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QUICK REFERENCE GUIDE 
 
This policy must be followed in full when developing or reviewing and amending Trust procedural 
documents. 
 
For quick reference the guide below is a summary of actions required. This does not negate the need 
for the document author and others involved in the process to be aware of and follow the detail of this 
policy.  
 

1. The policy, adhering to the principles of the of the national policy produced by NHS 
Improvement and NHS England allows members of staff and others to raise concerns about 
their work in a way that still ensures their interests are protected and as such it complies with 
the Public Interest Disclosures Act 1998 and the terms of the ‘Speaking Up Charter’ launched 
by NHS Employers in October 2012.    

 
2. Where concerns are raised, those raising them do not have to investigate the matter 

themselves or prove the wrongdoing; however any disclosure raised must be reasonably 
believed to be in the public interest.   

 
3. Concerns should initially be raised with the immediate line manager.  If it is not thought this is 

appropriate, then the concern may be raised with an Executive Director, Freedom To Speak 
Up Guardian or Advocate, Staff Side Chair of the JCNC, any other staff side or Trade Union 
representative If the concern is about potential fraud or corruption, this should be reported to 
the Trust’s Local Counter Fraud Specialist. 

 
4. When a concern has been reported, it will be investigated and if required an Investigating 

Officer appointed. Where appropriate, feedback will be provided to the person initially raising 
the concern. Individuals can choose to raise their concern anonymously, without giving 
anyone their name, but it may make it more difficult for the Trust to investigate thoroughly and 
give feedback on the outcome. 
 

5. It is expected that concerns are raised following the procedure outlined within the policy 
before involving external agencies or the media. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Raising Concerns (Whistleblowing) Policy 
Version: 11.1 
Issue Date: 14 November 2019 
Review Date: 13 May 2022 (unless requirements change)   

Page 4 of 22 

1. INTRODUCTION 

 
This Policy is designed to provide guidance and support for all staff, temporary staff and 
volunteers when raising concerns about wrongdoing at work. 
 
This policy has been written in the spirit of the NHS Constitution and was one of the   
recommendations of the review by Sir Robert Francis into whistle blowing in the NHS with the aim 
of improving the experience of those who do so and to try to ensure that action is taken in relation 
to those concerns. 
 
The Trust’s values are linked to the NHS Constitution and bring the Trust closer to its vision to be      
the best hospital, providing the best care by the best people.  These values ensure patients are at 
the centre of all that the Trust does.  Please see the Trust values intranet pages for further details. 
 
The Trust is committed to keep improving the quality and safety of the services we offer to our 
patients, the working environment and relationships of our staff, and to provide support to the 
individual who has a concern. 
 
The senior leadership team and the Trust Board support an open, honest, no blame culture and 
will act to improve the service we deliver. 
 
The Trust has undertaken to encourage staff to speak up and will take concerns seriously, 
respecting your wishes concerning confidentiality. 
 
The Trust will provide access to support throughout this process via our Freedom to Speak Up 
Advocates and Guardian for Staff. 
 
The Trust will keep staff informed about the progress of any investigation and the outcome of your 
concern. 
 
The Board strongly supports staff raising concerns and wants you to feel free to speak up. 
 
The Board will regularly review concerns raised to ensure they are robustly dealt with. 
 
Employees will be given every opportunity to raise and discuss concerns in a protected 
environment. 

 

2. SCOPE 

 
This policy applies to all staff including bank, temporary or self employed staff, agency workers, 
volunteers, students, military personnel, governors and contractors working on site who, in the 
course of their work within the Trust, experience or observe something which gives them cause for 
concern.   
 
This policy does not replace the Trust’s existing policies and procedures regarding adverse 
incident reporting, Grievance, reporting cases of potential fraud or corruption, or Complaints, nor 
does it replace the normal lines of communication between staff and their managers so that 
matters of concern may still be dealt with through normal management/advisory channels. 
 
The policy can also be appropriately used where concerns over Health & Safety, corporate 
governance or use of NHS resources are an issue. 
 
This policy can be used when individuals are making a protected disclosure under the Public 
Interest Disclosure Act. 

http://www.dh.gov.uk/prod_consum_dh/groups/dh_digitalassets/documents/digitalasset/dh_099886.pdf?bcsi_scan_22797a92f5a626a6=0&bcsi_scan_filename=dh_099886.pdf
http://pht/Departments/TrustValues/default.aspx
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3. DEFINITIONS 

 
Raising Concerns: The process of alerting others to possible risks, malpractice or wrong doing 
affecting patients, the public, staff or the Trust.  This is also referred to as whistle blowing or 
speaking up. 
 
