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CONFIDENTIAL REPORTING STANDARD OPERATING PROCEDURE (SOP)

1 INTRODUCTION

1.1 This SOP enforces and is subject to the conditions of the Confidential Reporting 
Policy (Policy/178/09).

1.2 This SOP applies to all employees and other workers as set out in Section 2.6.3.and
2.6.5.

1.3 This SOP applies to all British Transport Police (BTP) employees within England, 
Wales and Scotland.

1.4 Within the policy, except where categories are specifically excluded, the term 
employee, or employees will include all members of BTP, namely police officers, 
special constables, Police Community Support Officers (PCSOs), police staff, 
contractors, community volunteers and all categories of non-warranted employees.

2 KNOWLEDGE
2.1 Legislation and Other Policies

2.1.1 This SOP does not constitute a full statement of the law or policies that apply, or 
might be applied, to matters that fall within the scope of this SOP. It represents only 
a balanced interpretation of the current legal position as understood by BTP.

2.2 Confidentiality

2.2.1 In general terms employees owe a duty of confidentiality to their employer. This 
restricts the disclosure of information that is not in the public domain and which they 
have acquired knowledge of during the course of their work. The law in this area is 
complex but it has its foundations in common law. Additional requirements for 
confidentiality are imposed by the terms of employment contracts and by legislation
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such as the Data Protection Act 1998 and the Official Secrets Act 1989. All persons 
that fall within the scope of this SOP and associated Policy will be subject to all or 
some of these restrictions. It is therefore expected that most reports received 
pursuant to this SOP will be made via internal processes. Nevertheless it is 
recognised that, in exceptional circumstances, it may be appropriate for an 
employee to raise concerns with an appropriate external body where the employee 
genuinely believes that it is in the public interest to do so.

2.3 Legislative Framework
2.3.1 Public Interest Disclosure Act (PIDA) 1998 exists to provide protection to individuals 

who make certain disclosures about wrongdoing or safety in the workplace where it 
is in the wider public interest to do so. This protection from dismissal or detriment is 
dependent on any disclosures being made in good faith and in a prescribed way. 
The Employment Rights Act 1996 (as amended by the PIDA) sets out how workers 
may make such disclosures in a way that will attract the protection provided by the 
PIDA.

2.4 Protected Disclosures
2.4.1 There are only specific types of disclosures which may attract the statutory 

protection afforded to the Reporter by PIDA. This is where a genuine belief is held 
that the information disclosed relates to an actual, suspected or likely:

• Commission of a criminal offence
• Breach of legal obligation
• Miscarriage of justice
• Danger to health and safety of any individual
• Damage to the environment
• Deliberate covering up any of the above matters.
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2.5 Prescribed Persons

2.5.1 It must be emphasised that such disclosures will only attract protection for the 
Reporter where they are made to bodies identified within the Public Interest 
Disclosure (Prescribed Persons) Order 1999 . A list of Prescribed Regulators for 
England, Wales and Scotland is set out in the guidance on whistle-blowing provided 
by the Department for Business Innovation and Skills (BIS). In general these 
‘persons’ are regulatory or supervisory bodies. Some examples are:

• The Criminal Case Review Commission
• The Independent Police Complaints Commission
• The Health & Safety Executive
• The Serious Fraud Office
• The Information Commissioner

2.5.2 Wider disclosures outside of these bodies, for example to the media, Members of 
Parliament (MPs) or another police force, will only attract protection if they are 
considered to be ‘reasonable and proportionate’ in all circumstances. The following 
are possible grounds for wider disclosure:

• The Reporter reasonably believes they would be victimised if they make the 
disclosure internally or to a prescribed regulator

• There is no relevant prescribed regulator and the Reporter reasonably
believes the evidence is likely to be concealed or destroyed ,

• The concern has already been raised internally and/or with the prescribed 
regulator with no response or appropriate action taken

• The concern is of an exceptionally serious nature requiring immediate public 
and independent scrutiny
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2.6. Terms and Definitions

2.6.1 W rongd o ing  - The widest possible interpretation should be attributed to this term. It 
applies to unlawful, improper or unethical behaviour of any kind. It includes, but is 
not limited to, any behaviour that undermines, or may undermine, any BTP policies, 
procedures, practices or any other expected, or otherwise established, standard of 
conduct.

2.6.2 W h is tleb lo w in g  - This term is universally used to denote the disclosure of 
information by an employee, worker or inside agent, with the intention to prevent or 
end malpractice, and/or criminal or unethical behaviour in the workplace, or to 
prevent or remove dangers to the public. The individual concerned is said to be ‘the 
whistleblower’. These terms are used sparingly in this policy with the terms 
‘reporting’ and ‘Reporter’ being the preferred alternatives.

2.6.3 R e p o rte r - An employee who makes, or is considering whether to make, a report of 
wrongdoing to which this policy applies.

2.6.4 R e p o rt - This is a report that falls within the ambit of this policy. It may be made in 
writing or verbally. It may be made directly by the Reporter or via a third party. 
Alternatively it may be made anonymously.

2.6.5 R e c e iv e r - This term identifies the employee to whom a report is made or directed 
by the Reporter. In most cases this will be a supervisor or manager, but it may be a 
mentor or someone of similar standing.

