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FRAUD & EMPLOYEE RESPONSIBILITIES

1. POLICY STATEMENT

1.1  British Transport Police (BTP) expects the highest standards of conduct and integrity
from all that have dealings with it. BTP is committed to the elimination of fraud and to
ensuring that all activities are conducted ethically, honestly and to the highest possible
standard of openness and accountability so as to protect public money. BTP will
continually seek to reduce the opportunity for fraud to the lowest possible risk by
putting in place effective measures to prevent and detect fraud. BTP will rigorously
investigate allegations of fraud and will deal with such cases in a firm and controlled

manner.

1.2  This policy and the associated SOP apply to all British Transport Police (BTP)
employees. Within this policy and the associated SOP, except where categories are
specifically excluded, the term employee, or employees will include all members of
British Transport Police, namely police officers, special constables, all categories of
non-warranted employees including police staff, PCSOs, contracted and temporary

workers and community volunteers.

1.3 Whist they may not fall within the scope of this procedure, companies and
organisations working for or with BTP are also expected to abide by the principles of
transparency and integrity. Any suggestion that companies and organisations are
committing acts of fraud whilst working for or with BTP will be investigated and where
necessary criminal proceedings will be instigated and/ or a report made to the relevant

professional body.

1.4  This policy and the associated SOP are in line with the BTPA Governance Code and
seek to uphold the principles it sets out.
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1.5 If you are a member of the public and are becoming suspicious of fraudulent activity
within BTP, please visit the BTP website for instructions on how to report this to the

Professional Standards Department or go to The Independent Police Complaints

Commission website.

2. KEY TERMS AND DEFINITIONS
2.1  There is no single definition of fraud in the UK at present, but BTP chooses to adopt
the Law Commissions definition and that of the Fraud Act 2006 for the purposes of this
policy document. The Law Commission states that ‘Fraud would be committed where a
person dishonestly
e Makes false representation, or
e Wrongfully fails to disclose information, or
e Secretly abuses a position of trust with intent to make a gain or to cause loss

or to expose another to the risk of loss’

The Fraud Act defines fraud in three ways:
e By false representation
e By failing to disclose information

e By abuse of position

The Act also creates the offence of obtaining services by fraud and amends the current

offence of going equipped by establishing a new stand-alone offence of going

equipped to commit fraud. Please view the Fraud Act Presentation for further

information.

2.2 The Bribery Act 2010
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3.2

3.3

The Bribery Act 2010 reforms the criminal law and will replace the fragmented and
complex offences at common law and in the Prevention of Corruption Acts 1889-1916.
It creates two general offences:

1. Offering, promising or giving of an advantage

2. Requesting, agreeing to receive or accepting of an advantage

It will also be an offence for a commercial organisation to fail to prevent bribery carried

out on its behalf.
This Act came into force on the 1st July 2011 following the release of government
guidance on its interpretation the contents of which have been taken account of for the

purposes of this SOP.

More detailed guidance is available from the Office of Public Sector Information

website.

OVERVIEW
All employees are required to follow the procedures set out in the Fraud and Employee
Responsibilities SOP and to report all known or suspected acts of fraud to the

Professional Standards Department or directly to the British Transport Police Authority.

BTP will ensure that all alleged and actual incidents of fraud are reported to the
Principal Accounting Officer at BTPA as soon as they are reported/discovered.

Investigations in to actual or suspected acts of fraud will be overseen by the BTPA.

BTP PSD will investigate all allegations and incidents of fraud regarding employees up
to the rank of Superintendent or equivalent, unless it is decided by the BTPA that the

investigation should be handled in its entirely by them or another independent party.

Policy title: Fraud & Employee
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3.4  All allegations of fraud regarding employees of ACC rank or equivalent and above will
be investigated by the BTPA.

LEGAL BASIS

4.1  As well as the Acts mentions in 2.1 and 2.2 above, BTP employees should refer to the
Misconduct and Unsatisfactory Performance and Attendance Policy (see associated
documents below) which sets out the Standards of Professional Behaviour. Under the
heading 'Honesty and Integrity', these documents state that police officers/police staff
will be honest and act with integrity and will not compromise or abuse their position.
Further, that police officers/police staff should always consider carefully the risk of

becoming improperly beholden to a person or organisation.

4. APPLICABLE DATE, MONITORING AND REVIEW
This policy is applicable from xxx and will be reviewed in xxx. Please see Policy

Assessment Form for monitoring arrangements.

5. ASSOCIATED DOCUMENTS

e Force Information Security Policy

e Business Interests, Secondary Employment and Voluntary Work SOP

e Gifts and Hospitality Policy
e Confidential Reporting SOP

e Misconduct and Unsatisfactory Performance or Attendance Policy
e BTPA Governance Code

For information regarding the financial procedures referred to in this policy, please contact

the Director of Finance and Corporate Services FHQ.
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STANDARD OPERATING PROCEDURE

REFERENCE. Policy/XXX/10

PROTECTIVE MARKING NOT PROTECTIVELY MARKED

PORTFOLIO Deputy Chief Constable (DCC)

OWNER Head of Professional Standards (PSD)

START DATE TBC

REVIEW DATE TBC

THIS POLICY REPLACES:

VERSION DATE REASON FOR AMENDMENT AMENDED BY

0.2 June 2011 Change in legislation. Jo Whiting,
Employee
Relations Case
Officer, PSD.
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STANDARD OPERATING PROCEDURE (SOP) TEMPLATE

1.2

1.3

14

INTRODUCTION
This procedure enforces and is subject to the conditions of the Fraud and Employee
Responsibilities Policy/XXX/10 and the BTPA Governance Code.

