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Our Mission Statement 
Aim to deliver an engaging, positive learning experience every time. 

Our Values 
Our values encompass the achievement of all of our learners. Our values are HONESTY, INTEGRITY, 
SUPPORT, ETHICAL BUSINESS AND EQUALITY OF OPPORTUNITY FOR ALL.  We support PREVENT, 
SAFEGUARDING, BRITISH VALUES, EQUALITY, DIVERSITY & INCLUSION and this policy is at the heart 
of and supports these core values in aiming to safeguard staff and learners. 

Our Vision 
To be the provider of choice for apprentices and clients, creating bespoke education and training 
that maximizes opportunity and investment, both for now and in the future. 
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1 - Introduction and Overview 

Employees may have access to, or come in contact with, information of a confidential nature. Their terms and 
conditions provide that except in the proper performance of their duties, employees are forbidden from disclosing, 
or making use of in any form whatsoever, such confidential information. 

However, the law allows employees to make a ‘protected disclosure’ of certain information. In order to be 
‘protected’, a disclosure must relate to a specific subject matter (clause 2) and the disclosure must also be made 
in an appropriate way (clause 3) 

The centre is committed to be complaint with the Bribery Act 2010. The Company actively encourages a culture of 
honestly and openness and therefore all employees are required to bring up to their manager or other designated 
person any issue that, in the employees’ opinion, might constitute bribery or corruption. 

2 - Rationale and Scope 
 
This policy covers all staff and students at the centre. 

3 - Roles and responsibilities 
 
Our SMT (senior management team) take overall responsibility for the provision of all policies within 
the centre. The directors, Mark Webber and Peter Carey, take overall responsibility for this policy, 
its application and sharing of appropriate information.   

4 - How this Policy will be Communicated 
 

- Our SMT will review policies and update as required 
- Our policy will be made available on our website if applicable 
- Our policy documents will form part of the induction for all staff to the centre 
- When suitable, policies will be uploaded to OneFile resources for access by all appropriate 

users 
- We may email policy updates to staff as required or use OneFile system announcements 
- Staff should also review the employee handbook in relation to staff behaviour. 

 

5 - Complaints 
 
Any complaints in relation to this policy or relating to this policy or conflicts of interest should be 
made to the SMT or the Directors, who can be contacted via our Head Office on 08452235020 or 
email info@apprenticeship-centre.co.uk.  
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6 – Disclosure Procedure  

 
Information which an employee reasonably believes, tends to show, one or more of the above should promptly be 
disclosed to the, Managing Director or SMT, so that any appropriate action can be taken. 

If it is appropriate to make such disclosure to the manager, the employee should speak to the, Managing Director. 

Employees with suffer no detriment of any sort for making such a disclosure in accordance with this procedure. 

However, failure to follow this procedure may result in the disclosure of information losing it’s ‘protected status’ 

For further guidance in relation to this matter or concerning the use of the disclosure procedure generally, 
employees should speak in confidence to the Managing Director or SMT. 

 

7 – Government Guidance Relating to Whistleblowing  
 
You’re a whistleblower if you’re a worker and you report certain types of wrongdoing. This will usually be 
something you’ve seen at work - though not always. 

The wrongdoing you disclose must be in the public interest. This means it must affect others, for example the 
general public. 

As a whistleblower you’re protected by law - you should not be treated unfairly or lose your job because you ‘blow 
the whistle’. 

You can raise your concern at any time about an incident that happened in the past, is happening now, or you 
believe will happen in the near future. 

 https://www.gov.uk/whistleblowing 
 

8 – Complaints that are Classed as Whistleblowing 

You’re protected by law if you report any of the following: 

• a criminal offence, for example fraud 
• someone’s health and safety is in danger 
• risk or actual damage to the environment 
• a miscarriage of justice 
• the company is breaking the law, for example does not have the right insurance 
• you believe someone is covering up wrongdoing 
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9 – Complaints that Do Not Count as Whistleblowing 
 

Personal grievances (for example bullying, harassment, discrimination) are not covered by whistleblowing law, 
unless your particular case is in the public interest. 

Report these under your employer’s grievance policy. 
 
Contact the Advisory, Conciliation and Arbitration Service (Acas) for help and advice on resolving a workplace 
dispute. 
 
 
 
 

 


