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1 Introduction 
 
Compassionate Inverclyde is committed to the highest standards of openness, probity and 
accountability.  We therefore recognise that staff who raise concerns are an asset not a 
threat.  
 
It is important to us that any malpractice such as fraud; financial irregularities; corruption; 
bribery; dishonesty; or creating or ignoring a serious risk to health and safety or other 
serious wrongdoing by workers or officers of the organisation is reported and properly dealt 
with, and that individuals can raise concerns about the conduct of others or the way the 
organisation is run without fear of reprisal.  This policy sets out the way in which individuals 
may raise any serious concerns that they have and how those concerns will be dealt with.  
 
This policy applies to all workers and Board of Trustee members in the organisation.  Other 
individuals performing functions in relation to the organisation, such as agency workers and 
contractors, are encouraged to use it.  The aim of this policy is to ensure that all workers are 
fully aware of the sorts of matters which they should report and the procedure they should 
follow. 
 
The key aspect of whistleblowing is that the reported concern is in the public interest, 
meaning it affects others beyond the individual making the report; personal grievances will 
not be classed as whistleblowing and should be dealt with according to Compassionate 
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Inverclyde’s Grievance Policy and Procedure.  If a worker chooses to raise a concern under 
this policy, they must have a reasonable belief that to do so would be in the public interest.  
 
This document does not form part of your contract of employment and may be changed from 
time to time in line with best practice and statutory requirements.  You will be consulted and 
advised of any changes in advance where possible; where a change is required by statute, it 
will be adopted automatically 
 
2 Background 
 
The Public Interest Disclosure Act protects workers from detrimental treatment or 
victimisation from their employer if, in the public interest, they blow the whistle on 
wrongdoing.  This Act provides protection for workers who disclose legitimate concerns 
about specified matters to particular external parties where there is good reason to believe 
that internal disclosure will not be taken seriously or will cause them to be penalised in 
some way.  These are called “qualifying disclosures”.  
 
For a disclosure to be protected by the Act’s provisions it must relate to matters that 
“qualify” for protection under the Act.  Qualifying disclosures are disclosures which the 
worker reasonably believes tends to show that one or more of the following matters is 
either happening now, took place in the past, or is likely to happen in the future: 
 

• That a criminal offence has been committed, is being committed or is likely to be 
committed. 

• That a person has failed, is failing or is likely to fail to comply with any legal 
obligation to which they are subject. 

• That a miscarriage of justice has occurred, is occurring or is likely to occur. 

• That the health or safety of any individual has been, is being or is likely to be 
endangered. 

• That the environment has been, is being or is likely to be damaged. 

• That information tending to show any matter falling within any one of the above has 
been, is being or is likely to be deliberately concealed. 

• That sexual harassment has occurred, is occurring or is likely to occur, this 
amendment came into force on 6 April 2026. 

 
It is not necessary for the person to have proof that such an act is being, has been, or is 
likely to be, committed - a reasonable belief is sufficient.  The worker has no responsibility 
for investigating the matter - it is the organisation's responsibility to ensure that an 
investigation takes place.  
 
A worker who makes such a protected disclosure has the right not to be dismissed, or 
subjected to victimisation, because they have made the disclosure.  
 
The organisation encourages workers to raise their concerns under this procedure in the 
first instance.  If a worker is not sure whether to raise a concern, they should discuss the 
issue with the CEO, Project Lead or the Chair of CI Board. 
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The reporting procedure should also be followed if a worker feel that they have been asked 
to do something which they believe to be improper or unethical or would result in them 
being implicated in any of the matters listed above. 
 
Alternatively, they may wish to contact Protect – the UK's whistleblowing charity, which is 
an independent national charity who provides advice on how and with whom to raise 
concerns.  All contact details are available on their website, details in section 8. 
 
3 Principles  
 
The organisation is committed to fostering a culture of openness, honesty and 
accountability. The following principles apply to all whistleblowing concerns: 
 

• Individuals are encouraged to raise concerns about wrongdoing, malpractice or risks 
in the public interest. 