This procedure applies to England, Wales and Scotland.

This procedure applies to all British Transport Police (BTP) employees. Within this
procedure, except where categories are specifically excluded, the term employee, or
employees will include all members of British Transport Police, namely police officers,
special constables, all categories of non-warranted employees including police staff
and PCSOs, agency and temporary contract workers, workers seconded to BTP from

other organisations and community volunteers.

This procedure details the responsibilities of all employees and managers in
maintaining openness and preventing fraud as defined in the Fraud and Employee
Responsibilities Policy statement. It sets forth the procedures in dealing with suspected

fraudulent activity.

KNOWLEDGE
Bribery
For the purposes of this SOP the definition of bribery will be that set out by the Bribery
Act 2010 as follows:
1. The offering, promising or giving of a reward or advantage to induce a person to
perform a relevant function or activity improperly.
2. The accepting of, agreeing to accept or requesting of a reward or advanatge in

return for performing a relevant function or activity improperly.

Fraud & Employee Responsibilities SOP Page 3 of 14 Standard Operating Procedure
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Please refer to the Fraud and Employee Responsibilities policy statement for more
details on the Bribery Act 2010

2.2 Fraud
BTP chooses to adopt the Law Commissions definition for the purposes of this SOP.
Fraud exists where a person dishonestly:
e Makes false representation, or
e Wrongfully fails to disclose information, or
e Secretly abuses a position of trust with intent to make a gain or to cause loss
or to expose another to the risk of loss
Please refer to the Fraud and Employee Responsibilities policy statement for more
details on the definition of Fraud used for this procedure.
2.3 CARS (Confidential Anonymous Reporting System) is an email reporting system for
employees to report misconduct issues or general integrity concerns to the PSD Intel
Unit (PSDIU) anonymously. It allows a two way communication between an informant
and the PSDIU without compromising the informant's identity. This facility is exempt
from any systems usage monitoring to ensure complete confidentiality.
RESPONSIBILITIES
3.1 All employees have a duty to prevent fraud and report actual or suspected incidents
of fraud. If an employee suspects a colleague, supplier, contractor or other person(s)
of fraud against BTP or any other person or organisation working with BTP, they must
report it as soon as possible to one of the following:
e Line Manager
e Other appropriate manager
e PSD
e Confidentially through CARS
Fraud & Employee Responsibilities SOP Page 4 of 14 Standard Operating Procedure
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Under no circumstances should employees conduct investigations into

suspected fraud by themselves.

3.2 Line Managers and Supervisors have a responsibility to ensure the following:

e This policy is effectively communicated and implemented

o [Effective controls are in place within their own areas of responsibility to prevent
fraud as far as is reasonably practicable

e They create an open and accessible work environment where employees have
confidence to report suspected incidents of fraud

e The appropriate action is taken when any actual or suspected fraud is reported
to them, including conducting initial checks as to the basis of reports or
suspicions and informing PSDIU as soon as possible

e The necessary steps are taken to ensure the confidentiality of any report made

All allegations of fraud should be reported to the PSDIU whether they are considered to

have foundation or not.

3.3 All employees have a duty to report incidents where they are offered, promised or
given an advantage, or asked to provide an advantage that could be deemed
inappropriate as set out in the Bribery Act 2010. Types of advantages could include,

but are not limited to:

e Gifts or hospitality (Employees should refer to the Gifts and Hospitality Policy)

e Procedural leniency

e Provision of information

3.4 Budget Holders have a responsibility to ensure that all monies and resources
allocated them are used as intended by the British Transport Police and that should

Fraud & Employee Responsibilities SOP Page 5 of 14 Standard Operating Procedure
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3.5

3.6

3.7

3.8

transactions and procedures within their jurisdiction be reviewed by our governing
bodies and or members of the public, they would be satisfied with the use of these
monies and resources. Budget Holders should not authorise any transactions or
purchases that they are not fully aware of or confident they could justify.

PSD will be responsible for accepting notification of, recording, and investigating where
appropriate all reports of actual or suspected fraudulent activity. PSD will also be
responsible for ensuring the Chief Constable as additional Accounting Officer, has
been made aware of any allegations or incidents of fraud. Where instructed to do so,

PSD will also inform the Principle Accounting Officer on behalf of the Chief Constable.

Additional Accounting Officer, will ensure that all allegations and incidents of fraud
are reported to the Principle Accounting Officer at the British Transport Police Authority
(BTPA) for oversight. The Chief Constable of BTP has been appointed the additional
Accounting Officer and as such must be advised of all allegations and incidents of
fraud.

