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PREPT.FOUNDATION
HEALTH AND SAFETY REPORTING PROCEDURE
Lead: Programme Manager

Purpose
This procedure supports Prept. Foundation’s existing Health and Safety and Safeguarding Policies. It explains how to report and manage health and safety concerns.

Reporting Procedure
	1. Report:
	All staff and volunteers must promptly report accidents, injuries, hazards, near misses or other safety concerns to the Programme Manager.

	2. Make Safe:
	Take immediate steps to prevent harm where safe to do so. 
Call 999 in an emergency.

	3. Record:
	Complete the Health and Safety Concern Report Form and submit it to the Programme Manager.

	4. Review:
	The Programme Manager will assess the concern, arrange necessary action, record decisions and monitor progress.

	5. Follow Up:
	The Programme Manager will ensure actions are completed and escalate serious concerns to senior management where necessary.



Safeguarding
Any concern involving the safety or welfare of a child or adult at risk must also be reported immediately under Prept. Foundation’s existing Safeguarding Policy. Do not delay safeguarding action to complete a form.

Responsibilities
1. Everyone: Report concerns promptly and follow existing policies.
1. Programme Manager: Lead health and safety reporting and follow-up.
1. Designated Safeguarding Lead: Manage safeguarding concerns under the existing Safeguarding Policy.

Contacts
· Programme Manager: Harriet Stirrup I harriet@prept.foundation 
· Safeguarding Lead: Camilla Bowers I camilla@prept.foundation 

This procedure must be followed alongside Prept. Foundation’s existing policies.
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