• All concerns will be taken seriously and assessed fairly, objectively and without bias. 
• Individuals raising concerns do not need proof of wrongdoing; a reasonable belief 

that a concern exists is sufficient. 
• The organisation will take all reasonable steps to protect the confidentiality of 

individuals who raise concerns. 
• No worker, trustee or contractor will suffer victimisation, harassment, discrimination 

or any other detriment for raising a genuine concern. 
• Concerns will be investigated promptly and proportionately by an appropriately 

independent person. 
• Any person found to have victimised or retaliated against a whistleblower may be 

subject to disciplinary action. 
• Deliberately false or malicious allegations may result in disciplinary action. 
• The organisation will use lessons learned from whistleblowing concerns to 

strengthen governance, improve services and reduce future risks. 
• The organisation will not tolerate any attempt to conceal wrongdoing or prevent 

concerns from being raised. 
 
4 What can be reported? 
 

• fraud 
• theft 
• bribery 
• corruption 
• safeguarding concerns 
• health and safety risks 
• abuse of service users 
• breaches of charity law 
• breaches of funding conditions 
• financial mismanagement 
• data protection breaches 
• environmental damage 
• criminal conduct 
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• deliberate concealment of wrongdoing 
• sexual harassment  
 

5 Protection for Whistleblowers 
 
Any worker (including employees, contractors, agency staff and trustees) who raises a 
concern under this policy, or who makes a protected disclosure under the Employment 
Rights Act 1996, will be protected from retaliation. 
 
The organisation will not tolerate any form of detriment suffered as a result of raising a 
concern in good faith and with a reasonable belief that the disclosure is in the public 
interest. Prohibited retaliation includes: 
 

• dismissal 
• disciplinary action 
• withholding promotion 
• denial of training 
• reduction of hours 
• intimidation 
• bullying 
• harassment 
• threats 
• any other unfavourable treatment 
 

Any worker, trustee or contractor who retaliates against a whistleblower may be subject to 
disciplinary action, up to and including dismissal or removal from office. 
 
6 Confidentiality 
 
We will take all reasonable steps to protect the confidentiality of those who raise concerns. 
However, individuals under inquiry are entitled to know the nature of the allegations, and 
anyone criticised as a result of an inquiry has the right to understand the basis for that 
criticism. 
 
While we will take every step to try to ensure that a complainant’s identity is not revealed 
without their consent, in some cases the nature of the allegations or evidence may give an 
indication as to their source.  Also, in limited cases there may be an obligation to reveal 
information under freedom of information legislation or by order of the court in legal 
proceedings.  Information obtained in the course of an inquiry may, in the public interest be 
published in an inquiry report. 
 
Anonymous reports will be considered and investigated where possible, although anonymity 
may limit the organisation's ability to investigate fully and provide feedback. 
 
7 Procedure  
Qualifying disclosures about matters set out in ‘Background’ above should be raised using 
the following procedure:  
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How to raise a concern internally 
 
Stage 1  
 
As soon as you become aware of any matter of the type listed above, or if you wish to 
confirm whether it is a matter which should be raised, in the first instance it should be 
raised with the CEO or Project Lead.  
It is very important for workers to report promptly any of the matters referred to above in 
order to assist Compassionate Inverclyde to uphold its high standards and to help prevent 
the concealment or destruction of evidence which might need to be reviewed. 
 
If you believe the CEO to be involved, or for any reason do not wish to approach the CEO, 
then the worker should proceed straight to Stage 3.  
 
Stage 2  
 
Once you have informed the CEO or Project Lead of your concern, a thorough investigation 
of the matter will be arranged, (either by investigating the matter themselves or 
immediately passing the issue to someone in a more senior position).  The investigation may 
involve yourself and other individuals involved giving a written statement.  
 
You will be told who is handling the matter, how you can contact them and whether further 
assistance may be needed.  Subject to any legal constraint, you will be kept informed of the 
progress of the investigation and its outcome.  You will have an assurance that the matter 
will be dealt with promptly and within a reasonable time: 
 

• Acknowledgement: within 5 working days 

• Initial assessment: within 10 working days 

• Progress updates: at least every 20 working days 

• Completion: as quickly as reasonably practicable 
 
Any investigation will be carried out in accordance with the principles set out above, your 
statement will be taken into account, and you will be asked to comment on any additional 
evidence obtained.  
 
The person who carried out the investigation will then report to a senior member of staff or 
the Chair of CI Board who will take any necessary action, including reporting the matter to 
any appropriate government department or regulatory agency.  
 
If disciplinary action is required, the person who carried out the investigation will report the 
matter and start the disciplinary procedure.  
 
