations and confirmed that it is appropriate to continue with the whistleblowing process. 

If the person appointed by the governing body needs to talk to you, you are permitted to be accompanied by a trade union or professional association representative or a fellow member of staff not involved in the area of work to which the concern relates. 

The target is to complete the inquiry within 10-15 working days from the date of the initial written response. If the enquiry extends beyond the timescales outlined for specific reasons all individuals concerned will be notified of this in writing with an indication when the inquiry will be completed. 

The Inquiry Report 

Following completion of the inquiry process the person appointed will make a written report and submit to the chair of the governing body normally within 5 working days.  The report will not contain the whistleblower’s name unless you have expressly stated that you wish to be named. 

Following receipt of the inquiry report, the chair of governors will convene a committee with at least one other governor and an independent person from outside the governing body, e.g. the LEA or a governor of another school to consider the inquiry report and decide on the action to be taken.  This should normally take place within 5 - 10 working days following receipt of the inquiry report. 

Following notification of the committee’s decision, the chair of governors will notify you of the outcome normally within 5 working days (except in relation to anonymous allegations), setting out the action to be taken or that no further action is to be taken and the reasons why. 

Taking the Matter Further 

If no action is to be taken and/or you are not satisfied with the way the matter has been dealt with, you can make a complaint under the governing body’s complaints procedure or raise your concerns with other organisations as listed below: 

· the local authority 

· a diocesan authority (for Church schools) 

· a relevant professional body or regulatory organisation such as the General Teaching Council for Wales (GTCW) or the Wales Audit Office 

· the Children’s Commissioner for Wales 

· the Public Services Ombudsman for Wales 

· the Care and Social Services Inspectorate for Wales 

· a solicitor 

· the Police - for concerns of criminal behaviour 

· a trade union or professional association 

· Public Concern at Work (an independent charity that provides free advice for persons who wish to express concern about fraud and other serious malpractice. Telephone 0207 404 6609 or www.pcaw.co.uk). 

Whistleblowing Reporting Code

1. [image: image1]Policy Statement
This Authority encourages a free and open culture in dealings between its officers, employees, members and all people with whom it engages in business and legal relations. In particular, this Authority recognises that effective and honest communication is essential if concerns about breaches or failures are to be effectively addressed.

Employees are often in a good position to identify concerns regarding malpractice within the Authority.  However, they may not be prepared to express their concerns because they would be fearful of repercussions and/or that speaking up would be disloyal to their colleagues or to the Authority.  As a result it may be easier to ignore the concern rather than report what may just be a suspicion of malpractice. Employees who raise concerns in good faith, should be able to do so without fear because they will be doing their duty to their employer, their colleagues and those for whom they are providing a service.

While the decision to report a concern under this Code can be a difficult one to make, it is a duty, under the Code of Conduct for Local Government Employees, to report to the appropriate manager any impropriety or breach of procedure.

This policy is designed to provide guidance to all those who work with or within the Authority who may from time to time feel that they need to raise in confidence issues relating to the Authority and to provide assurance to employees that they can raise concerns about unethical behaviour without fear of victimisation, subsequent discrimination or disadvantage. 

2. The Legal Framework

The Public Interest Disclosure Act 1998 introduced specific protection for those who disclose information specifically to prescribed persons provided that the disclosure is made in good faith and in relation to items described in Section 4.  The Act is much more commonly called ‘blowing the whistle’ or ‘whistleblowing’. It means that if you believe there is wrongdoing you can report this by following the correct processes, and your employment rights are protected.

You are protected as a whistleblower if you:

· are a 'worker'

· believe that malpractice in the workplace is happening, has happened in the past or will happen in the future 

· are revealing information of the right type (a 'qualifying disclosure') Section 4.

· reveal it to the right person, and in the right way (making it a 'protected disclosure') Section 5.

