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Quick Reporting Guide:

A child is inimmediate
danger or needs urgent
help

Call emergency services
first, then inform the
safeguarding lead route as
soon as safe to do so.

999, then the DSL, Site
Lead or Director

There is a safeguarding
concern about a child or
adult working with
children

Reportimmediately and
record the concernin line
with safeguarding
procedures.

DSL, Site Lead, Director,
MASH or LADO as
appropriate

There is wrongdoing,
malpractice, unsafe
practice or a cover-up

Raise the concern
internally unless it is
unsafe or inappropriate to
do so.

Site Lead, DSL, Director or
Staff Safe

The concern involves
senior staff or has not
been dealt with
appropriately

Use an alternative senior
route or report externally
where necessary.

Another Director, MASH,
LADO, NSPCC, ACAS or
Protect

This guide is a summary only. Staff must follow the full procedures below and must never delay
action where a child may be at risk of harm.




Date: September 2026 Review Date: September 2027 Signed: K.Dean

1. Purpose

Willow Tree Learning Northants is committed to maintaining the highest standards of
openness, honesty, accountability, and safeguarding. We encourage all staff,
volunteers, contractors, agency staff, and others working on behalf of the organisation
to raise genuine concerns about wrongdoing, malpractice, risks to children, or unsafe
practices.

This policy provides a clear framework for raising concerns about suspected
wrongdoing or dangers at work. It aims to ensure that individuals feel able to raise
concerns without fear of reprisal, victimisation, or disadvantage.

The welfare and safety of children and young people attending Willow Tree Learning
Northants is paramount. Concerns regarding safeguarding practices, staff conduct, or
organisational failures must always be reported.

2. Scope
This policy applies to:
e Allemployees
e Directors
e Site Leads
e Designated Safeguarding Leads (DSLs)
e Volunteers
e Agency workers
e Contractors
e Students on placement

¢ Anyone undertaking work on behalf of Willow Tree Learning Northants.

3. What is Whistleblowing?

Whistleblowing is the act of reporting concerns about wrongdoing, illegal activity,
unsafe practice, risks to health and safety, safeguarding failures, or misconduct
occurring within an organisation.

A whistleblower raises concerns because they believe that something is wrong and that
itisinthe public interest to report it.

Whistleblowing differs from a personal grievance, complaint, safeguarding allegation or
low-level concern. Staff should use the route that best matches the concern, but where
there is any doubt, they should report the matter promptly rather than wait for certainty.

Whistleblowing A concern about wrongdoing, This policy
malpractice, unsafe practice, legal
breach, safeguarding failure or a
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cover-up that affects others or the
wider public interest.

Personal grievance A concern about an individual’s own | Grievance procedure

employment position, treatment,
terms, relationships or working

arrangements.

Safeguarding A concernthatachild is atrisk, has | Safeguarding

concern or allegation | been harmed, or that an adult may procedures, DSL,
have harmed, may harm, or may MASH, LADO or police
pose a risk to children.

Low-level concern A concern, doubt or worry that an Low-level concerns
adult’s behaviour may fall below process, DSL, Site

expected standards, even if it does Lead or Director
not meet the harm threshold.

4. Concerns That Should Be Reported

Individuals should raise concerns immediately if they believe there is:

Safeguarding concerns, including:

Abuse or neglect of a child or young person
Inappropriate relationships or conduct involving staff
Failure to follow safeguarding procedures

Failure to act upon safeguarding concerns

Behaviour that places children at risk of harm.

Concerns about adult behaviour that may not meet the safeguarding harm threshold

must still be reported through the low-level concerns process, the DSL, a Site Lead or a
Director. This includes behaviour that is inconsistent with the staff code of conduct,
causes unease, or may indicate a pattern of inappropriate conduct.