2.6.6 D e trim e n t - This term has an encompassing meaning. It includes receiving less 
favourable treatment, being disadvantaged, or being victimised, bullied or harassed. 
Detriment may be shown to occur even after a period of employment has ended. In 
order to show detriment it is only necessary for the Reporter to establish that a
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reasonable person would consider any act, or deliberate failure to act, to have put 
them at a disadvantage if they were in the position of the Reporter. It is not 
necessary to prove an actual physical or economic loss.

2.6.7 M ed ia /P ress  -  For the purposes of this SOP the definition of term media will 
include, but is not limited to, those working in active investigatory, research, or 
information presentation fields of the media, for example journalists, researchers, 
internet, television or radio presenters, as well as resources such as websites, blogs 
and social networking sites. If in doubt, employees should contact PSD for advice.

3 RESPONSIBILITIES
3.1 All Employees (see Section 1.4)
3.1.1 All employees are responsible for being aware of the existence and purpose of this 

SOP and associated Policy. The requirement for individuals to report their 
involvement in any legal proceedings is to be particularly noted.

3.2 All Supervisors and Line Managers
3.2.1 All employees with a supervisory responsibility are responsible for ensuring that 

they are able to recognise situations where the application of this SOP may be 
relevant and to advise and direct more junior employees in an appropriate way.

3.3 Senior Managers and Departmental Heads
3.3.1 Senior managers must (a) be able to identify the circumstances in which this policy 

may apply, and (b) know how to invoke the process where the issues raised extend 
beyond the normal scope of their assigned or delegated management 
responsibilities.
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3.4 Head of Professional Standards Department (PSD)
3.4.1 The Head of PSD is responsible for the overall management of the investigation of 

any matters that fall within the scope of this SOP and associated Policy. The Head 
of PSD will also oversee any measures taken to maintain confidentiality and action 
taken in support of the Reporter.

3.5 The Head of Human Resources (HR) Department
3.5.1 The Head of HR is responsible for ensuring that appropriate advice and support on 

relevant HR procedures and resources is provided both to managers and 
employees. Advice and support is available from:

• The HR Business Centre
• Local HR Business Partners
• The Wellbeing Department
• The Employee Engagement and Diversity Team 

(Contact details are available at Section 8)

3.6 Equal Opportunities Statement
3.6.1 There is a legal responsibility on BTP to ensure that no discrimination of any kind 

occurs against the Reporter as a result of making a report to which this policy 
applies. All employees have a responsibility to ensure that no unlawful 
discrimination occurs on the grounds of age, colour, disability, ethnic origin, family 
commitments, gender, gender orientation, marital status -  marriage or civil 
partnership, nationality, national origins, political beliefs, race, religion or belief, 
sexual orientation, trade union activity or any other unacceptable grounds.

3.6.2 Any conduct that is alleged to constitute discrimination or to have been intended to 
occasion detriment within the meaning of this SOP may be regarded as gross 
misconduct for the purposes of investigation and related disciplinary procedures.
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4 PROCEDURES
4.1. Making a Report
4.1.1 General principle - All employees are encouraged to report wrongdoing of which 

they become aware. It is incumbent on the organisation to ensure that individuals 
may do this with the full support of their colleagues, supervisors and managers. BTP 
will always strive to ensure that an employee who acts responsibly and in good faith 
suffers no detriment as a result of making such a report.

4.1.2 Specific responsibility -  It is important that BTP is able to both maintain and 
demonstrate integrity in all actions taken by it’s employees. It is therefore important 
that any potential threat to BTP’s ability to do this is identified at an early stage. To 
this end, employees who become involved in any criminal or civil proceedings must 
report the fact. This applies to employees who are arrested, charged with an 
offence, reported for summons, or who are issued with a fixed penalty notice (FPN) 
for a criminal offence (including an endorseable traffic offence). Similarly an 
employee who becomes involved in formal legal proceedings relating to any civil 
matter, whether as a plaintiff, witness or a defendant must also report that fact. 
Such reports must be made in writing by the employee to the Deputy Chief 
Constable (DCC) via the Head of PSD.

4.1.3 Internal disclosures - Any employee who wishes to make a confidential disclosure 
in relation to wrongdoing is encouraged to do so in the first instance to their line 
manager. In deciding to whom the disclosure Is to be made the employee will need 
to have confidence that the alleged wrongdoing is not being supported or 
acquiesced to at the chosen reporting level.

4.1.4 Where the Reporter lacks confidence in their own line management the employee 
may choose to make a disclosure to a trusted manager of their own choosing. It is a
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fundamental tenet of this SOP that Reporters have the unfettered option to make 
disclosures to appropriate persons outside of their own line management.

4.1.5 The Reporter may choose to make a disclosure directly to the Head of PSD or to a 
member of staff within the PSD.

4.1.6 C o n fid en tia l A n o n ym o u s  R e p o rtin g  S ystem  (CARS) - This is an internal system 
that enables an employee to report misconduct issues or general integrity concerns 
to PSD without having to reveal their identity. It allows a two way communication 
between an employee and a PSD representative through a secure mailbox system 
without the Reporter being either identified or identifiable. Details of the process, 
and instructions on how to use it, may be accessed via the PSD intranet site.

4.1.7 C rim esto p p ers  - Where the suspected wrongdoing relates to the commission of a 
criminal offence by an employee of BTP, whether related to their work or otherwise, 
a Reporter always has the option of reporting the matter anonymously via the 
Crimestoppers number (0800 555 111).

