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1.  Purpose and Scope 
1.1. Cognita encourages open communication.  It is imperative that you report any conduct that you 

believe to be inconsistent with our Policies as well as any unethical, unlawful or unsafe situations.  
Reporting suspected wrongdoing is often called ‘whistleblowing’.  If you make such a protected 
disclosure you are protected in law from detrimental treatment. 
 

1.2. You may be the first to realise that there could be something wrong in your School/workplace.  
However, you may not express your concerns because you feel that speaking up would be disloyal 
to your colleagues, the School or the Company.  You may also fear harassment or victimisation.  In 
these circumstances it may be easier to ignore the concern rather than report what may just be a 
suspicion of malpractice. 
 

1.3. Cognita is committed to the highest possible standards of openness, probity and accountability.  In 
line with that commitment we expect our staff, and others that we deal with, who have serious 
concerns about any aspect of the School/workplace to come forward and voice those concerns.  
 

1.4. This Whistleblowing Policy is intended to encourage and enable staff to raise serious concerns 
within the School/workplace. 
 

2.  Applicability 
2.1 The Policy applies to all members of staff including those designated as casual, temporary, 

volunteers or work experience, contractors working for the School/Company or on School 
premises, for example, builders and drivers.  It also covers suppliers and those providing services 
under a contract with the School/Company on our premises. 
 

2.2 There are existing procedures in place to enable you to lodge a grievance etc relating to your own 
employment.  The Whistleblowing Policy is intended to cover major concerns that fall outside the 
scope of other procedures. 
 

2.3 You should use this Policy when you suspect wrongdoing within the School/workplace.   
 

2.4 Some examples of wrongdoing are set out below (this is not an exhaustive list): 
o Actions which endanger the Health and Safety of others or the environment; 
o Bribery or corruption; 
o Criminal activity; 

KEY FACTS: 

 Staff are encouraged to report any suspected wrongdoing within their 

School or to Cognita.   

 Staff who “blow the whistle” on suspected wrongdoing will be protected 

by Cognita from harassment or victimisation or any other detriment as a 

result of reporting suspected wrongdoing. 

 Staff should make an internal report in the first instance, except in 

exceptional specified circumstances as detailed in this Policy.   

 Reports to external bodies may not be protected if it is later found that an 

internal report should have been made. 

 Reports made maliciously or in bad faith may lead to disciplinary action.  
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o Damage to the environment; 
o Disclosures related to miscarriages of justice; 
o Failure to comply with any legal or professional obligation or regulatory requirements; 
o Fraud or other financial irregularities; 
o Improper conduct or unethical behaviour; 
o Misuse of sensitive information; 
o Attempts to conceal any of the above. 

 

2.5 Any serious concerns that you have about any aspect of service provision or the conduct of School 
staff, Cognita personnel or others acting on behalf of the School can be reported under the 
Whistleblowing Policy.  This may be about something that: 
o makes you feel uncomfortable in terms of known standards, your experience or the standards 

you believe Cognita and/or your Head/Line Manager subscribe to; or 
o is against the School/Company’s existing policies; or 
o falls below established standards of practice; or 
o amounts to improper conduct. 

 

3.  Your Protection 
3.1 If you have raised a genuine concern through this Policy, the School/Company will ensure you 

suffer no detriment.  Provided you have a reasonable belief that your disclosure is in the public 
interest, it does not matter whether or not your concern proves to be well-founded. 
 

3.2 Cognita and your Head/Line Manager are committed to good practice and high standards and want 
to be supportive of staff. 
 

3.3 It is recognised that the decision to report a concern can be a difficult one.  If what you are saying is 
true, you should have nothing to fear because you will be doing your duty to your employer and 
those for whom you are providing a service. 
 

3.4 The Company and your Head/Line Manager will not tolerate any harassment or victimisation 
(including informal pressures) and will take appropriate action to protect you when you raise a 
concern in good faith.  Any member of staff who victimises another because they have invoked this 
Policy will be dealt with under the Disciplinary Procedure and their actions may constitute gross 
misconduct. 
 

3.5 Any investigation into allegations of potential malpractice will not influence or be influenced by any 
disciplinary or redundancy procedures that may already affect you. 
 

4.  How to Raise your Concern  
4.1  The earlier you express the concern the easier it is to take action. 

4.2 If you have a concern about a wrongdoing, you should raise it in the first instance with your 
Head/Line Manager either orally or in writing.  It will help if you state the facts of the matter 
clearly.  If you have a direct or personal interest in the matter, you should also tell us at this stage. 

4.3 If you cannot raise the issue with your Head/Line Manager (perhaps because it involves him/her), 
you should escalate it to his/her Line Manager.  