Freedom to Speak Up (FTSU):  Providing a framework to encourage people to raise a concern 
with confidence, understand the process and ensure the concern is managed in a proportionate, 
fair, open, honest and blame free manner. 
 
Freedom to Speak up Guardian and Advocate:  Individuals to ensure that concerns raised are 
investigated according to the Trust’s policy and to provide support and feedback to those raising 
concerns. 
 
DATIX: Patient safety and risk management software for healthcare incident reporting and 
adverse incidents. 

 

4. THE POLICY 

 
The aim of the policy is to improve the experience of those who raise concerns and to try to 
ensure that action is taken in relation to those concerns in a timely manner. 
 
It is accepted that things can go wrong and, when this happens, we expect staff to let us know so 
that the Trust has the opportunity to address the issues and remedy them. 
 
The Trust expects concerns to be dealt with in an open, honest, blame free manner to promote 
learning from such events and reduce the probability that they will occur again, in accordance with 
the vision described by Sir Robert Francis. 
 
The policy complements the professional and ethical rules, guidelines and codes of conduct on 
freedom of speech: 
 

• Nursing & Midwifery Council (NMC) on Professional Conduct 

• The Midwives Code of Practice 

• The General Medical Council (GMC) Guidance on Contractual Arrangements in 
Healthcare  including the Duty of Candour 

• Health & Care Professions Council (HCPC) 

• Code of Conduct for NHS Managers 
 
Healthcare professionals may have a professional duty to report concerns. 

 

5. WHAT CONSITUTES A CONCERN?  

 
If you suspect that risk, malpractice or wrongdoing affecting patients, the public, other staff or the 
Trust itself is going on you should raise this. 
 
The following lists a range of examples of concerns, including but not restricted to: 

 

• Unsafe patient care / clinical practice 

• Unsafe working conditions / inadequate induction or training of staff 

• Administration laxness in relation to care 

• Inadequate response to a reported safety incident 
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• Malpractice of Care / Negligence 

• Criminal Offences 

• Suspicions of fraud or corruption (can be reported to the Local Counter Fraud 
Specialist 

• threats to individuals Health and Safety 

• Severance payments and settlement agreements 
 
You do not have to wait for proof, the Trust would rather you raised any matter whilst it is a concern.  
It doesn’t matter if it turns out that you were mistaken as long as you are genuinely concerned and 
believed the concern at the time. 
 
This policy does not cover personal complaints regarding an individual’s employment situation eg ; 
feeling that a manager’s decision has affected you personally or that you are not being treated 
properly.  This would constitute an individual grievance and should be dealt with under the Trust’s 
Grievance Policy or Bullying & Harassment Policy. 
 
Clinical incidents should be reported using the Trust’s Safety Learning event reporting system via 
Safety Learning Event. 

 

6. DUTIES AND RESPONSIBILITIES 

 
Individuals 
An individual staff member’s responsibility under this policy is to report any concern about which 
they have a reasonable belief is in the public interest either to their line manager (except for cases 
of potential fraud or corruption) or via one of the other routes set out in this policy.  Proof of 
wrongdoing is not required, merely a reasonably held concern.   
 
It is the responsibility of all staff to familiarise themselves with and to understand this policy. 
 
Managers 
All managers are responsible for ensuring that their staff are aware of this policy and have access 
to it; managers must respond to concerns quickly and in confidence, wherever possible, and take 
all concerns seriously; Managers should be supportive and reassure those raising concerns, not 
skeptical or dismissive.  Managers must register the concern with the designated Human 
Resources Manager for Raising Concerns. 

 
Investigating Officers 
It is the responsibility of the Investigating Officer to carry out the investigation in a timely manner in 
accordance with this policy. 
 
The Investigating Officer will also be responsible for keeping the Line Manager informed as to the 
progress of the investigation and of any delays. 

 
Director of Workforce and Organisational Development 
The Director of Workforce and OD will have overall responsibility for ensuring concerns are 
investigated and dealt with in accordance with this policy. 

 
Freedom to Speak Up Guardian 
To act as an independent and impartial source of advice to staff at any stage of raising a concern, 
with access to anyone in the organization, including the Chief Executive, or if necessary, outside 
the organization.  Will play a key role in promoting an open and honest culture of listening, 
learning and not blaming so that concerns raised are welcomed, acted upon in a fair manner and 
action taken. 
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Freedom to Speak Up Advocates 
To ensure everyone has advice on how to raise their concern and act as a supporter if needed.  
FTSU Advocates will help disseminate understanding of FTSU principles and processes for 
raising concerns and encouraging staff to speak up. 

 
The Trust 
The Trust is responsible for ensuring this policy is explained to all new staff, including medical 
staff, as part of the local induction checklist.  Information on Raising Concerns will be included as 
part of each new starter pack and in the staff handbook. 
 
