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Introduction  
 
Hebden Green Community School is committed to the highest possible 
standards of openness, probity and accountability. As an employee of the 
school you may sometimes see practices that seem suspicious or that 
concern you. In line with our commitment to take any concerns seriously we 
encourage employees with concerns about any aspect of the schools work to 
come forward and voice their concerns without fear of reprisals.   
 
Purpose and scope  
 
These procedures have been introduced to provide employees with a secure 
basis for reporting suspicions of impropriety, in the knowledge that the matter 
will be treated confidentially.  
 
This policy covers the reporting of a malpractice, the information that will need 
to be recorded and the steps that need to be followed to ensure that you do 
not suffer any recriminations or victimization.  
 
These procedures are intended to supplement, existing policies and 
procedures. They are therefore designed to cover those instances where the 
person reporting the matter feels that, for any reason, they cannot make use 
of other procedures.  
 
Legislation  
 
The Public Interest Disclosure Act 1998 protects employees who expose 
serious wrong doing in the workplace. It applies where a malpractice is 
disclosed involving:- 
 

 a crime or breach of regulatory, administrative and common law; 

 a miscarriage of justice; 

 danger to health and safety; 

 damage to the environment; 

 unauthorized use of public funds; 

 possible fraud and corruption; and 



 
 

 sexual, physical or financial abuse of clients 
 
The Act protects you from victimization where you reasonably believe the 
information, and are acting in good faith. 
 
A disclosure is protected if you have an honest and reasonable suspicion that 
a malpractice has occurred, is occurring or is likely to occur. As an employee 
you can raise the matter with your line manager who will refer it to one of the 
named below, or if you prefer direct to:-  

 Head Teacher 

 Chair of Governors: Ashley Roberts  
 
 
Safeguards  
 
Harassment or victimisation  
 
Hebden Green is committed to good practice and high standards, and wants 
to be supportive of employees.  
 
The school recognises that the decision to report a concern can be a difficult 
one to make; it will not tolerate any harassment or victimisation and will 
protect you if you raise a concern in good faith.  
 
If you happen to be involved in any disciplinary or redundancy procedures 
these will be kept separate from the investigation of your complaint.  
 
Confidentiality  
 
The school will protect the confidentiality of all matters raised by concerned 
employee.  
 
Anonymous allegations 
 
The school cannot investigate anonymous allegations as they cannot respond 
to the complainant.  
 
Untrue allegations 
 
If you make an allegation in good faith, but it is not confirmed by the 
investigation, no actions will be taken against you. If however, as an 
employee you make an allegation frivolously, maliciously or for personal gain, 
disciplinary action may be taken against you.  
 
Procedures 
 
Sharing concerns  
 
The following information is designed to help you share a concern you might 
have.  



 
 

You can raise your concern orally, (i.e. face to face or over the phone) or in 
writing. If you write, mark the envelope ‘personal, private and confidential’ and 
if the concern is of a serious nature, hand deliver the envelope to the person 
you wish to report the matter to.  
Whichever way you choose, please give as much information as you can.  
 
The following are some of the areas we may wish to explore:- 
 

 background information; 

 information as to why you are concerned; 

 details of any other procedures which you have already used, and what 
happened; 

 the names of the employee involved; 

 dates or periods of time relating to the matter; 

 the names and jobs of any other employees who may support your 
concern. 

 
The earlier you express your concern, the easier it will be to take action.  
 
You will need to demonstrate that there are reasonable grounds for concern. 
You may find it easier to raise the matter jointly if there is another employee 
who has the same concern, and will support your allegation. 
 
How the school will respond  
 
Some concerns may be resolved by agreed action without the need for an 
investigation. If urgent action is required this will take place before an 
investigation is undertaken.  
 
What You Will be Told 
 
The person to whom you have raised your concern will contact you within 10 
working days giving you the following information: 
 

 acknowledging that the concern has been received; 

 indicating how the school intends to deal with the matter; 

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

 detailing any initial enquiries that have been made; and  

 informing you whether further investigations will take place (and if not, 
why not) 

 
The amount of contact you have with the people considering the matter will 
depend on the type of concern, the potential difficulties of the investigation 
and the availability of information. Whenever possible, you will be told the final 
outcome of any investigation.  
 
The school will take steps to minimise any difficulties you may experience as 
a result of raising a concern.  
If you are not satisfied with the school response  



 
 

  
This procedure is meant to give everyone an effective way to raise a concern 
within the school (and if possible resolve it internally). However, if you are still 
unhappy after using the procedure (and getting a final written response) you 
are entitled to consider taking your concern elsewhere, for example to your 
union.  
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1. About this policy 

 

Cheshire West and Chester Council [the Council] is committed to conducting its business with 
honesty and integrity, and it is expected that all Employees and Members will maintain high standards 
in accordance with their own Code of Conduct. However, all organisations face the risk of things 
going wrong from time to time, or of unknowingly harbouring illegal or unethical conduct. A culture of 
openness and accountability is essential in order to prevent such situations occurring and to be able 
to address them effectively when they do occur. 