Other concerns, including:

Criminal offences

Fraud, theft, or financial malpractice

Health and safety breaches

Serious breaches of policy or professional standards

Bullying, harassment, or discrimination

Abuse of power or authority

Covering up wrongdoing

Misuse of public funds

Actions likely to damage Willow Tree Learning Northants' reputation

Conduct that breaches legal or regulatory requirements.
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Individuals do not need proof of wrongdoing before raising a concern. Concerns should
be raised where there is a reasonable belief that wrongdoing may have occurred.

5. Legal Framework
This policy operates in accordance with:
e The Public Interest Disclosure Act 1998 (PIDA)
¢ The Employment Rights Act 1996
e The Education Act 2002
e The Children Act 1989 and 2004
e The Safeguarding Vulnerable Groups Act 2006
¢ Working Together to Safeguard Children (current statutory guidance)
o Keeping Children Safe in Education (KCSIE) (current edition)
e The Equality Act 2010
e The Health and Safety at Work etc. Act 1974

e The Protection from Harassment Act 1997.

Under the Public Interest Disclosure Act 1998 and the Employment Rights Act 1996,
workers who make a qualifying protected disclosure are protected from dismissal or
detrimental treatment because they have raised the concern. Protection depends on
the circumstances of the disclosure, including whether the worker reasonably believes
the information tends to show relevant wrongdoing and that the disclosure is in the
public interest.

6. Principles
Willow Tree Learning Northants will:
e Encourage concerns to be raised promptly
e Treatallconcerns seriously
e Investigate concerns appropriately and proportionately

¢ Protectindividuals who raise concerns honestly and reasonably

¢ Maintain confidentiality wherever possible
e Ensure noindividual suffers retaliation for raising genuine concerns

o Take disciplinary action where malicious or knowingly false allegations are
made.
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7. Internal Reporting Procedure and Expected Timescales

Step 1: Raise the Concern

Concerns should normally be raised verbally or in writing with one of the following:
o ASite Lead
e The Designated Safeguarding Lead (DSL)
e ADirector

o Staff Safe, where this is the most appropriate or comfortable reporting route

The concern should include:
¢ What happened
¢ Who was involved
e When and where it occurred
e Whether children or others remain at risk
e Anyevidence or witnesses

e Any actions already taken

Step 2: Immediate Safeguarding Action

Where a child is in immediate danger or requires urgent medical or police assistance,
emergency services must be contacted immediately by calling 999. The DSL, Site Lead
or Director must then be informed as soon as it is safe to do so. Where a concern
relates to the safety or welfare of a child but there is no immediate danger, the matter
must still be referred to the DSL and/or a director without delay.

Step 3: Acknowledgement

The person receiving the concern will, wherever possible, acknowledge receipt within
two working days and will:

e Recordthe concern

e Confirm, where appropriate, how the concern will be handled

e Determine whether immediate protective action is required

e Decide who should investigate.
Where it is appropriate and lawful to do so, the whistleblower will be given an indication
of the expected next steps and will receive updates at reasonable intervals. Some

matters, particularly safeguarding or criminal matters, may be led by external agencies
and may affect what can be shared.
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Step 4: Investigation
The investigation may involve:
¢ Internal enquiries
¢ Meetings with relevant individuals
¢ Review of records and documentation

« Referral to external agencies where required.

Where concerns involve criminal behaviour or safeguarding concerns, external
agencies may lead the investigation.

Investigations will be completed as promptly as possible. The timescale will depend on
the seriousness and complexity of the concern, whether children or others remain at
risk, and whether external agencies are involved.

Step 5: Outcome
The whistleblower will, where appropriate and legally permissible, receive outcome
feedback as soon as reasonably practicable. Feedback may include:

¢ Whether the concern was investigated

e Whether the concern was upheld

e Any action taken.

Confidentiality and legal restrictions may limit the information that can be shared.

8. Concerns about Senior Staff, DSLs, Site Leads or Directors
If the concern involves:
A member of staff:

Report to a Site Lead, Designated Safeguarding Lead, or Director.

