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WHISTLEBLOWING POLICY 

 

 

1.1 Safeguarding children and vulnerable adults is paramount 

 

• All safeguarding concerns should be reported to the Designated Safeguarding 

Officer who must follow the procedure set out in the Child Protection Policy 

• Where concerns are raised about the Designated Safeguarding Officer, concerns 

must be referred to the Deputy Officer.  If this is not appropriate, any member 

may personally refer direct to the LADO team. 

• In an emergency, dialling 999 may be the only sensible course of action. 

• Both the LADO team and the police will advise, assist and support in any future 

actions you would need to take e.g. informing parents. 

• Any whistleblower disclosing information in good faith will be protected if s/he 

has a reasonable concern about a child. 

 

1.2. Purpose of this policy 

  

• To encourage employees to feel confident in raising serious concerns, to question 

and act upon their concerns about practice 

• To provide them with a method of raising concerns and receive feedback on how 

this is being followed up 

• To ensure employees receive a response to their concerns and they are aware of 

how to pursue them if they are not satisfied 

• To reassure employees that they will be protected from possible reprisals or 

victimisation if they have reasonable belief that they have made any disclosure in 

good faith 

 

1.3. Scope  

 

1.3.1 This policy applies to all workers including volunteers. 

 

1.3.2 It also covers suppliers and those providing services under a contract with Musical Keys 

in their own premises. 

 

1.3.3 The Whistle Blowing Policy is intended to protect workers from disciplinary action in 

relation to disclosures made by the worker relating to one or more of the following: 

 

•  Failure to comply with a legal obligation  

• Criminal  offences 

• Miscarriages of justice 

•  Endangering of someone’s health and safety 

•  Damage to the environment 

•  Attempts to conceal any of the above 
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1.4 Procedure description 

 

1.4.1 The following important principles are contained within this policy: 

 

• Musical Keys will deal seriously with any malpractice falling within the scope of this 

policy 

• A representative of their choice may accompany any employee involving this 

procedure 

• If a matter results in any disciplinary action, the Disciplinary Procedure will apply 

 

1.5 Maintaining good practice 

 

1.5.1 Workers who have serious concerns about any issue falling within the scope of this 

policy are encouraged to come forward and voice those concerns. It is recognised that 

certain cases will have to proceed on a confidential basis.  

 

1.5.2 The Musical Keys Board of Trustees recognises that the decision to report a concern can 

be a difficult one to make. If what workers are saying is true, they should have nothing 

to fear. 

 

2. Concerns 

 

2.1 Confidentiality 

 

2.1.1 All concerns will be treated in confidence and every effort will be made not to reveal 

employees’ identities, if that is their wish.  However, this cannot be guaranteed, if the 

matter is considered by an external body, outside Musical Keys’ control, e.g. legal 

proceedings. 

 

2.2 How to raise a concern 

 

2.2.1 When a worker feels concerned about bad practice he or she will need to identify the 

issues carefully. A worker must be clear about the standards against which he or she is 

judging practice: 

 

• Is it illegal? 

• Does it contravene professional codes of practice? 

• Is it about one individual’s behaviour or is it about general working practices? 

• Has the employee witnessed the incident? If so he or she should write it down 

• Did anyone else witness the incident at the same time? If so they should write it 

down. 

 

 2.2.2 Who a worker should raise concerns with depends upon the seriousness and sensitivity 

of the issue involved and who is suspected of the malpractice.  

2.2.3. As a first step, a worker should normally raise concerns with their immediate 

manager/supervisor.  However, if their concern is about their manager they should 

contact the Chief Executive, or if their concern is about the Chief Executive, the Chair of 

the Board or, if he or she is not available, any other trustee. 
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2.2.4 If a worker’s concern is about the Chair he or she should contact the deputy Chair or any 

other member of the Board of Trustees 

 

2.2.5 Once a worker is certain that an issue exists falling within the scope of this policy the 

following action should be considered: 

 

• Concerns may be raised verbally or in writing. Workers who wish to make a written 

report should give the background and history of the concern and the reason why 

they are particularly concerned about the situation. The earlier concerns are 

expressed the easier it is to take action 

• If the  worker wishes he or she may ask for a private confidential meeting with the 

person to whom he or she wishes to make the complaint 

• A worker may take another person with them as a witness or for support 

• When making the complaint verbally, the worker should write down any relevant 

information and date it. Keep copies of all correspondence and relevant information. 

