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Integrity at Work

ActionAid Ireland is a member of the Integrity at Work (IAW) programme, a Transparency
International Ireland initiative. As partof its commitmentto protecting workerswho make protected
disclosures, ActionAid has signed and worksto comply with the Integrity atWork Pledge.

Integrity at Work Pledge

ActionAid Ireland recognises the importance of developing and ethical workplace and the valuable
contribution ofthose who raise concernsaboutwrongdoing. We committo notpenalising, or
permitting penalisationagainst, aworkerwhoreportsrisks orincidents of wrongdoingandto
respondingto oracting uponthose concerns.

In committing ourselves to this pledge we will work towards implementing a
‘whistleblowing’/protected disclosures policy and accompanying procedures which:

a.

b.

Promote thereporting ofwrongdoingorthe riskof harmto the responsible personinside
the organisation or external bodies as appropriate.
Provide comprehensive information about the types of disclosures that can be made, to
whom, by whom and in respect of what.
Encourage our workers to seek professional advice both prior and subsequentto making a
report.
Assure ourworkersthat any report will be dealtwith in the strictest confidence and that
theiridentity oridentifyinginformation willnotbe disclosedtothird partiesunlessrequired
by law or necessary forthe purposes of conducting the investigation.
Provide ourworkerswith sufficientnotice and atimely explanationinthe eventthathis or
heridentity is to be disclosed to a third party.
Confirmthatreportswillbe acteduponwithin areasonable time frame andtake whatever
remedial action is deemed necessary by the organisation to address any wrongdoing or the
rise of wrongdoing thatmighthave been identified in response tothe report.
Committokeepinganyworkerwhomakesreportsinformed ofthe progress of
investigations.
Provide for appropriate disciplinary actionto be taken againstanyone found to have
penalised a worker for:

I.  Havingreportedwrongdoing, or;

Il.  Refusingtoengage inwrongdoing.
Additionally, the organisation commits torecord anonymised dataeach yearon:

I.  Thenumberof reports made to the organisation;

Il. The nature of each report;

lll.  The numberof complaints of retaliation against workers who have made disclosures

and;

IV.  The action takeninresponse toeachreport.
Sharethisdata(assetoutinparagraphl)withitsBoard of Directors (orotherrelevant
Governance Body) where appropriate.

Ensure that our managers and responsible persons are aware of our commitments under
this Pledge and related policies and procedures and are adequately trained in handling a
report.

Publicise ourcommitmenttothe Integrity atWorkinitiative with ourworkers and other
relevant stakeholders.



1. Introduction

11 ActionAid Ireland is committed to the highest possible standards of compliance with our
legal requirements.

1.2 OurWhistleblowingandProtectedDisclosuresPolicyisintendedtoencourageand
enableworkerstoraise concernsratherthanoverlookingthem. Underthispolicya
workercanmake adisclosurewithoutfearofpenalisationorthreatoflessfavourable
treatment, subsequentdiscrimination or disadvantage.

13 This policy aims to give effect to the obligations and provisions of the Protected
Disclosures Act 2014 and does not replace any legal reporting or disclosure
requirements arising under other legislation. Where statutory reporting requirements
or procedures existthese mustbe fully complied with.

14 This policy does notreplace the organisation’s Grievance and Disciplinary Procedures, in
particularwheretheissuesrelatestoanindividual worker’s contractof employment,
thismattershouldbereferredunderthe ActionAidlreland Grievance andDisciplinary
Procedures.

15 Our policy has been discussed and agreed with our employees and has their full
support.

2. Aims & Scope of this Policy
21 This policy aimsto:

e Encourage workers to feel confident aboutraising concerns aboutrelevant
wrongdoings;

e Provide avenues for workers to make disclosures about relevant wrongdoings and
receive feedback onany actiontaken;

e Ensurethatsuppliers are aware of their responsibilities;

o Reassure workers that they will be protected from reprisals for making a disclosure
in accordance with this policy.

