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Whistleblowing Policy and Procedure 

1. Introduction 

1.1. Chichester College Group (the Group) is committed to the highest standards of openness, 

integrity and accountability.  It seeks to conduct its affairs in a responsible manner 

considering the requirements of funding bodies and the standards in public life. 

1.2. The Public Interest Disclosure Act 1998 (the Act) gives legal protection to employees 

against dismissal or detriment, as a result of publicly disclosing certain concerns which are 

both serious and likely to be of wider public interest. 

1.3. It is a fundamental term of every contract of employment that a member of staff will act in 

the best interest of their employer and not disclose confidential information about the 

Group's affairs. However, where an individual discovers information which they believe 

shows malpractice/wrong-doing within the organisation then this information should be 

disclosed without fear of reprisal and may be made independently of line management. 

The right to freedom of expression is a provision of the Human Rights Act 1998. 

2. Scope 

2.1. This policy applies to: 

• Staff 

• Students 

• Parents/guardians 

• Members of the Corporation 

• Contractors working on Group premises 

• Suppliers and those providing services under a contract with the Group 

• Representatives of organisations in partnership with the Group, and 

• Others who may work with the Group 

2.2. For a disclosure to be protected by the Act’s provisions it must relate to matters that 

‘qualify’ for protection under the Act.  A qualifying disclosure means any disclosure which 

the individual reasonably believes tend to show one or more of the following: 

• Financial malpractice, impropriety or fraud 
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• Failure to comply with a legal obligation or Statutes (including safeguarding and 

Prevent) 

• Dangers to health and safety or the environment 

• Criminal activity 

• Improper conduct or unethical behaviour 

• Attempts to conceal any of these 

2.3 This policy and procedure are not designed to replace other Group procedures such as the 

grievance procedure or complaints procedure, which will be used in its place as 

appropriate. 

3. Protection for making a disclosure 

3.1. A qualifying disclosure is made when a Discloser: 

• Makes the disclosure in good faith 

• Reasonably believes that the information disclosed, and any allegation contained in 

it, are substantially true 

• Does not make the disclosure for personal gain 

3.2. Disclosures of a personal nature will not be protected.  For example, if a member of staff 

receives an incorrect amount of holiday pay, in breach of their contract of employment 

that would constitute a matter of personal, rather than wider interest. 

3.3. The media is not a relevant external body and under no circumstances should members of 

staff talk to the media or any other person or body without first exhausting the proper 

procedure. 

4. Confidentiality 

4.1. Any matter raised under this policy and procedure will be treated in strictest confidence 

and the identity of the individual making the allegation will not be disclosed without 

permission.  Any investigation will be carried out discreetly and the nature of the 

allegations and name(s) of those implicated will not be made public. 
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5. Anonymous allegations 

5.1. This policy encourages the Discloser to put their name to any disclosures they make.  

Concerns expressed anonymously are much less credible, but that may be considered at 

the discretion of the Group.  In exercising this discretion, the factors to be considered will 

include: 

• The seriousness of the issues raised 

• The credibility of the concern 

• The likelihood of confirming the allegation from attributable sources 

6. Untrue allegations 

6.1. If a Discloser makes an allegation in good faith, which is not confirmed by 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 allegation, and particularly if they persist in 

making them, relevant action may be taken against that individual. 

7. Misuse of the procedure 

7.1. If a member of staff discloses information in an inappropriate way, for example by 

contacting the media, this could constitute gross misconduct and may lead to dismissal. 

8. Procedure 

8.1. Any concerns about malpractice should always be raised internally in the first instance 

orally or in writing: 

• Staff are advised to share the details with their line manager or Human Resources to 

see if it can be resolved without a formal procedure 

• Students are advised to share the details with their Lecturer, Student Tutor or a 

manager in their curriculum area 

• Other parties should contact the Director of Human Resources or the Clerk to the 

Corporation. 
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8.2. If the member of staff feels unable to discuss their concerns or does not accept that the 

response at the informal stage is enough, they can make a formal disclosure in writing or 

orally, to the Clerk to the Governing Body.  If the disclosure is about the Clerk, it should be 

made to the Chief Executive.  If both the Clerk and Chief Executive are suspected, then the 

Chair of the Audit Committee should be contacted. 

