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Introduction 

This policy should be read and applied in parallel with the Serbian employment law on Whistleblowing. 

 

BIS is dedicated to providing the utmost care for its pupils and staff. We aim to ensure that all members 

of the school community feel safe in the knowledge that they can voice any concerns in confidence and 

that they will be taken seriously and dealt with appropriately. 

 

Staff who are concerned about the conduct of a colleague towards a pupil, for example, or misuse of 

resources, are undoubtedly placed in a very difficult position. They may worry that they have 

misunderstood the situation and they will wonder whether a report could jeopardise their or their 

colleague’s career. This policy enables staff to raise concerns or allegations in confidence and for a 

sensitive enquiry to take place. 

BIS takes responsibility for ensuring that all staff are aware of the whistleblowing policy and procedures 

and how concerns will be managed. The school will ensure that all concerns raised with them by 

whistleblowers will be treated properly and fairly. 

Definition of ‘whistleblowing’ 

Whistleblowing inside the workplace is defined as the reporting by workers or ex-workers of 

wrongdoing, such as fraud, malpractice, mismanagement, breach of health and safety law, safeguarding 

or any other illegal or unethical act either on the part of management or fellow employees. This will 

usually be something you have seen at work, though not always. As well as employees, workers may 

include volunteers, contractors and outside agencies or others. 

Reporting concerns to the school 

If you have a concern about another member of staff you should report it to your line manager, the Head 

of Primary/Secondary, a member of the school leadership team or the designated person for 

safeguarding. Complaints about the SLT member should be reported to a member of the Board of 

Directors. 

All concerns will be taken seriously by the school and investigated thoroughly. If you are in any doubt 

as to whether a concern is valid, you should report it, and the school can decide to what extent it needs 

to be investigated. 

Wider disclosure 

We encourage all our staff to follow the internal procedures outlined in this policy, but understand that 

in some cases you may feel it is necessary to take your concerns to external agencies. 

 
You may take your concerns to an external agency where you reasonably believe that: 

• You would be victimised by the school 

• Evidence that you submit in relation to the concern would be concealed or destroyed by the 

school 

• You have previously made a disclosure of substantially the same nature. 
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We urge staff who take their concerns to external agencies to be careful not to disclose any confidential 

information. It is against the law to publish any information which may lead to the identification of a 

worker who is subject to an allegation. However, the leadership ensures that there are no perceived 

barriers to an employee sharing a legitimate concern about the welfare of a child/management of 

safeguarding. 

 
The authorities that may be of help to you are: 

• Social Services 

• Police 

• Relevant professional bodies or regulatory organisations (Ministry of education, science, and 

technological development) in Serbia 

• BSO or COBIS inspectorate or Department of Education in the UK. 

Confidentiality 

We will make every effort to maintain confidentiality and guard against unwanted publicity while an 

allegation is being investigated or considered. 

 

All concerns will be treated in confidence, and the school is committed to protecting the identity of 

whistleblowers as far as is possible. However, in some circumstances is it may not be possible to do 

this, for example: if it will prevent a thorough investigation taking place; if there is reason to reveal the 

name by law; if the whistleblower has to give evidence at any hearings. 

In cases where identities are revealed for whatever reason, the school will do its best to support all 

parties involved and protect them from discrimination and victimisation. 

 

Confidentiality is a priority throughout any investigation, and continues to be once the investigation is 

over, and we urge staff to closely follow all guidelines relating to confidentiality. 

 

Any member of staff that has acted knowingly against this, or revealed confidential information 

unnecessarily or for vicious reasons, may face prosecution. 

Anonymous allegations 

We would encourage staff to put their name to concerns made as it will aid a more thorough 

investigation. However, the school will investigate all anonymous allegations seriously; following the 

proceedings outlined in this policy as far as is possible. 

False allegations 

BIS encourages all staff to voice their concerns and allegations safe in the knowledge that those who 

make allegations in good faith that do not prove to be true will not be reprimanded. 

