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Confidential Reporting Policy 
 
1. Introduction 

1.1 The College is committed to maintaining the highest standards of conduct, integrity 
and accountability. It is important to the College that any fraud, malpractice or 
wrongdoing can be reported and properly dealt with.  

1.2 The College encourages all individuals to raise any concerns that they may have 
about the conduct of others in the College, or the way in which the College’s business 
is run.  This policy sets out the way in which individuals may raise their concerns and 
how those concerns will be dealt with. 

1.3 The aims of this policy are: 

1.3.1 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; 

1.3.2 to provide staff with guidance as to how to raise those concerns; and 

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

2. Personnel responsible for the policy 

2.1 The Corporation has overall responsibility for this policy, and for reviewing the 
effectiveness of actions taken in response to concerns raised under this policy. 

2.2 The Clerk 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. 

2.3 The Clerk, in conjunction with the Corporation should review this policy from a legal 
and operational perspective at least once a year. 

3. Qualifying disclosures 

3.1 The Public Interest Disclosures Act 2008 provides protection for workers, who cannot 
be dismissed (including made redundant) or subjected to any detriment by their 
employer, for raising legitimate concerns about specified matters. These are called 
‘qualifying disclosures’.  A qualifying disclosure, also known as ‘whistleblowing’, is a 
disclosure that is made in the public interest by a worker who has a reasonable belief 
that any of the following is being, has been, or is likely to be, committed: 

3.1.1 a criminal offence; 

3.1.2 a miscarriage of justice; 

3.1.3 an act creating risk to health and safety; 

3.1.4 an act causing damage to the environment; 

3.1.5 a breach of any other legal obligation; or 

3.1.6 concealment of any of the above. 



3.2 This policy applies to all employees of the College. Other individuals who work with 
or on behalf of the College, such as agency workers, volunteers or contractors, are 
also encouraged to use it. 

4. Principles 

4.1 Any matter raised under this procedure will be investigated thoroughly, promptly and 
confidentially.  The outcome of the investigation will be reported back to the individual 
who raised the issue. 

4.2 This policy is for disclosures about matters that are within the ‘public interest’ or relate 
to aspects of the College’s business in general.  This policy should not be used to 
raise concerns relating to an employee’s personal circumstances or matters of their 
own employment.  In these circumstances, an employee should use the College’s 
grievance procedure. 

4.3 If there is doubt as to whether a concern should be raised under this policy, advice 
can be sought from a member of SLT, the HR Manager or the Clerk. 

4.4 The College will endeavour to keep the identity of any individual making a disclosure 
confidential.  Where the identity must be known out of necessity or to assist in a full 
investigation, e.g. where the individual is required to act as a witness, the individual 
will first be consulted. 

4.5 No individual should be victimised or penalised for raising a legitimate concern under 
this policy - regardless of whether or not the concern raised was proven to be true. 

4.6 If misconduct is discovered as a result of any investigation under this procedure the 
College's disciplinary procedure will be used.  If appropriate, misconduct may also be 
referred to an appropriate external body, e.g. the police. 

4.7 False allegations made maliciously or frivolously under this procedure, will be treated 
as a disciplinary offence. 

5. The scope of disclosures 

5.1 A disclosure under this policy is not limited to ‘qualifying disclosures’ as determined 
by law and as specified in 3.1 above.  Disclosures under this policy can include any 
serious concern that someone may have about the business of the College, or the 
conduct of others acting on behalf of the College that: 

5.1.1 is in breach of known standards; 

5.1.2 is not in keeping with the College’s policies or regulations 

5.1.3 is improper or unethical. 

5.2 Examples of disclosures that can be made under this policy are as follows: 

5.2.1 financial malpractice, impropriety, fraud, bribery or corruption 

5.2.2 professional malpractice 

5.2.3 any acts (or failure to act) which put the College’s students, staff or the 
general public at risk 



5.2.4 any breaches of known standards, regulations or the law 

5.2.5 attempts to conceal any wrongdoing 

6. Anonymous disclosures 

6.1 We do not encourage staff to make disclosures anonymously.  Proper investigation 
may be more difficult or impossible if we cannot obtain further information from you.  
It is also more difficult to establish whether any allegations are credible.   

6.2 Whistleblowers who are concerned about possible reprisals if their identity is revealed 
should come forward to the Clerk, a member of the SLT of a governor and appropriate 
measures can then be taken to preserve confidentiality. Please also see paragraph 9 
below about protection for whistleblowers. 