Principle Accounting Officer, once notified by the additional Accounting Officer that
an allegation or incident of fraud has been identified, is responsible for informing the
Chair of the Audit Committee and will act as a point of contact going forward to ensure
the Committee remain updated on any investigation. Where it is considered necessary
and appropriate the Principle Accounting Officer will advise the Department for

Transport of any such allegations or incidents.

The Audit Committee have general oversight of the development, application and
effectiveness of both the BTPA and BTP fraud prevention arrangements. As part of this
duty the Committee will also receive reports of and oversee the investigation into any
allegations or incidents of fraud. Where the allegation or incident of fraud involves a

Chief Officer or senior member of staff (ACC rank and above or equivalent), the Audit

Fraud & Employee Responsibilities SOP Page 6 of 14 Standard Operating Procedure
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Committee will have responsibility for managing and coordinating the BTPA

investigation.

4 PROCEDURES
4.1  Correct use of Financial Resources
Employees must ensure they use funds in a responsible, lawful manner and in
accordance with BTP policy and procedures. The following documents and locations
contain guidance and correct procedures for ensuring the correct use of BTP financial
resources:
e Business Travel and Expenses SOP
e Use of Government Procurement Cards SOP
e BTP Preferred Hotel Programme 2011
e Procurement Intranet Site - includes procedures on engaging new suppliers,
consultants and making purchases
e Business Interests, Secondary Employment and Voluntary Work SOP
¢ Gifts and Hospitality Policy
This list is not exhaustive; if employees are unsure of any procedures regarding the
use of BTP financial resources they should seek advice from Finance and Corporate
Services.
4.2 Correct use of BTP systems
All employees should be mindful that BTP systems should only be used for their
designated purpose and for the completion of their duties as part of their role with BTP.
The unauthorised use of BTP systems outside of their designated use, or outside of
the use proscribed for an employee’s role may result in disciplinary or criminal
proceedings.
Fraud & Employee Responsibilities SOP Page 7 of 14 Standard Operating Procedure
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4.3 Rest Days in Lieu (RDIL), Time Off in Lieu (TOIL) and Annual Leave (AL)
It is the responsibility of all employees to ensure that their line managers or
supervisors are aware of and that the relevant BTP systems are updated with the
correct balance and use of their AL, RDIL and TOIL. It is the responsibility of line
managers to ensure they are aware of their employees’ use of AL, RDIL and TOIL and
to challenge where they suspect an abuse of the system. Where there is evidence that
an employee is knowingly seeking to gain more time off under any of these headings

than they are entitled to, a report must be made to PSD.

Please refer to Force Attendance and Leave Procedures for more information.

Alternatively contact the HR Business Centre for advice.

4.4  Recruitment
All recruitment undertaken by BTP follows a fair and transparent process including
vetting and reference checks for all applicants. For more information on the recruitment

process please see the Recruitment and Retention intranet page, or contact the HR

Business Centre.

4.5 What to do if you suspect fraud
4.5.1 Employees are encouraged to be vigilant against fraud and corruption. Signs that fraud
may be taking place are:
e Failure to book annual leave
e Taking annual leave only in short spells, perhaps 1-3 days
e Change in personality or attitude
e Employees seeming unnecessarily or unreasonably stressed
e Always working late or arriving at work early
e Reluctance to share responsibility for tasks or work

e Refusal of promotion or reluctance to apply for promotion

Fraud & Employee Responsibilities SOP Page 8 of 14 Standard Operating Procedure
SOP Ref: SOP/XX/11 NOT PROTECTIVELY MARKED Version 0.2 Date June 2011



http://a00-cms2/BTPintranet/Default.aspx?page=18524

http://a00-cms2/BTPintranet/Default.aspx?page=8575



Agenda Item 9 Appx Bii

L _*?rf;‘fsgort PROTECTIVE MARKING: NOT PROTECTIVELY MARKED
Police BRITISH TRANSPORT POLICE

e Unexplained wealth

e Overly close relationship with suppliers or contractors and/ or suppliers and
contractors only willing to work with one employee

e Unauthorised or improper access of force systems and data bases

e lrregularities in paperwork

e Failure to adhere to standard or official procedures

This list is not exhaustive.

4.5.2 If you do suspect fraud is taking place, make a note of your concerns and the relevant
details of events causing suspicion, if possible including:
e Dates and times
e Names and job roles

¢ Incriminating documents and/ or correspondence and where they can be found

If you do not already have all or any of this information, do not conduct further
investigations by yourself or put yourself at risk of being discovered by suspected

fraudulent parties. Do not approach or accuse individuals directly.

Report suspicions to your line manager or appropriate other manager in the first
instance. If you do not feel confident that appropriate action will be taken, or you
suspect that management are involved in the alleged fraud, employees can inform
PSDIU directly, make a report through CARS, or notify the British Transport Police
Authority.

4.5.2 Managers/ Supervisors — be responsive to employees’ concerns and take all

allegations of fraud seriously.
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Collect all possible information from the reporting employee, including any
documentary evidence. ldentify all other supporting documentation you can obtain
without alerting the suspected fraudulent parties and take action to preserve it. Do not

interfere with evidence in any way.

