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Please note: ‘School’ refers to Chatsworth Schools; ‘parents’ refers to parents, guardians
and carers. This is a whole school policy, which also applies to the Early Years Foundation
Stage.
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Introduction
Chatsworth Schools is fully committed to ensuring that any instances of malpractice by any staff are
brought to light and dealt with. We will give full and unequivocal support to any member of staff
who draws attention to malpractice. Chatsworth Schools will protect employees’ rights in this area
and will fully comply with the Public Interest Disclosure Act 1998.
The aim of this policy is to ensure that Employees are fully aware of the sorts of matters which they
should report, and the reporting procedure Employees should follow.
This policy should not be used for complaints relating to an employee’s own personal circumstances,
such as the way they have been treated at work. In those cases, the employee should use the
Grievance Procedure. If an employee chooses to raise a concern under this policy, they must have a
reasonable belief that to do so would be in the public interest.

Raising Concerns
Most Employees at some time have concerns about matters in work which are usually easily
resolved. However, where an Employee has concerns about serious malpractice such as fraud;
financial irregularities; corruption; bribery; dishonesty; or creating or ignoring a serious risk to health
and safety then it is important that the Employee can raise such concerns without fear of reprisal.
It is the responsibility of everyone to ensure that appropriate, reasonable and timely action is taken
in relation to any concerns of wrongdoing or malpractice raised that could expose the Chatsworth
Schools or the School to loss or liability. Employees are encouraged to report any situation or matter
which, they reasonably believe, might show that one or more of the following has occurred, is
occurring or is likely to occur in the future:
• a criminal offence;
• a failure to comply with a legal obligation;
• a miscarriage of justice;
• a danger to the health and safety of any individual;
• a damage to the environment;
• a deliberate cover-up of any of the above matters;
• a serious breach of the School’s conduct rules.
This reporting procedure should also be followed if Employees 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.
The procedures outlined below enable an Employee to come forward in confidence with their
concerns without fear of being punished for doing so and to have those concerns thoroughly
investigated. Once an investigation has taken place, a decision will be made as to what action, if any,
should be taken to address the problems.
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In circumstances where an employee has such a concern, s/he should initially raise it with the Head
orally or in writing. If the employee feels that the Head is unable to deal with the issue correctly or
is an inappropriate person with whom to raise it, the matter should be noted in writing to the Chief
Executive Officer 1 and should include information as to why the employee feels unable to approach
anyone else. The Chief Executive Officer will appoint a manager, who is unrelated with the concern,
to meet with the employee and investigate the issue.

Investigation
Once the concern has been raised, it is important that the matter is properly investigated. Care will
be taken to ensure that the employee is kept informed of the outcome of the investigation. If the
investigation shows that the issue raised can be resolved quickly, or in a straightforward manner
then it will be brought to the attention of the appropriate manager. A decision will then be made as
to whether the complaint has substance and whether the Disciplinary Procedures require to be
invoked, or whether more formal investigation procedures are necessary (e.g. by the Groups
auditors or the police).
In circumstances where a concern raised requires more detailed consideration, either because of the
complexity of the concern, or the possibility of other proceedings, Chatsworth Schools will normally
conduct an investigation under the direction of the Chief Executive.
Any action taken to resolve a concern raised by an employee will be notified to them. In some
instances, it may not be possible to reveal the full extent of the investigation where this relates to
personal issues involving a third party.

Protection for Employees
All concerns raised under this procedure will be treated with care and sensitivity and, where the
employee has requested that his or her details are kept confidential, this will be adhered to. Should
it prove to be not possible to keep an employee’s details confidential (e.g. if asked to give evidence),
the employee will be informed and given every opportunity to discuss the matter prior to taking any
action. It is important to be clear that the earlier a matter is brought to management’s attention the
easier it is to resolve. When raising a concern, the employee must declare any personal interest he
or she may have in this matter. Failure to do so may lead to the investigation being compromised.
Chatsworth Schools does not tolerate harassment or victimisation in any form where someone has
raised a concern under this procedure. If an employee chooses to use this procedure s/he may be
accompanied by another employee or another representative, should this be helpful to the
employee in raising the concern. The person accompanying the concerned employee will be in
attendance in a supporting role and not to take part in any of the investigatory procedure. The
accompanying person will be required to ensure that s/he treats any information gained during the
investigatory process as strictly confidential.
Any action taken to resolve a concern raised by an employee will be notified to him/her. In some
instances, it may not be possible to reveal the full extent of the investigation where this relates to
personal issues involving a third party.
This procedure has been designed to ensure that employees may raise concerns without fear of
victimisation or harassment, without any need to do so anonymously. Employees should be

1 Direct communications should be emailed to the CEO at agleave@chatsworthschools.com.
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absolutely clear that Chatsworth Schools fully prefers that a concern is raised in a responsible
manner rather than not at all.

How the Company Will Handle Alleged Detriment
If an Employee believes that he or she is being victimised by or suffering any detriment from
someone from within the Company as a result of reporting a concern or assisting in any
investigation, he or she must inform the Employee’s line manager immediately and appropriate
action will be taken to protect the Employee.

Disciplinary Action
Disciplinary action will be taken against anyone who:
•

Deliberately makes false or malicious allegations;

•

Makes disclosures for personal gain;

•

Makes a non-protected disclosure without exhausting the internal procedure;

•

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 dismissal.
Where, following investigation, a disclosure is substantiated, disciplinary action, or other
appropriate sanction, may be taken against the person who is the subject of the disclosure.

How to Raise a Concern Externally
It should only be in exceptional circumstances that it should be necessary for an Employee to raise a
concern externally. It is accepted, however, that an Employee may disclose information to a legal
adviser in the course of obtaining legal advice. Provided the disclosure is made in the public interest
and the Employee believes it to be substantially true, he or she may also disclose information to one
of a number of prescribed “supervisory persons” that protected disclosures may be made to under
the Act – such as the Health & Safety Executive for health & safety matters.
Employees should be aware that disclosure to the media or to non-prescribed persons will not
usually be protected unless there are extreme circumstances and that non-protected disclosures
may lead to disciplinary action being taken.
Employees should seek independent advice before raising concerns externally so that they can be
advised on whether the proposed disclosure may be protected under the Act. Such advice can be
obtained from the charity Public Concern at Work. Further information can be found by looking at
the website: http://www.pcaw.co.uk
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Interpretation
In this policy, the term “senior manager” means a School Head and their designated deputies.
This policy applies to all employees in all Schools (save for Schools with their own procedure which
shall prevail) and other work environments within Chatsworth Schools
This policy applies within all companies, which are wholly owned subsidiaries of Chatsworth Schools
Ltd, a company registered in England, registered number 11552579
The registered office of all companies is Crimea Office, The Great Tew Estate, Great Tew, Chipping
Norton, Oxfordshire, OX7 4AH. Any enquiries regarding the application of this policy should be
addressed to the Director of Operations at the above address.
This policy does not form part of any employee's contract of employment and may be amended at
any time.
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11/01/2019 Policy Approved – Fit for use by schools.
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