On conclusion of any investigation, you will be told the outcome of the investigation, and 
what has been done, or what has been proposed to do about it.  If no action is to be taken, 
the reason for this will be explained.  
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Stage 3  
 
If you are concerned that the CEO or Project Lead is involved in the wrongdoing, has failed 
to make a proper investigation or has failed to report the outcome of the investigations to 
the Board of Trustees, you should inform the Chair of CI Board of Trustees who will arrange 
for a member to review the investigation carried out, make any necessary enquiries and 
report to the Board as in stage 2.  
 
If for any other reason you do not wish to approach the CEO or Project Lead, you should also 
in the first instance contact the Chair of CI Board of Trustees.    
 
8 Raising a concern externally 

→ Workers thinking about whistleblowing for any reason may call the Protect helpline 
on 020 3117 2520 for advice or get more detailed advice from Protect’s website on 
https://protect-advice.org.uk/ 

 
9 Wider external disclosure  
 
Workers should be aware that disclosure to the media or to non-prescribed persons will not 
usually be protected unless there are extreme circumstances.  In certain limited 
circumstances disclosure to other persons or bodies, who are not ‘prescribed persons’, are 
protected under the Act.  A prescribed person is an organisation or individual officially 
designated to receive whistleblowing disclosures about specific types of wrongdoing.  In 
order to invoke this protection, the worker must meet one of the following conditions:  
 

• The worker reasonably believes that they would be victimised if they raised the 
matter internally. 

• There was no prescribed regulator and they reasonably believed that the evidence 
was likely to be concealed or destroyed if they made a disclosure internally. 

• The concern had already been formally raised internally or with the prescribed 
regulator. 

• The concern is of an exceptionally serious nature. 

• That it was reasonable to have disclosed the information to the person concerned.  
 
10 Handling alleged detriment 
 
If you believe you are being victimised or suffering detriment as a result of raising a concern 
or assisting an investigation, inform the CEO, Project Lead, or the Chair of CI Board 
immediately. 
 
11 Abuse of whistleblowing procedure 
 
There may be instances where a disclosure is made, based on genuine belief by the worker 
that something is wrong at a particular time, which is subsequently demonstrated to be 
false or inaccurate.  In such circumstances, the worker will be informed of the discrepancy 
between their report and the facts at hand.  Provided the organisation is satisfied that the 

tel:020%203117%202520
https://protect-advice.org.uk/
https://protect-advice.org.uk/
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worker acted in good faith and had a genuine belief that such a situation should be 
reported, no further action will be taken.  
 
Disciplinary action will be taken against any worker who: 

• Deliberately makes false or malicious allegations 

• Makes disclosures for personal gain 

• Victimises anyone for raising a concern or making a disclosure under this policy 

• Inappropriately deters anyone from making a legitimate disclosure 
 
Such conduct will be treated as gross misconduct and may lead to summary dismissal. 
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Appendix A 

Whistleblowing Concern Report Form 

Confidential 

This form should be used to report concerns about suspected wrongdoing, 
malpractice, illegal activity, risks to health and safety, safeguarding concerns, 
breaches of legal obligations, fraud, corruption, financial misconduct, environmental 
damage, or the concealment of any such matters. 

You do not need proof of your concern. You only need a reasonable belief that the 
information disclosed tends to show wrongdoing and that reporting it is in the public 
interest. 

SECTION 1 – REPORTER DETAILS 

Name: ___________________________________________ 

Job Title / Role: ___________________________________ 

Telephone Number: ______________________________ 

Email Address: ___________________________________ 

Preferred Method of Contact: 

□ Email 
□ Telephone 
□ In Person 
□ Other: ____________________ 

Do you wish your identity to remain confidential? 

□ Yes 
□ No 

Please note that the organisation will make every reasonable effort to maintain 
confidentiality, but there may be circumstances where disclosure is required by law or 
necessary to conduct a fair investigation. 

SECTION 2 – DETAILS OF THE CONCERN 

What is the nature of your concern? 