'Worker' has a special wide meaning in the case of whistleblowing and this Code while primarily is for use by employees, may also be used by others (e.g. councillors, contractors, agency workers, volunteers and people in training) as appropriate. References to 'employees' or 'staff' should be deemed to include others as appropriate. However, separate procedures apply to complaints by councillors against the actions of councillors, and to complaints by members of the public.
3. Aims of the Policy  
This policy aims to:

i. encourage you to feel confident in raising serious concerns and to question and act upon concerns about practice;

ii. provide avenues for you to raise those concerns and receive feedback on any action taken;

iii. ensure that you receive a response to your concerns and that you are aware of how to pursue them if you are not satisfied;

iv. reassure you that you will be protected from possible reprisals or victimisation if you have a reasonable belief that you have made any disclosure in good faith.

4. Qualifying disclosures
Where employees genuinely and in good faith believe that one of the following sets of circumstances is occurring, has occurred or may occur within the Authority:

i. a criminal offence has been committed, is being committed or is likely to be committed

ii. a person has failed, is failing or is likely to fail to comply with any legal obligation to which he or she is subject

iii. a miscarriage of justice has occurred, is occurring or is likely to occur

iv. the health and safety of any individual has been, is being or is likely to be endangered

v. the welfare of children/young people or other vulnerable people has been, is being or is likely to be endangered
vi. the environment has been, is being or is likely to be damaged

vii. information tending to show any matter falling within any one of the preceding paragraphs has been, is being or is likely to be deliberately concealed.

There is no need for an employee to prove that the breach or failure that they are alleging has occurred or is likely to occur; a reasonable suspicion will suffice, ie where the employee reasonably believes that the information disclosed is substantially true. 
5. How to raise a Protected disclosure
For your disclosure to be protected by the law you should make it to the ‘prescribed person’ and in the right way. 

5.1 As a first step, you should normally raise concerns with your immediate manager or your Head of Service. If you work in a school you can contact the Headteacher, the Chair of Governors, or the Governor nominated for Whistleblowing. Councillors should raise concerns with the Monitoring Officer. This depends, however, on the seriousness and sensitivity of the issues involved and who is suspected of the malpractice. 

5.2 If you are unable to speak with your line manager or Head of Service, either put your concern in writing, telephone or arrange to meet one of the following prescribed person who are able to receive your issue of concern and provide advice and guidance on the procedure:

· Ceri Davies, Head of HR




01437 775862

Ceri.davies@pembrokeshire.gov.uk
· Ben Pykett, Head of Policy and Performance

01437 775851


ben.pykett@pembrokeshire.gov.uk
· Jon Haswell, Head of Internal Audit


01437 775637

Jon.haswell@pembrokeshire.gov.uk
· Laurence Harding, Monitoring Officer 

 
01437 776564

laurence.harding@pembrokeshire.gov.uk
· Where the concern relates to a child protection matter, you must consult the Authorities’ Child Care Assessment Child Care Assessment Team asking for the Duty Manager on 01437 776322/6325/6444 or Out of Hours 08708 509 508 who will in turn inform the designated lead on child protection for the Authority, Matthew Brown, Principal Manager Safeguarding & Quality Assurance matthew.brown@pembrokeshire.gov.uk.
Matthew Brown will ensure the link with relevant prescribed person as appropriate.

For all concerns, if you are a member of a Trade Union, you can contact your Branch Representative or Regional Office, who you may invite to raise a matter on your named behalf.


5.3
Employees who wish to make a written report are invited to use the following written format:

i.
the background and history of the concern (giving relevant names, dates and places);

ii.
the reason why you are particularly concerned about the situation.

5.4 If you have serious concerns which you feel unable to raise with the Authority you should raise the matter with an external contact point such as those referred to in Section 7 of this policy.

5.5 If you are considering expressing your concern anonymously, please reconsider, as such concerns are much less powerful and generally are difficult to substantiate.  However, in exceptional cases, where evidence is available to verify an allegation, such a concern will be investigated. However, from a practical point of view it is impossible to provide protection if we do not know who you are. 

