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Whistleblowing Policy

Scope and Introduction

Portview Fit-Out Limited takes malpractice very seriously. We encourage open communication from our
directors and employees. We want all employees to feel secure about raising their concerns.

This policy applies to our company, all staff, contractors, consultants, interns, casual and agency workers.
It may also include suppliers, stakeholders, and partners.

This Whistleblowing Policy is designed to enable staff members to raise concerns internally. The company
is committed to always operating to the highest standards of integrity.

This policy sets out what whistleblowing is, and the steps to take if a staff member believes there is
reason to report, if they have reason to believe, something dangerous, unlawful, or unethical, is
happening in the workplace which affects themselves or a colleague. When these concerns are reported it
is called “Whistleblowing”.

Related Documentation

Health & Safety at Work Act 1974
Employment Rights Act 1996

Public Interest Disclosure Act 1998 (PIDA).
Data Protection Act 2018 (DPA) and GDPR
ESG Anti-bribery and Anti-corruption Policy
HR Confidential Reporting Policy

HR Grievance policy

HR Non-Retaliation Policy

Definitions

There is a difference between whistleblowing and raising a grievance:

Whistleblowing: Occurs where someone has a concern about danger or illegality that has a public
interest aspect to it, e.g., because it threatens clients, third parties, or the public.

Grievance or complaint: Relates to an employee’s employment position and does not have an additional
public interest dimension.

Public Interest: In general, public interest relates to the welfare or well-being of the general public and
society. While a formal definition is not available in law, reference can be made to the list of substantial
public interest conditions in Schedule 1 of the DPA 2018. Some of these relevant to Portview are listed in
section 6.1.1.

Public Interest Disclosure Act: The Public Interest Disclosure Act 1998 is a law that protects
whistleblowers from negative treatment or unfair dismissal. It came into force on July 2, 1999, and is part
of the Employment Rights Act 1996. PIDA protects employees who make disclosures of certain types of
information, including evidence of illegal activity or damage to the environment, from retribution from their
employers, such as dismissal or being passed over for promotion. Workers can take their employer to an
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employment tribunal if they believe they are suffering victimisation or discrimination for raising their
concerns.

Purpose or Context

All organisations face the risk of things going wrong or of unknowingly harbouring malpractice.

This policy is intended to cover concerns which are in the public interest and may at least be initially
investigated separately but might then lead to the invocation of other procedures such as the “HR
Disciplinary and Dismissal Policy”.

All staff have statutory protection if they raise concerns in the right way. This policy is designed to give
staff that opportunity and protection.

It does not matter if an employee is mistaken. They do not have to prove anything about the allegation
they are making but they must reasonably believe that in the public interest, the information they have
tends to show some malpractice.

This policy is not the procedure for general grievances. If an employee has a complaint about their own
personal circumstances, they should use the normal grievance procedure.

Please refer to our separate “HR Anti-bribery and Corruption Policy” for reporting concerns about relevant
issues instead of relying on the process set out here.

Responsibility for This Policy

The Board of Directors are collectively responsible for the implementation of this policy and will make the
necessary resources available to realise our corporate responsibilities.

The responsibility for the performance of this policy rests with all staff members throughout the company.

This policy does not form part of any staff member's contract of employment, and the company may
amend this policy at any time.

The Policy

Categories of Concerns Covered by This Policy

Refer to Schedule 1 of the DPA 2018. The categories of concerns covered by this policy include:

Financial malpractice, impropriety, or fraud.

Miscarriages of justice.

Failure to comply with legal obligations or statutes.

Dangers to the health and safety of any individual or harm to the environment.
Criminal activity.

Any failure to meet professional or regulatory requirements.

Improper conduct or unethical behaviour.

Discrimination
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Safeguarding of children or vulnerable adults.
Human trafficking and anti-slavery.

An employee can also use the whistleblowing procedure about someone trying to cover up information
about any of these issues.

Our Guarantee

The Company is committed to this policy. If an employee uses this policy to raise a concern, we give them
our assurance that they will not suffer any form of retribution or detrimental treatment. This assurance also
applies to any reports or concerns raised under our separate “Anti-bribery and Corruption Policy”.

We will treat any concern seriously and act according to this policy.

If an employee asks for a matter to be treated in confidence the company will respect their request and
only make disclosures to third parties, directors, or other staff with their explicit consent.

This assurance applies regardless of whether the subject matter of the concern, report, or disclosure
relates to this firm, a client, or a third party.