7. The Procedure for raising a concern  

Stage 1 
 
7.1 A concern can be raised directly with a member of the SLT or the HR Manager.  If 

your concerns involve the Principal, you can raise the matter directly with the 
governing body by contacting the Clerk to the Corporation.   

7.2 If they wish, an individual can seek support from their line manager, a colleague or a 
trade union representative in making a disclosure and attending any subsequent 
meetings. 

7.3 An individual can choose to raise the matter orally or in writing.  However, concerns 
must be documented.  If an individual raises the matter orally, they may be asked to 
confirm the detail in writing or to verify the details of their complaint, documented by 
the person it was reported to.  

7.4 A disclosure should contain as much detail as possible regarding the concern, 
including the names of individuals involved and detail regarding any relevant events 
and the dates of these events.  

7.5 When an individual makes a disclosure, the College will acknowledge its receipt in 
writing, within seven working days.  The individual will be given an indication as to 
when they can expect an outcome from their disclosure or an update on progress. 

7.6 If appropriate, an investigation may be arranged and conducted by a manager of the 
College who has no direct association with the individual to whom the disclosure 
relates. The College may also decide to appoint an external investigator, where 
appropriate.  The investigation may require that the individual and/or others are 
interviewed or required to provide a written statement. 

7.7 On conclusion of any investigation and/or once a decision has been made on the 
outcome, the individual will be told what the College has done or proposes to do, 
about their disclosure.  

7.8 If no action is to be taken, the reason for this will be explained to the individual in 
writing. For example, the College may decide to take no action if the matter is already 
being dealt with or has been dealt with, whether under appropriate college procedures 
or by being referred to an appropriate external body. 

 



Stage 2 
 
7.9 If an individual is not satisfied that their disclosure has been appropriately addressed, 

they can raise their outstanding concerns with the Principal, or the Chair of Governors, 
if the matter was initially dealt with by the Principal.  Any outstanding concerns should 
be raised in writing, within 10 working days of receipt of the written outcome.  Any 
concerns to be raised with the Chair of Governors should be done via the Clerk to the 
Corporation. 

7.10 The Principal or Chair of Governors will acknowledge receipt of the concerns in 
writing. Within a reasonable timeframe, the Principal or Chair of Governors will review 
what has been done, make any necessary further enquiries and make a final decision 
on action to be taken.  The individual will be notified of that final decision as soon as 
possible. 

8. Disclosures to external bodies 

8.1 This policy and procedure allow individuals to raise disclosures internally within the 
College.  If an individual has made a qualifying disclosure (see section 3.1) and feels 
that their disclosure has not been adequately dealt with, they have the right to make 
this disclosure outside the College.  There should be reasonable grounds to do so 
and it should be done in accordance with the law.  

8.2 Individuals may only make a qualifying disclosure to an appropriate external body 
prescribed by the law.  This list of ‘prescribed’ organisations and bodies can be found 
on the government website www.gov.uk.  These prescribed organisations include: 

 the Education and Skills Funding Agency 

 Ofsted 

 the Office of Qualifications and Examinations Regulation 

 HM Revenue & Customs 

 the Financial Conduct Authority  

 the Health and Safety Executive 

 the Environment Agency 

 the Serious Fraud Office 
 

8.3 An individual will not have any right to make a disclosure to the media or any other 
external body that is not prescribed by law.  If this occurs, the matter will be treated 
seriously and an individual may be subject to the College’s disciplinary procedure.  

9. Protection and support for whistleblowers 

9.1 It is understandable that whistleblowers are sometimes worried about possible 
repercussions.  We aim to encourage openness and will support staff who raise 
genuine concerns under this policy, even if they turn out to be mistaken. 

9.2 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 you believe that 
you have suffered any such treatment, you should inform the Clerk immediately.  If 
the matter is not remedied you should raise it formally using our Grievance Procedure. 

9.3 If you have any concerns about child protection issues you are encouraged to raise 
them internally.  Such concerns will always been taken seriously.   



10. Contacts 

Internal  

Clerk to the Corporation Michael Wood 

michael.wood@leyton.ac.uk 

External  

Public Concern at Work  

(Independent whistleblowing charity) 

Helpline: (020) 7404 6609 

E-mail: whistle@pcaw.co.uk 

Website: www.pcaw.co.uk 

 
 


