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Purpose
Prept. Foundation is committed to providing a working environment free from all forms of harassment, bullying, and discrimination. This procedure sets out how concerns will be received, investigated, and resolved in a timely, fair, and confidential manner.

Scope
This procedure applies to all staff (employed and self-employed), volunteers, trustees, and contractors working with Prept. Foundation. It covers conduct occurring during working hours, at Prept-related events, and in any online or written communication connected to Prept activities.

Definitions
Harassment is any unwanted conduct related to a protected characteristic (including age, disability, gender reassignment, race, religion or belief, sex, or sexual orientation) that has the purpose or effect of violating someone's dignity or creating an intimidating, hostile, degrading, humiliating, or offensive environment.

Bullying is offensive, intimidating, malicious, or insulting behaviour - an abuse or misuse of power - that makes the recipient feel vulnerable, upset, humiliated, undermined, or threatened. It may be persistent or a one-off incident.
Examples include (but are not limited to): verbal abuse, spreading malicious rumours, exclusion, unreasonable workload, withholding information, undermining someone's work, or unwanted physical contact.

How to Raise a Concern
Step 1 - Informal resolution (where appropriate)
Where the reporter feels safe and comfortable doing so, they may first address the behaviour directly with the respondent, making clear that it is unwelcome. This step is optional and should never be required if the reporter does not feel able to take it. 

Step 2 - Speak to your line manager
If informal resolution is not appropriate or has not worked, the reporter should speak to their line manager. If the line manager is the respondent, the reporter should contact the Harassment Officer or DSL directly.

Step 3 - Submit a formal report
Complete the Harassment & Bullying Report Form and submit it to the Harassment Officer (or, if the Harassment Officer is the respondent, to the DSL). 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. Keep a personal record of all incidents, including dates, times, locations, and any witnesses.

What Happens Next
	Acknowledgement:
	The Harassment Officer will acknowledge receipt of the form within 2 working days. The organisation will also consider whether the employee needs protection or support while the matter is being investigates. Any measures taken will be protective and supportive.

	Initial assessment:
	Within 5 working days, the Harassment Officer will assess the report and determine whether informal resolution, mediation*, or a formal investigation is most appropriate.
*Mediation or facilitated discussion may be considered where appropriate and where all relevant parties voluntarily agree. It will not normally be appropriate where there is a significant power imbalance, an allegation of sexual harassment, threats, violence, or other circumstances where participation could cause further distress or disadvantage.

	Investigation:
	Where a formal investigation is required, an independent investigator (internal or external) will be appointed. Both parties will have the opportunity to present their account. 
No finding will be made until the relevant evidence has been considered and the respondent has had a fair opportunity to respond to the allegations.

	Outcome:
	The investigator will produce a report with findings and recommended actions. Both parties will be informed of the outcome.

	Timeline:
	Prept. Foundation aims to conclude investigations within 28 working days. The parties will be kept informed if delays arise.

	Appeal:
	Either party may appeal the outcome within 10 working days of receiving it. Appeals should be submitted in writing to the Co-Founders or a Trustee. Appeals will be handled by someone who was not involved in the original decision. 



Confidentiality
All parties involved in a complaint are expected to maintain confidentiality throughout the process. Information relating to a complaint will be treated sensitively and shared only where there is a legitimate need to do so, such as for the purposes of investigation, obtaining appropriate advice or support, safeguarding, or meeting legal obligations. All parties are expected to respect the privacy of those involved and avoid unnecessary discussion of the matter.
Protection from Retaliation
Retaliation or victimisation against anyone who raises a harassment or bullying concern in good faith - or who participates in an investigation - is a serious disciplinary matter and will not be tolerated. Any such behaviour should be reported immediately.

False or Malicious Complaints
A complaint that is not upheld, or where there is insufficient evidence to reach a finding, will not in itself result in any action against the person who raised it. Action will only be considered where there is evidence that a person deliberately made a false or malicious allegation.

Support Available
Prept. Foundation recognises that raising a complaint can be a difficult experience. The following support is available:
1. Employees will be informed of their right to be accompanied at any formal grievance meeting where that statutory right applies. The Foundation will also consider reasonable requests for additional support or adjustments, including where required under equality legislation. 
1. External resources such as the ACAS helpline (0300 123 1100) are available for independent advice.

Key Contacts
	Harassment Officer:
	Harriet Stirrup  |  harriet@prept.foundation |  07956634323

	DSL:
	Camilla Bowers  |  camilla@prept.foundation  |  07729166573

	Chair of Trustees:
	Shivani Mawji |  shivani.mawji@gmail.com




This procedure should be read alongside Prept. Foundation's Anti-Harassment Policy, Disciplinary and Grievance Procedure, and Equality, Diversity and Inclusion Policy.
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