The Trust is responsible for protecting the interests of staff, for treating any concerns raised 
seriously, and for investigating them fairly and thoroughly.  
  
Staff of any description (including agency and contractors) found to be mistreating, victimizing or 
harassing a whistle blower will be subject to disciplinary action.   

 

7. PROCESS FOR RAISING A CONCERN 

 
When raising a genuine concern under this policy, you will not be at risk of retaliation or losing 
your job, nor should you suffer any form of reprisal as a result. 
 
The Trust will not tolerate harassment or victimisation of anyone raising a concern and would act 
on any attempt to bully you into not raising your concern.  Such behaviour is a breach of our 
values and, if upheld after investigation, would result in disciplinary action. 
 
It does not matter if it later transpires that you were mistaken or if there is an innocent explanation.  
All that matters is that you believed the concern at the time. 
 
The Trust hopes that you would feel comfortable raising your concerns openly, but appreciates 
that you may want to do this in confidence.  This means that, if you do not wish your identity to be 
disclosed, the Trust will do their utmost to respect this so that your identity is known only to the 
person to whom you report the concern. 
 
You should understand that there may be times when we are unable to resolve a concern without 
revealing your identity, eg where your personal evidence is essential or where it is required by law.  
In such cases, we will discuss with you whether and how the matter can best proceed. 
 
If you feel unable to come forward openly or confidentially, you can raise your concerns 
anonymously.  These concerns will be taken seriously and investigated appropriately. 
 
However, with an anonymous concern we cannot come back to clarify things with you which may 
make it difficult to investigate.  We will not be able to protect your position or provide feedback on 
the progress of the investigation or its outcome.  Accordingly, you should not assume we can 
provide the assurances we offer in the same way if you report a concern anonymously. 

 
 
7.1 How should I raise my concern? 
 

The easiest way to raise your concern would be to raise it with your line manager.  The process 
is outlined in Appendix 3 using the Raising Concerns Form (Appendix 2). 
 
You need to be ready to explain as fully as you can the information and circumstances that give 
rise to your concern.  Try to be specific about dates and times, what happened and who was 
involved and whether there were any witnesses. 
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If raising it with your line manager does not resolve matters or you do not feel able to raise it with 
them, you can contact one of the following people: 
 

• Your line managers line manager 

• Freedom to Speak Up Advocates – They can advise you as to the most appropriate 
route for raising your concern and offer support during the process. 

• Freedom to Speak Up Guardian – an independent and impartial source of advice to 
staff at any stage of raising a concern, with access to anyone in the organisation, 
including the Chief Executive 

 
Any issues unresolved or relating to a criminal offence or breach of statutory provision can be 
raised with: 
 

• Chief Executive Officer of the Trust 

• Nominated Non-Executive Directors 

• Local Security Management Specialist 
 
All people involved in this process will support the Freedom To Speak Up principles and will give 
you information about where you can go for more support. 
 
Managers who receive a concern and have addressed this should record this on the Trust’s 
Safety Learning Event and inform the Freedom to Speak Up Guardian of the nature of the 
concern and how it was resolved, so that this can be reported to the Board. 
  
Whilst it is hoped that you will feel able to raise your concern locally, If for any reason you do not 
feel comfortable raising your concern internally, you can raise concerns with external bodies (see 
Appendix 1) 

 
7.2 What will the Trust do? 
 

The Trust will take your concern seriously and investigate in a fair, non judgmental, independent 
and blame free manner.   
 
The initial investigation will depend on the nature of the concern.  Some concerns can be dealt 
with quickly within the local team but more complex or serious concerns may need independent / 
external review. 
 
The Trust will provide support to those raising concerns via our Freedom to Speak Up Advocates 
and Guardian 
 
The Trust will feedback an appropriate summary to the person raising the concern to keep them 
informed of the progress and subsequent outcome of any investigation. 
 
Anyone found to have knowingly raised a malicious and untrue concern will be subject to 
disciplinary action. 

 
7.3 What will we learn from your concern? 
 

The focus of the investigation will be on improving the care the Trust provides for patients and 
staff and ensuring the Trust has safety as a priority.  Where improvements that can be made are 
identified, the Trust will track them through Case Reviews to make sure necessary changes are 
carried through and work effectively   Lessons will be shared with teams within the organization 
or more widely via the Patient Safety forum, staff briefings, Trust communications etc. 
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The Trust will produce a report to Trust Board that focuses on identifying the issues and how to 
rectify them and will act on the findings of the investigation and lessons learnt. 