Procedure For Raising Concerns Under This Policy

If an employee is concerned about any form of malpractice covered by this policy, they should normally,
first raise the issue with their immediate Line Manager.

If an employee feels they cannot tell the immediate superior, for whatever reason, they should raise the
issue with a director.

Concerns can be raised verbally, in writing, by email, or via the QR Code in association with our
“Something on Your Mind” campaign, available on noticeboards or on the company website. They may be
made anonymously or may include the employee’s identity.

An employee may wish to consider discussing their concern with a colleague before it is formally raised
under this policy, but they must take note that once they have raised the concern (alone or with a
colleague), in the interests of everyone involved, this shall be considered a confidential process.

Responding To Concerns Raised

After an employee has raised a concern, the company will record that concern in complete confidence in
an access controlled, Whistleblowing Report Register.

The company will then decide how to respond in a responsible and appropriate manner under this policy.
Usually, this will involve making internal enquiries first, but it may be necessary to carry out an
investigation at a later stage which may be formal or informal depending on the nature of the concern
raised. The company shall endeavour to complete investigations within a reasonable time.

The company will keep the employee who raised the concern informed of the progress of the investigation
carried out and when it is completed as appropriate, but they should note that the company will not be
able to inform them of any matters that would infringe the duty of confidentiality owed to others.
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Raising A Concern Externally (Exceptional Cases)

The purpose of this policy is to give the directors and staff the opportunity and protection they need to
raise concerns internally. The company expects that in almost all cases, raising concerns internally would
be the most appropriate action for employees to take.

Regulatory Disclosures
If, for whatever reason, an employee feels they cannot raise their concerns internally and they reasonably

believe the information and any allegations are substantially true, and in the public interest, they can
consider raising the matter with Protect or another appropriate regulator:

Name of Regulator Contact details

Helpline: 020 3117 2520

Protect hotline Contact: https://protect-advice.org.uk/contact-protect-advice-line/
Website: protect-advice.org.uk

Address: Health and Safety Executive,

Alnwick House, Benton Park View,

Health & Safety Executive NEWCASTLE-UPON-TYNE, NE98 1YX.

Tel: 0191 202 6300

email and website: http://www.hse.gov.uk/contact/

A list of the bodies currently listed as regulators for this purpose and the areas they are responsible for, is
available from the Department for Business, Innovation and Skills.

Wider Disclosures

If an employee has good reasons for not using the internal or regulatory disclosure procedures described
above, they may consider making a wider disclosure, e.g., by reporting the matter to the police or to the
media.

Caution: whistleblowers who make wider disclosures of this type will only be protected (from dismissal or
suffering detrimental treatment) in certain circumstances. Portview Fit-Out Limited recommends that all
employees take independent legal advice before following this course of action.

Client Confidentiality

When making external disclosures, the employee should be aware of their obligation to keep the affairs of
a client confidential unless:

Disclosure is required or permitted by law.

The client consents.

In most cases, when making an external disclosure it will not be necessary to divulge information that
breaches client confidentiality.

Consequences of Breach of This Policy

Those using the procedure outlined in this policy to raise a concern are assured that they will not suffer
any form of retribution or detrimental treatment.



https://protect-advice.org.uk/contact-protect-advice-line/
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360648/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v4.pdf
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Any person who victimises a bona fide whistleblower will be liable to disciplinary action.

To ensure the protection of all our members of staff, those who maliciously make a false allegation will be
liable to disciplinary action.

Monitoring And Review

The company will regularly monitor the effectiveness of this policy to ensure it is working in practice.

The company will conduct periodic reviews of the policy, at least annually, to ensure it remains current
and effective. They may also involve key stakeholders in the review process, including senior
management, and legal advisors as necessary.

The company will provide information and/or awareness/training on any important changes that are made.
All changes must be approved by the board of directors.

The policy will also be updated in response to changes in legislation, business practices, or the

emergence of new risks and the company’s management will ensure that all amendments are well-
documented and communicated effectively to all employees.

Further Information

Public Concern at Work is a leading independent charity whose main objectives are to promote
compliance with the law and good practice in the public, private, and voluntary sectors. It is a source of
further information and advice at protect-advice.org.uk. Public Concern at Work provides a free helpline
offering confidential advice on 020 3117 2520.

Policy Adoption by the Board of Directors

The Board of Directors of Portview Fit-Out Limited formally adopts this Whistleblowing Policy.

Signature:

aya

Paul Scullion, Managing Director
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