4.1.8 E xte rn a l d isc losures  - It is only in the most serious cases, where perhaps the 
underlying integrity issue is considered to be endemic within the organisation, or 
where it is seen to rest with its most senior managers, that it should it be necessary 
for a Reporter to contemplate making an external disclosure. It must be borne in 
mind that the protection afforded by the PIDA will only apply to such a disclosure 
where the specific criteria apply (see Section 2.4) and it has been to an appropriate 
‘Prescribed Person(s)’. (see Section 2.5 for more information). It will not provide 
protection where a disclosure is made for the purposes of causing embarrassment 
or where the intention is to secure a personal gain or advantage of any kind. A 
disclosure made in these, or similar, circumstances could constitute an unnecessary 
breach of confidentiality and may result in disciplinary action. Reports or disclosures
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made to the media or otherwise placed directly in the public domain without 
consideration of more appropriate internal reporting routes, or the option to report to 
a prescribed regulator are unlikely to attract protection.

4.1.9 Employees should be mindful that any release of information held by BTP in breach 
of force policy or provisions may result in disciplinary and/or criminal investigation. A 
potential Reporter is therefore strongly encouraged to seek independent advice 
before choosing this option. Possible sources of such advice are identified at 
Section 4.10 of this document.

4.2 Receiving a Report

4.2.1 All employees in supervisory positions have an obligation to support employees who 
are considering whether or not to make a confidential report. The potential Reporter 
should be apprised (aware) of the existence of this SOP and the advice, obligations, 
options and expectations contained herein. It is essential that the employee is not 
placed under any pressure or duress to come forward as this may have the potential 
to ‘taint’ any disclosure.

4.2.2 A supervisor or manager who is the receiver of a report to which this SOP applies 
must give the highest regard to the maintenance of confidentiality. Any initial actions 
taken must reflect this by confining the passing of information only to that required 
to reasonably meet their obligations under this SOP. This restriction will always be 
maintained as far as it proves possible to do so. Nevertheless the Reporter should 
be made aware that it may not be possible to achieve this at the same time as 
undertaking an investigation in an ethical manner. Advice and guidance is available 
direct from PSD at all times in relation to all aspects of this SOP.

4.2.3 The receiver to whom a disclosure of suspected wrongdoing is made will first 
establish the full nature and extent of the concern, drawing on all the information
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that is available to them. The receiver will then determine whether it is appropriate 
for the issues identified to be dealt with within their remit as managers, seeking 
advice from PSD or the HR Business Centre where necessary. Where the issues 
raised are clearly outside of such a remit, or where there is any doubt, the receiver 
will escalate the matter in accordance with the following instructions. Irrespective of 
the determination made immediate steps must be taken by the receiver to secure 
and preserve any relevant evidence that may be available. Examples include the 
preservation of CCTV coverage and ensuring that custody records, prosecution files 
and other relevant documents are protected from interference or potential loss.

4.2.4 The receiver will ensure that the disclosure is recorded. The method of recording 
will be proportionate to the nature and seriousness of the disclosed misconduct. 
Minor matters will be documented using existing local procedures. Serious matters 
will be recorded within the PSD database. It is also essential that the actions and 
decisions that are taken and the rationale that is applied is properly documented by 
the receiver.

4.2.5 Further guidance on what to do on receipt of a confidential report is available in 
Appendix A - Guidance for Managers on Dealing with Confidential Reports.

4.3 Onward transmission of reports and related documents

4.3.1 As a general rule, reports of conduct, discipline and grievance issues should be 
marked as ‘Restricted -  Staff in Confidence’ under the Protective Marking Scheme. 
Reference should be made to the Protective Marking Scheme Standard Operating 
Procedure for more information, or if there is a concern that an increased level of 
protective marking should be added.

4.3.2 It should be noted that reports of this nature will always be treated in confidence as 
far as is practical and possible, but the restricted protective marking ensures that

Confidential Reporting SOP 
SOP Ref: SOP/178/09

Page 12 of 25
NOT PROTECTIVELY MARKED

Standard Operating Procedure
Version 1.11 Date July 2011

MOD200001959



For Distribution to CPs

British
Transport
Police

NOT PROTECTIVELY MARKED 
BRITISH TRANSPORT POLICE

there is an understanding of how and to whom the information should be provided 
as part of any investigation or action that needs to be taken. A more detailed 
explanation of this procedure is set out in the Protective Markina Scheme Standard 
Operating Procedure.

4.3.3 Hard copy documents should be sent using a double sealed envelope system, 
where each envelope should be addressed and marked ‘Addressee only’ with the 
restricted marking on the inner envelope only. Documents sent electronically should 
be attached to emails marked clearly as ‘Restricted -  Staff in Confidence’ and care 
should be taken that they are addressed to the correct person(s). Consider carefully 
to whom such emails are sent and copied, try to limit this as much as possible with 
consideration to who genuinely needs to know. Documents being sent by fax should 
include an appropriate cover sheet marked ‘Restricted -  Staff in Confidence’ and it 
should always be confirmed that the receiver is present to collect the documents 
immediately.

4.3.4 When sending associated documents, consider whether the information contained 
within them would need an increased level of protective marking. All documents 
being sent in association with these kinds of reports will attract a protective marking 
of at least ‘Restricted’, but the contents of some supporting documentation may 
have a higher impact level should the security of the information be compromised. 
In the case of documents marked ‘Confidential or above’, these should only be sent 
as hardcopies using the double sealed envelope system set out above (in Section 
4.3.3), or using encrypted fax links.