(Please tick all that apply) 
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□ Fraud 
□ Theft 
□ Financial Misconduct 
□ Bribery or Corruption 
□ Health and Safety Risk 
□ Safeguarding Concern 
□ Breach of Legal Obligation 
□ Data Protection Breach 
□ Environmental Damage 
□ Abuse of Position 
□ Discrimination or Harassment Affecting Others 
□ Concealment of Wrongdoing 
□ Sexual Harassment  
□ Other (please specify) 
 

 

SECTION 3 – DESCRIPTION OF THE CONCERN 

Please provide full details of your concern, including: 

• What happened? 
• Who was involved? 
• When did it occur? 
• Where did it occur? 
• How did you become aware of the matter? 

Details: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

SECTION 4 – PERSONS INVOLVED 

Please provide the names and positions of any individuals involved, if known. 

Name: ______________________________ 

Role: _______________________________ 

Additional persons involved: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 
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SECTION 5 – WITNESSES 

Are there any witnesses or other individuals who may have relevant information? 

□ Yes 
□ No 

If yes, please provide details: 

_________________________________________________________________________________
_________________________________________________________________________________ 

SECTION 6 – EVIDENCE 

Do you have any supporting evidence? 

□ Yes 
□ No 

Examples may include emails, letters, reports, photographs, financial records, policies, 
screenshots or other documents. 

Please list any evidence attached: 

_________________________________________________________________________________
_________________________________________________________________________________ 

SECTION 7 – PRIOR REPORTING 

Have you previously raised this concern? 

□ Yes 
□ No 

If yes: 

Who did you report it to? 

_________________________________________________________________________________ 

When was it reported? 

_________________________________________________________________________________ 

What action was taken? 

_________________________________________________________________________________ 
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SECTION 8 – PUBLIC INTEREST 

Please explain why you believe this concern should be investigated and why it may be in 
the public interest. 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

SECTION 9 – IMMEDIATE RISK 

Does the concern involve an immediate risk to: 

□ Health and Safety 
□ Safeguarding 
□ Financial Loss 
□ Criminal Activity 
□ Serious Reputational Damage 
□ Other 

If yes, please provide details: 

_________________________________________________________________________________
________________________________________________________________________________ 
 

SECTION 10 – DECLARATION 

I confirm that the information provided in this report is accurate to the best of my 
knowledge and belief. I understand that I do not need proof of wrongdoing, but I must 
have a reasonable belief that the information disclosed is true and that reporting it is in 
the public interest. 

Name: ___________________________________________ 

Signature: ________________________________________ 

Date: ___________________________ 
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FOR OFFICIAL USE ONLY 

 

Reference Number: ______________________________________ 

Date Received: __________________________________________ 

Received By: ___________________________________________ 

Method of Receipt: 

□ Form 
□ Email 
□ Letter 
□ Telephone 
□ In Person 

Risk Assessment Completed: 

□ Yes 
□ No 

Investigating Officer Assigned: ___________________________________________ 

Acknowledgement Sent: 

□ Yes 
□ No 

Date: ______________________________________ 

Outcome: 

_________________________________________________________________________________
_________________________________________________________________________________ 

Date Closed: _______________________________ 
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Appendix B 

WHISTLEBLOWING INVESTIGATION 
RECORD FORM 
STRICTLY CONFIDENTIAL 

This form must be completed by the Investigating Officer and retained in accordance 
with the organisation's data retention and confidentiality requirements. 

CASE DETAILS 

Case Reference Number: ___________________________________________ 

Date Concern Received: ____________________________________________ 

Method of Disclosure: ______________________________________________ 

□ Report Form 
□ Email 
□ Telephone 
□ Letter 
□ In Person 
□ Anonymous Report 
□ Other 

Name of Investigating Officer: 

Job Title: __________________________________________________________ 

Date Investigation Commenced: ____________________________________ 

Date Investigation Concluded: ______________________________________ 

REPORTER DETAILS 

Name of Reporter (if known): ________________________________________ 

Job Title / Role: _____________________________________________________ 

Confidentiality Requested? 

□ Yes 
□ No 
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Has the reporter been informed of available support and protection from detriment? 

□ Yes 
□ No 

DETAILS OF CONCERN 

Brief Summary of Concern: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

Type of Concern (tick all that apply): 

□ Fraud 
□ Theft 
□ Financial Misconduct 
□ Bribery / Corruption 
□ Health and Safety 
□ Safeguarding 
□ Data Protection 
□ Regulatory Breach 
□ Environmental Damage 
□ Abuse of Position 
□ Criminal Conduct 
□ Concealment of Wrongdoing 
□ Sexual Harassment 
□ Other 

Details: 

_________________________________________________________________________________
_________________________________________________________________________________ 

INITIAL RISK ASSESSMENT 

Does the concern involve: 

Immediate Risk to Life or Safety? 