Make an assessment of the allegation as to whether you feel the alleged fraud could
have taken place. Report the allegations to the PSDIU as soon as possible, along with
your assessment of their validity.

Do not try to conduct an investigation into the matter yourself, this includes
approaching the accused individuals directly, interviewing or discussing the matter with
any one you suspect or consider to be a witness.

Try to ensure the confidentiality of the reporting employee and do not discuss the

matter with anyone other than PSDIU unless instructed to do so.

4.6 False allegations
Every effort will be made to ensure the validity of allegations before any action is
taken. Where allegations are found to be false, deliberately misleading or malicious,
this will be dealt with as a serious matter and criminal or disciplinary proceedings may
be taken.

4.7 Investigation process

4.7.1 PSD will investigate all allegations of fraud in line with the Misconduct and
Unsatisfactory Performance or Attendance Policy. Where necessary and appropriate
the Director of Finance and Corporate Services will be notified in order that action can
be taken to protect BTP assets and property.
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4.7.3

4.7.4

4.7.5

5.2

The Head of Risk Management and Insurance will be advised of all suspected and
confirmed acts of fraud as soon as it is practical and as long as to do so will not
compromise any criminal or disciplinary investigation into such acts. PSD will ensure
that both the additional and Principle (BTPA) Accounting Officers have been advised

and that they are kept updated as to the progress of any investigation.

Investigations will take account of the requirements of criminal law and advice will be
sought at the earliest opportunity to determine whether the alleged act may constitute

a criminal offence.

Allegations against Chief Officers (ACC or above) will be investigated and dealt with by
the BTPA under the direction of the Audit Committee.

The External Auditor (currently the National Audit Office) also has powers to
investigate fraud and corruption. The BTPA is obliged to report incidents of fraud and
corruption to the External Auditor and may call on them to support or conduct in full

any investigation into such incidents.

PREVENTION

Recruitment vetting as set out in the Force Vetting Policy will be applied to ensure that

any indicators of a lack of integrity or honesty are assessed and where necessary

employment is prevented.

All BTP employees are expected to follow all professional codes of conduct related to
their role within the organisation as well as those issued by their own professional

bodies.

Fraud & Employee Responsibilities SOP Page 11 of 14 Standard Operating Procedure
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5.4

5.5

5.6

5.7

5.8

All BTP employees are required to seek authorisation for and to declare all offers of

gifts and hospitality made to them and by them as set out in the Gifts and Hospitality

Policy and related SOP.

All employees are required to declare any business interests or secondary

employment, including volunteer work as set out in the Business Interests, Secondary

Employment and Voluntary Work SOP

BTP will ensure that an effective disciplinary procedure is in place and is enforced by
the Professional Standards Department, overseen by the Professional Standards and

Complaints Monitoring group, a working group of the BTPA.

The BTPA Financial Director has a statutory responsibility for advising the Authority on
financial propriety. Significant emphasis is placed on the thorough documentation of
financial systems, and every effort is made to continually improve and develop these
systems in line with modern business practice to ensure that efficient and effective

internal controls are in place.

All Areas and departments within BTP will conduct strategic fraud risk assessments to
identify areas in practice and procedure open to risk of fraud or corruption. These
assessments will be reviewed on yearly basis and monitored by the Corporate Risk

Team. See appendix XX for guidance on this process.

BTP are committed to encouraging and taking part in the exchange of information
between Police Authorities, other Constabularies and external agencies on matters of
local, national and international concern regarding fraudulent and corrupt activity in the

public and private sector.
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5.9 We are subject to, and welcome, a high degree of external scrutiny by a variety of
independent bodies including:
e Members of the public and service users
e The National Audit Office
e Internal Audit
e TRIBAL
e HM Inspector of Constabulary (HMIC)
e The Independent Police Complaints Commission (IPCC)

e HM Revenue & Customs (HMRC)

Records will be made available to officers of these bodies on request having provided
satisfactory proof of identity. Explanations will be sought and responses provided to
assist them in their review. Areas of concern will be treated with the suitable level of

priority and responses will be provided at an appropriately senior level

MONITORING AND COMPLIANCE

6.1 Regular internal audits are undertaken to ensure that internal controls by line
managers are being carried out effectively. The force Information Security Officer also
completes regular audits and checks and monitors the use of BTP systems and secure
facilities. Finance and Corporate Services ensure that all required documentation is
completed and appropriate authority obtained regarding the use of BTP financial
resources. Finance and Corporate Services also pass relevant information to the
PSDIU for analysis and further investigation where necessary as per the Information
Share between the Finance and Corporate Services, Human Resources and

Professional Standards Departments Service Level Agreement.