5.6 If you are unsure, you should always get professional advice before going ahead. Anything you say to a legal adviser in order to get advice is automatically protected. See Section 10.
6.
How the Authority will respond
6.1
Where appropriate, the matters raised may:

i.
be investigated;

ii.
be referred to the police;

iii.
be referred to the External Auditor;

iv.
be referred to another external agency with relevant powers.

6.2
In the case of an allegation against an elected Member, then the matter will be considered, in the first instance, by the Monitoring Officer or Chief Executive, and then by the Standards Committee (if appropriate).

6.3
In order to protect individuals and the Authority, initial enquiries will be made to decide whether an investigation is appropriate and, if so, what form it should take.  The overriding principle which the Authority will have in mind is the public interest.  Concerns or allegations which fall within the scope of specific procedures (for example, child protection or discrimination issues) will normally be referred for consideration under those procedures.

6.4
Some concerns may be resolved by agreed action without the need for investigation.  

6.5
The Authority will write to you within fourteen working days of a concern being raised:

i. acknowledging that the concern has been received;

ii. indicating how we propose to deal with the matter;

iii. giving an estimate of how long it will take to provide a final response;

iv. telling you whether any initial enquiries have been made;

v. supplying you with information on employee support mechanisms; and

vi. telling you whether further investigation will take place and if not, why not.


The parties may on occasion and by mutual agreement modify the time limits referred to in this Code.

6.6
The amount of contact between the officers considering the issues and you will depend on the nature of the matters raised, the potential difficulties involved and the clarity of the information provided.  If necessary, the Authority will seek further information from you.

6.7
Where any meeting is arranged (at a mutually accepted location), you have the right, to be accompanied by a Trade Union representative or a colleague who is not involved in the area of work to which the concern relates.  The confidentiality of information by those involved is important and a breach of such confidentiality would result in disciplinary action.

6.8
The Authority will take steps to minimise any difficulties which you may experience as a result of raising a concern.  For instance, if you are required to give evidence in criminal or disciplinary proceedings the Authority will arrange for you to receive advice about the procedure.

6.9
The Authority accepts that you need to be assured that the matter has been properly addressed.

6.10
The Authority will not tolerate any harassment or victimisation of “whistleblowers” including informal pressures, and will treat this as a serious disciplinary offence which will be dealt with under the relevant disciplinary rules and procedures.

7.
How the matter can be taken outside the Authority
This policy is intended to provide you with an avenue within the Authority to raise concerns. If you feel it is right to take the matter outside the Authority there are prescribed routes. The following are appropriate contact points:

· Wales Audit Office (tel 01244 525980) or email whistleblowing@wao.gov.uk
· Audit Commission Confidential Public Interest Disclosure Line 

(0845 052 2646)

· Police.

8.
Untrue Allegations/Misuse of Procedure/Breach of Confidentiality
Allegations should be made in good faith.  If you make an allegation frivolously, maliciously, for personal gain or misuse the procedure, including the disclosure of confidential information, disciplinary action will be taken against you in accordance with the Authority’s disciplinary rules and procedures. In the most serious cases this may include dismissal.  If a “whistleblower” acts with an ulterior motive protection under the Act may be lost.

If there is no case to answer following an investigation undertaken by, or on behalf of, the Authority, the “whistleblower” is protected, but again provided the disclosure was made in good faith [Ref. Para. 4]. 

9.
Confidentiality
All concerns will be treated in confidence and every effort will be made not to reveal your identity if you so wish.  At the appropriate time, however, you may be required to attend an investigatory hearing and/or a disciplinary hearing (as a witness). Appropriate steps will be taken to ensure that the employee’s working relationships are not prejudiced by the fact of the disclosure.

10.
Independent Advice on making a disclosure 
If you are thinking about making a disclosure and you are not sure what your legal rights are, you should consider getting independent legal advice. There are a number of avenues through a number of different external agencies:

· First Assist the Authority’s Employee Assistance Provider on 

0800 068 5155 Scheme number 33439 

They have a Legal Team who will provide confidential, independent advice and will be able to discuss with you the nature of the allegation and whether it is likely as stated to be a ‘qualified disclosure’ for the purposes of the Whistleblowing Procedure. They will then direct you to the relevant internal contact. If you wish to remain anonymous you will be advised as to the advantages or otherwise of this course of action.