The aims of this policy are: 

 To encourage staff to report suspected wrongdoing as soon as possible, in the knowledge 
that their concerns will be taken seriously and investigated as appropriate, and that their 
confidentiality will be respected as far as possible. 

 To provide staff with guidance as to how to raise those concerns. 

 To reassure staff that they should be able to raise genuine concerns without fear of 
reprisals, even if they turn out to be mistaken. 

 

This policy covers all Employees, Councillors, Consultants, Contractors, Volunteers, Casual and 
Agency workers. 

This policy does not form part of any employee's contract of employment, and it may be amended it at 
any time 

All contact details for individuals/ organisations named in this policy are available at the end 
of this document. 

 

2. What is whistleblowing? 

 

Whistleblowing is the disclosure of information which relates to suspected wrongdoing or dangers at 
work.  This may include: 

 criminal activity 

 failure to comply with any legal, professional obligation and/ or regulatory requirements 

 miscarriages of justice 

 danger to health and safety 

 damage to the environment, 

 a breach of the Anti-Fraud & Corruption and/or Anti-Bribery Policies 

 fraud and/ or mismanagement/ unauthorised use of public funds 

 negligence including abuse of Customers (external) including sexual, physical and/or financial  

 breach of the Council’s internal policies and procedures, including our Code of Conduct 

 conduct likely to damage the Council’s reputation 



 
 

 unauthorised disclosure of confidential/ sensitive information 

 the deliberate concealment of any of the above matters. 

 

A whistleblower is a person who raises a genuine concern relating to any of the above. If you have 
any genuine concerns related to suspected wrongdoing or danger affecting any of the Council’s 
activities, then it should report it under this policy. 

This policy should not be used for complaints relating to an employee’s personal circumstances, such 
as the treatment of individuals at work. In those cases, staff should use the Council’s Grievance 
Procedure and/ or Dignity at Work Policy. 

If you are uncertain whether something is within the scope of this policy, you should seek advice from 
the Council’s Whistleblowing Officer. 

 

3. Raising a whistleblowing concern 

The Council hopes that in the majority of cases staff will feel able to raise any concerns with their line 
manager; this may be in person or in writing if you prefer. It might be that there is an agreed way of 
resolving your concern quickly and effectively. In some cases, the matter may need to be referred to 
the Whistleblowing Officer. 

However, where the matter is more serious, or it is felt that your line manager has not addressed your 
concern, or you prefer not to raise it with them for any reason, you should contact one of the 
following: 

 The Whistleblowing Officer  

 The Council’s confidential telephone hotline  

 Head of Internal Audit or Director of Governance 

If appropriate a meeting will be arranged to discuss your concern and this will take place as soon as 
possible. You may bring a colleague or union representative to any meetings under this policy, both 
you and any companion must respect the confidentiality of any disclosure and subsequent 
investigation.  

A written summary of your concern may be taken, if so a copy will be provided. An indication may be 
given of how the matter will be dealt with.  

If Members have concerns about potential wrongdoing within the Council, then these concerns should 
be raised with the Council’s Monitoring Officer (Director of Governance) or the Chief Executive.  

 

4. Confidentiality 

The Council hopes that anyone who wishes to raise a whistleblowing concern feels able to do so 
openly under this policy. However, if there is a desire to raise concerns confidentially, every effort will 
be made to keep their identity secret. If it is necessary for the appointed Investigating Officer to know 
the identity of the individual making the original disclosure, then this will be discussed with that 
individual. 

The Council will strongly encourage any disclosure not to be made anonymously as this may make 
effective investigation more difficult or impossible if such information cannot be obtained. It is also 
more difficult to establish whether any allegations are credible.  



 
 

Whistleblowers who are concerned about possible reprisals if their identity is revealed should discuss 
their concerns with the Whistleblowing Officer (or one of the other contact points) so that measures 
can be then be taken, if possible, to preserve confidentiality. 

If there is any doubt then advice can be sought internally from the Whisteblowing Officer or externally 
from Organisations such as “Protect” (previously Public Concern at Work), the independent 
whistleblowing charity, who offer a confidential helpline.  

 

5. Investigation and outcome 

Once a concern has been raised, an initial assessment will be carried out to determine the scope of 
any investigation and the individual making the disclosure will be informed of the outcome of the 
assessment. There may also be a need to attend additional meetings in order to provide further 
information. 

In some cases, an investigator or team of investigators will be appointed including staff with relevant 
experience of investigations or specialist knowledge of the subject matter. The investigator(s) may 
make recommendations for change to ensure that the risk of future wrongdoing is minimised. 

