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1

Introduction

1.1
Keniston is committed to the highest standards of integrity, probity, openness and accountability.

1.2
As part of that commitment, we encourage employees or others with serious concerns about any aspect of our work to come forward and express those concerns.  In many cases, concerns or complaints will be dealt with through our normal procedures, such as those for resolving grievances, disciplinary matters or concerns relating to equal opportunities.

1.3
However in some cases employees may need to come forward on a confidential basis.  Staff should be clear that they can do so without fear of reprisal or victimisation.

1.4
This policy for Keniston’s employees is intended to underline the organisation’s commitment to them and support for those who come forward to express their concerns.

2

Consultation and information

2.1
Staff will be consulted on the development of this policy and associated procedures and practices through the staff working group.  It is hoped everyone will support this approach.

2.2
Many serious problems will be self evident.  However, the Association will aim to enable staff to recognise serious problems, the effects they may have on Keniston, its service delivery and the jobs of staff.  Such problems may include:



Fraud, corruption, malpractice



Abuse or neglect of vulnerable people



Failure to deliver proper standards of service



Damaging personal conflicts at senior level



Bullying, discrimination, harassment or victimisation in the work place
Knowledge of undeclared serious breach of regulatory code
2.3
Managers will try to ensure that staff know what is expected of them and what practices are regarded as unacceptable.  Staff should read carefully the Code of Conduct in the Staff Handbook and guidance on confidentiality, and discuss anything that seems unclear with their manager.  If staff are unsure what to do about something, they should ask before taking any action.

2.4
Keniston wants to know about any problems such as those listed in 2.2 above, and will always deal with them seriously.  It is hoped staff will feel confident in raising such issues with the Association.

3

Confidential reporting

3.1
Reporting a problem can sometimes be difficult, especially if it relates to fraud or corruption, or involves staff who know each other.  However, staff are urged to come forward at an early stage, and before problems have a chance to become serious.

3.2
Staff may find it easier to report a problem with someone else.  The Association is quite happy about this whether it is with a friend, colleague, advisor or trade union representative.

3.3
The Association will do its best to protect staff in such situations from reprisals or victimisation.  If staff come forward in good faith with a concern, it will not affect their career.  This applies equally if someone comes forward in good faith with a concern which later turns out not to be justified.

3.4
Keniston will do everything it can to respect confidentiality, if staff request it.

3.5
If a member of staff tries to discourage another member of staff coming forward with a concern, it may be treated as a serious disciplinary matter.  Also staff who criticise or victimise other staff for raising a concern may also be dealt with in the same way.

4

Who to contact

4.1
In most cases staff should be able to raise any concerns with their line manager.  If for some reason this is not possible, staff should speak to another senior member of staff or the Director.  Any such discussions will be treated as confidential if requested.

4.2
If Keniston’s policies and procedures are being implemented properly, the above procedures will be adequate.  However, in exceptional circumstances staff may need to contact a member of the management committee, the Chair or an external agency.  The following examples are illustrative and staff should consider each situation carefully before taking action.  These will normally only apply if the problem involves the Director, senior staff or members of the Management Committee:



If the problem involves the Director, it may be appropriate to contact the Chair or another member of the management Committee



If there is a criminal offence involved, the police may need to be contacted



If there is abuse of vulnerable people, the police and or social services may need to be told



If there is abuse of public funds,  Keniston’s Lead Regulator at the Tenant Services Authority should be notified



If there is fraud Keniston’s Lead Regulator, the Association’s external auditors and, depending on the scale of the fraud, the police should be notified



It should be repeated that these are exceptional circumstances.  Normally the Director will take responsibility for ensuring serious problems are properly reported.

4.3
You can also approach an independent organisation called Public Concern at Work who may be able to advise you confidentially.  This organisation can be contacted at Lincoln’s Inn House, 42 Kingsway, London, WC2B 6EX, telephone 0207 404 6609, fax 0207 404 6576, e-mail: whistle@ pcaw.co.uk; the website is www.pcaw.co.uk

4.4
Regulation staff in the relevant regional office of the Tenant Services Authority may also be able to advise on a confidential basis if there is any doubt about who to contact.  As regulators they will almost certainly need to follow up any potential problems identified.

5

Dealing with concerns

5.1
If a member of staff approaches their line manager, the Director or a member of the Management Committee with a concern, it will be looked into carefully and thoroughly.  If necessary a meeting out of the office will be facilitated to protect the confidentiality of the person raising the concern. Those looking into concerns will be fair to you and also to any others involved.  If someone is potentially being accused of misconduct, their side of the story will have to be heard as well.  If necessary and if possible, the name of the person raising the concerns will be withheld. If staff who raise such serious concerns are worried about their safety or career these concerns will be respected.

5.2
If requested, those carrying out an investigation will try to let you know the results and any action proposed.  This may not always be possible.  There may be other confidentialities that the organisation will need to respect.

5.3
If a member of staff abuses the confidential reporting process, for instance by maliciously raising unfounded allegations, it will be treated as a serious disciplinary matter.  Members of staff who raise allegations in good faith that are subsequently seen to be unfounded, should be reassured that the Association will accept  that they have raised the allegations in the interests of the Association.
Approved at the Management Committee meeting held on 21 January 2009
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