Whistleblowing Policy and Procedure
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1. Introduction
All employees have a duty to maintain appropriate confidentiality in relation to the Company’s affairs (this is an
explicit term in all contracts of employment). However, where an individual discovers activities or information
that they genuinely believe shows malpractice/wrongdoing, this information should be disclosed in accordance
with the Company’s whistleblowing policy and procedure.

2. Background
The Company is committed to conducting its business with honesty and integrity, and expects all individuals to
maintain high standards. However, all organisations face the risk of adverse events from time to time, or of
unknowingly harbouring illegal or unethical conduct. A culture of openness and accountability is essential in order
to prevent such situations occurring and to address them when they do occur.
The aims of this policy are:
•

To encourage employees 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.

•

To provide employees with guidance as to how to raise those concerns.

•

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

3. Scope of the policy
This policy covers all individuals working at all levels and grades, including senior managers, officers, directors,
employees, workers, consultants, contractors, trainees, home workers, part-time and fixed-term employees,
agency staff and volunteers.
Former employees, workers, agency staff and consultants can also raise a concern under this policy.

4. What is whistleblowing?
Whistleblowing is the reporting of suspected wrongdoing, malpractice or risk in relation to Company activities.
This may include:
•

Criminal activity

•

Failure to comply with any legal or professional obligation (A legal or professional duty to perform or not to
perform some action)

•

Miscarriages of justice

•

Danger to health and safety

•

Damage to the environment

•

Security risks

•

Bribery

•

Financial fraud or mismanagement

•

Conduct likely to damage the Company reputation or financial wellbeing

•

Unauthorised disclosure of confidential information

•

Negligence

The Public Interest Disclosure Act (1998) gives legal protection to employees against being dismissed or victimised
if they make 'protected disclosures' as defined in the Act. In addition, the Company believes that individuals
should be able to raise legitimate concerns that do not fall within the definitions set down in the Act, without
fear of reprisal.

5. General principles
•

An employee must only raise concerns under this policy about a suspected risk, malpractice or wrongdoing
that affects others such as clients, suppliers, colleagues, customers, the Company or the public interest.

•

Concerns which relate to a personal grievance or dispute should be dealt with in accordance with the
Company’s grievance policy and procedure. Further, this policy is not intended as a means to re-open
matters that have already been addressed under the grievance or disciplinary policies and procedures, or to
question legitimate financial or business decisions taken by the Company.

•

Abuse of this procedure by maliciously or mischievously raising unfounded allegations, either internally or
externally, will be regarded as a serious disciplinary offence and may result in dismissal.

•

Where an allegation is made, the person or persons against whom the allegation is made will usually be
informed of the allegation and the evidence supporting it, and shall be allowed to comment and provide
appropriate information before the investigation is completed.

•

Any allegation of malpractice or wrongdoing shall be treated in the strictest confidence and investigated
immediately. The identity of the individual raising the complaint shall not be disclosed to the alleged
perpetrator of malpractice without that individual's prior approval, unless this is incompatible with a fair
investigation. The individual will be informed of the need to disclose their identity in such an event.

•

If an individual makes an allegation they must have a reasonable belief the allegation is true and it must
not be made for personal gain.

6. Procedure
Individuals can raise whistleblowing allegations either:

By post to:
IN CONFIDENCE
Head of ER
OCS Group UK Limited
Trafford Bank House
FREEPOST RSHG-TSZT-KJYU
32 Brindley Road Manchester
M16 9SA
Email: inconfidence@ocs.co.uk
Telephone: 0844 967 1246
Individuals are encouraged to put their concerns in writing and to disclose their identity in strict confidence
wherever possible in order to avoid any delays in establishing sufficient detail to enable a thorough investigation,
establish the provenance of concerns and to promote a prompt conclusion to matters raised.
Individuals using our confidential telephone number will be greeted by an easy-to-follow voice prompt before
being able to record their message. A transcript of the message will then be produced (providing the message is
coherent and audible) before the message is erased.
All information received via post, email or telephone will be categorised by the Head of Employee Relations as
critical, major or minor incidents in the first instance and matters will be referred to the relevant level of
management for further investigation as follows:
Critical
Major

To UK Chief Executive Officer, relevant Managing Director and HR
Director
To relevant Managing Director and HR Director

Minor

To relevant Regional Manager or equivalent and HR Business Partner

In the case of critical, major and minor incidents, referrals will be made in accordance with the above by no later
than the next working day, three and five working days respectively.
As any investigation into the complaint progresses, the Head of Employee Relations may amend the categorisation
of the concern raised accordingly.
Once a concern has been raised:
•