6.2  This SOP and the related policy are owned by the Head of Professional Standards and

will be reviewed every 3 years. The date of the next review will be XXX
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7 RELATED DOCUMENTS
As well as the documents already listed within this procedure, employees are directed

to the following for further information:

Force Information Security Policy

Business Interests, Secondary Employment and Voluntary Work SOP

Gifts and Hospitality Policy

Confidential Reporting SOP

Misconduct and Unsatisfactory Performance or Attendance Policy

BTPA Corporate Governance Code

Information Share between the Finance and Corporate Services, Human
Resources and Professional Standards Departments Service Level Agreement.

Strategic Risk Assessment Documents in relation to Fraud
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1. Purpose of paper

1.1

To present updated versions of both the Authority’s and Force’s
Anti-Fraud & Corruption Policy and supporting initial equality
impact assessment for comment and/or approval.

2. Background

2.1

2.2

2.3

2.4

Consistent with recommended good practice by the Association
of Police Authorities, the Authority developed its own Anti-
Fraud and Corruption Policy document in 2006 and as
recommended at that time this Policy was separate to that of the
Force.

The aim of the Authority’s original policy document was to
formalise the procedures for reporting and investigating
suspected serious wrongdoing by Authority Members, Officers
and the Chief Officer Group. The policy also set out the
Authority’s expectations in relation to the conduct of Members
and Executive Officers.

The BTPA Policy was due for review during 2009 however as
publication of new Bribery legislation (which sought to simplify
and strengthen a number of previous pieces of legislation) was
anticipated, this review was deferred until its completion; after
lengthy delays the Bribery Act 2010 finally came into force in
April 2011. Members are asked to note that The Bribery Act
relates only to bribery offences and not fraud.

The Bribery Act brings together a number of previous anti-
corruption laws and now covers both public and private sectors.
It establishes two distinct offences of offering or receiving
advantages and the new offence set out at section 2.5 below.

Not protectively marked
Page 10of 3
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2.6

2.7

Of particular interest is Section 7 which creates a new offence
relating to commercial organisations which fail to prevent
persons associated with them from bribing another person on
their behalf. Though not technically a commercial organisation,
the advice from our internal auditors is that because BTPA
operates in a largely commercial environment it would be
prudent for us to be in a position to prove that we have in place
adequate procedures to prevent persons associated with us
from bribing. This evidence would be necessary should we wish
to defend a Section 7 offence and our revised policy attached at
Appendix A sets out these arrangements.

As with the existing BTPA policy, the updated version has been
developed after researching current legislation and examples of
similar policy documents from other police authorities, local
authorities and other public bodies. As set out in section 2 of the
policy the revised document is related to, and therefore should
be read in conjunction with, other Force and Authority policy
documents and procedures; in particular the revised BTPA Code
of Governance.

The Force has thoroughly revised its own internal arrangements
and its newly developed BTP policy is also attached to this
paper at Appendix B.

Key amendments

3.1

The main updates to the BTPA Policy are;

New titles and responsibilities for BTPA Executive staff are
reflected throughout; in particular the new Accounting Officer
arrangements.

Section 2.1 has been amended to include references to
legislation coming into effect since publication of the original
Policy including the Bribery Act 2010.

Sections 2.2 and 2.3 ‘links to other policies’ have been updated
to reflect new and amended documentation including the
revised BTPA Governance Code and Member and Staff
Expenses Policy.

Section 5.7 on risk assessment arrangements has been added.

Section 9 on ‘outcomes’ has been added to reflect changing
good practice elsewhere

Monitoring of application of the policy has been remitted to the
Audit Committee; it was formerly delegated to the Professional
Standards Committee.

Not protectively marked
Page 2 of 3
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Equality impact assessment

4.1 Inline with the Authority’s current equality duties an initial
equality impact assessment has been carried out on the
attached draft BTPA policy and is available separately if
Members wish to review it.

Recommendation

5.1 Members are asked to comment on and/or approve the
attached policies.

Not protectively marked
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Policy definitions

BTPA
BTP
FRAUD

CORRUPTION

CARS

British Transport Police Authority

British Transport Police

There is no single legal definition of fraud in the UK
at present but BTPA chooses to adopt the
following, for the purposes of this policy
document, which is taken from the Law
Commission’s suggested definition':

“Fraud would be committed where a person
dishonestly
e Makes false representation, or
e Wrongfully fails to disclose information, or
e Secretly abuses a position of trust
with intent to make a gain or to cause loss or to
expose another to the risk of loss.”

The offering, giving, soliciting or acceptance of an
inducement or reward that may influence the
action of any person to the detriment of the
BTPAZ.

Confidential Anonymous Reporting System - an
anonymous email system

" Law Commission (2002) Law Commission Recommends a Simpler Law of Fraud,
p2. Accessed at http://www.lawcom.gov.uk/docs/Ic276sum.pdf

2 Definition as used in the Gwent Police Authority, Lancashire Police Authority,
Metropolitan Police Authority Anti-Fraud and Corruption Policy Documents.
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British Transport Police Authority
Anti-Fraud & Corruption Policy

1. Introduction

This policy provides a framework for the defining, reporting, and
investigating serious wrong doing in relation to Members of the
British Transport Police Authority (BTPA), its Executive staff® and
the ACPO rank officers of BTP.