4.3.5 Employees considering whether to send a report or document to an external 
organisation or individual should ensure they do so with reference to Force 
Information Security Policies and Procedures. A failure to treat information held by 
BTP appropriately may result in disciplinary action and/or criminal proceedings.
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Reference should be made to the guidance on Public Interest Disclosures at 2.4 
and 4.1.8 and the list of Prescribed Regulators for England, Scotland and Wales.

4.4 investigating a Report

4.4.1 As a guiding principle any report that falls within the terms of this SOP should be 
escalated at an early stage to the most appropriate level for action or investigation, 
(e.g. where there is an allegation of criminal conduct, corruption or other gross 
misconduct it should be reported to PSD without delay). The type and scale of 
investigation will be determined, taking into account necessity, proportionality and 
the likely outcome along with any other identified factors.

4.4.2 As soon as is practical, but always within ten working days, the receiver of the 
report will write to the Reporter to:

• Acknowledge receipt of the report
• Outline the initial enquiries made or other steps taken
• Indicate the proposed method of dealing with the concern, for example, 

grievance resolution, referral to PSD, local management action
• Provide an estimate of the timescales involved where possible
• Provide an explanation for not pursuing the matter where appropriate.

4.4.3 In any case that is referred to PSD, the Head of PSD will direct an assessment of 
the matter as to whether it is suitable for investigation, and determine the strategy 
and mode of any investigation. That Head of PSD will appoint an Investigating 
Officer to determine the strategy in each case. Some concerns may be deemed 
suitable for investigation as conduct matters at a local level. The need to preserve 
confidentiality will always be a primary factor in all decisions, but in most cases 
contact will need to be made with the Reporter.
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4 .4 .4  During the investiga tion , the  H ead o f HR, the local HR Business Partner, local 

m anagers and any o the r pa rties  w ill be consu lted as necessary. A  case 

m anagem en t m eeting m ay be convened at any point. W here  any con flic t arises 

be tw een the parties in re la tion  to  the  p lanned approach  the DCC w ill be asked to 

m ake a de te rm ina tion  o f the  s tra tegy to be adopted.

4 .4 .4  PSD w ill adv ise  the R eporte r o r the  referring m anager in w riting, how  it is in tended 

the  m atte r w ill be d e a lt w ith , inc lud ing setting a ra tiona le  fo r not pursu ing an 

investiga tion  w here  appropria te . In som e cases PSD m ay re fe r the  m atte r back to 

local m anagem ent to deal w ith  under unsa tis facto ry  pe rfo rm ance procedures, o r as 

a g rievance.

4 .4 .5  W h e re  an a llega tion  am oun ts  to un fa ir trea tm en t o f the R eporter, the  invoca tion  o f 

the  g rievance  p rocedure  m ay be the  m ost su itab le  w ay fo rw ard . T he  g rievance 

p rocedure  p rov ides a fram ew ork  fo r em p loyees to have th e ir g rievances d iscussed 

and look a t practica l w ays to  deal w ith  any prob lem s. U n less the a lleged behaviou r 

c lea rly  am oun ts  to m isconduct, reports  o f bully ing and harassm en t shou ld  be dea lt 

w ith  as g rievances in the firs t instance. If required, PSD w ill advise  on w he the r a 

repo rt am ounts  to  m isconduct. S hou ld  a llega tions o f poss ib le  m isconduct fo rm  part 

o f a grievance, these  can be re ferred to PSD to be assessed and if appropria te  

investiga ted . T he  g rievance  p rocedu re  can continue o r be p laced ‘on ho ld ’ 

depend ing  on the pa rticu la r c ircum stances. R eports  subm itted  to PSD tha t should 

be d ea lt w ith  under the G rievance  R esolution SO P w ill be referred back to  local 

m anagem e n t to take  app rop ria te  action. P lease re fe r to the G rievance R eso lu tion  

SO P  fo r m ore de ta iled  gu idance  on using this procedure .

4 .5  O u tc o m e  o f  In v e s t ig a t io n s

4.5.1 T he  ou tcom e o f an investiga tion  and the ava ilab le  sanctions  o r rem edia l action 

assoc ia ted  w ith  th is  w ill, in all cases, be de te rm ined by the p rocess utilised to

Confidential Reporting SOP 
SOP Ref; SOP/178/09

Page 15 of 25
NOT PROTECTIVELY MARKED

Standard Operating Procedure
Version 1.11 Date July 2011

MOD200001962



For Distribution to CPs

British
Transport
Police

NOT PROTECTIVELY MARKED 
BRITISH TRANSPORT POLICE

undertake  the enquiry. W here  w rongdo ing  or m a lp ractice  is estab lished, options 

ava ilab le  w ill range from  a dec is ion  to take  no fu rthe r action aga inst any individual 

righ t th rough to crim ina l p roceed ings and/or d isc ip line  p roceed ings fo r gross 

m isconduct, po ten tia lly  leading to d ism issa l.