 
7.4 Raising your concern with an outside body 
 

The Trust hopes that you would feel comfortable with raising your concerns internally.  However 
we recognize that there may be circumstances where you can report a concern to an outside 
body.  The matter may be of an exceptionally serious nature that it warrants being raised 
externally, prior to the opportunity for any internal consideration.  You may have raised the 
concern with the Trust and are not satisfied that the matter has been properly dealt with.  You 
may also be worried about raising the concern internally. 
 
In these circumstances, we would rather you raised a matter with the appropriate outside body.  
For advice on raising a concern outside the organization please see Appendix 1 and 3 for more 
information. 
 
Please consider speaking to the Freedom to Speak Up Guardian beforehand. 

 
7.5 Advice and support 
 

We recognize that raising a concern can be a difficult experience, if you are unsure or worried 
about raising a concern, you can seek advice from the following sources: 
 

• How to raise a concern – the FTSU Advocates or Guardian can advise you on the 
process of raising a concern 

• You can seek independent advice from the National Whistleblowing Helpline, Protect 
formerly known as Public Concern at Work, your professional body or Trade Union. 

• Local support can involve those involved in FTSU, your professional body, a trade 
union or work colleague who may accompany you to meetings, if you wish. 

 
7.6 Board oversight and review 
 

The Board will be given high level information about all concerns raised by staff through this 
policy and what actions are being taken to address any problems.  The Trust will include 
information in their annual reports. 
 
The Trust will review the effectiveness of this policy and local processes on an annual basis by 
monitoring the number and nature of concerns raised, undertaken staff surveys into the Raising 
Concerns process and report on the outcomes from investigations into concerns. 
 
Individuals who receive concerns or who are responsible for addressing concerns will record the 
details of the concern.  The details will include any agreement over confidentiality, the dates of 
receipt, action and resolution as well as details of the concern, its nature, the outcome of any 
investigation, the learning and how that has been shared with the person raising the concern and 
the organization more widely, where appropriate. 

 
 

8. TRAINING REQUIREMENTS 

 
Staff should be made aware of this policy through local induction. 
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9. REFERENCES AND ASSOCIATED DOCUMENTATION 

 
Sir Robert Francis QC (2013) Report of the Mid Staffordshire NHS Foundation Trust Public 
Inquiry 
 
Sir Robert Francis QC (2015) Freedom to Speak Up – A review of whistleblowing in the NHS 
 
Public Concern at Work, ‘Speak up for a Healthy NHS’ -
http://www.pcaw.co.uk/policy/policy_pdfs/SpeakupNHS.pdf 
 
Department of Health, Speak up for a Healthy NHS – revised Whistle blowing guidance - 
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/
DH_4050929 
 
Disclosures in the public interest: protections for workers who 'blow the whistle': guidance - 
BERR 
 
Public Concern at Work - Making Whistle blowing Work 
 
Protecting People from Abuse – Hampshire County Council Guide available at 
http://www3.hants.gov.uk/adultprotect.htm 
 
National NHS Improvement Freedom to speak up: raising concerns (whistleblowing) policy for 
the NHS – April 2016 

 

10. EQUALITY IMPACT STATEMENT 

 
Portsmouth Hospitals NHS Trust is committed to ensuring that, as far as is reasonably 
practicable, the way we provide services to the public and the way we treat our staff reflects their 
individual needs and does not discriminate against individuals or groups on any grounds. 
 
This policy has been assessed accordingly 
 
Our values are the core of what Portsmouth Hospitals NHS Trust is and what we cherish.  They 

are beliefs that manifest in the behaviours our employees display in the workplace.  
Our Values were developed after listening to our staff.  They bring the Trust closer to its vision to 
be the best hospital, providing the best care by the best people and ensure that our patients are 
at the centre of all we do. 
 
 
We are committed to promoting a culture founded on these values which form the ‘heart’ of our 
Trust: 
 

Working together…. 
for Patients 
with Compassion 
as One Team 
Always Improving 

 
This policy should be read and implemented with the Trust Values in mind at all times. 

   
 

http://www.pcaw.co.uk/policy/policy_pdfs/SpeakupNHS.pdf
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4050929
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4050929
http://www.berr.gov.uk/whatwedo/employment/employment-legislation/employment-guidance/page16186.html
http://www.berr.gov.uk/whatwedo/employment/employment-legislation/employment-guidance/page16186.html
http://www.pcaw.co.uk/index.htm
http://www3.hants.gov.uk/adultprotect.htm
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11. MONITORING COMPLIANCE WITH PROCEDURAL DOCUMENT 

Minimum 
requirement  to be 

monitored 

Lead Tool Frequency of Report 
of Compliance 

Reporting arrangements Lead(s) for acting on 
Recommendations 

Staff know how to 
raise a concern 

 

Staff feel confident 
about raising a 
concern without 
fear of 
mistreatment 

 

Sharing the 
learning from the 
outcome of 
incidents raised 

Executive 
lead, 
Guardian for 
Staff 

Number and 
analysis of 
reported 
concerns 
held 
centrally 

Analysis of 
grievances 

 

Tracking 
and 
analysis of 
national 
staff survey 
responses 

 

Annually Policy audit  report to: 

• Quality & Governance 
Committee 

• Trust Board 

Executive lead 

Guardian for Staff 

HR lead 

 
This document will be monitored to ensure it is effective and to assure compliance. 
 