1.1 Application of the Policy

111 Who the policy applies to

This policy is applicable to the Members and Executive of the BTPA
and any other individuals or organisations, individuals or contractors
carrying out work on behalf of the Authority.

1.1.2 Who can use the policy?

The policy applies to all BTPA Members, Executive staff and third
parties conducting business on behalf of the Authority but is
intended to be used by all Authority Members, Executive staff, Police
Officers, external service providers, and the public, to report
suspicions of serious wrongdoing, dishonesty and fraud. This
document provides guidance on how to report suspicions of
wrongdoing, and how any subsequent investigation should be
conducted.

2. Relationship to other policies

This policy complements, and therefore should be read in
conjunction with, the following documents:

2.1 Legislation

e Public Interest Disclosure Act 1998
e Fraud Act 2006
e Bribery Act 2010

®* These are the equivalent of Authority Officers in Home Office police authorities





2.2
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BTPA Policies & procedures

This policy is particularly relevant to the BTPA complaints policy but
also has links to:

2.3

24

BTPA Data Protection Act Policy (forthcoming)
BTPA Freedom of Information Policy 2010
BTPA Governance Code 2010

BTPA Grievance Policy 2010

BTPA Sickness and Absence Policy 2010

BTPA Staff Handbook 2010

BTP Policies

Fraud and Employee Responsibilities Standard Operating
Procedure (2011)

British Transport Police (Complaints and Misconduct)
Regulations 2008

British Transport Police (Conduct) Regulations 2008

British Transport Police Confidential Reporting Policy 2010
British Transport Police Grievance Resolution Policy and
Standard Operating Procedure

British Transport Police Sickness Absence Standard Operating
Procedure

Other external documents

HM Treasury Managing Risk of Fraud 2003
CIPFA Delivering Good Governance in Local Government:
Interim Guidance for Police Authorities 2007
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3. BTPA Core Principles

In conducting its business, the BTPA is committed to maintaining the
very highest standards of openness, honesty and integrity. As such,
the Authority expects that its Members, staff and senior officer team
at the BTP will comply with any relevant legislation and adhere to the
specific rules and procedures laid out in the policies listed in section
2 above at all times (and in any other related documents produced in
the future).

4. Responsibilities under the Policy

4.1 General Responsibilities

The Authority expects that all Members and staff will lead by
example and act with honesty and integrity at all times; however,
concerns about fraud and corruption may still arise from time to
time. The prevention and reporting of actual or suspected fraud
and/or corruption is the responsibility of all Members and Executive
staff of the BTPA.

4.2 Chief Executive

With effect from 12 April 2010, the DfT has appointed the Chief
Executive of the BTPA as Principal Accounting Officer. The Chief
Executive has appointed the Chief Constable of the British Transport
Police (BTP) as additional Accounting Officer. The changes do not
affect the Chief Constable’s responsibilities in relation to policing.

In his role as Principal Accounting Officer the Chief Executive should
also be alerted to any reports of alleged fraud or corruption received
or incidents identified by BTP. This requirement is set out in Annex B
of the revised BTPA Governance Code document 2010.

The Principal Accounting Officer will ensure that the Chair of the
Audit Committee is advised of any allegations of fraud or corruption
received by the Authority or the Force. Where appropriate the Chief
Executive may also advise the Department for Transport (DfT) of any
such allegations.
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4.3 BTPA Finance Director

The BTPA Finance Director is responsible for advising the Authority
on financial propriety. Significant emphasis is placed on the thorough
documentation of financial systems, and every effort is made to
continually improve and develop these systems in line with modern
business practice to ensure that efficient and effective internal
controls are in place.

4.4 Chief Constable British Transport Police

As set out in section 4.2 above the Chief Executive of BTPA has
appointed the Chief Constable of the British Transport Police (BTP) as
additional Accounting Officer. In his role as Principal Accounting
Officer the Chief Executive should also be alerted to any reports of
alleged fraud or corruption received or incidents identified by BTP.
This reporting requirement is set out in Annex B of the revised BTPA
Governance Code document 2010.

4.5 Audit Committee

As set out in the 2010 BTPA Governance Code document, the
Authority’s Audit Committee will carry out general oversight of the
development, application and effectiveness of both the BTPA and
BTP fraud prevention arrangements.

As part of this duty the Committee will also receive reports and
oversee the investigation of any reports of alleged fraud or
corruption.

4.6 Managers

All managers have particular responsibilities in relation to ensuring
that:

e This policy is effectively communicated and implemented.

e Effective controls are in place within their own areas of
responsibility to prevent fraud or corruption, as far as is
reasonably practicable.

e They create an open and accessible work environment where
staff have confidence in the investigation process.

e Any reports of fraud/evidence received are logged in a timely
fashion.

e The appropriate action is taken when any actual or suspected
fraud is reported to them.
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e The necessary steps are taken to ensure the confidentiality of
any report made.

5. Prevention

Although it is not possible to totally eliminate fraud, the Authority
will employ a range of measures to minimise the risk of fraud and
corruption, these will include:

5.1 Member Code of Conduct

Members are expected to follow the Authority Members’ Code of
Conduct at all times. This document (Annex 1 of the BTPA
Governance Code document) sets out the Authority’s expectations in
terms of general conduct, declaration of personal interests,
registration of financial interests, and personal liability.

