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1 Introduction
APTCOO is committed to the highest standards of openness, probity, and
accountability
1.1 An important aspect of accountability and transparency is a mechanism to enable staff
members, Trustees, Governors, and members of the community to voice concerns in a
responsible and effective manner. It is fundamental that an employee will not disclose
confidential information about the employer’s affairs. Nevertheless, where an individual
discovers information which they believe shows serious malpractice or wrongdoing
within the organisation then this information should be disclosed internally without fear
of reprisal, and there should be arrangements to enable this to be done independently
of line management (although in relatively minor instances the line manager would be
the appropriate person to be told).
1.2 The Public Interest Disclosure Act, which came into effect in 1998, gives legal
protection to members of staff against being dismissed or penalised by their employers
as a result of publicly disclosing certain serious concerns. APTCOO has endorsed the
provisions set out below so as to ensure that no member of staff should feel at a
disadvantage in raising legitimate concerns.
1.3 Staff members, casual workers, agency workers and contractors are protected from
disciplinary or other action by the employer, specifically in relation to the act of
whistleblowing, if they reasonably believe the disclosure is in the public interest.
Whistleblowers will be supported and protected on the basis that the below procedure
is followed.
1.4 APTCOO welcomes and encourage members of staff to raise concerns in relation to all
issues; ordinarily issues should be raised directly with line managers or appropriate
senior leadership. If staff members are unsure about raising concerns initially with line
management then these can be raised with either the internal or external contacts
listed on the last page of this policy.
1.5 It should be emphasised that this policy is intended to assist individuals who believe
they have discovered malpractice or impropriety. It is not designed to question financial
or business decisions taken nor should it be used to reconsider any matters which
have already been addressed under complaint, disciplinary, grievance or other
procedures. Once the ‘Whistleblowing’ procedures are in place, it is reasonable to
expect staff members to use them rather than air their complaints outside of APTCOO.
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2 Scope and purpose of the policy
This policy is intended to cover concerns which are in the public interest and may at
least initially be investigated separately but might then lead to the invocation of other
procedures e.g. disciplinary. These concerns could include:
• A breach, or potential breach, of health and safety legislation.
• Financial irregularities.
• Harassment of a colleague, customer or other individual.
• Damage to the environment.
• The committing of a criminal offence.
• An act of bribery.
• Deliberate concealment of any of the above.
3 Safeguards
3.1 Protection
This policy is designed to offer protection to those members of staff who disclose such
concerns provided the disclosure is made:
•
•

in good faith
in the reasonable belief of the individual making the disclosure that it tends to show
malpractice or impropriety and if they make the disclosure to an appropriate person
(see below). It is important to note that no protection from internal disciplinary
procedures is offered to those who choose not to use the procedure. In an extreme
case malicious or wild allegation could give rise to legal action on the part of the
persons complained about.

3.2 Confidentiality
APTCOO will treat all such disclosures in a confidential and sensitive manner. The identity
of the individual making the allegation may be kept confidential so long as it does not
hinder or frustrate any investigation. However, the investigation process may reveal the
source of the information and the individual making the disclosure may need to provide a
statement as part of the evidence required.
3.3 Anonymous allegations
This policy encourages individuals to put their name to any disclosures they make.
Concerns expressed anonymously are much less credible, but they may be considered at
the discretion of APTCOO. In exercising this discretion, the factors to be taken into
account will include:
•
•
•

The seriousness of the issues raised
The credibility of the concern
The likelihood of confirming the allegation from attributable sources
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3.4 Untrue allegations
If an individual makes an allegation in good faith, which is not confirmed by a subsequent
investigation, no action will be taken against that individual. In making a disclosure the
individual should exercise due care to ensure the accuracy of the information. If, however,
an individual makes malicious or vexatious allegations, and particularly they persist with
making them, disciplinary action may be taken against that individual.
Allegations not deemed to be covered by the whistleblowing – linked to grievance
but still within the commitment to transparency, etc.
4 Formal procedure
Procedure – Action to be taken by the individual
4.1 If an individual knows or suspects that some wrongdoing is occurring within the
organisation, he or she should raise the matter immediately with the relevant manager, as
outlined below. If the individual is unsure who to raise the concern with then they should
contact the Chair of Governors.
5

