.
WS trainin

engaging. memorable. effective!

Policy Name Fraud Policy

Policy Lead CEO

Original Issue Date July 2023 (At version 1)

Last Review Date July 2023

Next Review Date July 2025

Version 1.0

Authorised by BOARD

Signature/Board Ref July 2023

Contents of this policy document

Section |

1 Policy statement 2
2 Policy scope / audience 2
3 Policy details 2
4 Policy definitions used 3
5 References (internal and external) 3

Revision History

July 2023

Updated to new template

Page 1 of 3




WS training **

engaging. memorable. effective!

Policy statement

The first line of defence for an organisation against fraudulent acts is the establishment and
maintenance of effective financial management. In particular, management have the prime
responsibility for establishing internal control arrangements to minimise the risk of fraud and other
irregularity within their areas of responsibility.

Policy scope

Text

Policy details

Should instances occur involving the theft of WS Training property and/or fraud, then it is
WS Training Policy to treat the matter seriously by instigating an investigation which may
lead to disciplinary proceedings for gross misconduct and to notify the Police and other
appropriate authorities. This Policy will apply to all employees of WS Training Ltd.

Essentially the procedure to be followed requires that:

a. Any person who has reason to believe that a fraudulent act, or any other irregularity, has taken
place (which may, for example, involve cash; equipment; facilities; information; staff time;
physical or intellectual property; non-disclosure of any personal, financial or beneficial interest
must immediately inform their manager.

b.  On being naotified, the manager must, in turn, inform senior management immediately.

C. The senior manager must immediately seek the advice of Human Resources to determine
whether or not the person(s) suspected of fraud should be suspended to prevent their
committing any further offence. Any suspension is to be carried out with due regard to the WS
Training disciplinary procedures.

d Senior Management will then undertake whatever investigation it considers appropriate. A
decision may also be taken to instruct an independent third party to conduct the investigation
or any subsequent formal processes on behalf of the Company.

Response Plan

The lead in the investigation of fraud and irregularities lies initially with the Senior Manager.

After the initial investigation has taken place, if, in the opinion of the senior manager the concerns
appear to be substantiated, the Chief Executive will be informed of the circumstances. If the
irregularity is identified as potentially theft or fraud, the Chief Executive will report the findings to the
Police regarding possible criminal investigation and prosecution.

In the event of the indicative loss/ irregularity being in excess of £1,000 then, the Chief Executive
will further notify WS Training’s insurers of the circumstances if the insurance excess threshold is
potentially exceeded.
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Where losses are found to exceed £10,000, the Chief Executive should seek immediate legal advice

as to whether or not it is appropriate to seek an injunction to freeze the assets of the suspected party
pending a formal investigation.

WS Training will seek via its own disciplinary procedures to obtain full restitution of any losses
incurred as a consequence of the fraud or irregularity. This action will not, however, prejudice or
preclude the matter being referred to the Police in respect of any criminal proceedings or civil claims
for compensation, which may arise.

Where any losses incurred are not repaid on a voluntary basis nor recovered via statutory powers,
WS Training should seek legal advice to assess the prospects of recovering them, together with
costs, through the civil courts.

Where a reference is requested by or for a member of staff who has been disciplined or prosecuted

for fraud, the request is to be referred to HR who is to prepare the response in accordance with
employment law.

Policy definitions used

The term “fraud” is used to describe such acts as deception, bribery, forgery, theft, extortion,
corruption, embezzlement, misappropriation, false representation, concealment of material facts and
collusion. For practical reasons fraud may be defined as the use of deception with the intention of
obtaining an advantage, avoiding an obligation or causing loss to another party.

Fraud can be perpetrated by persons outside as well as inside an organisation.

The criminal act is the attempt to deceive and attempted fraud is therefore treated as seriously as
accomplished fraud.

References (Internal and External)
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