· Trade Union: irrespective of your trade union the universal advice would be for you to seek advice and involve the local branch and regional office before making any disclosure.  UNISON have produced a Duty of Care Handbook http://www.unison.org.uk/healthcare/dutyofcare/ which has a section on Whistleblowing. 

· Public Concern at Work: a whistleblowing charity offers free, confidential advice to people who are unsure whether or how to raise a whistleblowing concern at work. Their Whistleblowing Advice Line is managed by lawyers 0207404 6609. http://www.pcaw.co.uk/
· NHS whistleblowing helpline from January 2012 is now extended to social care staff. 
www.dh.gov.uk/health/2011/12/whistleblowing-helpline 08000 724 725, the helpline will operate on weekdays between 08.00 and 18.00 with an out-of-hours answering service available at weekends and on public holidays.  You can contact the helpline if you have concerns and are unsure how to raise them or simply want advice on best practice in safeguarding.
· Teacher Support Network Cymru 08000 855 088 http://www.teachersupport.info/wales/ they have an online support line 24 / 7 which will give free confidential advice.
11.
Final Reminder – “Do’s and Don’ts”


Do’s
· Make an immediate note of your concerns (i.e. times, dates, witnesses).

· Convey your suspicions to someone with appropriate authority and experience.

· Deal with the matter promptly.

· Seek advice from management and/or a recognised trade union.

Don’ts

· Do nothing.

· Be afraid of raising your concerns.

· Approach or accuse any individuals directly.

· Try to investigate the matter yourself.

· Convey your suspicions to anyone other than those with proper authority.

The Code should be read in conjunction with the Anti-Fraud and Anti Corruption  Strategy, on the Finance, Internal Documents page. http://pccintranet/content.asp?nav=104,150,157&parent_directory_id=101
and the Code of Conduct on the Employee Handbook, Section 2

http://pccintranet/content.asp?nav=275,277&parent_directory_id=101

Whistleblowing Policy

1. Overview
1.1
This policy outlines what you should do if you suspect something happening at work is putting you or others in danger, or is illegal or unethical. 

1.2 It is designed to provide assurance to employees that they can raise concerns about unethical behaviour without fear of victimisation, subsequent discrimination or disadvantage.

1.3 It applies to all employees, contractors, consultants, officers, casual and agency workers.
2. What is Whistleblowing?
2.1 
Our aim is to maintain the highest standards of integrity in everything we do, but all organisations can occasionally be affected by conduct that is dangerous, against the law or breaches ethical or professional codes. Should you have such concerns, we encourage you to report them immediately — this is called ‘whistleblowing’. You can be assured that we will take your concerns seriously, they will be thoroughly investigated, and you can be confident there will be no reprisals.

2.2 The types of concerns you may want to raise with us by whistleblowing include:

· any activity you suspect is criminal

· any activity you suspect puts health and safety at risk

· any activity you suspect may damage the environment

· any activity you suspect is a miscarriage of justice

· any activity you suspect breaches our policy on bribery and corruption

· any failure to comply with legal or regulatory obligations

· any failure to meet professional requirements

· any attempt to conceal one or more of these activities.



There is no need for you to prove that the concern you are alleging has occurred or is likely to occur; a reasonable suspicion will suffice, speak to one of the prescribed people listed if you are not sure whether something you have become aware of is covered by this policy. 

Note that this policy does not cover anything to do with you personally — how other people are treating you, for example. For this, please refer to our policies on bullying and harassment and then to our grievance procedure for guidance on how to proceed Employee Handbook. This whistleblowing procedure is primarily for concerns where the interests of others or of this Authority are at risk. 
3. How to raise a whistleblowing concern 
For your concern to be protected you should make it in the right way. 

3.1 As a first step, you should normally raise concerns with your immediate manager or your Head of Service. If you work in a school you can contact the Headteacher, the Chair of Governors, or the Governor nominated for Whistleblowing. Councillors should raise concerns with the Monitoring Officer. This depends, however, on the seriousness and sensitivity of the issues involved and who is suspected of the malpractice. 