The Joint Consultative and Negotiating Committee will monitor the implementation of this policy 
as part of its formal arrangements, using the results of the National Staff Survey to inform policy 
review and the arrangements made in the policy to support staff.  Incidences of Whistle blowing 
raised under this policy will also be reported on a six-monthly basis as part of the HR 
Governance Report. 
 
The policy will be reviewed on at least a bi-annual basis by the HR Policy Group.   
 
At the conclusion of all whistle blowing cases, each case will be monitored and reviewed by a 
member of the Operational HR Team to ensure that the processes stated within the policy  
have been used appropriately. 
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APPENDIX 1 

 
Who should I raise my concern with? 
 
Ideally your line manager, supervisor, tutor, any manager / Divisional or Care Group 
Management Team / Executive or whomever you think might be able to sort out the problem.  
We recognize this may be difficult for you, so you can ask a FTSU Advocate or Guardian for 
confidential advice and Support. 

 
 
 

Secure Raising Concerns Line 

 24/7 secure answer machine 02392 286787 

 

 Chief Executive 02392 286770 

 Director of Workforce and Organisational Development  02392 286877 

Human Resources Manager (manages Whistle Blowing log) 02392 286577 

Guardian for Staff 

FTSU Advocates 

 

07525 288727 

Contacts 

 

External agencies 

Counter Fraud Service National Fraud Reporting Line (individuals may report 

anonymously if preferred) 

 0800 028 4060  www.reportnhsfraud.nhs.uk 

 

Whistle Blowing Helpline 08000 724 725 www.wbhelpline.org.uk 

Protect formerly known as Public Concern at Work 
020 3117 2520 *option 1)    
whistle@protect-advice.org.uk 

Local Counter Fraud Specialist 07881 954819 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         
 

http://pht/Departments/HR/hrhelpdesk/HR%20Forms/Forms/AllItems.aspx?RootFolder=%2fDepartments%2fHR%2fhrhelpdesk%2fHR%20Forms%2fFreedom%20to%20Speak%20up%20Guardian&FolderCTID=0x01200076FFF36679343D46ADD317AA6D656711&View=%7b070ABE54%2d9E83%2d4DDF%2d8BBD%2d09D5BF9CCD6E%7d
http://www.reportnhsfraud.nhs.uk/
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APPENDIX 2 

 
 
 

RAISING CONCERNS FORM 

Section 1 – Expressed Preferences 

Do you wish your identity to be kept confidential (bearing in mind that, depending on the nature of the 

concern / investigation, it may become necessary to disclose your identity)?  YES/ NO 

If you wish to remain anonymous, please go straight to Section 3.  However please note that whilst such 

concerns will be given due consideration, this may make it more difficult to investigate and provide assurance 

on. 

Section 2 – Details of the Person Raising the Concern 

Name  ………………………………………………………………………………………………………………………………….. 

Address  ………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………… 

Contact Number …………………………………………………………………………………………………………………….. 

Department  …………………………………………………………………………………………………………………….. 

Work Contact No …………………………………………………………………………………………………………………….. 

Do you wish correspondence / contact to be made to Home / Work (delete as appropriate) 

Date disclosure form submitted  ………………………………………………………………………………………………………… 

Section 3 – Details of the Disclosure (please  tick) 

o Unsafe Patient care / clinical practice 

o Unsafe working conditions 

o Danger to Health and Safety 

o Suspicions of Fraud and corruption (can be reported to the Local Counter Fraud Specialist) 

o Negligence 

o Other (please state) ………………………………………………………………………………. 

 

This form does not cover personal complaints regarding an individual’s employment situation.  This would 

constitute an individual grievance and should be dealt with under the Trust’s Grievance Policy which is 

available on the intranet.  
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What is the concern about?  (Please give full details – it would help if you could supply dates/times/ 
witnesses) 

Please describe what has happened / what you think will happen.  Please provide as much detail as 
you can (use additional sheets as needed): 

Have you raised / attempted to raise this concern with anyone before   YES / NO 

If yes to above, who did you raise it with? …………………………………………………………………………… 

Section 4 – Personal involvement / personal interest 

Please declare any personal interest you may have in this concern (i.e. does the outcome have the potential to 

affect you personally in any way?) 

