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Prept. Foundation
Harassment & Bullying Report Form
This form should be used by any staff member, volunteer, or contractor who has experienced or witnessed harassment or bullying in connection with the activities of the Prept. Foundation. Complete all relevant sections as factually and thoroughly as possible. Use exact words where applicable.
Reports of sexual harassment will be assessed promptly. Prept. Foundation will consider protective measures while the investigation is ongoing and no one will be expected to confront the alleged perpetrator. 

1.  Reporter's Details
	Full Name:
	

	Job Title / Role:
	

	Company / Organisation:
	

	Contact Number:
	

	Email Address:
	

	Date and Time of Report Submission:
	

	Signature:
	




2.  Details of the Person Being Reported (Respondent)
	Full Name (if known):
	

	Job Title / Role:
	

	Company / Organisation: 
	

	Relationship to Reporter:
	

	Is this person in a position of authority over the reporter?
	☐ Yes     ☐ No     ☐ Unsure




3.  Are you reporting for yourself or as a witness?
	I am reporting: 

	☐ Something I experienced
☐ Something I witnessed
☐ Both





4.  Nature of the Behaviour
Please tick all that apply:
	☐ Verbal harassment (e.g., insults, threats, shouting)
☐ Written / digital harassment (e.g., emails, messages)
☐ Physical harassment or intimidation
☐ Sexual harassment
☐ Racial / discriminatory harassment
	☐ Bullying (repeated targeting / humiliation)
☐ Exclusion or ostracism
☐ Misuse of power or authority
☐ Online / social media harassment
☐ Other (please describe below)




5.  Details of the Incident(s)
Please be clear, concise, and factual. Use exact language wherever possible.
	What happened? Please describe each incident in your own words.

	

	Date(s) and time(s) of the incident(s):

	

	Where did the incident(s) take place?

	

	Is this a one-off incident or part of an ongoing pattern?

	

	Do you have any evidence (e.g., emails, messages, photos)? If yes, please describe and attach where possible.

	




6.  Impact on the Report
	How has this behaviour affected you (e.g., professional, emotional, physical)?

	

	Have you taken any time off work or changed your working practices as a result?

	




7. Immediate support or protection
	Do you have any immediate concerns about your safety, wellbeing or ability to work while this matter is being considered? 

	☐ No
☐ Yes – please explain
☐ I would like someone to contact me to discuss this privately

	Are there any temporary changes or adjustments that you would like us to consider while your report is being reviewed?

	




8.  Witnesses (if applicable)
	Name(s) of witness(es):
	

	Contact Information:
	

	Relationship to Reporter:
	

	Relationship to Respondent:
	




9.  Previous Action Taken
	Have you raised this concern informally with the respondent directly?
	☐ Yes     ☐ No

	Have you spoken to your line manager or another senior member of staff?
	☐ Yes     ☐ No

	Are you aware of any previous concerns or incidents involving the same person that you believe are relevant to this report?
	☐ Yes     ☐ No     ☐ Unsure

	If yes to any of the above, please provide details:

	




10.  Desired Outcome
	What outcome are you hoping for from this report?

	




Confidentiality and Data Protection   
All information provided in this form will be handled in accordance with the Prept. Foundation's Anti-Harassment Policy and relevant data protection laws including UK GDPR. Information will only be shared with those who need to know in order to investigate and resolve the complaint.
The reporter's identity will be kept confidential to the extent possible; however, complete anonymity cannot be guaranteed where it would prevent a fair investigation.
Please submit this form to the Prept. Foundation Harassment Officer Lead Harriet Stirrup (harriet@prept.foundation) or, if the Harassment Officer is the respondent, to the DSL Camilla Bowers (camilla@prept.foundation). There is no requirement to report an incident within a specific time period. Employees are encouraged to raise concerns as soon as they feel able to do so, as this can assist with a timely investigation. However, reports will be considered regardless of when the incident occurred, and a delay in reporting will not, by itself, prevent the Foundation from considering a concern.
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