5.2 Internal control

The Authority has in place, and monitors, procedures and policies in
relation to the following;

e Member Allowances

e Member and Executive staff expenses
e Procurement card usage

e Register of gifts and hospitality

e Register of interests

All claims for reimbursement of expenses and any transactions
carried out via procurement card are authorised against the terms of
the current policies and countersigned before processing for
payment.

5.3 Internal Audit

The Authority has established arrangements for Internal Audit in
accordance with the Treasury's Government Internal Audit
Standards. This function has been established to ensure that any
significant problems, whether financial or otherwise, and whether
detected by internal audit or by other means, are notified to the
Authority in a timely fashion (where they might prove significant to
the Department or material to the Authority).
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5.4 External Audit

The Authority also has established external audit arrangements and
the external auditor (National Audit Office) has powers to investigate
allegations of fraud or corruption. The External Auditor may also
provide support or advice on the investigation of an allegation of
fraud or corruption.

5.5 Standing Orders, Financial Regulations and Controls

The Authority will maintain proper financial records and all Members
and staff are expected to adhere to the processes set out in the
BTPA Governance Code document.

5.6 Recruitment

The Authority will take all practicable steps during the recruitment
process to establish a potential employee’s good character. This will
include following Authority procedures to obtain written references
from previous employers or other referees and verifying any
qualifications. Due to the nature of the Authority’s business all new
employees will be subject to a rigorous security check carried out by
the Force’s Intelligence Bureau.

5.7 Risk assessment

The Authority will carry out regular fraud risk assessments® to
identify areas of practice and procedure which may be open to risk
of fraud or corruption. Any risks identified raised on, and managed
via, the Authority’s risk register.

5.8 Training

All staff will receive a basic level of training on the Authority’s
Standing Orders and Financial Regulations so that they have a
general understanding of the conduct expected from both staff and
Members which will cover;

e Definitions of fraud and corruption

e Specific and general expected conduct and responsibilities

e Mechanisms for recording suspected fraud or corruption

4 Using the CIPFA Fraud Risk Evaluation Diagnostic (FRED)
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e The process for investigating allegations of fraud and
corruption

6. Reporting Mechanisms

6.1 How to make a report

As set out in section 1.1.2 above, this policy applies to all BTPA
Members, Executive staff and third parties conducting business on
behalf of the Authority. It is intended to be used by all Authority
Members, Executive staff, Police Officers, external service providers,
and the public to report suspicions of serious wrongdoing,
dishonesty and fraud.

There are several ways in which wrongdoing can be reported to the
Authority, all of which will be treated confidentially by the person(s)
receiving the report and those conducting any subsequent
investigation. Details of how to report suspected fraud or corruption
are set out in our leaflet ‘Reporting Suspected Fraud or Corruption’
attached to this policy document at Appendix A.

It is recommended that all formal allegations be made in writing.
However, there may be circumstances where this is not possible and
on these occasions the Authority will take reasonable steps to
capture an accurate and agreed written record of the allegation.

6.2 Possible incidences of fraud/corruption arising at BTP

As set out in Section 4.2 above, any reports received, or incidences
of fraud identified, by BTP should be communicated to the Authority
at the earliest opportunity.

10
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7. The Investigation Process

7.1 Responding to an allegation of fraud or corruption

The Authority’s response to an allegation of fraud or corruption will
depend on the nature and severity of each individual allegation;
though for guidance the Authority’s overarching process for
investigating each allegation is set out below. Individuals who make
an allegation of fraud or corruption should expect to be supported
through the investigation process by the person conducting any
subsequent investigation.

7.2 Initial response to a report

All reports made to the Authority will be recorded and
acknowledged in writing (or by telephone or email where this is
indicated as the preferred medium) within 10 days of receipt. This
initial correspondence will set out:

e A confirmation of the details of the allegation received

e How the Authority intends to deal with the allegation (this may
be resolved informally, a formal internal investigation, or an
external criminal investigation depending on the severity of the
alleged activities)

e The likely timeframe for any investigation

e Any further information required

7.3 The investigation process

As a guiding principle, the Authority will follow these steps when
investigating an allegation of fraud or corruption:

1. A manager will be appointed to oversee the initial stage of
the investigation; depending on the nature of the allegation
this is likely to be the Authority Chair or Chief Executive.
However where serious allegations of fraud are made the
Authority Finance Director will be appointed to manage the
investigation (the Authority Finance Director may decide
that it is necessary to inform the Members of Authority of
the allegation) and all allegations made against Members
will be overseen by the Chief Executive. The purpose of
appointing a case manager is to ensure that the
investigation is carried out in an effective and efficient

11
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manner. Depending on the nature of the allegation the
Internal and External Auditors may also be informed at this
stage.