Stage 1

5.1 As the first step, you should raise the matter with an appropriate level of line
management which would normally be your own line manager. Much depends, however,
on the seriousness and sensitivity of the issues involved and who is suspected of
“wrongdoing”. If you believe that your immediate manager(s) is involved, the CEO or Chair
of Governors should be approached.
5.2 If you believe the matter involves a senior member of staff it should be raised with the
Headteacher as the Whistleblowing Officer. If the Headteacher is involved it should be
raised with the CEO. If the CEO is involved it should be raised the Chair of Governors.
See contact list on the back page of this policy.
5.3 If the concern is such that you do not feel able to raise it with someone connected to
APTCOO, then you would need to raise it with one of the contacts listed on the last page
of this policy.
5.4 Concerns may be raised verbally or in writing, but it is preferable for an allegation to be
set out in writing. An allegation may also be made by phone. It is important, however, that
when the concern is raised, you make it clear that the issue is being raised under the
whistleblowing policy and why you feel this is in the public interest.
5.5 You will be asked to demonstrate to the person that you contact that there are
sufficient grounds for concern.
5.6 If the allegation is written, the background and history should be set out, giving names,
dates and places wherever possible, and the reasons why the situation is a cause for
concern. You should date and sign this statement.
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5.7 If the allegation is made verbally, you can invite a friend or representative of a trade
union/professional association to be present. It is also permissible for a trade union or
professional association representative to raise the matter on your behalf.
5.8 If you wish to raise the concern confidentially, this must be made clear to the person
who is initially contacted.
5.9 If you have raised the issue verbally then you may be asked to put your concerns into
writing at a later stage.
5.10 You will be told what steps the manager intends to take to address the concern. They
may be able to take the appropriate steps to investigate the matter raised. Alternatively,
they may refer the matter to a member of the senior leadership team, the Headteacher, the
CEO or to the Chair of Governors.
5.11 Once the issue has been raised, you will be contacted by an appropriate manager,
within an agreed timescale to attend a meeting to discuss the matter. Again, a friend or
trade union/professional association representative may accompany you for the purposes
of giving support.
5.12 Notes will be taken of the details of the concern and you will be asked to sign a copy
of these notes.
5.13 When the matter has been fully investigated and a conclusion reached, a formal
written response will be sent to you within 10 working days.
5.14 The Headteacher or Chief Executive Officer will also notify the person who is the
subject of the disclosure within five working days of the meeting. Upon receipt of the
information, this individual will be able to appeal against any decisions by writing to the
Headteacher, the CEO or to the Chair of Governors.
6

Stage 2

6.1 If you are dissatisfied with APTCOO’s response, you can raise the matter within 10
working days of the date of APTCOO’s response by writing to the Headteacher or Chief
Executive Officer or Chair of Governors. If the Headteacher responded in stage 1 then
direct your concern to the Chief Executive Officer and/or Chair of Governors.
6.2 The Chief Executive Officer or Chair of Governors will then write to you within five
working days of receiving the letter to arrange a meeting to discuss the continuing
concerns and why you are dissatisfied with stage 1. This meeting should take place
promptly. Again, you may be accompanied by a friend or representative of your trade
union/professional association.
6.3 The Chief Executive Officer or Chair of Governors may then decide to investigate
further and will need to decide what action to take. You will be updated with the outcome
of the meeting within five working days.
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7

Procedure – action to be taken by the Headteacher

7.1 Whistleblowers are encouraged to put their name to an allegation. If confidentiality is
requested, the investigation lead will do its best to protect the identity of any member of
staff who raises concerns. It will not disclose the identity of the whistleblower to the person
who is the subject of the disclosure or to others not involved in the investigation unless it is
absolutely necessary to do so and only with the prior consent of the individual concerned.
7.2 There are, however, circumstances under which complete confidentiality may be
difficult for the investigation lead to maintain.
For example:
•
•

•

If the matter leads to a legal procedure and evidence is required by the court.
If the issue raised comes within the remit of another procedure and the
whistleblower is asked to provide a signed statement as part of the evidence, thus
revealing their identity.
If the issue raised raises safeguarding concerns which need to be separately
investigated.