• The worker should ask the person to whom he or she is making the complaint what 

the next steps will be and if anything more is expected of them. 

• Ask to be informed of the outcome of the investigation into the complaint.  

 

2.2.6 Workers will need to demonstrate to the person contacted that there are reasonable 

grounds for their concern. 

 

2.2.7 A worker may wish to consider discussing their concern with a colleague first and they 

may find it easier to raise the matter if there are two people who have had the same 

experience or concerns.  

 

2.2.8 Workers will not be victimised, disciplined or disadvantaged in any way for raising 

genuine concerns. However, this does not apply where allegations are found to be 

malicious or deliberately false. Such behaviour will be dealt with under the Disciplinary 

Procedure,  

 

2.3 Anonymous Allegations 

 

2.3.1 This policy encourages workers to put their name to any allegation whenever possible. 

 

2.3.2 Concerns expressed anonymously are much less powerful but will be considered at the 

discretion of the Board of Trustees. 

 

2.3.3 In exercising its discretion the factors to be taken into account would include 

 

• The seriousness of the issues raised 

• The credibility of the concern 

• The likelihood of confirming the allegation from attributable sources. 

 

2.4 How Musical Keys will respond 

 

2.4.1 The individual manager hearing the concern is encouraged to take advice from the Chief 

Executive, or where necessary from any member of the Board of trustees. 
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2.4.2 Do not forget that testing out your concerns is not the same as either accepting or 

rejecting them. 

 

2.4.3 Where appropriate, the matters raised may: 

 

• Be investigated by management or the trustees  

• Be referred to the police 

• Be referred to the external auditor 

• Form the subject of an independent inquiry. 

 

2.4.4. In order to protect individuals and those accused of misdeeds or possible malpractice, 

initial enquiries will be made to decide whether an investigation is appropriate and if so 

what form it should take.  

 

2.4.5 Some concerns may be resolved by agreed action without the need for investigation. If 

urgent action is required this will be taken before any investigation is conducted. 

 

2.4.6 Within ten working days of a concern being raised, the person hearing the concern will 

write to the worker, and: 

 

• Acknowledge the concern has been received 

• Indicate how the matter will be dealt with and who will be involved 

• Where possible, give an estimate of how long it will take to provide a response 

• Tell the  worker whether any initial enquiries have been made 

• Check whether he or she needs any personal support  

• Tell the worker whether further investigations will take place and if not why not. 

 

2.4.7 The amount of contact between those considering the issues and the worker will 

depend on the nature of the matters raised, the potential difficulties involved and the 

clarity of the information provided. 

2.4.8     Musical Keys will take steps to minimise any difficulties which workers may experience 

as a result of raising any concerns. For instance, if they are required to give evidence in 

criminal or disciplinary proceedings, Musical Keys will arrange for them to receive 

support. 

 

2.4.9 Musical Keys accepts that individuals need to be assured that the matter has been 

addressed. Thus, so far as possible, we will inform them of the outcome of any 

investigation, and the action that is to be taken against those whose action caused the 

concern.   

 

2.6 Responsible officer 

 

2.6.1  A trustee designated from time to time by the Board of Trustees has the overall 

responsibility for the maintenance and operation of the Whistle Blowing policy in 

respect of concerns raised formally outside the management of Musical Keys.   

 

2.7 How matters can be taken further 

 

2.7.1 If the worker is not satisfied with the outcome, they may take the matter to the Board 

of Trustees if they have not already been involved.  Within ten days the Board will write 
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to the worker to acknowledge the concern has been received and indicate the steps that 

will be taken.  The Board will then inform the worker of the outcome on the same basis 

as above. 

 

2.7.2 If the employee is dissatisfied with the response from Musical Keys and subject to the 

concern being a matter covered by the Act he/she can raise the matter, as appropriate with 

external persons designated by the law. A list of designated persons can be found on the 

website of the Department for Business, Innovation and Skills. 

2.7.3 Any employee who unreasonably and without justification raises such issues on a wider 

basis without following the steps and advice in this procedure may be liable to 

disciplinary action. 

 

 

 

Policy to be reviewed every three years. 

 

 


