	Whistleblowing Report Form
Alternative Learning Trust



If you think that a person or persons are involved in wrongdoing and you wish to make a report, please complete this form to tell us about your concerns.  Every report we receive will be given careful consideration and you will receive a response from the Whistleblowing Officer.Appendix 2 : Whistleblowing Policy – Report Form – ONLY USE THIS FORM IF YOU ARE NOT REPORTING ONLINE

Guidance notes:
· Please keep the tone of your written complaint neutral and matter-of-fact.
· Briefly, but clearly, describe the conduct which you believe to be an issue of wrongdoing as outlined in Alternative Learning Trust’s Whistleblowing Policy.
Please tick the boxes below, as appropriate:
☐I would like this report to remain confidential
☐I do not want anyone else to know that it was me who raised this concern
☐I would like to make this report anonymously
You may choose to remain anonymous, and many people do in whistleblowing situations.  However, if you share any information about yourself, we will keep this safe.  
We will not confirm the existence of a whistleblower when making our enquiries, unless we are legally obliged to do so.
Your concern(s)
1.	Please state name(s) of the individual(s) you are reporting
	Click or tap here to enter text.
2.	What is your relationship to the individual(s) (e.g. colleague, line manager, etc)?
	Click or tap here to enter text.
3.	Use this field to highlight your key concerns about the wrongdoing you are reporting.  Give as much detail as possible (e.g. example(s) of the wrongdoing and key dates)
	Click or tap here to enter text.
4.	Please provide an address or location, if you are aware of one, where the wrongdoing has taken place
	Click or tap here to enter text.
5.	Please provide web-links, if you are aware of any, if the wrongdoing has occurred in an online space
	Click or tap here to enter text.
6.	Do you have supporting information or documents in your possession?
	☐Yes
	☐No
7.	We do not expect whistleblowers to find supporting information; however, please list here the details of any supporting information you have in your possession, including the title, date of the document, and a brief description of why this supports your report.  We may ask you to provide this information at a later date.
	Click or tap here to enter text.
8.	Who else is aware of this information?
	Click or tap here to enter text.
9.	Please list the name(s) of the individual(s) who you believe is/are aware of this information.
	Click or tap here to enter text.
10.	Have you reported your concerns to anyone else, such as the media, or any other regulator or law enforcement body?
	☐Yes
	☐No
[bookmark: _GoBack]11.	If you answered ‘yes’ to question 10, please state the name(s) of the person(s)/organisation(s) you reported your concerns to:
	Click or tap here to enter text.
About you
12.	What is your role/job title?
	Click or tap here to enter text.
13.	Have you reported this matter previously?  If so, who did you report this to?
	Click or tap here to enter text.
14.	Have you suffered any harm or detriment as a result of speaking up about this matter previously?
	Click or tap here to enter text.
15.	Have you been physically, financially or mentally affected?
	☐Yes
	☐No
16.	Have you told the individual you reported the matter to previously that you would be reporting these concerns under the Trust’s Whistleblowing Policy?
	☐Yes
	☐No
Your contact details
17.	Full name (if you wish to remain anonymous, please feel free to use an alias)
	Click or tap here to enter text.
18.	Telephone number
	Click or tap here to enter text.
19.	E-mail address
	Click or tap here to enter text.
20.	Do you have any concerns about us contacting you using the above details?
	☐Yes
	☐No
21.	Please state the preferred time of day/day of the week when we should contact you
	Click or tap here to enter text.
22.	Are there any guidelines/precautions we should take note of?
	Click or tap here to enter text.

When you have completed your report, please send in an envelope marked 
Strictly Private & Confidential – To be Opened by Addressee Only
To:
Chair of Trustees OR Executive Principal
Alternative Learning Trust
Sutton West Centre, Robin Hood Lane, 
SUTTON SM1 2SD
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