4 .5 .2  S ub jec t to any legal constra in ts  th a t m igh t apply, the  R eporte r w ill be provided w ith 

in form ation abou t the ou tcom e o f th e ir report and any associa ted investiga tion . The 

in fo rm ation  provided shou ld  be su ffic ien t to enable the R eporte r to  be satis fied  that 

the ir report has been p roperly  considered and /o r acted upon. It m ust be 

rem em bered  tha t anonym ous R eporters, unless using the C AR S system , w ill not be 

ab le to be updated on action  to be taken  or the outcom e o f any investiga tion .

4 .6  M a in ta in in g  C o n f id e n t ia i i ty

4.6.1 The m a in tenance  o f con fiden tia lity  is a t the  heart o f th is  SO P and assoc ia ted  Policy 

and pe rm ea tes  all aspects  o f it.

4 .6 .2  A ll those  w ho  are privy to in fo rm ation  d isc losed via the steps outlined in th is  SOP 

have a duty to m ain ta in  con fiden tia lity . W here  in form ation is passed to o thers the 

reasons m ust be c lea rly  and unequ ivoca lly  stated. In any case w he re  there  is 

cons idered  to be a risk o f com prom ise  w ith in  line m anagem ent procedures, issues 

m ay be ra ised d irec tly  w ith  the  Head o f PSD or the ir representa tive .

4 .6 .3  It m ust be recogn ised  how eve r th a t the re  m ay be s itua tions  w here  the  ethical 

investiga tion  o f serious w rongdo in g  m ay not be com patib le  w ith  th is duty. A  decision 

to breach con fiden tia lity  w ill no t be m ade w ithou t re fe rence  to the Head o f PSD or a 

m ore sen io r officer.
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4 .7  S u p p o r t in g  th e  R e p o rte r

4.7.1 G e n e ra l - A n  em p loyee  w ho has m ade a protected d isc losure  w ith in  the provis ions 

o f the  PI DA w ill be entitled  to seek redress through an em p loym en t tribuna l if they 

cons ide r th a t th e y  have suffered any detrim ent as a result. D e trim en t has a w ide  

m eaning. In o rde r to m in im ise the risk o f detrim ent occurring, positive  and tang ib le  

action  is requ ired . A  R eporte r m ay expec t som e o r all o f the  fo llow ing  cons idera tions 

to be app lied  to th is  end (see Section 2.6.6).

4 .7 .2  L e a d e rs h ip  (S u p p o r t  b y  l in e  m a n a g e rs  a n d  s u p e rv is o rs )  - In the firs t instance 

line m anagers  m ust d isp lay  positive  leadersh ip  and in pa rticu la r m ust never 

d iscou rage  the  p rope r reporting o f concerns o r the airing o f g rievances by the ir 

w ords, ac tions  o r conduct. W here  em ployees have trus t in the ir im m ed ia te  line 

m anager and are con fiden t tha t they  w ill be supported  from  the  outset, the  overa ll 

e fficacy  o f th is, and re lated processes, is enhanced. Fo llow ing the rece ip t o f a 

report, an assessm en t w ill be carried  ou t at an appropria te  level and a s tra tegy 

de te rm ined , docum ented  and applied . Th is initial assessm ent w ill be review ed in the 

ligh t o f any  s ign ifican t deve lopm ent in the case. A n  identified  sen io r m anager w ill be 

ass igned  respons ib ility  fo r reporting on and m anaging any identified  risk to the 

R eporter.

4 .7 .3  M e a n in g fu l a n d  ta n g ib le  s u p p o r t  - S upport w ill a lw ays need to be ta ilo red to the 

s itua tion  and to  the needs o f both the  individual and o f the  organ isation . It is 

im poss ib le  to  be p rescrip tive  but it is essentia l tha t the  R eporte r is aw are o f w hom  

th e y  shou ld  repo rt any concerns to, and o f the ir ob liga tion  to do so. Th is is essentia l 

to enab le  BTP to  take  any rem edia l action  tha t m ay be necessary. The  re levant 

m anagers  m ust m ain ta in  a record o f issues raised, any sup p o rt o ffe red and any 

su p p o rt th a t is taken  up. It m ust be particu larly  noted tha t a R eporte r m ay be 

su ffe ring  increased  leve ls o f stress e ithe r w ith in  o r ou ts ide  the  w orkp lace . M anagers 

and supe rv iso rs  should be particu la rly  a lert to the potentia l e ffects  o f th is on an
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ind iv idua l. W here  ind iv idua ls  are absen t from  w o rk  as a resu lt o f such effects, 

suppo rt w ill be g iven  to enab le  them  to  return to w o rk  as soon as possible.

4 .7 .4  A m n e s ty  f ro m  c o n d u c t  p ro c e e d in g s  - Lim ited and defined am nesty  fo r conduct 

o ffences m ay be g iven  fo r Em ployees w ho are ab le  to g ive  ev idence o f crim ina l 

ac tiv ity  and se rious  b reaches o f conduct. Criteria to be applied include:

•  W h e th e r such ev idence  is essentia l to progress an investigation;

•  W h e th e r it is requ ired to support a successfu l p rosecution ;

•  W h e th e r the R eporte r has been a party to the com m ission o f a crim ina l 

o ffence  or to se rious  m isconduct; and

•  W h e th e r the R eporte r has m ade any personal ga in  from  the ir actions.

