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Norfolk Archaeological Trust

Whistleblowing Policy and Procedure

1. Policy Statement

Norfolk Archaeological Trust (“the Trust”) is committed to the highest standards of openness,
probity and accountability. We recognise that people working for or on behalf of the Trust are
often the first to spot wrongdoing and we encourage them to speak up if they have genuine

concerns.

This Whistleblowing Policy provides a safe and confidential way for employees, workers and
volunteers to raise serious concerns about wrongdoing or malpractice in the public interest

without fear of victimisation, discrimination or disadvantage.

This policy is written in line with the Public Interest Disclosure Act 1998 (PIDA), which protects

workers who make qualifying disclosures in the public interest.
2. Scope
This policy applies to:

e Employees

e Workers and contractors
e Agency staff

e Trustees

e Volunteers

(Volunteers are not covered by PIDA but will be supported and protected by the Trust under this

policy.)
This policy does not apply to personal employment grievances. These should be raised under:

e the Grievance and Disciplinary Procedure (for employees); or

e the Volunteer Problem Solving Procedure (for volunteers).

Bullying, harassment and discrimination concerns may also be addressed under the Bullying and

Harassment Policy.
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3. What Is Whistleblowing?

Whistleblowing is the disclosure of information which a worker reasonably believes shows

wrongdoing or malpractice that is in the public interest.

A whistleblower is a witness, not a complainant. The whistleblower does not need to be

personally affected and is not required to prove wrongdoing.

4. Types of Concern Covered

e This policy is intended to cover concerns such as that one of the following has occurred,
is occurring or is likely to occur: a criminal offence

o failure to comply with a legal obligation

e safeguarding failures involving children or vulnerable adults

e amiscarriage of justice

e health and safety risks to individuals

e damage to the environment

e financial impropriety or fraud

e misuse of Trust resources

e deliberate concealment of any of the above

5. Good Faith and Malicious Allegations

The policy applies to disclosures based on a reasonable belief that the information disclosed
tends to show one or more of the concerns set out in section 4 above exists. The policy does not

apply if the disclosure is made purely in the private interest of the person raising it.

Knowingly or maliciously making false allegations — for example to cause disruption or harm —

may result in disciplinary action and could constitute gross misconduct.

Raising a concern under this policy does not protect an individual from the consequences of

committing a criminal offence in doing so.
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PROCEDURE

6. How to Raise a Concern
6.1 Reporting routes

In most cases, concerns should be raised initially with:

e your line manager (employees); or

e your volunteer supervisor (volunteers).

If this is not appropriate, or if the concern is particularly serious or sensitive, concerns may be
raised directly with the Chair of Norfolk Archaeological Trust, who is the designated
Whistleblowing Officer.

If the concern relates to the Chair, it should be raised with another member of the Trust's Council.

6.2 How to raise a concern

Concerns should preferably be raised in writing, setting out:

e the nature of the concern
e relevant background and history
e names, dates and locations where possible

e why you are concerned

Concerns may be raised verbally if necessary.
7. Independent Advice and disclosure

If you are unsure whether to use this policy or want independent advice, you may contact Protect
(Legal Helpline 020 3117 2520; online advice https://protect-advice.org.uk.Disclosures made to a

legal adviser in order to obtain legal advice are protected under PIDA.

Where the concern relates mainly to another organisation or body that has legal responsibility,

disclosures may be made directly to that body.

8. Confidentiality and Anonymity

The Trust will treat all disclosures sensitively and confidentially.
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e Your identity will not be disclosed without your consent unless required by law or cannot
be avoided.

e |If disclosure of identity becomes necessary to progress the matter, this will be discussed
with you wherever possible.

Anonymous disclosures may be considered, but are less effective. In deciding whether to

investigate anonymous concerns, the Trust will consider:

e the seriousness of the issue
e the credibility of the concern

e whether an investigation is possible with the information provided

9. Protection from Detriment

The Trust will not tolerate harassment, victimisation or retaliation against anyone who raises a

genuine concern under this policy.
Employees who raise concerns in accordance with this policy will not suffer:

e dismissal
e |oss of work or role
e disciplinary action

¢ disadvantage in promotion, training, pay or otherwise

Volunteers who raise concerns in good faith will be protected from unfair treatment or removal

as a result of disclosure.

Victimisation of a whistleblower is a serious disciplinary offence.

10. How the Trust Will Respond

All concerns will be taken seriously and assessed promptly.
Depending on the nature of the concern, it may be:

e investigated internally by the Whistleblowing Officer or Council Members

e addressed through disciplinary procedures

o referred to external bodies such as the police, safeguarding authorities, auditors, or
regulators

e investigated by an independent external investigator
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You may be asked to provide further information or attend meetings. In some cases, you may

need to give evidence in disciplinary or legal proceedings.
Where possible and appropriate, you will receive feedback on:

e whether the concern is being investigated

e the outcome of the investigation

If the concern is not upheld, the matter will be closed and your confidentiality will continue to be
respected.

11. Record Keeping

A confidential record will be kept of:

e the concern raised
e actions taken

e outcomes

Records will be held securely in accordance with data protection legislation.

12. Review

This policy will be reviewed regularly by the Trust's Council and updated as required to reflect

changes in legislation or best practice.

Further Information

e Protect — https://protect-advice.org.uk

e ACAS Whistleblowing Guidance — https://www.acas.org.uk/whistleblowing

¢ UK Government Guidance — https://www.gov.uk/whistleblowing
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