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REPORT AN IRREGULARITY

CAISL provides a link, through which you can access the 
irregularities reporting page.

On this page you can:

• Change language options
• Read terms and conditions of use or other relevant 

information that may be made available.
• Create a report
• Follow up on existing report.

https://whistleblowersoftware.com/secure/CAISL_Ethics_Channel
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https://whistleblowersoftware.com/secure/CAISL_Ethics_Channel

HOW TO CREATE AN IRREGULARITY 
REPORT

1. Access the online page, on any device, through the 
link provided on the website

2. Choose a language

3. Choose the button: “+ Create a new report”
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HOW TO CREATE AN IRREGULARITY 
REPORT

A. Written Report:
If you intend to create it in writing, proceed by 
filling in the information (see page 7) 

B. Audio Report:                     
If you want to create an audio report click on “I 
want to report orally” (see page 10)
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IRREGULARITY 
REPORT

Written Report
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WRITTEN REPORT

Fill in the required information :

• Choose between reporting anonymously or 
confidentially (read the information provided 
in “show more”)
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WRITTEN REPORT

Subject : Briefly describe the report.

Description : Describe the subject with all 
possible details.

Department : Insert the section of the school 
related to the subject of the report. Select CAISL 
only if for any reason you cannot identify the 
section of the school.

Remark: when reporting 
anonymously make sure you do not 
provide your personal information.
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WRITTEN REPORT

Category : select the appropriate category of the 
report.

Files: It is possible to upload different files 
format, as PDF, images, documents (doc/docx), 
or others.

At the end of the report, click Submit .
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IRREGULARITY 
REPORT

Audio Report
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AUDIO REPORT
Remark: your voice will be distorted to 
guarantee your security and anonymity.

Click on “Record audio” to start recording. Then 
click on “Stop recording” when you are done, 
then “Confirm” to save the recording.

Category : select the appropriate category of the 
report.

Files: It is possible to upload different files 
format, as PDF, images, documents (doc/docx), 
or others.

At the end of the report, click Submit .
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PASSWORD
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SAVE YOUR PASSWORD

After submitting a report of irregularity, do not 
forget to safely secure your “ Password ”.

Why is the “Password” important?
• To access your report.
• To communicate, in the future, with the team 

in charge of the report process.
• To check the report status, as well as to 

check and add new messages.

How to save the “Password”?
• Copy and paste to a secure document.
• Download to your device.
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FOLLOW UP A REPORT
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FOLLOW UP YOUR REPORT

1. Open the irregularity report page

2. Click “Follow up as existing report”

3. Insert the correspondent report “Password”

4. Select “Go to report”
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FOLLOW UP YOUR REPORT

You may now access your report details.

Here you may:

• View the full report
• View the report status
• Include more information, by sending a new 

message or adding files
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ADD MORE INFORMATION

After submitting the irregularity report, i t is 
possible to add more information sending a new 
message.

When you follow up the report, slide down the 
“Report details” up to the “ Messages” section, 
where you may send a new written or audio
message or add files.

At the end, click “ Send message”.

The information you sent will be associated to 
your initial report.
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