Have you personally been involved in this matter previously?  YES / NO 

If yes, please outline your involvement 

 

On completion please send to the most appropriate place: 

• Your line manager  

• Your manager’s manager 

• Freedom to Speak Up (FTSU) Advocate 

• FTSU Guardian for Staff Inbox (GuardianforStaff@porthosp.nhs.uk) 

Office Use Only 

Date Received …………………………  Ref No ………………………………….  
Date Resolved …………………………… 
 

 

mailto:GuardianforStaff@porthosp.nhs.uk
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Appendix 3 
 
How do I raise a concern or make a disclosure under the Freedom to Speak Up / Whistle 
Blowing Policy? 

 
If you have a concern or wish to provide information about a risk, malpractice or wrongdoing within 
the organisation and have a reasonable belief that raising this is in the public interest, then you 
should report your concerns verbally or in writing, to your line / department manager in the first 
instance (Stage 1). Your line manager will listen to what you have to say and will advise you on 
the most appropriate policy to follow.  
 

• If your concern is about you as an individual or relates to your employment contract or 
personal health and wellbeing then you should raise your concern under the Trust Grievance 
policy.  

• If your concern is about bullying, harassment, abuse or Discrimination in the workplace then 
you should follow the Bullying and Harassment policy. 

• If the concern you are raising is a one-off clinical incident or error or relates to a patient safety 
issue then you should report your concern internally using the electronic incident reporting 
process. 

• If your concern is wider than a single incident or does not fit any of the above categories or if 
you have already tried to address your concern via one of the above methods with an 
unsatisfactory outcome then you should follow the Freedom to Speak Up / Whistle Blowing 
policy.  

 
Where your concern involves your direct line manager, or you feel, for whatever reason, that your 
manager is not the appropriate person, you should take your concerns directly to a more senior 
Care Group Manager (Stage 2) as outlined below: 
 

• Your line manager’s line manager or a more senior Care Group Manager 

• Your Care Group Freedom to Speak Up Advocate 

• Your Care Group Manager 

• Your Care Group Clinical Director / Divisional Director  

• Your Care Group Senior Lead Nurse  

• A more senior Department Manager (for staff in Corporate departments). 
 
It will be the responsibility of the senior manager above to initially investigate your concern 
appropriately and to escalate it to the next line of senior management where necessary. 
 
If you have previously raised concerns using any of the existing Trust policies (Incident Reporting 
Process or the Counter Fraud Process) and do not consider that your concerns have been dealt 
with appropriately or have failed to rectify the wrongdoing, then you can use the Raising Concerns 
(Whistle Blowing) Policy to escalate your serious concern to a more senior level of Trust 
management (listed below) for action (Stage 3). 
 

• Freedom to Speak Up Guardian or Advocate 

• Medical Director / Deputy or Associate Medical Directors 

• Director of Finance / Deputy Directors of Finance (for cases involving financial impropriety 

• Non-Executive Lead for Whistle Blowing 

• Chief Executive 
 
At all stages you need to make it explicitly clear to whoever you are talking to that you are 
reporting your concern under the Raising Concerns (Whistle Blowing) policy.  



Raising Concerns (Whistleblowing) Policy 
Version: 11.1 
Issue Date: 14 November 2019 
Review Date: 13 May 2022 (unless requirements change)   

Page 16 of 22 

If you feel you need support to deal with your concerns or are worried about how to go about 
reporting your concerns, you can contact one of the following people who will be able to support 
you and offer confidential advice:    
 

• Your Trade Union Representative 

• A Trust Staff Support Advisor  

• Raising Concerns Helpline for the Trust – Extension 6787 

• Freedom to Speak Up Guardian or Advocate 

• Whistle Blowing Helpline for the NHS – 08000 724 725   
 
Please also see our staff guidance leaflet Freedom to Speak Up Raising Concerns - Whistle 
Blowing.  You can of course raise your concerns with external bodies eg Care Quality Commission 
(CQC) or a professional body however it is hoped that you will feel able to raise your concerns 
internally in the first instance. 
 
Raising concerns openly and professionally is acknowledged as being the best way to deal with 
such incidents to ensure speedy and appropriate responses and actions to your concern. If you 
wish to remain anonymous and ask us not to disclose your identity, we will not do so without your 
consent unless we are required to do so by law e.g. when the case becomes the property of an 
outside agency such as the Police / Fraud Investigation Team.  
 
You should understand that there may be times when we are unable to resolve a concern without 
revealing your identity, for example where your personal evidence is essential. In such cases, we 
will discuss with you whether and how the matter can best proceed. 
 