3.2 If you are unable to speak with your line manager or Head of Service, either put your concern in writing, telephone or arrange to meet one of the following individuals known as a ‘prescribed person’ for the purposes of Whistleblowing, who are able to receive your issue of concern and provide advice and guidance on the procedure:

· Ceri Davies, Head of HR, 01437 775862



Ceri.davies@pembrokeshire.gov.uk
· Jon Haswell, Director of  Finance ,  
01437 775839

Jon.haswell@pembrokeshire.gov.uk
· Claire Jones, Monitoring Officer, 01437  776564

Claire.Jones@pembrokeshire.gov.uk
3.3 Where the concern relates to a child protection matter, you must consult the Authority’s Child Care Assessment Team asking for the Duty Manager on 01437 776444, Out of Hours Team on 0300 333 2222 if outside of normal working hours. Email: CCAT@pembrokeshire.gov.uk
They will in turn inform the designated lead on child protection for the Authority, Diane Beacroft Service Manager Safeguarding & Quality Assurance diane.beacroft@pembrokeshire.gov.uk Diane Beacroft will ensure the link with the relevant prescribed person as appropriate.
3.4 For all concerns, if you are a member of a Trade Union, you can contact your Branch Representative or Regional Office, who you may invite to raise a matter on your behalf.
3.5 You can contact the HR Advisory team directly.

3.6    
Your letter should say that you are raising your concerns under this policy, you should include:   

i.
the background and history of the concern (giving relevant key facts, names of the people involved, dates and places);

ii.
the reason why you are particularly concerned about the situation.

4. How the Authority will respond

4.1
A member of the HR Advisory team, trained in Whistleblowing Procedures, together with the appropriate manager will invite you to a meeting to discuss your concerns, and you are entitled to be accompanied at this and any subsequent meetings by a colleague or trade union representative. If you bring a companion, you must both agree to keep your disclosures confidential before and after the meeting and during any investigation that may follow. 

There should be no delay to the invitation to a meeting beyond 7 calendar days of receiving your issue of concern.
4.2
After the initial meeting, we will investigate your concerns and we may ask you to attend further meetings. To investigate properly, we may involve specialists with particular knowledge or experience of the issues you have raised. As part of this process a ’Terms of Reference’ will be drawn up and a timeframe agreed upon.

4.3 
You will be kept informed about how our investigations are progressing and how long they are likely to take, how and when we update you will be agreed in the initial meeting. Sometimes, however, we may be unable to give you details about the investigation (or any action it leads to) as we need to protect confidentiality.  We understand this may be frustrating and give you concerns about whether we have actually done anything, and if this happens we will do our best to explain why we are acting in the way we are.

4.4 
Your concerns will be addressed fairly, but we cannot guarantee the outcome of our investigations will be the one you want. If you are not satisfied with how we have conducted the investigations, you can take the matter to one of our directors for further consideration.

4.5
In the case of an allegation against an elected member, then the matter will be considered, in the first instance, by the Monitoring Officer or Chief Executive, who may refer the matter to the Public Services Ombudsman for Wales (if appropriate).

4.6
Concerns or allegations which fall within the scope of specific procedures (for example, child protection or discrimination issues) will normally be referred for consideration under those procedures.

4.7
The Authority will not tolerate any harassment or victimisation of “whistleblowers” including informal pressures, and will treat this as a serious disciplinary offence which will be dealt with under the relevant disciplinary rules and procedures. If you are subject to any detrimental treatment as a result of “whistleblowing” it should be raised immediately with the line manager so that the matter can be investigated thoroughly without undue delay. 

5.
Confidentiality and anonymity

5.1 
There is a significant difference between wanting to keep your concerns confidential and making a disclosure anonymously. We actively discourage anonymous whistleblowing. 

5.2 
You are always encouraged to raise concerns openly, and if you prefer to do so in confidence we will do all that we can to ensure your identity remains hidden. We may want to disclose your identity to people involved in the investigation, but will always discuss this with you first.