The ER team will acknowledge receipt of the complaint within 3 working days;

•

An initial assessment by the Head of Employee Relations will determine if the complaint warrants an initial
fact finding meeting or whether the complaint can be responded to in writing at this point;

•

If a fact-finding meeting is arranged with the employee who has raised the concern, they will be entitled to
be accompanied* by a fellow individual or trade union representative. The fact-finding meeting will
normally be conducted, dependant on the level of the complaint, by a sector manager;

•

The manager will conduct an initial investigation in order to ascertain whether a full investigation is
necessary and, depending upon the nature of the misconduct, whether it will continue to be investigated
internally, or referred to an appropriate external person (i.e. external auditors, the Police or UKBA).

•

Except for former employees, workers, agency staff and consultants.

If the initial assessment establishes a potential case to answer, the Head of Employee Relations, in conjunction
with a relevant HR individual will appoint an appropriate independent investigating officer from a separate
business area which shall not normally be within the same sector. The investigating officer will proceed to:
•

Arrange a further investigation meeting with the individual to discuss the concern raised, unless the
investigating officer believes they possess all relevant information and documentation necessary;

•

In some cases appoint a specialist investigator, or team of investigators, including individuals with relevant
experience of investigations or specialist knowledge of the subject matter;

•

Where appropriate, make recommendations for change to the UK Chief Executive Officer, HR Director or
relevant Managing Director to enable the Company to minimise the risk of future wrongdoing;

•

Keep the individual informed of the progress of the investigation and its likely timescale. However,
sometimes the need for confidentiality may prevent the investigating officer giving the individual specific
details of the investigation or any disciplinary action taken as a result. The individual should treat any
information about the investigation as confidential;

•

Once the investigation is completed, complete the whistleblowing report and inform the individual, subject
to any third party rights, of the outcome of the investigation;

•

Recommend their completed report is used to form part of an investigation under the Company’s
disciplinary policy and procedure and/or refer the matter to the Police or an external body (where
appropriate) where it is determined there is a case(s) to answer;

•

Provide the Head of Employee Relations with a copy of their report to enable appropriate monitoring and
auditing of the whistleblowing policy.

All matters raised will be treated in strict confidence and every effort will be made not to reveal the identity of
the individual raising the concern, unless they give their express consent. However, the individual may be
required to come forward as a witness if the report becomes the subject of a criminal investigation.
In the event that after investigation it is considered that a known employee has made a false, frivolous, or
malicious claim then the matter should then be referred to the HR department, who will ensure that any
appropriate disciplinary process is followed.

7. Timescales
The Company will endeavour to deal with all concerns raised within a period of three months from first receipt of
the complaint to the notification of the decision. As guidance, the initial fact finding meeting should be arranged
within 7 days of receiving the complaint; the independent investigating officer should hold the further
investigation meeting within 14 days of the outcome of the initial investigation and notify the decision to the
employee within 28 days of the meeting, so that there is enough time for any appeal to be concluded.

Individuals who are dissatisfied with the outcome of their request may lodge an appeal within 7 days of the
outcome. The appeal should be dealt with by an independent investigating officer on the same level or above as
the original investigating officer. Whenever possible, a meeting to discuss the grounds of appeal will be heard
within 14 days. The individual should be informed of the outcome of the appeal within 14 days of the meeting.

8. Protection and Support for Whistleblowers
It is understandable that whistleblowers are sometimes worried about possible repercussions following their
disclosure. The Company aims to encourage openness and will support individuals who raise genuine concerns
under this policy, even if they turn out to be unfounded or mistaken.
Individuals 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 an individual believes they have suffered any such treatment, they should inform their manager immediately. If
the matter is not remedied the individual should raise it formally using the Company grievance policy and
procedure. However, if it is their manager who is subjecting them to detrimental treatment, the individual
should contact the investigating officer.
Individuals must not threaten or retaliate against whistleblowers in any way. Such conduct may be subject to
disciplinary action. In some cases the whistleblower could have a right to sue the individual personally for
compensation in an employment tribunal.

9. External body
In most cases you should not find it necessary to alert anyone externally.
However, the law recognises that in some circumstances it may be appropriate for employees to report their
concerns to an external body such as a regulator. The Company strongly encourages individuals to seek advice
before reporting a concern to anyone external. Public Concern at Work operates a confidential helpline on 020
7404 6609, or by email whistle@pcaw.co.uk.