The school may take disciplinary action against staff who make claims that are found to be knowingly 

false, malicious, vexatious or for personal gain. 
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Low level concerns and allegations 

The safety and wellbeing of children in our school is dependent on the vigilance of all our staff and 

their prompt communication to the line manager/Head of Primary or Secondary, of any concerns, no 

matter how small, about any conduct by an adult which causes you to doubt that adult’s suitability to 

work with or have access to children using a Whistleblowing form (see Appendix 1). 

 

All references in this section to “adult” should be interpreted as meaning any adult and any visitor, 

unless otherwise stated. The school is committed to its duty of care to pupils and will always act, 

including if alerted to the possibility of abuse arising from situations or persons outside the school 

setting. 

The notification and prompt handling of all concerns about adults is fundamental to safeguarding 

children. It helps to identify and prevent abuse and to protect adults against misunderstandings or 

misinterpretations. It also encourages openness, trust and transparency and it clarifies expected 

behaviours. Those raising concerns or reporting allegations in good faith will always be supported, and 

adults in respect of whom concerns or allegations have been raised will not suffer any detriment unless 

the concern or allegation is found to be substantiated. 

Allegations that do not meet the harms threshold - Low level concerns 

What is a low level concern 

A low level concern is any concern, no matter how small and even if no more than a “nagging doubt”, 

that an adult may have acted in a manner inconsistent with the school’s Code of Conduct or simply – 

even if not linked to a particular act or omission – a sense of unease as to the adult’s behaviour 

particularly towards or around children. It is a concern that does not meet the harms threshold. 

 

Low level concerns about self (self-reporting) 

From time to time an individual may find him/herself in a situation which might appear compromising 

to others or which could be misconstrued. Equally, an individual may for whatever reason have behaved 

in a manner which on reflection he/she considers falls below the standard set out in the Code of Conduct. 

Self-reporting in these circumstances is encouraged as it demonstrated both awareness of the expected 

behavioural standards and self-awareness as to the individual’s own actions or how they could be 

perceived. As such, the school sees self-reporting of low-level concerns as an important means of 

maintaining a culture where everyone aspires to the highest standards of conduct and behaviour. 

 

Low level concerns about an adult 

From time to time an individual may notice behaviour or actions in others which leave them concerned. 

These are behaviour or actions which fall short of a formal allegation of abuse. These tend to be 

behaviours which indicate that our Code of Conduct has not been met. Any such concerns can be dealt 

with as a Low-Level Concern. 

 

Reporting and response to a low-level concern 

• Where a Low-Level Concern exists it should be reported to the Head of School, Head of 

Primary and Head of Secondary as soon as reasonably practicable and, in any event, withing 

24 hours of becoming aware of it (where the concern relates to a particular incident). 

• The Head of School (Primary and Secondary) will satisfy him/herself that it is a low level 

concern and, in the first instance, should not be reclassified as an allegation and dealt with 

under the appropriate procedure (outlined below). 
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• The line manager will inform the designated safeguarding lead for further investigation if 

necessary 

• The circumstances in which a low-level concern might be reclassified as an allegation are 

where: 
A) the threshold is met for an allegation. 

B) there is a pattern of low level concerns which collectively amount to an allegation 

or 
C) there is other information which when taken into account leads to an allegation. 

• Having established that the concern is low level, the Line Manager will take steps to investigate 

it. Most low-level concerns by their very nature are likely to be minor and will be dealt with by 

means of discussion, guidance, training etc. 

• Where the Line Manager who receive the concern is in any doubt whatsoever, advice will be 

sought from the DSL if necessary on a no-names basis. 

 

Record Keeping 

Where a low-level concern has been communicated, a confidential record will be kept in the office of 

Head of Primary/Secondary/Line manager. This is necessary to enable any patterns to be identified. 

