Soft Touch Arts Ltd

Whistle blowing Policy 
Soft Touch Arts Ltd is committed to good practice across all areas of its work and seeks to create a fair and open working environment that enables employees to voice concerns without fear of prejudice. We would like Soft Touch employees to feel empowered to speak out before a concern escalates into a serious issue, so that we can take immediate steps to resolve matters.
What is Whistle blowing?

Whistle blowing can be defined as “raising concerns about misconduct or illegal and/or underhand practices”. 

This policy is designed to enable employees of Soft Touch to raise concerns internally and at a high level and to disclose information which the individual believes shows malpractice or impropriety. This policy is intended to cover concerns which are in the public interest and may at least initially be investigated separately but might then lead to the invocation of other procedures e.g. disciplinary. 

The legislation applies to disclosures of matters of concern including:

· A criminal offence 

· A failure to comply with a legal obligation 

· A miscarriage of justice 

· The endangering of an individual’s health and safety 

· Damage to the environment 

· Deliberate concealment of information relating to any of the above 

The Public Interest Disclosure Act 1998 offers a framework of protection against victimisation or dismissal for workers who blow the whistle on criminal behaviour or other wrongdoing henceforth called a “matter of concern”.

 Safeguards

a) Confidentiality

Soft Touch 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.

b) Anonymous Allegations

This policy encourages individuals to put their name to any disclosures they make.  Concerns expressed anonymously are much less credible, but they may be considered at the discretion of Soft Touch.

In exercising this discretion, the factors to 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 

c) 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 malicious or vexatious allegations, and particularly if he or she persists with making them, disciplinary action may be taken against that individual.

Procedures for Making a Disclosure

On receipt of a complaint of malpractice, the member of staff who receives and takes note of the complaint, must pass this information as soon as is reasonably possible, to the appropriate appointed director (name) as follows: Christina Wigmore

         In normal circumstances, complaints should be made to the appointed director.

         Complaints against the appointed director should be made in the first instance to any

        other director.

         Complaints against all of the paid directors should be made to the Chair of the     

       Management Committee.

         If a complaint refers to the behaviour/actions of the Chair of the Management 

       Committee, the complaint should be passed to the appointed director.

         The complainant has the right to bypass the line management structure and take their complaint direct to the Chair of Management Committee. The Chair has the right to refer the complaint back to the directors if he/she feels that the directors without any conflict of interest can more appropriately investigate the complaint. 

If there is evidence of criminal activity then the appointed director should inform the police. Soft Touch will ensure that any internal investigation does not hinder a formal police investigation.

Investigating Procedure 

The appointed director should follow these steps:

· Full details and clarifications of the complaint should be obtained. If employees are unsure whether or how to raise a concern, they can obtain free confidential independent advice from Public Concern at Work. Visit www.pcaw.co.uk for details.

Written confirmation of receipt of the complaint should made to the complainant as soon as practically possible.
         The appointed director should inform the member of staff against whom the complaint is made as soon as is practically possible. The member of staff will be informed of their right to be accompanied by a trade union or other representative at any future interview or hearing held under the provision of these procedures. 

         The appointed director should consider the involvement of Soft Touch auditors and the Police.

         The allegations should be fully investigated by the appointed director with the assistance where appropriate, of other internal or external individuals / bodies. 

         A judgment concerning the complaint and validity of the complaint will be made by the appointed director. This judgment will be detailed in a written report containing the findings of the investigations and reasons for the judgment. The report will be passed to the other directors or Chair as appropriate. 

         The other directors / Chair will decide what action to take. If the complaint is shown to be justified, then they will invoke the disciplinary or other appropriate company procedures. 

         The complainant should be kept informed of the progress of the investigations and, if appropriate, of the final outcome. 

         If appropriate, a copy of the outcomes will be passed to Soft Touch

 Auditors to enable a review of the procedures.  

If the complainant is not satisfied that their concern is being properly dealt with by the investigating officer, they have the right to raise it in confidence with the other directors/Chair or may refer to a relevant external organisation such as the Audit Commission or a Trade Union for advice.

If the investigation finds the allegations unsubstantiated and all internal procedures have been exhausted, but the complainant is not satisfied with the outcome, Soft Touch recognises the lawful rights of employees and ex-employees to make disclosures to prescribed persons (such as the Health and Safety Executive, the Audit Commission, or the utility regulators), or, where justified, elsewhere.

Whistleblowing Procedure:

The whistleblower is a witness, not a complainant. They should report a concern calmly and honestly and let the facts speak for themselves, enabling those responsible to make an informed decision and take appropriate action.

· In the event that an employee discovers a matter of concern, they are encouraged to inform the appointed director [Christina Wigmore] immediately.

· If the matter of concern is in connection with the actions of the appointed director, employees should notify any of the other co-directors.

· If the matter of concern is in connection with the actions of all of the co-directors, employees should notify the Chair of the Board. 

· Employees may contact the Chair in confidence if they do not want their identity to be disclosed without their prior consent. 

· If the matter of concern is in connection with the actions of a member of the Management Committee, employees should directly notify the appointed director.

· Whistleblowers can ask for their concerns to be treated in confidence and such wishes will be respected. Likewise, whistleblowers are asked to exercise tact and discretion themselves whilst following this procedure.

· Employees will not be penalised for informing management about their concerns unless it is later determined that such action was not taken in good faith. Victimising people who raise genuine concerns is a disciplinary offence – as is making an untrue allegation maliciously.

· If employees are unsure whether or how to raise a concern, they can obtain free confidential independent advice from Public Concern at Work. Visit www.pcaw.co.uk for details.

On being notified of a matter of concern the relevant director will:

· Ensure the matter of concern is taken seriously and dealt with fairly

· Where appropriate, investigate and make an objective assessment of the matter

· Keep the employee advised of progress and explain actions taken

· Take responsibility to ensure the action required to resolve the matter of concern is taken

The actions detailed above will be acted upon swiftly and in confidence by the director who is notified.  The director will approach other staff members deemed appropriate, in consultation with the whistleblower.  These people will meet to discuss the matter/s of concern with the whistleblower.  An appropriate course of action will be decided by the directors to remedy the matter.

If the matter is of a more serious nature it will be referred via the appointed director to the Chair of the Management Committee, and if appropriate, the full Management Commitee will be notified to decide appropriate actions to take.

As and where appropriate, employees found to have acted inappropriately will be dealt with via the company’s Disciplinary Procedures and guidelines.
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