8.3. Unless implicated, the Clerk will arrange for an appropriate investigation to be carried out.  

The method of the investigation will be determined by the Clerk in conjunction with a 

senior manager and will be actioned promptly in accordance with the needs of the 

situation. 

8.4. If the Discloser has any concern or dissatisfaction that the investigation is not being dealt 

with properly, the matter should, after notifying the Clerk, be raised in confidence with the 

Chief Executive. 

8.5. Independent confidential advice can be obtained from the charity Public Concern at Work. 

8.6. Concerns raised under the Prevent duty will be investigated by the Designated 

Safeguarding Lead. 

8.7. If there is evidence of criminal activity, then the police will be informed.  The Group will 

ensure that any internal investigation does not hinder a formal police investigation. 

9. Timescales 

9.1. The Clerk or person responsible for the investigation will normally acknowledge, in writing, 

receipt of any concern within three working days and report to the Discloser on progress, 

the eventual outcome and any action proposed or taken.  Reports may be oral or written 

and if written will be sent to the home address. 

9.2. The Group will strive to resolve matters as quickly as possible. 

10. Investigating procedure 

10.1. The investigating officer should follow these steps (in consultation with the Director of 

Human Resources or the Clerk to the Governing Body): 

• Full details and clarifications of the complaint to be obtained 
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• Inform the member of staff against whom the complaint is made as soon as 

practicably possible.  The member of staff will be informed of their right to be 

accompanied by a trade union or work colleague at any future interview 

• Consider the involvement of Group auditors or the police (dependant on the nature 

of the complaint) 

• A judgement concerning the complaint and validity of the complaint will be made by 

the investigating officer.  The judgement will be detailed in a written report 

containing the findings of the investigation and reasons for the judgement 

• If the complaint is shown to be justified, then the disciplinary or other Group 

procedure will be invoked 

10.2. Guidance is provided in Appendix A 

11. Outcome options 

11.1. The Corporation is responsible for considering the allegations in the light of the evidence 

from the investigation and for determining the appropriate course of action.  If the 

Discloser is not satisfied with the outcome of the investigation, they have the right to raise 

the matter directly and in confidence with a more senior member of staff. 

11.2. If there is still no satisfaction the matter should be raised with an appropriate external 

body or government department.  For example, the Financial Services Authority or the 

Health and Safety Executive. 

12. Investigation information retention and storage 

12.1. Data collected during the investigation, report and supporting documentation, will be held 

securely in DocuWare. 

12.2. Personal data processed during an investigation will not be retained for any longer than 

necessary.  The length of time will depend on whether legal proceedings or disciplinary 

measures are initiated against the incriminated person or the whistle-blower in cases of 

false or slanderous declaration.  In such cases, personal data should be kept until the 

conclusion of these proceedings and the period allowed for any appeal. 

12.3. The Group’s document retention policy will be followed in whistleblowing situations. 
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13. Monitoring and review 

13.1. The Resources Committee has the responsibility for implementing, monitoring and 

reviewing this policy and procedure. 

13.2. The Director of Human Resources will submit an annual report to the Resources 

Committee summarising all disclosures raised and any subsequent actions taken. 

14. Status of this policy and procedure 

14.1. The policy and procedure were approved by the Human Resources Committee in 

November 2007 and supersedes all previous documentation. 

14.2. The operation of this policy and procedure will be kept under review by the Chief 

Operating Officer. 

14.3. It may be reviewed and varied from time to time by the Governance and Search 

Committee. 

Date reviewed:   September 2019 

Next review date:  September 2021
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Appendix A 

Guidelines for investigating a protected disclosure 

This appendix outlines guidelines on procedures appropriate in carrying out formal investigations, 
internal and external, of a protected disclosure. 

1. Points to consider before an investigation takes place 

• The investigator should normally be someone who has had no previous involvement or 
connection with the protected disclosure.  On occasion it may be necessary to appoint an 
external person to investigate. 