Please remember that if you do not tell us who you are it will be much more difficult for us to look 
into the matter. We will not be able to protect your position or to give you feedback. Accordingly 
you should not assume that we can provide the assurances we offer in the same way if you report 
a concern anonymously. 
 
Any correspondence regarding your concerns will be sent to you in writing to your home address 
and arrangements for taking statements will be made to ensure this takes place at an agreed 
venue outside of the workplace if required / preferred. The Trust will treat your concerns 
confidentially and will only share details of the case with those senior managers appointed to be 
directly involved in the investigation e.g. Investigating Officers. 
 
During the investigation process you can expect to receive progress updates regarding the key 
milestones of the process e.g. when the investigation has been concluded and when the 
investigation report is being submitted. You will not be given any details of the investigation itself 
as this may infringe a duty of confidence to another member of staff. On conclusion of any 
investigation you will be advised of its outcome. If no action is to be taken, the reason for this will 
be explained.  Please note however, that the Trust may not be able to state the precise action 
taken where this would infringe a duty of confidence to another person. 
 
If on conclusion of the above process you reasonably believe that the appropriate action has not 
been taken, you should report the matter to the proper external authority (Stage 4). This internal 
procedure exists to provide an effective and protected means of disclosure, but you may at any 
time consider action under the protection of the Public Interest Disclosure Act 1998. 
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I have a concern or wish to provide information about a risk, malpractice or 
wrongdoing within the organisation and I have reasonable belief that disclosure of 
this information is in the public interest. 

 

STAGE 1. 

• Raise your concern verbally or in writing with your immediate line manager / 
department manager. 

•  Make it clear that you wish to raise your concern under the Raising 
Concerns (Whistle Blowing) Policy. 

 
If unable to do this for any reason then move to stage 2. 

 
 

STAGE 2. 

• Raise your concern in writing to a more senior CSC senior manager. 

• Make it clear that you wish to raise your concern under the Raising 
Concerns (Whistle Blowing) Policy. 

 
If your concern is not adequately addressed and / or there is immediate risk to others 
then move to stage 3. 

 
 

 

  

 

STAGE 4. 

• Escalate your concern to an external agency 

 

 

 

STAGE 3. 

 
 

                                                               
 

• Escalate your concern in writing to the Trust Freedom to Speak Up Guardian 

/ Advocate, an Executive Director or the Chief Executive.   

• Make it clear that you wish to raise your concern under the Raising 

Concerns (Whistle Blowing) Policy.  

 

If your concern has still not been adequately addressed and/or there is immediate risk to 

others then move to stage 4. 
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Appendix 4 
 

Guidance for Line / Department Managers 
What do I do when someone has raised a concern? 

 
As someone with line management responsibilities, you may find that a member of your staff raises a 
concern with you about a possible danger or a professional misconduct or financial malpractice 
issue.  
 
You must take these concerns seriously and deal with them promptly and appropriately. 
 
Once a concern is raised with you, you need to determine what course of action is appropriate to 
take in the specific circumstances and confirm with your employee which policy / procedure you need 
to follow / will be following.  
 
You need to ask yourself the following questions: 
 

• Is this an issue relating to the individual’s contract of employment or personal well-being? If 
so then it should be dealt with using the Grievance Policy. 

• Is this an issue relating to bullying, harassment or discrimination of the employee raising 
the concern or of his/her work colleagues? If so then it should be dealt with under the 
Bullying & Harassment Policy and Respect Me campaign.. 

• Is this a one-off clinical adverse incident / error / risk? If so then you should use the Trust 
electronic incident reporting system to report it through the Incident Reporting Safety 
Learning Event form. 

• Is this a wider issue relating to patient safety, clinical or financial malpractice that would be 
in the public interest to disclose? If so then you should escalate the concerns in 
accordance with the Raising Concerns (Whistle Blowing) Policy. 

 

Once a concern has been brought to your attention, you must act immediately. Thank the member of 
staff for bringing the issue to your attention and reassure them that the matter will be taken seriously 
and dealt with appropriately and that the concerns they have raised will be treated confidentially. You 
should provide your staff member with a copy of the Freedom to Speak Up – Raising Concerns staff 
leaflet.  Do not attempt to investigate the issue yourself at this stage.  
 
You need to establish if the member of staff is happy for his/her name to be disclosed or if they would 
prefer to remain anonymous. You need to explain to them that if they do decide to remain 
anonymous that the issue may be more difficult to investigate and the Trust may not be able to give 
them appropriate feed back or protection. You need to ensure that the member of staff knows where 
they can go to access personal support during this time. 
 