2.2 Thispolicyisintended to coverall aspects of ActionAid Ireland’s activity in Ireland.

3. ProtectedDisclosure

31 This policy deals with disclosures that relate to ‘relevant wrongdoings’. These
correspond to the relevant wrongdoings in the Protected Disclosures Act 2014
(Section 5, Subsections 3(a) to(h)) andin summarythese are:
a. Offencesthatare or are likely to be committed,
b. Failingto complywithlegal obligations;
¢. Miscarriage ofjustice;
d. Healthand Safetyrisks, includingriskstothe publicaswell as other workers;



Damage to the environment;

The unauthorised use of public funds orresources;

Oppressive, discriminatory orgrossly negligentaction orinaction by a publicbody;
Informationshowingthatanymatterfallingintoanyofcategoriesabovehasbeen,
is being, orislikely to be concealed or destroyed.
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3.2 A ‘protected disclosure’ underthis policy may be about a relevant wrongdoing:
e Thatis happeningnow;
e Thattook placeinthe past;
e Thatis aboutto happen.

Reasonable Belief

4.1 Aworkerdoesnotneedtobe certainaboutthefactsintheirdisclosure, itis sufficient
thatinthe reasonable belief of the work the information tends to show one ormore
relevantwrongdoings andthe information came tothe attention of the workerin
connection with theiremployment.

Who is Coveredby this Policy?

5.1 Thispolicy appliestoall‘workers’i.e. ouremployeesatalllevels, agency workers,
trainees,apprenticesandinterns, self-employedpersonsactingonourbehalf,andin
certain circumstances the workers of companies that supply us with goods and services.

5.2 This policy appliesto currentand past employees and atthe recruitment stage.

Channels for Making a Disclosure

6.1 This policy provides guidance toworkers on making:
¢ Aninternaldisclosurewithinthe employmentortoanagreedthird party authorised
by theemployer;
¢ Anexternal disclosuretoa ‘Prescribed Person’, and;
e An external disclosureto ‘Others’.

Raisinga Concernunder the Internal Disclosure Procedure

7.1 Asafirststep, adisclosureabouta‘relevantwrongdoing’ should normally beraised
usingthe internal disclosure procedures, howeverthis depends onthe seriousness and
sensitivity ofthe issues involved and whoiis suspected of the wrongdoing.

7.2 Disclosures made underthe internal procedures may be made verbally orinwritingto
the ‘Protected Disclosure Manager’ nominated by ActionAid Ireland.

7.3 Workerswhowishto make awrittendisclosure are invited to use the following format
andtokeepacopy ofthedisclosure and anyinformation provided. Itisnotnecessary
to follow this format, itis justa suggestion.
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Suggested Format for Making an Internal Disclosure:

1. Giveadescriptionof the ‘relevantwrongdoing’;

2. Provideanyinformationthattendstoshowtherelevant
wrongdoingso as to assist in the assessment of the matters
raisedin the disclosure;

3. Date the disclosure;

4, Giveyour preferredcontact details;

5. State that the disclosure is made under the Protected

K Disclosures Actandstateif youdo/donot expectconfidentiality. /

Althoughworkersare notexpectedtoprove the truth of the facts inthe disclosure they
musthavea ‘reasonable belief thatthere are groundsfortheirconcernwhenmakinga
disclosure usingthe internal procedure.

8. Confidentiality

8.1

8.2

8.3

Allconcernswillbetreatedin confidence. Unlessthe workerclearly statesthattheydo
not objectto having their name associated with the disclosure.

Disclosureswillbekeptsecureandinaformatthatdoesnotendangerconfidentialityof
the personmakingthe disclosure. Thefocuswill atalltimes be onthe informationin
the disclosure ratherthanthe identity of the workermaking the disclosure.

Atthe appropriatetime however, the identity ofthe personmakingthe disclosure may
needtoberevealedifitisnecessaryfortheinvestigationandinaccordance withthe
principles of natural justice and fair procedures. If this should arise, the person
concerned will be informed as soon as possible.

9. AnonymousAllegations

91

Workersare encouragedto puttheirnametothedisclosure. Concernsexpressed
anonymouslywillbetreatedseriouslyandconsideredinaccordancewiththispolicy.
Where a worker uses an anonymous email address or phone number these will be used
to provide updates.

10. The Role of the ‘Protected Disclosure Lead’

10.1

10.2

ActionAid Ireland is ultimately responsible for the management of this policy.