• An investigation needs to be focused and comprehensive.  Its objective is to take a 
reasonably considered view as to the likely facts and whether there is a case to answer.  Its 
aim is to find out as much as possible about what happened. 

• Investigations, both internal and external, should comply as far as possible with the Rules of 
Natural Justice.  As a minimum, these rules state that an individual should be told of the 
nature of any alleged misconduct, of their right to be accompanied at the investigation by a 
Trade Union representative or work colleague and given a chance to state their case before 
any decision is made.  

• Timescale – needs to be carried out in a timely manner. 

2. Preparation for an investigatory interview  

An investigator should:  

• Identify the key issues to be investigated, e.g. was there a breach of procedure, by whom, 
and when? 

• Identify the people to be interviewed and the order in which they are to be interviewed 
(normally, the discloser is interviewed first). 

• Ascertain the policies, rules or procedures which are at issue, obtain a copy of them and 
check whether the student/s or member(s) of staff involved have been given them and, if 
so, when. 

• In consultation with the Director of Human Resources (HR), decide whether, to relieve the 
stress and pressure on one or both parties or to ensure the smooth progress of the 
investigation, a person under investigation should be redeployed elsewhere or removed 
from site during the investigation.  Normal suspension procedures and approach will apply. 

• Arrange suitable accommodation so that the meeting can be held in private. 
• Inform those to be interviewed of time and place and arrange for someone to take concise 

notes of the meeting/s (N.B. witness statements may be used where they are felt to be 
useful). 

• Ensure that the meeting is expressly described as an investigatory interview. 
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• Ensure interviewees know they have the right to be accompanied by a work colleague or 
Trade Union Representative. 

• Consider and plan to accommodate any difficulties in understanding or answering questions 
which may arise for an interviewee with a disability. 

3. Conduct of Investigatory Interviews  

Investigators should:  

• Introduce the meeting as an investigatory interview 
• Introduce all people present 
• Clarify that anyone accompanying an interviewee may not answer questions on the latter’s 

behalf 
• Clarify that the interviewee must not discuss the issues with anyone other than their trade 

union representative or work colleague 
• Explain that any evidence taken may be disclosed.  This is because any member of staff 

against whom an allegation has been raised may have a right to know the full case against 
them. 

• Ask clear and focused questions relevant to the investigation 
• Questions should never be leading, accusatory or intimidating. 
• All questions should be asked one at a time and only after the interviewee has finished 

replying to the previous one. 
• Ask interviewees to comment on facts as they appear rather than speculate or theorise. 
• Try to understand every reply and seek clarification if necessary. 
• In cases of suspected breach of procedure, ask the member of staff concerned: 

o to explain the procedure 
o to explain its purpose and seriousness 
o when they first knew of the procedure 
o whether they knew of anyone who has broken that procedure in the past 
o whether they have always complied with it and, if not, when and why not 

• After all questions and replies have been given, ask the interviewee to read the notes of the 
meeting, amend them if necessary, and to agree and sign that they are accurate.  This may 
take place after the meeting once the notes have been typed up. 

• If there is a difference of opinion as to what was said, the notes should record this and be 
signed by both parties. 

• The investigator should record whether or not the interviewee agrees that their statement 
may be disclosed to all parties at later stages of the procedure.  

• The investigator should outline to the member of staff what the next steps are likely to be.  
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4. After the investigatory interview  

Investigators should:  

• Decide whether, after all interviewees have been seen, the investigation is complete and if 
not, arrange for further interviews or research into facts to be undertaken 

• Decide, if the investigation is complete, whether there is a case to answer 
• Prepare a focused report and attach it to any other individual’s written statement 
• Ensure that all appendices are written up and included.    
• Key points of the report are: 

o the dates of the investigation 
o the names of everyone interviewed 
o the key issues investigated 
o how the investigation was conducted 
o the evidence and information obtained and their evaluation as to likely facts 
o their view on whether there is a case to answer and what action, disciplinary or 

otherwise, is recommended 
• If evidence indicates that a criminal offence may have been committed, consider the need 

to refer the matter to the Police. 

Be prepared to explain and account for their investigation at any subsequent disciplinary or other 
Group procedure. 
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