CONFIDENTIAL REPORTING AND INVESTIGATION PROTOCOL

Confidential Reporting

1.
Within 14 calendar days of a concern being raised with a Nominated Officer, the Nominated Officer should write to the person who raised the concern:-


a.
acknowledging receipt of concern;


b.
indicating how it is proposed to deal with the matter;


c.
giving an estimate of likely time for a final response on the concern;


d.
indicating if initial enquiries made;


e.
advising if further investigations will take place (and if not, why not).

2.
Information on b) to e) should be provided following discussions with Personnel (GC), Internal Audit (IJ) and Legal (DEB) and after initial discussions between them and any proposed Investigating person or body (eg Standards Board, IA, DA, Police, Service Management).

3.
As part of 2 the contact for the Investigating Person or Body should be identified; that contact should be informed of the Nominated Officer details and vice versa. 

4.
The Investigating Contact should be asked (as part of 2) to liaise with the Nominated Officer to agree the frequency of future consultation between them; the level of information to be provided as to the progress of the investigation and the procedure for controlling or regulating the information to be provided to the person who raised the original concern. 

5.
The aim, subject to 4, must be to ensure that the person who raised the concern is kept appropriately informed at timely intervals, and ultimately is provided with as much information as possible about the outcome of the investigation. 

6.
 For the purposes of 4 and 5 above, where an external body is involved eg Standards Board, DA, Police it may be necessary for the external contact person to liaise with either IA, Personnel or Legal at Stockton (or vice versa), who in turn would then need to liaise with the Nominated Officer. 

7.
In all cases the Nominated Officer should aim to be proactive in seeking information on progress, should this not be readily forthcoming, by contacting the relevant SBC contacts (rather than external contacts, should the investigation not be conducted internally). 

8.
Regular contact/discussion should, in any event, take place between the Nominated Officer, Human Resources (GC), Internal Audit (IJ)  and Legal (DEB). 

9.
In addition, regular contact/discussion should take place between Human Resources, Internal Audit, Legal and the Investigating Officer/Investigation Team to ensure that progress on the investigation is being maintained and that the Nominated Officer (and through him/her, the person who raised the concern) are being kept regularly appraised of developments. 

10.
Following the completion of an investigation, the Investigating Officer/Team should prepare a report and confirm the outcome of the investigation to the Human Resources, Internal Audit and Legal Officer (Steering Group).  Based on the report and confirmed outcome, the Investigating Officer/Team and Steering Group should agree with the Nominated Officer and also with the Head of Service/Service Group Management Team, as appropriate whose employees were the subject of the investigation, the nature and extent of the information to be released to the person who raised the concern and to the employees the subject of the investigation (the release of such information may need to take place as part of any disciplinary action proposed as a result of the outcome of the investigation).  There may also be Data Protection implications and it may be appropriate or necessary to produce a summary investigation report or redacted report in order to avoid breaching any legislative restrictions or requirements.  The Nominated Officer should release the agreed information to the person who raised the concern and the appropriate Head of Service/Management Team should release the agreed information to the employees who were the subject of the investigation. 

11.
The Head of Service/Management should report back to the Steering Group as soon as possible, to confirm the action taken as a result of the report of the Investigating Officer/Team.

12.
Throughout the process (from 2 to 10 inclusively) careful consideration should be given to the welfare and wellbeing of the person who raised the concern, and appropriate action should be taken (eg transfer, whether temporarily or permanently, from original workplace environment) whenever necessary.
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