4 .7 .5  M it ig a t io n  in  c r im e  a n d  s e r io u s  c o n d u c t c a s e s  - In su itab le  cases it m ay be 

appropria te  to app ly  the  pro toco ls se t ou t in the BTP po lic ies re lating to the hand ling  

o f C overt H um an In te lligence  S ources (CHIS) and /  o r C onfiden tia l C ontacts  in 

respect o f the  em p loyee  concerned. Th is m ight inc lude  a confiden tia l le tte r to a 

ju d g e  deta iling  the  ass is tance  provided to the prosecu tion  o r a w ritten  tes tim on ia l 

p resented to a d isc ip line  hearing etc.

4 .7 .6  C ase  m a n a g e m e n t m e e tin g s  - The  Investigating O fficer, acting on beha lf o f the  

Head o f PSD, m ay call a case m anagem ent m eeting a t any tim e. The p rim ary 

purpose  o f th is  m eeting w ill be to in form  m anagers o f the  ex is tence  o r p rogress o f 

the  investiga tion  and to ensure  tha t appropria te  sup p o rt is being m ade ava ilab le  to 

the R eporte r and, w he re  app licab le, the  subject(s) o f investiga tion . No persons w ill 

be p resen t a t these  m eetings w ithou t the ag reem en t o f e ithe r the  investiga ting  

o ffice r o r the  Head o f PSD. In cases w here  the m eeting is no t cha ired by the  Head 

o f PSD it is expected  tha t the  S en io r A rea  or D epartm enta l line m anager invo lved 

w ill unde rtake  th is  role. A  record o f decis ions m ade a t such m eetings w ill be 

m ain ta ined  by the  Investiga ting  O ffice r on the case  file. It shou ld  be noted th a t it
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m ay be necessary  to con tinue  provid ing support to  the R eporte r long a fte r any 

investiga tion  has been concluded.

4 .7 .7  U p d a te s  - Fo llow ing th e  in itia l response to the R eporte r (as deta iled  at 4 .2 ) and 

the Investiga ting  O ffice r w ill p rov ide the  reporte r w ith  period ic updates on the 

progress o f the  investiga tion . The frequency and tim ing  o f such updates w ill depend 

on the pace and co m p le x ity  o f the  investigation. P eriods between such updates w ill 

not no rm a lly  exceed one  ca lenda r m onth.

4 .7 .8  R o le  o f  H R  -  HR w ill provide continu ing in form ation, advice  and suppo rt to 

R eporters and th e ir supe rv iso rs  and line m anagers in accordance w ith  the 

E m ployee C are Po licy. T he  suppo rt provided m ay be by w ay of:

•  C onfiden tia l re fe rra l to the HR W ellbe ing D epartm en t

•  A dv ice  on s e lf re fe rra l to an appropria te  S uppo rt G roup o r S ta ff A ssoc ia tion  

(fo r exam p le  T S S A  o r the BTP Federation)

•  In te rven tion  a t the  request o f HR Business P artners  w here  a negative  im pact 

has been iden tified  in the w orkp lace

•  In fo rm ation  and s ignposting  to o the r support and in form ation resources.

4 .7 .9  A p p o in tm e n t o f  C h ie f  O f f ic e r  -  If requested and w here  deem ed appropria te  by the 

C h ie f O fficer, the  R e p o rte r w ill be g iven access to a des igna ted  A C P O  C h ie f O ffice r 

(o r equ iva le n t) w hom  has no d irec t responsib ility  fo r any re lated investiga tion . Th is 

w ill, in se rious  cases, p rov ide  a m eans fo r a R eporte r to express any concerns 

abou t the  investiga tion  o r m ake observa tions on the  suppo rt tha t they  are rece iv ing 

o r have rece ived. U n less  there  a re  good reasons fo r not doing so, the  fu ll de ta il o f 

these  m eetings w ill be m ade  ava ilab le  to  the Investiga ting  O fficer.

4 .7 .1 0  C a ve a t - BTP recogn ises  tha t the  dec is ion  to repo rt a concern  is a d ifficu lt one. 

W h ile  BTP w ill p rov ide  suppo rt as deta iled  in th is SO P  a R eporte r m ust not m ake
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assum ptions  tha t m aking a report w ill cause any proceedings aga inst tha t indiv idua l 

to be halted, suspended or o the rw ise  invalidated. Each case w ill be sub jec t to 

ind iv idua l considera tion , assessm ent and determ ination  in th is respect.

4 .8  A n o n y m o u s  R e p o rts

4.8.1 T he  fac ility  to  m ake anonym ous reports  is provided as part o f the  reporting  process 

as issues o f w rongdo ing  m ay not o the rw ise  be brought to light. A s  a se lf-ev iden t 

p rinc ip le  it is be tte r to have som e in form ation than no in fo rm ation  in re la tion  to 

suspected  w rongdo ing . N everthe less the absence o f a ttribu tab le  and docum ented  

in fo rm ation  m ay inh ib it o r res tric t the e ffec tive  conduct o f any re lated investiga tion .

4 .8 .2  A ll such in fo rm ation  w ill be sub jec t to an assessm ent based on ‘seriousness, 

c red ib ility  and the  perce ived like lihood o f securing supporting  ev idence ’ . Th is w ill 

de te rm ine  w hat, if any, is the  action to  taken. It m ust be particu la rly  noted tha t the  

poss ib ility  tha t in fo rm ation  is assessed as like ly to be fa lse  o r m a lic ious is h igher 

w he re  the  source  o f the in form ation is not known.

