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How-to guide
A whistleblowing policy is a set of guidelines that tells employees how to use the whistleblowing programme and what rules apply to the programme. Below is a template that you can use. 
It is important that the areas marked yellow are filled in, otherwise the whistleblowing policy will not be complete. 
- - - - - - -
Whistleblower policy
[company/authority] has chosen Whistle Tools as our whistleblowing system. We have described how our system should work in our whistleblower policy, including what can be reported, who can report and how reports are handled.
Our scheme can be accessed here: www.whistleworld.tools. It does not require a password. All you need to do is select your language and answer the questions that appear when you click the "Report" button.
Further information on how the system works and how to technically access it as an employee can be found in our employee handbook.

Why do we have a whistleblowing programme?
The short answer is that it is required by the Whistleblower Act, but there are many good reasons to have a whistleblowing programme even if it wasn't required by law.
The system can help management and employees work together to address fraud, abuse, sexual harassment and other unacceptable behaviour in the workplace. All in all, it helps to create a positive work environment and promote our values. Our goal is to create a workplace that is a pleasure to come to every day.
We want our workplace to not only follow, but also be characterised by strong values and high ethical standards. Who we are and how we behave is crucial to the trust our customers, citizens, suppliers, partners and the society we are part of have in us.
It is important to us that irregularities or unethical behaviour are brought to light and handled appropriately. We have a union representative and a health and safety organisation that you can turn to if you experience problems. You can also always contact your manager.
Our whistleblowing programme is not a replacement for these options. It acts as a supplement and a safety valve.

Who can report?
· Employees and former employees
· Paid or unpaid interns
· Individuals whose employment relationship has not yet begun who report information about offences
· Permanent external consultants
· Business partners with whom we have a more continuous or formalised relationship, including persons working under the supervision and management of contractors, subcontractors and suppliers.
What can be reported?
If you experience unacceptable conditions, such as sexual harassment, unethical behaviour, violation of [if applicable, mention procedures/safety regulations or other specific issues relevant to the company/authority], or outright violations of the law, you can report it anonymously through our scheme.
It is important to note that the scheme should not be used to report trivial matters. 
Of course, you are expected not to report matters that you know are untrue, such as unfounded allegations. However, it is allowed to report a suspicion as long as it is reasonable.
How to report?
In our employee handbook, we have described how to report and there is also some good advice on what to make sure is included in a report. 
Why should I report?
Here is the corrected text:
No one benefits from unacceptable conditions in the workplace. As an employee, you're often the first to recognise when something is wrong. This gives you the opportunity to nip problems in the bud so they don't escalate.
It is a shared responsibility to ensure a good working environment where all employees thrive and look forward to coming in every morning. That's why everyone has the right to speak up if something goes wrong. It's also a duty to react if you start tolerating unacceptable conditions and let them become the norm.
Does management really want me to report problems?
That's definitely our goal. We need a healthy work culture where all employees can feel welcome and valued. As management, we have a responsibility to [the board/shareholders, if applicable] and society at large to ensure that our organisation is run in a responsible manner. 
Of course, we also want to maintain a positive reputation in the public eye, not only for your sake as employees, but also because we have a social responsibility to make sure things run smoothly.
Any instance of unethical behaviour, no matter who it involves, has a negative impact on management and all other employees, including you. There are constant stories in the media about corporate and government scandals that could have been prevented if they had been discovered in time. If issues do arise at our organisation, we want to be able to act immediately and not let them develop into something worse than necessary.
Who gets access to my alerts?
Our system is an internal solution, which means that your report is not sent to a public authority, but remains internally with management.
However, we have decided that reports will initially be sent to Whistle Tools, who have provided the system. They have a team of lawyers, attorneys, occupational health and safety experts and auditors who carefully review the report and provide their assessment. They specialise in whistleblowing cases and deal exclusively with this area.
Whistle Tools reports back to management without disclosing information to anyone who may be affected by the matter, regardless of whether they are legitimately or illegitimately named in the report or may otherwise be involved.
Is my report anonymous?
Yes, neither we in management nor the experts at Whistle Tools have the ability to identify the sender of a report. Our use of company websites is logged. For the sake of anonymity and confidentiality, we therefore encourage you to use a different network, such as your home network or the mobile network on your phone, when submitting a report. 
This is a general practice and applies regardless of which system you choose to use. It helps to protect your anonymity and ensure that your report remains confidential. 
Safety and security
All reporting is encrypted and only Whistle Tools is authorised to decrypt and read the content of a report. This ensures that your information remains confidential and that no one at Whistle Tools has access to read your message. 
We prioritise protecting data security and the identity of whistleblowers to ensure that you can safely report any concerns or irregularities without fear of unauthorised access to your information.
What if I don't want to be anonymous?
You can, of course, write who you are in your report. The management and experts at Whistle Tools are subject to the strict confidentiality rules of the Whistleblower Act, which require us not to reveal your identity to unauthorised persons.  
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