Raising CONCERNS AT LOWESTOFT COLLEGE

Introduction

Most of us at one time or another have concerns about what is happening at work or about the service we receive from organisations that we use.  Usually these concerns are easily resolved.  However, when they are about serious malpractice like financial irregularities, dangerous working conditions, criminal activities, serious abuse or fraud, it can be difficult to know what to do.

It is, therefore, important that there is a safe and accessible procedure whereby such concerns can be raised in a confidential manner knowing that they will be investigated appropriately.  The College has, therefore, introduced this procedure to enable you to raise your concerns about serious malpractice at an early stage.  We want you to raise the matter when it is a concern rather than wait for proof.

(Employees and other workers are protected from dismissal or other unfavourable treatment if they make disclosures in accordance with the Public Interest Disclosure Act 1998 by following this procedure. If you are an employee of the College this procedure should not be confused with the procedure on dealing with Harassment, Grievance or Disciplinary matters.  The Harassment procedure should be used where an employee has a concern about personal harassment or has received a complaint of this nature.  The Grievance procedure should be used when an employee is aggrieved about his/her own employment situation.)
This procedure is not for anonymous complaints.

What to do if you have A concern

If you are a member of College staff:
•
Where you have a concern we hope you feel able to raise it first with your line manager. If, for some reason, you feel this is not possible, you can raise it with a member of the Senior Management team. This may be done verbally or in writing.

•
If you feel unable to follow that route, for whatever reason, you can contact the Clerk to the Corporation 

If you are not an employee of the College:

•
In the first instance please contact the Clerk to the Corporation outlining your concern. The address is Lowestoft College, St Peters Street, Lowestoft, Suffolk, NR32 2NB
What happens next?

Having alerted us to the concern, it is our responsibility to investigate the matter.  The initial stage will be to interview you, in confidence, and then assess what further action should be taken.  The interview would normally be with the person with whom you raised the concern.

We will look into your concern carefully and thoroughly.  We have to be fair to you, but also to any others involved.  If someone is potentially being accused of misconduct, we have to find out their side of the story as well.

In our investigations, we will respect any concerns you have expressed about, for example, your safety or career.

If relevant you may bring a work colleague or trade union representative along with you at any interviews that are arranged, providing that person is not involved in the area of work to which the concern relates.  This person should attend to provide support only, and will not be allowed to become involved in the proceedings

If the person you have approached feels that the concern can be resolved quickly, that is within one working week, or in a straightforward manner, it will be brought to the attention of the appropriate member of the management team to deal with.  This may lead to other processes being implemented such as the College disciplinary procedure.

Where the matter requires more detailed consideration, either because of the complexity of the concern, or the possibility of other proceedings, an investigation will be carried out under the direction of the College Principal.  The person who raised the issue will be notified within 10 working days if such an investigation is to take place.

Assurances

•
Concerns raised under the procedure will be treated seriously and sensitively. 

•
Where practicable, immediate steps will be taken to remedy the situation.  However, the final outcome may take longer depending on the issue that is raised. 

•
We will make every effort to keep your identity confidential if you wish this to be the case.  If disciplinary or legal action follows from an investigation confidentiality cannot be guaranteed although the wishes of the complainant will be observed as far as is practically possible. 

•
In the event that no further action is to be taken the complainant must be given a full explanation in writing of the reason for the decision.  If they wish to appeal against any decision not to proceed then they should appeal to the Chairman of the Corporation, via the Clerk to the Corporation at the address above, within 5 working days of receipt of the outcome of the investigation.  If they are still unhappy with the outcome of any appeal they can make their concern known to the Secretary of State for Education and Skills. 

•
The College will not tolerate harassment or victimisation of anyone raising a concern under the procedure in good faith whether or not it proves well-founded. 

What the College asks of you

The purpose of this procedure is to enable you to raise your concerns with the College in confidence, without any fear of reprisal.  We, therefore, ask that:

•
You do not take your concerns outside the College other than stated in this procedure. 

· If you are not an employee of the College you allow us the opportunity to deal with your complaint before raising it with anyone else.

•
When raising your concern you declare any personal interest you have in the matter. 

•
If without good reason you disclose or publicise your concerns in some other way, or abuse the process by maliciously raising unfounded allegations, you understand that the College reserves the right to take action. For members of staff this may be disciplinary action.
At the end of the Process

When an investigation is carried out a record will be made of the nature and outcome of the concern.  These records will be kept by the Clerk to the Corporation.  The purpose of this record is to ensure that a central record is kept which can be cross referenced with other complaints in order to monitor any patterns of concern across the College and to assist us in monitoring the procedure.
