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Whistleblowing Policy
The word ‘whistleblowing’ in this policy refers to the disclosure internally or externally by employees of malpractice, as well as illegal acts or omissions at work. 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 by Jollytots nor should it be used to reconsider any matters that have already been addressed under harassment, complaints, disciplinary or other procedures. Once the ‘whistleblowing’ procedures are in place, it is reasonable to expect staff to use them rather than air their complaints outside the group. However, it should also be highlighted that whistleblowing is not intended to replace normal grievance procedures. 
Policy
Jollytots is committed to the highest standard of openness, integrity and accountability. An important aspect of accountability and transparency is a mechanism to enable staff to voice concerns in a responsible and effective manner. It is a fundamental term of every contract of employment that an employee will faithfully serve their employer and not disclose confidential information about the employer’s affairs. Nevertheless, where an individual discovers information that they believe shows malpractice or wrongdoing within the group, then this information should be disclosed internally without fear of reprisal. 
Procedures
Jollytots will comply with the terms and conditions of the Public Disclosure (NI) Order 1998, Data Protection Act 1998 and Freedom of Information Act 2000.
Scope of policy
Jollytots has a range of policies and procedures, which deal with standards of behaviour at work. Employees are encouraged to use these procedures when appropriate. However, there may be times when the matter is not about your personal employment. This policy is designed to enable employees of the group to raise concerns internally and at a high level and disclose information that the individual believes shows malpractice or impropriety. The policy covers all employees. The usual employment law restriction on minimum qualifying period and age do not apply. The policy protects people who raise concerns about past, present and future malpractices in relation to:
· A criminal act
· Failure to comply with legal duty (e.g. negligence or breach of contract, policies)
· A miscarriage of justice 
· Danger to health and safety
· Damage to the environment
· Deliberately covering up any of these
YOUR SAFEGUARDS
Protection
This policy is designed to offer protection to those employees of the group 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 
Harassment or victimisation
Harassment or victimisation of individuals, who have raised concerns, including informal pressures, will not be tolerated and will be treated as a serious disciplinary offence that will be dealt with under the disciplinary procedure. Any investigation into allegations of malpractice will not be influenced by any disciplinary or redundancy procedures that may already affect you.  Neither does it mean that any disciplinary nor redundancy procedures to which you are already subject will be halted as a result of raising concerns. 
Confidentiality
Jollytots 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. 
Anonymous Allegations
This policy encourages individuals to put their name to any disclosure they make. Concerns expressed anonymously may be viewed as less credible, but they may be considered at the discretion of management. In exercising this discretion, the factors may 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
Untrue allegations 
If an individual 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 frivolous or malicious allegations and particularly if they persist in making them, disciplinary action may be taken against that individual. 


Before raising a concern
· The responsibility for expressing concerns about unacceptable practice or behaviour rests with all employees
· You should use staff meetings, one to ones and other opportunities to raise questions and clarify any issues
· Whilst it can be difficult to raise concerns about the practice or behaviour of a colleague, you must act to prevent the problem getting worse to reduce potential risks to the health and safety of others, and to prevent yourself potentially being implicated
Reasons for whistleblowing
· Each individual has a responsibility for raising concerns about unacceptable practice or behaviour
· To prevent the problem worsening or widening
· To protect or reduce the risks to others
· To prevent being implicated yourself
Raising a complaint
· If you have a concern, you should not approach or accuse individuals directly or attempt to investigate the matter yourself
· You should raise the complaint with the manager or deputy manager (where the complaint is not directed at them) who will take note of the complaint. Ideally you should put the concern in writing, stating the background and history of the concern, name, dates and times if possible, the reason why you are particularly concerned and your name.
· If you do not feel comfortable raising the complaint with the manager or deputy manager you can raise this with the directors John or Ursula Lindsay on 028 93361536 or Ursula@jollytots.net
· The manager or director will start the investigation process
Timescales
Due to the varied nature of these sorts of complaints, it is not possible to lay down a precise timescale for such investigations. The manager will, as soon as practically possible, send a written acknowledgement of the concern to the complainant and report back in writing of the outcome of the investigations and the action that is proposed. If the investigation is a prolonged one, the manager will keep the complainant informed of the process of the investigation and as to when it is likely to be concluded.
The investigation
The manager should-
· Get full details and clarification of the complaint
· Inform the person against whom the complaint is made as soon as possible
· Fully investigate the allegations with the assistance of other bodies or individuals where appropriate 
· Make a judgement concerning the validity of the complaint. The judgement will be detailed and recorded
· Decide what action to take if the complaint is shown to be justified, and then they will invoke the disciplinary or other appropriate procedures
· Keep the complainant and directors informed of the process of the complaint
· If the complainant is not satisfied with the outcome they may take this to the directors
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