7.3 Anonymous allegations will only be considered if the issues raised are:
•
•
•
8

Very serious.
The credibility of the allegation is considered to be high.
The likelihood of confirming the allegation is high.

Procedure – alerting outside bodies

8.1 An individual should always, in this first instance, talk to a manager in the organisation
about potential “wrongdoing”, as outlined above. If the individual is not satisfied with the
response given following “stage 2”, they are entitled to contact a relevant external body to
express the concerns. In doing this the individual should:
•
•
•

Have a reasonable belief that the allegation is based on correct facts.
Make the disclosure to a relevant body.
Have a reasonable belief it is in the public interest to make the disclosure.

A “relevant body” is likely to be a regulatory body (e.g. Health and Safety Executive,
Financial Services Authority, Nottinghamshire and Nottingham City Safeguarding
Partnerships).
8.2 If there is evidence of criminal activity then the investigating officer should inform the
police. APTCOO will ensure that any internal investigation does not hinder a formal police
investigation.
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9 Protection against detriment
9.1 Any individual who takes action will be protected from suffering any detriment in
relation to the allegations that are made, including victimisation and harassment by the
organisation or by colleagues.
9.2 If the individual does not follow the procedure set out above, which encompasses the
requirements in relation to “public interest”, the protection will not apply. The media is not a
relevant external body; individuals should not contact the media with allegations about the
organisation. Disclosing information in an inappropriate way could result in disciplinary
action being taken against the individual, which could include dismissal.
10 Timescales
10.1 Due to the varied nature of these sorts of complaints, which may involve internal
investigators and / or the police, it is not possible to lay down precise timescales for such
investigations. The investigating officer should ensure that the investigations are
undertaken as quickly as possible without affecting the quality and depth of those
investigations.
10.2 The investigating officer, should as soon as practically possible, send a written
acknowledgement of the concern to the complainant and thereafter report back to them in
writing the outcome of the investigation and on the action that is proposed. If the
investigation is a prolonged one, the investigating officer should keep the complainant
informed, in writing, as to the progress of the investigation and as to when it is likely to be
concluded.
10.3 All responses to the complainant should be in writing and sent to their home address.
11 Monitoring and review
11.1 The Headteacher, Chief Executive Officer and Trustees will be responsible for
monitoring the implementation and effectiveness of this policy.
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Internal contacts
Governor for Safeguarding Trish Green
Trish.Green@aptcoo.org
Chief Executive Officer

Carol Burkitt
Carol.Burkitt@aptcoo.org
Tel: 01623 629 902
Unit 15 Botany Commercial Park
Botany Avenue
Mansfield
NG18 5NF

Headteacher

James Wilson
James.Wilson@aptcoo.org
Tel: 01623 629 902
Unit 15 Botany Commercial Park
Botany Avenue
Mansfield
NG18 5NF

External contacts
Education Standards Funding Agency
0370 2670001
Department for Education
0370 000 2288
NSPCC Whistleblowing advice line
0800 028 0285
Protect – Whistleblowing Charity Helpline
020 3117 2520

Page 8 of 10

A PLACE TO CALL OUR OWN
Appendix 1
Policy/Procedure for: Whistleblowing
RECORD OF CHANGES
DATE

AUTHOR

PROCEDURE

August 2020

Samantha Wright Additional
information
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DETAILS OF CHANGE
Update to internal contact,
included James Wilson as
Headteacher

Appendix 2
EMPLOYEE RECORD OF HAVING READ THE POLICY
Title of Policy: Whistleblowing
I have read and understand the principles contained in the named policy.
PRINT FULL NAME

SIGNATURE
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