
Appendix 3
Whistleblowing Disclosure 

Workflow of Process
March 2022

Individual makes a disclosure 
to a Designated Person under 
the Whistleblowing Policy & 

Procedure. (Note 1)

YES NO

Start

Designated Person considers content of 72 
hours of receiving it. 1) send 

acknowledgement to whistleblower; 2) 
contact a Designated Person to report 
disclosure and seek advice. (Note 2)

The Designated Person(s) (Note 2) decide, is it 
a whistleblowing or not?

Refer to Head of HR (Note 2) to consider 
allegations under the appropriate College 
Policy and progress investigation.  Inform 

whistleblower of decision and way forward. 

Is the whistleblowing a 
safeguarding issue?

YES NO

Refer to Designated Safeguarding Leads: 
Students: Head of Wellbeing & Safeguarding 
Staff: Director People & Organisational 
Development
They will advise appropriate action to take. 
Inform whistleblower of process.

Is the whistleblowing a potential 
criminal matter / serious 

regulatory breach?  Do you need 
to involve the external agency /

regulatory body /  Police?

YES NO

Designated Persons makes contact 
with the appropriate external 

agency. (Note 3)

Is the College permitted to pursue 
an investigation?

(Note 4)

 The Designated Persons / Head of HR will report the matter to the 
external agency and seek advice on proceeding.

1) External Agency: i.e.; Awarding Body for malpractice, the College 
may be able to proceed and if so, go to appointing Investigating Officer.   

2) Police/HMRC etc:  Their investigation takes priority. (See Note 3)
It is important the designated persons / Director People & 
Organisational Development: 
• Provide whistleblower with regular updates.
• Provide Designated Persons with regular updates. 
• One approval to proceed internal investigation received, report to 

Designated Persons and go to Appointing investigating Officer. 

Designated Persons appoints an 
Investigating Officer

YESNO
Investigating Officer carries out the 
investigation. (refer to Appendix 2 

of Procedure)

Investigating Officer drafts the 
management report summarising 
findings and recommendations. 

(refer to Appendix 2 of Procedure)

Investigating Officer shares report 
with Designated Persons for review 

and decision.
Informs whistleblower of progress. 
(refer to Appendix 2 of Procedure)

Designated Persons consider the content and;
 

1) Approves recommendations; or
2) Agrees alternative recommendations;  and
3) Gives relevant instructions to the appropriate 
Designated Persons or other members of 
Leadership & Management Team.
4) Informs whistleblower of process completed.
5) Informs Designated Governors the outcome.

Reflection:
It is important that the Designated Persons 

reflect on the outcome with the Senior 
Leadership Team and take appropriate action.

It is also important the reflection is shared with 
relevant Governors to demonstrate learning 

points and provide assurance the risk has been 
managed / removed / or mitigated against any 

further situations arising.

NOTES

Note 1: Whoever receives the disclosure.

Note 2: Refer to section 3.3 of the Procedure and Appendix 1 for Designated Persons.

Note 3: If Police / HMRC etc and potential criminal investigation this takes priority. 
The Police may arrest a member of staff, and HR normally coordinate this.  These 
investigations can take months.   Its important the College complies with the advice 
received from them.  Normally the Director People & Organisational Devleopment 
maintains communication and obtains approval for the College to follow our 
procedures when it is safe for us to do so.

Note 4: If external agency/Police and significantly serious, there is a risk that 
information may reach external media and information is published. The Designated 
Persons may need to involve Head of Marketing & Communications to manage 
external communications and College reputation.
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