2. The investigation manager will gather any other evidence
needed to support the investigation this may include
reviewing written financial records or conducting interviews.
Any investigation will need to take into account the
requirements of criminal law and the Authority’s other
disciplinary arrangements and procedures. As such the
initial investigation should not compromise any subsequent
criminal or disciplinary investigation; in particular advice
should be sought at the earliest opportunity to establish
whether the alleged act constitutes a criminal act.

3. After the initial evidence gathering stage of the
investigation has been concluded, the case manager will
decide what the next steps should be. This may be to
resolve the allegation informally, resolve the allegation
formally by internal disciplinary processes, or the case may
be referred for external investigation by the police or other
body.

7.4 Feedback on progress and outcomes

The person making the initial allegation will be kept informed of
progress if they request this at the time of making the report,
providing that there are no overriding confidentiality or legal
constraints. The Authority will also take into account the wider
implications of any findings resulting from the investigation. This
could be a need to review existing policies or procedures, or to
develop new policies or procedures to close gaps which may leave
the Authority vulnerable to corruption or fraud in the future.

8. False or Malicious Allegations

The Authority will make very effort to establish the validity of any
report of wrongdoing as part of the investigation. Where a report is
found to be intentionally false, deliberately misleading, or malicious
this will be dealt with as a serious matter. Where such an allegation in
made by a member of BTP or BTPA staff this will be treated as a
disciplinary matter and misconduct procedures will be initiated.

12
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9. Outcomes

9.1 Penalties

In the event that BTPA’s investigations reveal evidence of fraudulent,
corrupt or dishonest behaviour, the Authority will take appropriate
steps which may include disciplinary and/or legal action. Steps may
also be taken to recover losses resulting from the fraud and a civil
action against the perpetrator may be appropriate. Investigations will
also consider whether there has been any failure of supervision and
where it is clear that this has occurred appropriate disciplinary action
will be taken against those responsible.

9.2 Findings and lessons learned

The findings and outcomes of any investigation will be reported to
the Authority’s Audit Committee.

10. Monitoring the Policy

The policy, and any reports or investigations related to it, will be
regularly monitored by the Authority’s Professional Standards
Committee.

13
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11. Contact Details

Reports of suspected wrongdoing can be made to:

Chief Executive;

British Transport Police Authority
5" Floor North

The Forum

74-80 Camden Street

London

NW1OEG

Tel: 020 7383 0259

BTP Professional Standards Department
British Transport Police

25 Camden Road

London

NW19LN

CARS: accessed via the BTP Intranet

If you would like a copy of this policy in an alternative format or
language please contact the Chief Executive at the address above.

14





What is Fraud and corruption?

Fraud: There is no single legal
definition of fraud in the UK at
present but BTPA chooses to adopt
the following, for the purposes of this
policy document, which is taken from
the Law Commission’s suggested
definition®:

“Fraud would be committed
where a person dishonestly makes
false representation, or wrongfully
fails to disclose information, or
secretly abuses a position of trust
with intent to make a gain or to cause
loss or to expose another to the risk
of loss.”

Corruption: The offering, giving,
soliciting or acceptance of an
inducement or reward that may
influence the action of any person to
the detriment of the BTPA®.

® Law Commission (2002) Law Commission
Recommends a Simpler Law of Fraud, p2.
Accessed at
http://www.lawcom.gov.uk/docs/Ic276sum.pdf
® Definition as used in the Gwent Police
Authority, Lancashire Police Authority,

How to Report Suspected Fraud
or Corruption

There are several ways in which
wrongdoing can be reported to the
Authority, all of which will be treated
confidentially by the person(s)
receiving the report and those
conducting any subsequent
investigation. Reports should be
submitted in writing (either by letter
or email), or by telephone. Reports
can be made anonymously, although
it may be necessary to identify a
person who reports wrongdoing if
they are later called as a witness in a
criminal investigation.

Making a Report to the Police
Authority

Reports of fraud or corruption which
relate to Authority Members or
Executive Officers should be made
directly to the Chief Executive to the
Authority. Reports which relate to the

Metropolitan Police Authority Anti-Fraud and
Corruption Policy Documents.
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Chief Executive should be made
directly to the Chair of the Authority.

Making reports via ‘CARS’

The British Transport Police operates
a confidential email reporting facility
called CARS which allows officers and
civilian staff to anonymously report
suspected wrongdoing. The facility is
accessed via the BTP Intranet site
and reports are passed to the Force’s
Professional Standards Department;
any allegations made about members
of the Chief Officer Group will be
forwarded to the Authority for
investigation.

What information should you
include in your report?

In order to investigate any allegation
of fraud or corruption as efficiently
and effectively as possible, as much
detail as is available should be
included in the initial report. Ideally
this information should include:





e The name of the
person/persons involved in
the alleged fraud or corruption

e The exact date(s) or
timeframes within which the
wrongdoing took place

e The exact nature of the
wrongdoing

BTPA

British Transport Police
Authority

REPORTING SUSPECTED FRAUD
OR CORRUPTION

BRITISH TRANSPORT POLICE
AUTHORITY

The Forum
5™ Floor North, 74-80 Camden Street,
London, NW1OEG
020 7383 7708
Andrew.figgures@btp.pnn.police.uk
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