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Speaking Up Safely – Raising a Concern



Stage 1 What type of concern is it?
It relates to an incident or near miss Use the incident/ 

near miss reporting 
process

It relates to a service complaint as a service user/ member of the 
public Use Putting Things 

Right

Follow the 
Safeguarding 
Procedures

It relates to fraudulent activity Contact the Counter 
Fraud team

Affecting me / my personal 
circumstances

Follow the Respect 
and Resolution Policy

Example: 
You have an issue with your new working practices, your working 
environment, the impact of an organisational change on you, you have 
experienced discrimination, or an issue with your work relations

It relates to the abuse of children or vulnerable adults

Example of an incident: 

Example of a near miss: a letter containing personal data being addressed to 
the wrong person but spotted before being sent out, or a staff member tripping 
over a loose carpet tile but suffering no injury 

Example any complaint, claim or reported patient safety incident (about NHS 
treatment or services) which includes triggers for Duty of Candour

It relates to a 
workplace issue

Affecting other people 
Can you raise it with 
your manager?

Are you satisfied with the 
outcome?Yes Yes End of process.  

Manager to advice 
People and OD if 
requires escalating / 
thematic learning 
from the discussion. 
See managers toolkit

No
Use the Procedure for 
NHS Wales Staff to Raise 
Concerns

No

Follow process at stage 2



Stage 2

Discuss with Line manager

If it has been identified 
as a raising concern, 
move to case 
management stageUse online form to report Review of concern 

Confirmation of process 
and timescales, next 
steps. 

Board Secretary is notified of the 
Raising Concern. 

Stage 3 Case Management

Report

Stage 4
Conclusion  of investigation Notification of outcome to individual and Board Secretary Escalation / appeal 

People and OD Team collate 

Stage 5

Outcome
Feedback sought via 
Questionnaire

Case Review

Include EDI, themes etc Central log updated Thematic learning applied to case 
management approach. 

Meeting with 
individual within 7 
working days

Write to confirm outcome 
of the meeting including 
the next steps and 
timescales

If concern requires 
investigation,  an 
Investigating officer will be 
appointed 

Updates provided every two weeks minimum

Any investigation will be 
undertaken thoroughly and as 
quickly as possible (usually 
within a further 28 days).

Acknowledge 
receipt within 2 
working days 

Review and 
assess
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