4 .8 .3  O ne option  to be considered before  m aking a decis ion not to investiga te  m igh t be a 

genera l appea l fo r in fo rm ation  re la ting to the concern  identified . Th is m ay cause 

e ith e r the  in itia l R eporte r o r o thers to com e forw ard. P lease note tha t in som e cases 

the re  could be a risk o f a lerting  w rongdoe rs  in advance o f a full investiga tion  w ith  

po ten tia l nega tive  consequences and th is w ill need to be taken into account.

4 .9  F a lse  o r  M a lic io u s  R e p o rts

4.9.1 T he  poss ib ility  tha t an ind iv idua l m ay use the  confiden tia l reporting  system  to m ake 

fa lse  o r m a lic ious a llega tions a lw ays ex is ts  and th is m ust be guarded against. A  

fa lse  o r m a lic ious a llega tion  can have devasta ting  e ffects on an ind iv idua l w ho is 

un jus tly  accused.
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4 .9 .2  W he re  a repo rt is investigated and the concerns de ta iied  are found to be 

unsubstan tia ted  o r untrue, no action  \Yiii be taken aga ins t the  R eporter. Th is is 

sub jec t ai\A/ays to the proviso the R epo rte r has acted th roughou t in good fa ith  and 

\Y ithout seek ing  to secure  any persona i advantage.

4 .9 .3  N eve rthe iess  \Yhen an investiga tion  estab iishes tha t a report o r a iiegation  w as  

c iea riy  fa ise , and /  o r w as  not m ade in good faith, the  actions o f the  R eporter m ay 

be cons ide red  to am oun t to gross m isconduct, and d isc ip iina ry  proceed ings m ay be 

instiga ted .

4 .9 .4  S im iia riy , shou id  a report o r in fo rm ation  be re ieased to a person or person(s), e ithe r 

in te rna i o r externa i, in o rder to cause  em barrassm ent, d is tress o r to gain personai 

advan tage  in any \A/ay, \Yhether the repo rt is true o r fa ise, cons ide ra tion  \Yiii be g iven 

to tak ing  d isc ip iina ry  action. E m pioyees shouid ensure  they m ake reports o f th is 

nature  th rough  the appropria te  and proportiona te  channeis. For exam pie , concerns 

tha t a iine m anager is m isappropria ting  BTP m onies shouid be reported through 

iocai se n io r m anagem ent, o r d irec tiy  to  PSD. Sending a g roup em aii to the team  or 

departm en t, o r contacting  the  m ed ia  couid put the  \A/eifare o f the  individuai 

concerned  a t risk, put the  repu ta tion  o f BTP a t risk, as \A/eii putting the  R eporter at 

risk o f reprisa is .

4 .10  S o u rc e s  o f  In fo rm a tio n

4.10.1 S ta f f  A s s o c ia t io n s  -  M ost em p ioyees  can obta in  adv ice  from  the ir Poiice 

Federa tion , S upe rin tenden ts ’ A ssoc ia tion , TS S A  o r o the r trade union 

rep resen ta tives . A dv ice  and suppo rt is usua iiy  ava iiab ie  from  these  sources a t any 

s tage  o f the  process, in certa in  c ircum stances such rep resen ta tives  m ay act fo r the  

repo rte r in bring ing issues to notice on th e ir behaif. in add ition  the re  a re  a num ber o f 

in te rna i su p p o rt g roups (AM P, CPA, D ESA, LiNK, S AM E) tha t a re  iike iy to be ab ie
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to  provide adv ice  and support. D eta ils  o f these groups and ho\Y to con tac t them  are 

ava ilab le  on the BTP in trane t by c lick ing on Em ployee S e rv ices .

4 A 0 .2 P u b lic  C o n c e rn  a t W o rk  (P C W ) - This organisation is an independen t charity. 

P C W  la\A/yers are ava ilab le  to g ive  free  confidentia l advice  a t any s tage  abou t ho\Y 

to ra ise a concern  abou t m a lp rac tice  \Yithin the \Yorkplace. Details can be obta ined 

from  the ir \A/ebsite a t w w w .pca \Y .co .uk .

4 .10 .3  O th e r  e x te rn a l s o u rc e s  - G enera lly  advice  is ava ilab le  from  those  o rgan isa tions to 

\Yhich d isc losure  m ay prov ide  the pro tection  o f P IDA fo r the  Reporter. M ore deta ils 

o f these o rgan isa tions  and ho\Y to identify  them  can be found in Section 2.5.1 o f th is 

SOP.

4.11 L e a rn in g  th e  L e s s o n s

4.11.1 F e e d b a c k  a n d  d e b r ie f in g  - A t the  end o f the  process the R eporte r \y NI be debrie fed 

by a sen io r m anager accep tab le  to the R eporter fo r the  purpose o f identify ing  

o rgan isa tiona l learn ing issues. A  record o f the  debrie fing  \Yill be m ade and 

in form ation m ay be d isc losed  to o thers fo r the purpose o f securing im provem ents. 

O ne route to  be cons ide red  \Yould be through the PSD “Lessons Learned” process. 

S uch in fo rm ation  \Yill no t iden tify  any o f the  ind iv idua l(s) concerned un less th is  is 

unavo idab le , o r the re  has been a fo rm a l outcom e tha t ju s tifie s  this.