ActionAidIrelandis appointingtwoidentified seniorexecutivesasthe ‘Protected
Disclosure Leads’ forthe maintenance and day-to-day operation of this policy. Workers
are alsoencouragedtofeel free tomake a disclosure toany member ofthe senior
managementteam.



10.3 The‘ProtectedDisclosurelLeadsare SiobhanMcGee, CEO ActionAidlrelandandthe
Head of International Internal Auditfor ActionAid Internationalinresponsetoa
disclosure.

104  The contact details forthe Protected Disclosure Leads are:
SiobhanMcGee (CEO, ActionAidIreland)

Email: siobhan.mcgee@actionaid.org
DirectLine: 01 814 7059

Rayelene Govender (Interim Head International Internal Audit)
Email: rayelene.govender@actionaid.org
Direct Line: +27 11 731 4500

11. How the Enterprise will Respond

11.1  TheProtectedDisclosure Leads willrespondtoallconcernsraised underthe internal
disclosure procedure.

11.2  Disclosures may, in light of the seriousness of the allegations be referred immediately to
the appropriate authorities. Likewise if urgent action is required (for example to
remove ahealthand safety hazard)thiswill betakenbeforeany otherinvestigationis
conducted.

11.3  Inordertoprotectanyindividualsaccusedofa‘relevantwrongdoing’ aninitialinquiry
willbe madetodecide whetheraninformal orformalinvestigationis appropriate, and
ifso, whatformit shouldtake. Where appropriate, the mattersraisedinthe disclosure

may:

e Beinvestigated by management, internal audit, be referred to the external auditor;
e Bereferredto AnGarda Siochana;

o Bereferredtoexternalenforcementagencyorregulator;

¢ Formthesubjectofanindependent(third party)inquiry;

e Be dealtwithinaccordance with ActionAid Ireland’s Grievance and Disciplinary

Procedures.

114  Generallywithintenworkingdays(andnolaterthan21workingdays)ofaconcern
beingraised, the Protected Disclosure Lead willwritetothe workerwhomade the
report (where thisis known) to:

Acknowledgethatthe concern hasbeenreceived,;
¢ Indicate insummaryformhow ActionAid Ireland proposesto deal withthe matter;
e Givean estimate of howlongitwill take to provide the nextresponse;

or

e Provideanapproximatedatebywhichthepersonmakingthedisclosurewillreceive
the final communication; or
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11.7

118

119

11.10

e Setting outwhy no investigation will take place.!

The communication will include information on staff support mechanisms including the
rightto be represented by atrade union.

The amount of contact between the Protected Disclosure Leads (orthe person working
ontheirbehalf) andthe worker making the disclosure during the investigations will
depend on the nature of the matter raised, the potential matters involved and the
clarify of the information provided in the report.

The Protected Disclosure Leads will ensure thatthe personwho made the disclosureis
awarethat the matter is underactive consideration and will provide themwith afinal
statementsummarisinghowthe concernsraisedinthedisclosureweredealtwithand
whataction was taken to rectify the wrong doing.

In circumstances where an investigation does not conclude that any relevant
wrongdoing has taken place or where the person making the disclosure is mistaken or
unaware of allthe facts surroundingtheissuesraised,the ProtectedDisclosure Leads
willinthe final statementtake the opportunity to explain thatthe concerns were
unfounded.

TheProtectedDisclosuresLeadswillmaintainarecordofallconcernsraisedand
reportsreceivedalongwithnotesoftheinvestigationandthe outcome,inasecure
manner which does not endanger workers’ confidentiality or damage reputations or
workers’ employmentrecordsinthe case of inaccurate disclosures.

TheProtectedDisclosureLeads willreportasnecessarytothe Board of ActionAid
Irelandprovidingarecordofthe numberandtype ofdisclosuresreceived, theactions
taken,anybreachesofconfidentiality orof penalisation ofthe actionstakentoremedy
these and a statement on awareness and training on the policy.

12. Raisinga Concern Externally

121

Workersare encouragedtoraisetheirconcernsunderActionAidIreland’sinternal
disclosure procedureinthefirstinstance. However,itisrecognisedthatthismaynot
always be appropriate therefore this policy, in line with the Protected Disclosures Act
2014 providesforexternal reportingto ‘Prescribed Persons’andto ‘Others’.