4.4 When you have raised your concern, the School/Company will determine if it falls within the scope 
of this Policy.  If not, you will be advised on how best to progress your concerns (e.g. by using the 
Grievances Procedure). 
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4.5 If your concern does fall within the scope of this Policy, the person to whom you have reported the 
issue (or a suitable authorised person) will initially assess what action should be taken.  You will be 
told who is handling the matter, how you can contact him/her and whether further assistance may 
be needed.  Please be aware that the School/Company may not be able to discuss details with you 
but will endeavour to keep you well apprised of progress. 

4.6 The School/Company cannot guarantee that all matters will be responded to in the way that you 
would like, but every reasonable effort will be made to handle the matter fairly and properly.  If you 
are unhappy with the School/Company’s response, you can escalate your concern with the 
Manager of the Investigating Manager. 

 
4.7 If after an investigation, serious malpractice is identified, the School/Company will inform the 

appropriate external bodies. 
 

5.  Anonymous Allegations  
5.1 This policy encourages you to put your name to your allegation whenever possible. 

 
5.2 Concerns expressed anonymously are much less powerful but will be considered in the context of 

the following factors: 
o the seriousness of the issues raised; 
o the credibility of the concern; and 
o the likelihood of confirming the allegation from attributable sources. 

 

5.3 Where confidentially is requested, the School/Company will make every effort to resolve the 
concern without revealing your identity, this will be discussed with you and the available options 
will be explained. 

 
5.4 Remember, we can deal with your concern even if you prefer to remain anonymous, but if you do 

not tell us who you are, it will be much more difficult for us to investigate your concern or to give 
you feedback. 

 

6.  Untrue Allegations  
6.1 If you make an allegation in good faith but it is not confirmed by the investigation, no action will be 

taken against you. 
 

6.2 Similarly, the Company will not tolerate abuse of this Policy.  If it is reasonable to conclude that you 
have maliciously raised a matter you know to be ill-founded or untrue then the case will be referred 
to the Disciplinary Action Policy. 

 

7.  How the Company will Respond  
7.1 The Company will respond to your concerns.  Do not forget that testing out your concerns is not the 

same as either accepting or rejecting them.  If you confirm your wish to raise your concerns 
formally under this Policy, a responsible person will be designated by the School/Company 
management to coordinate the response to the concerns you have raised.  The responsible person 
will liaise with you personally. 

7.2 Where appropriate, the matters raised may: 
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o be investigated by School/Company management, internal audit, or through the disciplinary 
process; 

o form the subject of an independent enquiry. 
 

7.3 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.  The overriding principle which School/Company management will have in mind is the 
School/Company’s interest.  Concerns or allegations which fall within the scope of specific 
procedures (for example, Child Protection) will be referred direct to the relevant authorities. 

7.4 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. 

7.5  Within ten working days of a concern being raised, the responsible person will write to you: 

o acknowledging that the concern has been received; 
o indicating how it is proposed to deal with the matter; 
o giving an estimate of how long it will take to provide a final response; 
o telling you whether any initial enquiries have been made; 
o supplying you with information on staff support mechanisms (where appropriate); and 
o telling you whether further investigations will take place and if not, why not. 

 

7.6 The amount of contact between those considering the issues and you will depend on the nature of 
the matters raised, the potential difficulties involved and the clarity of the information provided.  If 
necessary, further information will be sought from you. 

7.7 Where any meeting is arranged, away from School/Company premises if you so wish, you can be 
accompanied by a Trade Union representative or a work colleague. 

7.8 The Company and your Head/Line Manager will take steps to minimise any difficulties which you 
may experience as a result of raising a concern.  For instance, if you are required to give evidence in 
criminal or disciplinary proceedings, arrangements will be made for you to receive advice about the 
procedure. 

7.9 It is accepted that you need to be assured that the matter has been properly addressed.  Thus, 
subject to legal constraints, you will be informed of the outcome of any investigation. 

 

8.  Bypassing the Procedure 
8.1 In some circumstances you will have the right to raise your concern directly with a relevant and 

appropriate outside body without first having followed the stages above.  This may however cause 
damage to the School/Company and its reputation as such this action should only be taken in 
extreme circumstances and after careful thought.  The charity Public Concern at Work operates a 
confidential helpline (020 7404 6609) which can help you to determine whether this is the correct 
course of action. 
 

8.2 If you do take the matter outside the School/Company you should ensure that you do not disclose 
confidential information.   
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9.  Extreme Circumstances 
9.1 The School/Company will consider extreme circumstances exist where you have a reasonable belief 

that: the School/Company will subject you to detriment if you inform your Head/Line Manager; a 
cover-up is being mounted by the School/Company; or a disclosure made previously to your 
Head/Line Manager in accordance with the stages above has not prompted a satisfactory response. 

 
9.2 Even when extreme circumstances are thought to exist, it will very rarely, if ever, be appropriate to 

approach a commercial body or the media with details of the suspected wrongdoing.  If you 
approach any such body and/or where your concern is disclosure for personal gain, the 
School/Company will consider this to be Gross Misconduct and immediate Disciplinary Action may 
be taken against you. 
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