The appointed investigator will aim to keep the whistleblower informed of the progress of the 
investigation and its likely timescale. However, sometimes the need for confidentiality may prevent 
specific details of the investigation and/ or any disciplinary action being given. Any and all information 
about the investigation must be treated as confidential. 

If it is concluded that a whistleblower has made false allegations maliciously or with a view to 
personal gain, the whistleblower may be subject to disciplinary action.  

 

6. If you are not satisfied 

Whilst the Council cannot always guarantee the outcome, all concern/s will be dealt with fairly and in 
an appropriate way. The appropriate use of this policy will help us to achieve this. 

If you are not happy with the way in which any concern has been handled, you can raise it with one of 
the other key contacts. 

Alternatively contact the Director of Governance or the Council’s external auditors.  

 

7. External disclosures 

The aim of this policy is to provide an internal mechanism for reporting, investigating and remedying 
any wrongdoing in the workplace. In most cases it should not be necessary to alert anyone externally.  

The law recognises that in some circumstances it may be appropriate to report concerns to an 
external body such as a regulator. It will very rarely, if ever, be appropriate to alert the media. It is 
strongly recommended to seek advice before reporting a concern to anyone external. The 
independent whistleblowing charity, Protect operates a confidential helpline and you may wish to 
contact them for advice. They also have a list of prescribed regulators for reporting certain types of 
concern.  

 



 
 

8. Protection and support for whistleblowers 

It is understandable that whistleblowers are sometimes worried about possible repercussions. The 
Council aims to encourage openness and will support anyone who raises genuine concerns under 
this policy, even if they turn out to be mistaken. 

Whistleblowers must not suffer any detrimental treatment as a result of raising a concern. Detrimental 
treatment includes dismissal, disciplinary action, threats, or other unfavourable treatment connected 
with raising a concern.  

If any individual believes that they have suffered any such treatment, then this should be raised with 
the Whistleblowing Officer immediately. If the matter is not remedied, then the matter can be raised 
formally using the Council’s Grievance Procedure.  

Whistleblowers must not be threatened or retaliated against in any way; involvement in such conduct 
may result in disciplinary action. In some cases, the whistleblower could have a right to sue the 
individual personally for compensation in an employment tribunal. 

The Council also operates the Employee Assistance Programme that offers around –the-clock, free 
confidential assistance.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

9. Key Contacts and additional information 

 

Whistleblowing Officer 

Helen Peters (Internal Audit)  

01244 977 375 

07909 533639 

helen.peters@cheshirewestandchester.gov.uk 

 

Director of Governance 

(Monitoring Officer)   

 

Vanessa Whiting 

01244 975 970 

vanessa.whiting@cheshirewestandchester.gov.uk 

 

Director of Finance (Head of 
Internal Audit) 

Debbie Hall  

Debbie.hall@cheshirewestandchester.gov.uk 

External Auditors 
Grant Thornton  

0151 224 7200 

Whistleblowing hotline (Internal)  
01244 973 223 

whistleblowing@cheshirewestandchester.gov.uk  

Fraud hotline 
0300 123 7030  

fraud@cheshirewestandchester.gov.uk 

Council’s Employee Assistance  
Programme  

 0808 168 2143 

 

Website:  http://www.carefirst-lifestyle.co.uk/ 

Protect (previously Public 
Concern at Work)  

(Independent whistleblowing  
charity) 

Helpline: (020) 3117 2520  

Website: Contact our Advice Line - Protect - Speak 
up stop harm (protect-advice.org.uk) 
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10. Personnel responsible for the policy  

The Council’s Director of Governance has overall responsibility for this policy, and for reviewing the 
effectiveness of actions taken in response to concerns raised under this policy. 

The Whistleblowing Officer has day-to-day operational responsibility for this policy, and must ensure 
that all managers and other staff who may deal with concerns or investigations under this policy 
receive regular and appropriate training.  

The Whistleblowing Officer, in conjunction with a representative from Legal Services and HR will 
review this policy from a legal and operational perspective at least once a year. 

All Employees and Members are responsible for the success of this policy and should ensure that 
they use it to disclose any suspected danger or wrongdoing.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
If you have any questions or suggestions for improvement to this policy, please contact:  
 

Internal Audit - Fraud and Investigations Manager (Whistleblowing Officer) – Helen Peters 

Telephone: 01244 977 375   

Email: helen.peters@cheshirewestandchester.gov.uk 

 

 

 

Other relevant policies can be found on the intranet in addition to this Whistleblowing Policy, these 
include: 

 

Officer Code of Conduct 

Councillors Code of Conduct 

Gifts and Hospitality Policy 

Anti-Money Laundering Policy 

Anti-Bribery Policy and Framework 

Anti-Fraud and Corruption Policy  
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