13. Making a Disclosure toaPrescribed Person

13.1The Protected Disclosure Act 2014 provides for external reporting of wrong-doing to
appropriate authorities in circumstances where:

() Theworkerreasonably believes thatthe information disclosed and any allegations
contained are substantially true and;

1 The legislation does notrequire the organisation tocommunicate with the worker who made the protected
disclosure. Therecommendation is aimed at assisting organisations tocommunicatethat actionis being
undertaken by the enterprise so that the worker can determine if it is appropriate for them to make an
external disclosure.



()  Thewrongdoingfallswithinmattersinrespectofwhichthereisa‘Prescribed
Person’.

132 A‘'Prescribed Person’is the external authority as prescribed by Ministerial Order (under
Section7oftheProtectedDisclosuresAct2014). Prescribed Personsarenormallythe
Regulatingor SupervisingAuthorityorinspectoratewithresponsibilityfordealingwith
any ‘relevantwrongdoing’fallingwithinthe scope ofthe Protected Disclosure Act2014
such as the Data Protection Commissioner, Health and Safety Authority and the labour
inspectorate in the Workplace Relations Commission.

13.3  ActionAid Ireland aims to maintain and make generally available an up-to-date listand
contactdetailsofthevarious‘Prescribed Persons’andthe mattersthatmaybereport
tothem. Alinktothe relevant Statutory Instrumentis included on page 11.

13.4 The ‘Prescribed Person’ may have their own procedures for making a disclosure and staff
are encouraged to contact their trade union in advance of making a disclosure to a
‘Prescribed Person’.

13.5 Staffare encouragedto seek externaladvice whereneeded. In particular, Transparency
International Ireland provide a Speak up Helpline which staff can of avail of by calling

Freephone 1800 844 866. The Helpline provides independent and confidential advice for anyone
considering reporting aconcern or making a protected disclosure. Itis open Monday to Friday 10am

to 6pm. The email addressis helpline@transparency.ie or visit www.speakup.ie to use our secure
onlineform.Whereappropriate, the helplinecanrefercallerstoaccessfree legaladvicefromthe
TransparencyLegal Advice Centre (see https://www.transparency.ie/helpline/TLAC.

13.6  Wherethe ‘Prescribed Person’ does not have aformatfor making a disclosure, workers are
invited to use the following formatandto keep a copy of the disclosure and any information
provided:

/ Suggested Format for Making a Disclosure to a Prescribed Person \
1. Statethatyouare makingthedisclosureunderSection7ofthe Protected

Disclosures Act20142;

2. Give adescription ofthe ‘relevantwrongdoing’ and why it falls within the
Prescribed Person’s area of responsibility;

3. Provideanycopiesofinformationthattendstoshowthewrongdoingsoasto
assistthe investigation of the mattersraisedin the disclosure;

4. Includeanyinformationrelatingtoyourraising(ornotraising) theconcern
underthe internal procedure;

5. Date thedisclosure;

Give your preferred contact details;

7. Make itclear (i) thatyou expectconfidentiality or (i) thatyouwantyourname

\ associated with the disclosure.? j

21tis notalegal requirement to state this, butit may assistthe personto whom you are makingthe disclosure
to know that is yourintention.

3 The legislation requires that the Prescribed Person treat the disclosure as confidential, including this in the
disclosure is for the avoidance of confusion.

o



mailto:helpline@transparency.ie
http://www.speakup.ie/
http://www.transparency.ie/helpline/TLAC

13.7

Althoughworkersare notexpectedto provethetruth ofthe facts inthe disclosure, they
must have a ‘reasonable belief that the information and any allegations are
substantiallytrue, thisisasomewhathigherstandard thanwhenmakingthe internal
disclosure.