You will have an initial meeting to clarify the specifics of the concern and assess what action should 
be taken.  This may take the form of an informal review or a more formal investigation depending on 
the seriousness or complexity of the concern that has been raised.      It may be necessary to 
escalate the concern to a more senior manager for action eg Care Group Management team making 
it clear that your member of staff is making a disclosure under the Raising Concerns (Whistle 
Blowing) Policy: 
 

• A member of your Care Group / Divisional  Management Team  

• Freedom to Speak Up Guardian or Advocate  

• Medical Director / Deputy or Associate Medical Director 

• Finance Director / Deputy (if the case relates to financial malpractice). 

• Chief Executive 
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You or the senior manager will assess the level of risk and commission the appropriate level of 
investigation, for instance, where a concern is raised about a patient safety incident..  A central 
record will document the date the concern was received, whether the member of staff has requested 
confidentiality, a summary of the concern and a record of the dates that have been given for updates 
and feedback.   
 
As line manager your role is to ensure the member of staff is appropriately supported throughout the 
investigation. Support can be from you as the line manager or from others around the Trust e.g. 
Freedom to Speak Up Guardian or Advocates, HR, Occupational Health, Trade Union or Staff Side 
Representatives.  
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Line Manager’s Responsibilities 
 

A member of my staff has raised a concern. What do I need to do? 

 

 
 

 
 

 

 

ACT PROMPTLY and LISTEN 

Listen to what your member of staff has to say and take it seriously. 
 
Thank them for speaking out and assure them that the issue(s) will be dealt with promptly and appropriately. 
 

DETERMINE APPROPRIATE COURSE OF ACTION 

Understand and assess what you have been told and advise on the appropriate course of 
action depending upon the individual circumstances: 

- If the issues are about their own employment or health and wellbeing then advise them that they need 

to follow the Trust Grievance policy. 

- If the issues relate to bullying, harassment or discrimination of the employee (or other colleagues) then 

advise them that they need to follow the Bullying & Harassment Policy / Respect Me Campaign.  

- If it is a one-off clinical adverse incident / error or risk then advise them to raise an incident report via 

the electronic incident reporting system (Safety Learning Event form) 

- If the concern is about patient safety, financial or clinical malpractice and would be in the public interest 

if disclosed, then follow the Raising Concerns (Whistle Blowing) Policy.   

 If you are unsure about which course of action to take you can get further advice from the Operational 
HR Team on 02392 286577.  

RESPONSE AND LOOKING INTO A CONCERN 

Once you have identified that the Raising Concerns (Whistle Blowing) policy is the correct policy to 
follow you should assess what action should be taken.  This may take the form of an informal review 
or a more formal investigation depending on the seriousness or complexity of the concern that has 
been raised.  It may be appropriate to escalate the concern to a more senior manager for action e.g. 
one of your Care Group Management Team.  
 
Alternatively you could agree with your member of staff that they will call the Whistle Blowing Helpline 
Manager to report their concern via the helpline (Ext 6787). 

SUPPORT and FEEDBACK 

Provide your member of staff with the staff support leaflet and ensure they know where they can get 
personal support should they need it. 
 
Ensure you feedback to your member of staff that you have escalated the concern and who will deal 
with the concern from this point onwards. 
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12. EQUALITY IMPACT SCREENING TOOL 

 
To be completed and attached to any procedural document when submitted to the appropriate 

committee for consideration and approval for service and policy changes/amendments. 

Stage 1 -  Screening  

 

Title of Procedural Document: Raising Concerns Policy 
 

Date of Assessment 23.09.19 Responsible 
Department 

Human Resources 

Name of person 
completing 
assessment 

Susie Lowe  Job Title Corporate HR Manager 

Does the policy/function affect one group less or more favourably than another on the basis 
of : 

 Yes/No Comments 

• Age No  

• Disability No  

• Gender reassignment No  

• Pregnancy or Maternity No  

• Race No  

• Sex No  

• Religion and Belief No  

• Sexual Orientation No  

• Marriage and Civil Partnership No  

If the answer to all of the above questions is NO, 
the EIA is complete. If YES, a full impact 
assessment is required: go on to stage 2, page 2 

 

  

More Information can be found be following the link 
below 

www.legislation.gov.uk/ukpga/2010/15/contents 

 

 

  

Stage 2 – Full Impact Assessment 

What is the impact Level of Mitigating Actions 

(what needs to be done to minimise / 

Responsible 

 

http://www.legislation.gov.uk/ukpga/2010/15/contents
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Impact remove the impact) Officer 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitoring of Actions 

The monitoring of actions to mitigate any impact will be undertaken at the appropriate level 

 

Specialty Procedural Document:  Specialty Governance Committee 

Clinical Service Centre Procedural Document: Clinical Service Centre Governance Committee 

Corporate Procedural Document: Relevant Corporate Committee 

 

All actions will be further monitored as part of reporting schedule to the Equality and Diversity 
Committee 


