Guidance Note ER12

Raising Concerns at Work: 

Whistle-blowing Procedure

How you can Help the Council to 

Cut out Malpractice

1.
Introduction  
1.1 
The Council is committed to providing the highest service to its customers and to applying the highest standards of quality, honesty, openness and accountability.  To help the Council fulfil this commitment employees have a right and responsibility to raise any matter causing concern. 

1.2
All of us at one time or another have concerns about what is happening at work or within a particular organisation.  Usually we can easily resolve these concerns.  But, when they are about serious malpractice such as corruption, fraud or dangerous conditions it can be difficult to know what to do.

1.3
Do not  ignore your concerns.  We provide services to many vulnerable people in the community and fraud involves public money.  It is important that we do not allow serious malpractice to damage service delivery.  

1.4
This procedure is designed to encourage and help you to raise your concerns at an early stage.  After having read the procedure we hope that you will share our sense of what is right and wrong and be confident that we will act on what you tell us in a proper way.  You have nothing to fear. The Council will not let you suffer reprisals or victimisation because you decide to act.

1.5      This procedure supplements:

· Section 2 of the Council’s Code of Conduct for Employees (Reporting Concerns at Work)

· the Council’s Anti-Fraud & Corruption Policy Statement.

2.
About the Procedure
2.1
This procedure is part of the Council’s programme to improve the delivery of services to the public and provides us with the opportunity to address a potential problem before it becomes serious. 

2.2
Do not confuse this procedure with:

· the Council’s Customer Complaint Procedure, which is for customers who have a specific complaint about the quality of service delivery, or 

· the Grievance Procedure, when an employee is aggrieved about their own employment position.

2.3
The procedure is for use by all employees (except those working in schools and colleges) including  agency staff and anyone who provide services under a contract either on Council property or their own property.  Staff working in schools and colleges  will have a separate procedure that takes into account  the responsibilities of  governing bodies. 

2.4
Staff with specialist skills will treat all concerns raised seriously and sensitively.

2.5
We will make every effort to respect confidentiality.

2.6
You should not worry about sharing your concerns even if you are not sure whether there are any grounds.  

2.7
The Council will support you throughout the process.  This will include protecting you from reprisal and victimisation should these be threatened.  You can be confident that in raising your concerns you will in no way affect your employment with the Council or enjoyment of your job.  This also applies if you raise a concern in good faith which after investigation turns out not to be justified.

2.8
The Council will not tolerate victimisation or harassment against staff who report their genuine concerns.  This includes any attempt to stop a person from raising concerns.  We will treat such conduct as a disciplinary offence. The Council will deal severely with any person behaving in this way.  We will also treat any concerns raised trivially, maliciously or for personal gain as a disciplinary offence. 

3.
What is Malpractice?

3.1
Malpractice can take many forms.  The examples below are to help you identify malpractice when it happens.  It may be something you are involved in or see happening in the workplace.  What is important is that you take action to stop it for the good of all concerned.

· Abuse of service users

· Using Council funds or property irresponsibly or unlawfully 

· Putting personal interests before the interests of the Council and the local community

· Possible corruption

· Dangerous procedures risking health and safety

· Avoiding legal responsibilities

· Damage to the environment

· Any action against the Council’s Standing orders or policies

· Any action which falls below established standards or practices

4.
How To Proceed If You Have A Concern 

4.1
First decide what is worrying you and making you feel uncomfortable.  It is important that you act early and do not wait for something to become a major problem.

4.2
It is not your responsibility to investigate a wrongdoing.  There are managers with specialist skills who are responsible for doing this.  It is your responsibility to raise the concern.

4.3
Where possible make notes of what you have heard, seen or feel.  Date your notes and keep copies of all relevant information.  This will help you report your concern.

4.4
If you are a member of a professional organisation or trade union you can ask them for help, advice and support.  Alternatively you may wish to talk your concerns through with a colleague who you can trust.

5.
What To Do

5.1
If you have a concern you can raise it with your manager.  You can do this verbally or in writing.  Your manager will normally be the best person to talk to first. 

5.2
If your manager is involved in any way then you should raise your concerns with your manager’s manager or (Strategic or) Executive Head of Service. 

5.3
Alternatively, if you are unhappy about going down either of these routes, you can discuss your concern in confidence, or raise it in writing, with any of the following senior managers:

· Chief Internal Auditor - Extension 5260



N.B.  If your concern involves suspected financial irregularity, fraud or

           corruption you must report the matter to the Chief Internal Auditor

· The Council’s Monitoring Officer - Extension 5064

· A Strategic Director or Chief Executive (for Chief Executive Grouping employees)

· Your Personnel Manager

5.4
This process is to encourage and enable employees to raise serious concerns within the Council.  Exceptionally, if you feel unable to do this you may wish to contact  the Audit Commission (special telephone line: 

0845 052 2646) or  Public Concern at Work (telephone: 020 7404 6609).  Public Concern at Work is an independent charity that provides free advice for employees who wish to express concerns about fraud or other serious malpractice.
6.
What Happens Next

6.1
Having alerted us to your concern it is the Council’s responsibility to carry out an investigation as speedily as possible.

6.2
As this procedure covers a wide range of matters it is not possible to lay down timescales for completion of all investigations as each one will be different.  You will however be told of the overall timescale for investigation into the concern you have raised.  An investigation will normally be completed within one month.

6.3
The person receiving the information will bring your concerns to the attention of the proper people, including the Chief Internal Auditor if your concerns are about financial irregularities, fraud or corruption.  They will automatically tell:

· the Monitoring Officer 

· and (Strategic or) Executive Head of Service unless they are involved in the concern you raise.

The (Strategic or) Executive Head of Service will be responsible for nominating a suitable investigating officer, from management or internal audit depending on the nature of the issue, or in exceptional circumstances an independent person.

6.4
An investigating officer will arrange to meet with you to discuss the details of your concern.  You have the option of  bringing a work colleague or union representative to this meeting.  All those present at the meeting will uphold confidentiality in the usual way.

6.5
During the meeting and after you will be told of the next stage and if any more is expected of you.

6.6
You will be given information about your rights, safeguards and access to staff support mechanisms. You must at this stage be ready to hand over any written information you have to support your concerns.  

6.7
Confidentiality will be respected, however there may be some cases where the Council has no alternative but to take action which would break that confidence.  This might happen for instance where the Council has a duty of care to its clients and your evidence is the only means by which the Council can take the proper action.  There may therefore be cases where you will be required to make a statement or give evidence at a formal hearing.  If this is the case, the position will be discussed with you before the Council takes any action.  We will also take all necessary steps to protect you from any difficulties you may face from the Council’s action. 

7.
After The Investigation 

7.1
We will tell you the outcome of any investigation and action to be taken to resolve your concern.  Where it is decided that a concern is groundless and no action is to be taken we will explain this to you.  In giving you information we will respect the confidentiality of other members of staff.

7.2
If you are not happy with the outcome of an investigation into your concerns you should contact the Council’s Monitoring Officer within 5 working days of being advised of the outcome.

7.3
We will take steps to ensure everyone involved returns smoothly to normal working.  This could involve counselling and team building.  Where necessary we will provide outside help for any team building needed or for individual counselling and support. 

8.
Registration Of Concerns


The Council’s Monitoring Officer has overall responsibility to ensure the proper implementation of this procedure.  The Monitoring Officer will keep a central record of the types of  concerns raised (not personal details), and the outcome following investigation.  This information and feedback from service users will enable the Council to monitor how well it is delivering services and identify common concerns.     
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