However, no record will be made of the concern on the individual’s HR file (and no mention made in 

job references) unless either: 

a) The concern (or group of concerns) has been reclassified as an allegation as above; or 

b) The concern (or group of concerns) is sufficiently serious to result in formal action under the 

school’s grievance, capability or disciplinary procedure. 

 

The Head of Primary/Secondary and Line Managers are responsible for logging and monitoring low 

level concerns reported to them regarding their staff. They have access only to the details of the staff in 

the department they are responsible for. The Principal has access to all staff in all departments and will 

regularly oversee the logged low level concerns. 

Any concerns that fall under specific procedures will be followed up as described in their specific 

policy, e.g., child protection and safeguarding issues will be followed up as described in the school’s 

child protection and safeguarding policy. 

Allegations that may meet the harms threshold 

• Behaved in a way that has harmed a child, or may have harmed a child 

• Possibly committed a criminal offence against or related to a child 

• Behaved towards a child or children in a way that indicates he or she may pose a risk of harm 

to children; and/or 

• Behaved or may have behaved in a way that indicates they may not be suitable to work with 
children (including behaviour that may have happened outside of school). 

 

Reporting Allegations 

1. Staff will raise their concern with the Head of Primary/Secondary/line manager, either in person or, 

preferably, in writing using the Whistleblowing form. If their Head of Primary/Secondary or Line 

Manager is the subject of the concern, they should go straight to the Board of Directors. Staff will be 

dealt with in confidence and invited to an interview to discuss the allegation. 

2. The Head of Primary/Secondary or line manager that has heard the concern will decide upon the next 
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course of action. If the concern has been raised verbally, they may ask for it to be put in writing. If they 

decide that it is a genuine concern, and that it is appropriate to follow the whistleblowing procedure, 

they may take the matter to the Board of Directors. 

 

3. If there is any reason that the member of staff making the complaint or raising the concern feels that 

they are unable to speak any member of the school or Board of Directors, they should contact the School 

Inspector (Ministry of Education, Science and Technological development) in Serbia. 

 

The initial response to an allegation 

If a staff member identifies a child has been harmed, that there may be an immediate risk if harm to a 

child or if the situation is an emergency, the Directors should be informed immediately and depending 

on the situation, may also contact external agencies and the police. 

There are two aspects to consider when an allegation is made: 

• Looking after the welfare of the child - the Designated Safeguarding Lead (DSL) or Assistant 

Designated Safeguarding Lead (ADSL) is responsible for ensuring that the child is not at risk. 

• Investigating and supporting the person subject to the allegation - the Head of 
Primary/Secondary and/or Board of Directors should discuss the nature, content and context of 
the allegation, and agree a course of action. 

 
When dealing with allegations, the school will: 

• Apply common sense and judgement 

• Deal with allegations quickly, fairly and consistently 

• Provide effective protection for the child if needed 

• Support the person subject to the allegation 

 

Hold an interview 

Once an allegation has been brought to their attention, the Head of Primary/Secondary and/or Board of 

Directors will hold an interview with the person making the allegation, in confidence. This will take 

place immediately if there is concern that a child is at risk of harm, or within 5 days if this is not the 

case. During this interview they will: 

• Get as much information about the basis of the allegation as they can, and will record what is 

discussed 

• Discuss the next action points and steps that will be taken with the staff member who has raised 

the allegation, and ensure that they fully understand what is going to happen; if the standard 

whistleblowing procedure is not going to be followed, this should be explained and an 

alternative procedure outlined. 

• Provide support to the whistleblower; they may be worried about their position, getting 

someone else into trouble, or what they suspect may be happening. 

 

Decide on a course of action 

The Head of Primary/Secondary or Director will decide whether any external authorities need to be 

reported to on the matter, or whether it is a case for internal investigation. 

The Head of Primary/Secondary or Director will monitor the progress of the case to ensure it is being 

dealt with as quickly as possible in a thorough and fair process. Reviews should be conducted at 

fortnightly or monthly intervals, depending on the complexity of the case. 