4 .11 .2  O rg a n is a t io n a l le a rn in g  - W he re  appropria te , o rgan isa tiona l learn ing issues \Yill be 

d issem ina ted  th rougho u t BTP by the  Head o f PSD using processes estab lished fo r 

th is  purpose. Such in fo rm ation  \y NI no t identify any o f the  ind iv idua l(s) concerned 

un less th is is unavo idab le , o r the re  has been a form al ou tcom e tha t ju s tifie s  this.

Confidential Reporting SOP 
SOP Ref: SOP/178/09

Page 22 of 25
NOT PROTECTIVELY MARKED

Standard Operating Procedure
Version 1.11 DateJuly2011

MOD200001969

http://www.pca/Y.co.uk


For Distribution to CPs

British 
> Transport 

Police
NOT PROTECTIVELY MARKED 
BRITISH TRANSPORT POLICE

5 M O N ITO R IN G  A N D  C O M P LIA N C E

5.1 R e p o rt in g

5.1.1. A s ide  from  the requ irem ent fo r Em pioyees to report the ir invo ivem ent in iegai 

p roceed ings, the  subm iss ion  o f a report to w hich th is SO P and associa ted Poiicy 

app iies is an optiona i activ ity  and there fo re  there are no com piiance  issues. W here  

it is iden tified  th a t an Em pioyee fa iied to notify the ir invo lvem ent in legal 

p roceed ings th is  w ill be treated as a fa ilu re  to com ply w ith  a w ritten  instruction  and 

dea lt w ith  accord ing ly .

5.2 In v e s t ig a t io n

5.2.1 Each case  w ill be rev iew ed on fina lisa tion  by the Head o f PSD o r the ir nom inee. 

A ny  issues iden tified  w ith  the rece ip t o r investigation o f a report w ill be acted upon 

as appropria te , un less a lready addressed during the p rogress o f the  investiga tion .

5.3 M a n a g e m e n t o f  R e c o rd s

5.3.1 A ll records re la ting  to issues raised through the p rocedures se t ou t in th is po licy w ill 

be p ro tec tive ly  m arked as ‘R estric ted ’ o r above and trea ted  accord ing ly. C ore 

records w ill no rm a lly  be m anaged on the secure  P ro fess iona l S tandards se rve r 

w ith in  the  Force In te lligence  System . C opies and o the r docum enta tion  w ill on ly  be 

created w h e re  necessa ry  to suppo rt p rocessing o f the  in fo rm ation  w ith in  BTP.

5 .3 .2  G enera lly  all records w ill be reta ined in accordance w ith  the R ecord R etention  

S chedu le  a ttached to the  R ecord M anagem ent S tandard O pera ting  Procedure.

5 .3 .3  W here  reports  are rece ived and assessed as being incapab le  o f supporting  action  

these  w ill be re ta ined fo r a m in im um  period o f one fu ll ca lenda r yea r fo llow ing  the 

da te  on w h ich  the  assessm en t w as made. Follow ing th is ind iv idua l reports w ill be 

rev iew ed on a pe riod ic  basis, not less than annually, and w eeded  w hen  appropria te .
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5.3 .4  W here  reports  resu lt in the  activa tion  o f grievance, unsa tis facto ry  perform ance, or 

m isconduct p rocedures etc, re tention o f the re levant in form ation necessary to 

suppo rt those  p rocedures w ill be in accordance w ith  the gu ide lines tha t app ly to 

those  procedures.

6 A P P E N D IC E S

•  A p p e n d ix  A  - G u idance  fo r M anagers on Dealing w ith  C onfiden tia l Reports

•  A p p e n d ix  B - G u idance fo r Em ployees W hen M aking a C onfiden tia l R eport

A S S O C IA T E D  D O C U M E N TS

B usiness In terests, S econdary E m ploym ent and V o lun ta ry  W ork SO P 

C oun te r C orrup tion  and Fraud Policy

R eporting  o f Inappropria te  and C om prom is ing A ssoc ia tions  Policy 

O ccupa tiona l H ealth  SOP 

S tress M anagem e n t SO P (being re-drafted)

D isc ip line  (P o lice  S taff) SO P (being re-drafted)

G rievance  R eso lu tion  SOP 

U nsa tis fac to ry  Perfo rm ance (Police S taff) SOP

C O N T A C T S

F urthe r in fo rm a tion  and advice  is ava ilab le  from ;

T h e  P ro fe s s io n a l S ta n d a rd s  D e p a rtm e n t
P o licy adv ice______
Tel:^_______________
PSD In te lligence  U n it 
Tel; \ ^ ^
Fax; 0207 7830  6723

HR B u s in e s s  P a rtn e rs  a n d  S u p p o r t

HR B u s in e s s  C e n tre
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Tel:^_________________

O c c u p a tio n a l H e a lth  D e p a rtm e n t
Tel:| j ------------
Email: O ccupationa lH ealth(5

W e lfa re  A d v is o r .  W e llb e in g  D e p a rtm e n t
Tel:

C a re  F irs t  -  A d v ic e ,  In fo rm a tio n  a n d  C o u n s e llin g  S e rv ic e  (fre e  and  
c o n f id e n t ia l)
Tel: 0800 174319 (open 24 hours, eve ry  day).

BTP  E m p lo y e e  S u p p o r t  G ro u p s  

BTP  S ta ff  A s s o c ia t io n s
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