A Site Lead:
Report directly to the Director.

A Designated Safeguarding Lead:
Report directly to the Director.

A Director:
Report to another Director or directly to external agencies listed below.
No individual should investigate allegations made against themselves.

9. External Reporting Routes
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Where an individual feels unable to raise concerns internally, or believes concerns have
not been dealt with appropriately, they may report concerns externally.

Children's Safeguarding Concerns

Northamptonshire Children's Trust Multi-Agency Safeguarding Hub (MASH)

Telephone: 0300 126 7000
Out of hours Emergency Duty Team: 0300 126 7000

Northamptonshire Police

Emergency: 999
Non-emergency: 101

Local Authority Designated Officer (LADO) — North Northamptonshire
Telephone: 0300 126 3000

The LADO should be contacted when concerns relate to the behaviour of adults working
with children.

Allegations about adults who work with children should be referred to the LADO within
one working day where they meet the relevant threshold.

Education and Regulatory Concerns
Department for Education - Whistleblowing Advice Line

Telephone: 0800 028 0285
Email: help@nspcc.org.uk

The Department for Education's whistleblowing helpline, operated by the NSPCC,
provides free and confidential advice to education staff.

Office for Standards in Education (Ofsted)

Concerns regarding the welfare of children in educational settings may be raised with
Ofsted.

Employment and Public Interest Concerns

Advisory, Conciliation and Arbitration Service (ACAS)
Telephone: 0300 123 1100
Protect (Independent Whistleblowing Charity)

Telephone: 020 3117 2520
Website: protect-advice.org.uk

Protect offers free, confidential, independent advice to whistleblowers.

10. Reporting Through Staff Safe
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Staff at Willow Tree Learning Northants may also access Staff Safe to raise concerns
regarding staff conduct, professional behaviour, safeguarding practice, workplace
culture, or any issue affecting the safety and wellbeing of children or colleagues.

Staff Safe provides an additional confidential mechanism for reporting concerns where
staff may feel unable to raise matters through usual internal channels.

Use of Staff Safe does not replace statutory safeguarding reporting duties, and
concerns involving immediate risk to children must always be reported directly to the
DSL, Site Lead, Director, or appropriate external agency.

11. Confidentiality

Willow Tree Learning Northants will make every effort to protect the identity of
individuals who raise concerns and will share information only with those who need to
know. However, confidentiality cannot be guaranteed in every circumstance,
particularly where information must be shared to safeguard children, comply with the
law, investigate properly, or involve external agencies.

Anonymous concerns will be considered and acted upon where there is enough
information to assess the risk. Staff are encouraged to provide as much detail as
possible, including dates, locations, people involved, witnesses and any immediate
safeguarding risk. Providing contact details can help the organisation seek clarification
and provide updates, but this is not required for a concern to be considered.

12. Protection from Victimisation

No individual who raises a concern honestly and reasonably will suffer:

e Dismissal

e Disciplinary action
e Harassment

e Victimisation

e Loss of opportunity

e Anyother detriment.

Any retaliation against a whistleblower will be treated as a serious disciplinary matter.

13. Malicious or False Allegations

If an individual knowingly makes a false, malicious, or vexatious allegation, this may
result in disciplinary action.

Raising a concern that is not ultimately substantiated will not result in disciplinary
action where the concern was raised honestly and reasonably.
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14. Responsibilities

Directors are responsible for ensuring this policy is implemented, reviewed and
communicated to staff. Site Leads and DSLs are responsible for ensuring concerns are
recorded, escalated and acted upon in line with this policy and safeguarding
procedures.

The organisation will review whistleblowing concerns to identify learning, patterns,
training needs or changes required to practice, policy or culture, while maintaining
confidentiality as far as possible.

15. Monitoring and Review

The Directors of Willow Tree Learning Northants are responsible for monitoring the
effectiveness of this policy and ensuring that all staff receive appropriate training and
information regarding whistleblowing procedures.