14. RaisingConcerns Externally otherthantoaPrescribedPerson

141

14.2

143

TheProtectedDisclosureAct2014providesforexternalreportingtootherpersons.
Thereisnodefinitive listofwhocanorwho cannotbe an ‘OtherPerson’,insteadthe
legislationrequiresthedisclosuretothe‘OtherPerson’tobe ‘reasonable'bearingin
mind:

(i) The identity of the persontowhomthe disclosure is made;

(ii) The seriousness of the relevantwrongdoing;

(iii) Whetherthe wrongdoing is continuing oris likely tooccurin the future;

(iv) Any actionwhichthe employer of the worker orthe persontowhomthe
previous disclosure was made has taken or mightreasonably be expectedto
have taken as a result of the previous disclosure.

Thereare othercriteriathatmustalsobe metsuchasthe relevantwrongdoingmustbe
sufficiently serious, and the workerreasonably believes:

0} That the information disclosed and any allegation is substantially true;

(ii) That the disclosure is not made for personal gain (excluding any rewards
payable underany enactment);

(iii) Inallcircumstancesofthecaseitisreasonableforthe workertomakethe
disclosure;

(iv) And any one of the following applies:

e Thatatthetimeofthedisclosuretheworkerreasonablybelievedthey
would be subjectedtopenalisation by the employerifthey madethe
disclosure undertheinternalprocessortothe ‘Prescribed Person’;

e Thatinthecasewherethereisno‘Prescribed Person’inrelationtothe
relevantwrongdoingtheworkerreasonably believedthatitislikely thatthe
evidencewouldbeconcealedordestroyediftheworkermadeadisclosure
underthe internal procedures;

e That the worker previously made adisclosure of substantially the same
information underthe internal processortoa Prescribed Person;

e Thattherelevantwrongdoingis of anexceptionally serious nature.

Itis difficulttorecommend aformatfor making a protected disclosure toan ‘Other
Person’asthe nature ofthe criteriadepends onthe specifics ofthe situationand the
nature of the relevant wrongdoing. Workers considering making a protected disclosure
toan ‘OtherPerson’inaccordance with Section 100f the Protected Disclosures Act
2014 aretherefore encouragedtodiscussandgetassistancefromatradeunioninthe
firstinstance and consider contactingthe Speak Up Helplineforadvice.



15. WorkersOutsideof ActionAidlrelandReportingConcernsUsingthe
Internal Procedure

16.

151

152

Workers from outside ActionAid Ireland working for other members of ActionAid,
contractors or supplierswhobecome aware ofarelevantwrongdoingas partoftheir
workwithorforus maymake areporttothe ‘Protected Disclosure Manager’inrespect
of arelevantwrongdoing.

Workers from outside ActionAid Ireland making such disclosures are encouraged to use
the same format as our workersandgive anindication of whetherthey arewillingto
participate inany investigationthatmay take place inresponsetothe disclosure.

Untrue Allegations

16.1

16.2

Ifa workermakes a reportin accordance with this policy, butthe information or
allegationissubsequentlynotconfirmedbytheinvestigation, noactionwillbetaken
againstthe personmakingthedisclosure. Theywillbe fullyprotectedfromanyless
favourable treatment, penalisation or victimisation.

The motive ofthe personmakingthedisclosureisnotrelevantbutifanallegation,
knownto be false is made, thendisciplinary action may be taken.

17. A Worker Who is the Subject of a Disclosure

18.

171

A worker who is the subject of a disclosure is entitled to fair treatment. While an
investigationisongoing,allreasonable stepswillbetakentoprotectthe confidentiality
of those who are the subject of allegations in a protected disclosure pending the
outcome of the investigation. In some circumstances, where the fact of the
investigation is widely known, the conclusion of the investigation may involve a
statement of exoneration.

Protection from Penalisation

18.1

18.2

18.3

ActionAidIreland is committed to good practice and high standards and we want to
supportand protectworkerswhomakedisclosuresunderthispolicy. Directorindirect
pressure onworkersnotto make a disclosure orto make adisclosure contrarytothis
policy will notbe tolerated, and willbe addressedin line with policies setoutinthe
Employee Handbook.

ActionAid Ireland recognises that penalisation can take many forms; it can be direct and
indirectand maybe perpetrated byfellowworkers, managementorthosewhosupply
us with goods and services, and our affiliates.