□ Yes 
□ No 

Safeguarding Concerns? 

□ Yes 
□ No 
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Potential Criminal Conduct? 

□ Yes 
□ No 

Financial Loss or Fraud Risk? 

□ Yes 
□ No 

Significant Reputational Risk? 

□ Yes 
□ No 

Risk Rating: 

□ Low 
□ Medium 
□ High 
□ Critical 

If High or Critical, what immediate action was taken? 

_________________________________________________________________________________
_________________________________________________________________________________ 

REFERRALS MADE 

Has the matter been referred externally? 

□ Yes 
□ No 

If yes, specify: 

□ Police 
□ OSCR 
□ Health and Safety Executive 
□ Local Authority 
□ Care Inspectorate 
□ Scottish Information Commissioner 
□ Charity Auditors 
□ Other 

Details: 

_________________________________________________________________________________ 
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Date Referred: 

Reference Number (if applicable): _________________________________________ 

INVESTIGATION PLAN 

Investigation Objectives: 

_________________________________________________________________________________
_________________________________________________________________________________ 

Key Evidence Required: 

_________________________________________________________________________________
_________________________________________________________________________________ 

Witnesses to be Interviewed: 

_________________________________________________________________________________
_________________________________________________________________________________ 

INVESTIGATION ACTION LOG 

Date: ________________________________________ 

Action Taken: 
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

Person Responsible: ____________________________ 

INTERVIEWS CONDUCTED 

Name Role Date Interviewed 
   
   
   
   
   

DOCUMENTS REVIEWED 

□ Policies and Procedures 

□ Financial Records 

□ Emails 
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□ Personnel Records 

□ CCTV 

□ Incident Reports 

□ Meeting Minutes 

□ Contracts 

□ Other 

Details: 

_________________________________________________________________________________
_________________________________________________________________________________ 

FINDINGS 

Summary of Evidence Obtained: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

Investigator's Findings: 

□ Concern Substantiated 
□ Concern Partially Substantiated 
□ Concern Not Substantiated 
□ Unable to Reach Conclusion 

Detailed Findings: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

RECOMMENDATIONS 

Recommended Actions: 

□ No Further Action 
□ Management Action 
□ Disciplinary Investigation 
□ Policy Review 
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□ Additional Training 
□ Referral to External Agency 
□ Audit Review 
□ Governance Review 
□ Other 

Details: 

_________________________________________________________________________________
_________________________________________________________________________________ 

OUTCOME 

Decision Maker: 

Role: 

Date Decision Made: 

Outcome Summary: 

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 

Reporter Informed of Outcome? 

□ Yes 
□ No 

Date: 

Please note that only appropriate information should be shared with the reporter, 
having regard to confidentiality, data protection obligations and employment law 
requirements. 

PROTECTION FROM DETRIMENT 

Has the reporter experienced or alleged any detriment? 

□ Yes 
□ No 

If yes, details: 

_________________________________________________________________________________
_________________________________________________________________________________ 
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Actions Taken to Protect Reporter: 

_________________________________________________________________________________
_________________________________________________________________________________ 

TRUSTEE OVERSIGHT 

Has the Chair of the Board of Trustees been informed? 

□ Yes 
□ No 

Date: __________________________________________ 

Has the Board of Trustees been informed (where appropriate)? 

□ Yes 
□ No 

Date: __________________________________________ 

LESSONS LEARNED 

Were any organisational improvements identified? 

□ Yes 
□ No 

If yes, specify: 

_________________________________________________________________________________
_________________________________________________________________________________ 

Actions Implemented: 

_________________________________________________________________________________
_________________________________________________________________________________ 

CASE CLOSURE 

I confirm that this investigation has been conducted fairly, objectively and in 
accordance with Compassionate Inverclyde’s Whistleblowing Policy. 

Investigating Officer: 

Name: __________________________________ 

Signature: _______________________________ 
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Date: __________________________________ 

Reviewing Manager / CEO / Chair of Trustees 

Name: __________________________________ 

Signature: _______________________________ 

Date: __________________________________ 

Case Closed Date: ________________________ 

Retention Review Date: ___________________ 

 

 

 