If it is decided that no further action will be taken then this will be explained to the whistleblower 

within 5 days. This may be because it is: 
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• False: there is sufficient evidence to disprove the allegation. 

• Unfounded: there is no evidence or proper basis which supports the allegation being made. 

• Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate 

act to deceive or cause harm to the person subject to the allegation. 

• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. The 
term, therefore, does not imply guilt or innocence. 

 

The Head of Primary/Secondary teacher, if not already involved, will be informed of the concern even 

if no further action is to be taken. 

If there is cause for concern it will be recorded as: 

• Substantiated: there is sufficient evidence to prove the allegation. 

If the allegation is substantiated and the person is dismissed; resigns or otherwise ceases to provide his 

or her services, the employer has a legal duty to make a referral to the Disclosure and Barring Service 

(DBS) for consideration of whether inclusion on the barred list is required. 

In the case of a member of teaching staff, the Directors must consider whether to refer the matter to the 

Teaching Regulation Agency (TRA) to consider prohibiting the individual from teaching. 

 

This decision and justification should be recorded. 

 

Suspension 

Suspension should not be an automatic response when an allegation is reported. All options to avoid 

suspension should be considered prior to taking that step. The Head of Primary/Secondary and/or Board 

of Directors must consider carefully whether the circumstances warrant suspension from contact with 

children or until the allegation is resolved. It should be considered only in cases where there is cause to 

suspect a child or other children is/are at risk of harm, or the case is so serious that it might be grounds 

for dismissal. 

Recording, monitoring and evaluation 

All staff concerned and involved with any allegation or investigation should keep good records of 

meetings they attend, discussions that are held, and any outcomes or action points that have been 

decided. Documentation will be stored in the employee’s file. 

 

The Head of Primary/Secondary will review and evaluate all allegations, how they have been dealt with, 

and their outcomes, to prevent similar future cases, and ensure that procedures are being used correctly 

and are effective. 

 

This policy will be reviewed annually and any relevant cases that have come up during the past year 

will be taken into account when it is being reviewed. 

Outcomes 

If the whistleblower is dissatisfied and feels that an allegation that they have made has not been dealt 

with seriously or properly, they can take the matter up with the Ministry of Education, Science and 

Technological Development in Serbia. All school leaders will try their best to deal with allegations 

fairly and effectively. 
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Independent advice 

This policy is designed to help staff with any whistleblowing concerns and procedures, but the school 

understands that some staff may wish to get advice from independent external agencies. 

 

 

 

 

 

 

 

Appendix 1: Whistleblowing Form 

(strictly private and confidential) 

 

 
Please use this form to report any serious concerns that you may have over malpractice or wrongdoing occurring 

at British International School, including but not limited to: 

◻◻Financial Malpractice or impropriety or fraud 

◻◻Failure to comply with a legal obligation or statutes 

◻◻Danger to health and safety or the environment 

◻◻Criminal activity 

◻◻Improper conduct or unethical behaviour, including matters relating to safeguarding of children, 

young people or vulnerable adults 

◻◻Attempts to conceal any of these 

The above may either involve BIS employees, sub-contractors or other related individuals/organisations. 

 

Who is the allegation against? 

Please provide name and position (if known). 

 

What is the allegation?  

Where is this happening and is 

it still happening? 

 

What evidence can you give to support this? 

(please provide further details) 

 

Have you reported this previously? Yes or No.  

If you have reported this previously, who and 

when did you report it? 

 

Any further information to add?  

Please provide your contact details. Print Name: 

Contact Tel/Email: 

 

Please return this form in confidence to: 

Head of Primary/Secondary or Line manager 
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Plan of action: 

Minutes of meeting 1: 

Action agreed: 

Minutes of meeting 2: 

Feedback given to the person filing the complaint: 

 

To be completed by the Head of Primary/Secondary or Line manager 
 