Examplesof penalisationinclude any unfair oradverse treatment (whetheracts of
commission or omission) that resultin the employee suffering any unfavourable change
in his/her conditions of employmentincluding (but notlimited to):



184

185

18.6

18.7

18.8

0} Suspension, lay-off or dismissal (including dismissal within the meaning of the
Unfair Dismissals Acts), orthe threatof suspension, lay-off or dismissal;

(ii) Demotion orloss of opportunity for promotion;

(i) Transferofduties, changeoflocationofplace ofwork,reductioninwagesor
change in working hours;

(iv) Imposition of any discipline, reprimand or other penalty (including afinancial
penalty);
v) Unegual treatment under sick leave or disciplinary policies,unfair selection for

tasks or attendance atevents;

(i) Coercion, intimidation;

(vii) Discrimination, disadvantage orunfairtreatment;

(vii)  Injury damage or loss;

(iX) Threats ofreprisal;

) Verbal harassment—jokes, comments, ridicule orsongs;

(xi) Written harassment—including faxes, text messages, emails, comments or
postings onsocial media;

(i) Physical harassment—jostling, shoving orany form of assault;

(xi)  Intimidatory harassment—gestures, posturing orthreatening poses;

(xiv)  Isolation orexclusion from social activities;

(xv) Bullying.

ActionAid Ireland willnot penalise orthreatento penalise the workerformaking a
protecteddisclosure. ActionAid Irelandwillnotallowanyotherpersontopenalise or
threatenpenalisation (includinginformal pressure)forhavingmadeadisclosurein
accordance with this policy.

ActionAidlrelandwilltake appropriateactiontopreventandremedyanypenalisation

or breach of confidentiality of workers whenthey reportarelevantwrongdoingor:

()  are suspected of makingareportabout a relevantwrongdoing, or

(i)  provideinformationoractasawitnessaspartofan investigationunderthis
policy;

(i) Seekredressunderthe provisions ofthe Protected Disclosures Act2014;

(iv) Orare otherwise involvedin actions underthis policy.

These protections extend beyond the workplace, for example to conferences and
trainingthatoccurs outside the workplace and towork-related socialevents.

Penalisationorthreats of penalisationbymembersofstaffwillnotbetolerated. Such
behaviourmay constitute misconductandmayleadtodisciplinaryactionuptoand
including dismissal.

Penalisationorthreatsofpenalisationof ourworkersbysuppliers, clientsandothers

we do businesswith will notbe tolerated and may lead totermination of contracts or
suspension of services, orthe imposition of other sanctions.
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19.

20.

21.

22,

Complaints Procedures

19.1 Acomplaintofpenalisationorforabreachof confidentiality underthispolicy canbe
made under ActionAid Ireland’s Grievance and Disciplinary Procedures.

19.2 Acopyofthe complaintof penalisation should be broughttothe attention ofthe
Protected Disclosures Lead.

19.3 Employees canmake a complaint of penalisation, underthe Protected Disclosure Act

2014 to the Rights Commissioner (Adjudication Officer underthe Workplace Relations
Reform) in according with Schedule 2 of the Act.

Right of Appeal

20.1 Aworkerisentitledtoappeal atany stagein this processand followinganydecision
arisingfromthe assessmentstage orinvestigation stage ofthe process. Notice of
appeal shallbe inwritingand mustbe submittedwithin 15workingdays ofthe decision
to the Protected Disclosures Manager.

20.2 Theappealwillbe heardbyanappropriate sub-committee ofthe Boardof ActionAid
Ireland. Nomemberofthissub-committee willhave beeninvolved atany stage ofthe
assessmentorinvestigation stages of the process.

Communication, Monitoring and Review

21.1 Thispolicy will be communicatedto all workers and others we do business with.

21.2 Thispolicy will be monitored and reviewed for its effectiveness.

Contact and Advice Points

The Protected Disclosures Act 2014
http://www.oireachtas.ie/documents/bills28/acts/2014/a1414.pdf

List of Prescribed Persons (SI No 339 of 2014)
http://www.irishstatutebook.ie/eli/2014/si/339/made/en/print

Workplace Relations Commission
http://www.workplacerelations.ie/en/

Transparency International
http://transparency.ie/

Transparency International - Speak Up Helpline
https://transparency.ie/helpline Freephone 1800844 866
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