5.3 
You are protected from reprisals under this policy (see paragraph 4.7), but if you are still worried we encourage you to discuss this with us and we will explore how far we can go in keeping your concerns confidential.

5.4
If you are considering expressing your concern anonymously, please reconsider, as such concerns are much less powerful and generally are difficult to substantiate. Also if no-one knows who provided the information it is not possible to reassure or protect you. If, after taking the necessary advice, (see Section 8) you still do not want to put your name to the disclosure, barring any alternative, then you should do so anonymously. Where evidence is available to verify an allegation, such a concern will be investigated. 

6.
How the matter can be taken outside the Authority
This policy is intended to provide you with an avenue within the Authority to raise concerns. If you feel it is right to take the matter outside the Authority there are prescribed routes. The following are appropriate contact points:

· To make a disclosure to the Auditor General for Wales under the Public Interest Disclosure Act 1998, contact the PIDA Officer via:

Email: whistleblowing@audit.wales
Telephone: 029 20 320 522

Audit Wales Whistleblowing
· Police.

· External Prescribed Persons and Bodies: The attached link provides a list of the prescribed people and bodies you can make a disclosure to. If you decide to blow the whistle to a prescribed person other than your employer, you must make sure that you have chosen the correct person or body for your issue. The schedule of prescribed persons can be accessed via this web link: blowing-the-whistle-to-a-prescribed-person.pdf 

7.
Untrue Allegations/Misuse of Procedure
Most concerns are raised with us in good faith, but occasionally someone makes a false allegation out of malice or because they believe they have something to gain. Anyone found doing this will face action under our disciplinary policy and may be disciplined for misconduct, or even dismissed for gross misconduct. 

8.
Independent Advice on making a disclosure 
If you are thinking about making a disclosure and you are not sure what 
your legal rights are, you should consider getting independent advice. There are a number of avenues through a number of different external agencies:

· Trade Union: irrespective of which Trade Union you are a member of the universal advice would be for you to seek advice and involve the local branch and regional office before making any disclosure.
UNISON guidance on whistleblowing



· Protect: is a whistleblowing charity that offers free, confidential advice to people who are unsure whether or how to raise a whistleblowing concern at work. (Previously known as Public Concern at Work).

There are a number of whistleblowing case studies on this site demonstrating the types of wrongdoing whistleblowers are worried about Protect
Their Whistleblowing Advice Line is managed by lawyers 020 3117 2520
· NHS whistleblowing helpline is available to social care staff. 
speakup.direct the whistleblowing helpline is open Mon to Fri 8am to 6pm 08000 724 725. You can contact the helpline if you have concerns and are unsure how to raise them or simply want advice on best practice in safeguarding.
9.
Whistleblowing Champions

The Authority has appointed two whistleblowing champions to raise the profile, promote awareness and ensure appropriate governance of the Policy. 


Cllr Vivien Stoddart Cllr.Vivien.Stoddart@pembrokeshire.gov.uk  

Ceri Davies, Head of HR Ceri.Davies@pembrokeshire.gov.uk 

If you have views on how the Policy could be improved they would welcome your feedback. 

10.
Final Reminder – “Do’s and Don’ts”


Do’s
· Make an immediate note of your concerns (i.e. times, dates, witnesses).

· Convey your suspicions to someone with appropriate authority and experience.

· Deal with the matter promptly.

· Seek advice from management and/or a recognised trade union.

Dont’s

· Do nothing.

· Be afraid of raising your concerns.

· Approach or accuse any individuals directly.

· Try to investigate the matter yourself.

· Convey your suspicions to anyone other than those with proper authority 

The Code should be read in conjunction with the Counter Fraud, Corruption and Bribery Strategy 2015-17 and the Code of Conduct on the Employee Handbook

There is a Whistleblowing e-learning package available on Pembrokeshire learning pool that all employees are required to complete. 

Appendix 1 Whistleblowing Code �added Autumn 2013








