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[bookmark: _Toc204850583][bookmark: _Toc203496701]1. Introduction
[bookmark: _Toc204850584]1.1. Purpose of this Procedure
[bookmark: _Toc203496702]This procedure sets out how London Met will handle incidents of Sexual Violence and Sexual Misconduct. This procedure is part of the University Sexual Violence and Sexual Misconduct Policy and should be read in conjunction with the Policy and other supporting material and guidance detailed in the Policy.

[bookmark: _Toc204850585]1.2. Principles
The procedure is designed to support the Reporting Party to disclose incidents of Sexual Violence and Sexual Misconduct to the University, and to support the Reporting Party when they choose and assess the course of action that is most appropriate for them. London Met has designed this procedure and accompanying policy to minimise the number of times the Reporting Party has to disclose an incident of Sexual Violence and Sexual Misconduct.

[bookmark: _Toc204850586]1.3. Terminology:
This Procedure outlines how the University delivers on its commitments to prevent and respond to sexual violence and sexual misconduct. While the accompanying Sexual Violence and Sexual Misconduct Policy uses inclusive, role-neutral descriptors (such as “suitably trained staff”), this document refers to internal roles responsible for implementing those commitments. These references are current at the time of writing and may evolve in line with institutional structure or regulatory changes.

[bookmark: _Toc204850587][bookmark: _Toc203496704]2. Scope of the Procedure

[bookmark: _Toc204850588]2.1 Who the Procedure Applies To
London Met recognises that incidents of sexual violence and sexual misconduct occur in the higher education sector, between students, staff and students and between students or staff and others from outside of our community.  

We are committed to creating a culture of awareness and education through workshops, campaigns, and regular training.  All members of our community should understand the definitions, implications, and prevention strategies relating to sexual violence and sexual misconduct.

The University also works with external organisations to ensure our approach reflects best practice. We aim to foster a culture in which incidents of sexual violence and misconduct are not tolerated, are minimised, and where members of our community feel safe to disclose and seek support.

[bookmark: _Toc203496705]This procedure and related policy do not preclude individuals from seeking recourse through criminal or civil proceedings.

[bookmark: _Toc204850589]2.2. Regulatory Context
The University’s policy and procedures have been reviewed to ensure they are compliant with the regulatory requirement Condition E6, as set out by the Office for Students on harassment and sexual misconduct.

[bookmark: _Toc204850590]2.3. Scope of Application
This Procedure applies to all alleged incidents of sexual violence and sexual misconduct involving University's students, staff and visitors. 
It does not cover incidents of non-sexual misconduct or non-sexual violence; other University policies address these areas. Where there is a potential overlap or conflict between procedures, a designated senior member of staff will determine which procedure should apply.

[bookmark: _Toc204850591]2.4. Determining the Appropriate Procedure
If the Reporting Party is a student, member of staff or contractor/visitor of the University and the Responding Party is a student, this procedure will apply, and the investigation will be managed by the Casework Office in line with the Academic Regulations. 

If the Responding Party is a member of staff this procedure will still apply, but the investigation will be led under the relevant staff procedures. 
Where the Responding Party is a contractor of the University, this procedure will apply, and the investigation will managed by the responsible contract manager.

[bookmark: _Toc204850592]3. Freedom of Speech and Academic Freedom

[bookmark: _Toc204850593]3.1.  Statement of Commitment
London Metropolitan University recognises the paramount importance of Freedom of Speech and Academic Freedom. The University acknowledges their vital role in fostering a culture of vigorous and open debate within the law, while being mindful of the University’s values as stated in its Strategy.

  While these freedoms encompass even unpopular or challenging ideas, they do not extend to violence, threats, intimidation, or discriminatory speech. We champion honest dialogue, respectful engagement with diverse viewpoints, and responsible expression within a safe and inclusive community.

 Our detailed Freedom of Speech Code of Practice provides further guidance on upholding these principles. In the event of a conflict between the contents of this policy and the Freedom of Speech Code of Practice, the provisions of
 the Freedom of Speech Code of Practice will prevail.

[bookmark: _Toc204850594]3.2. Freedom of Speech Code of Practice
All staff, students, and visitors are expected to familiarise themselves with and act in accordance with the University’s Freedom of Speech Code of Practice. The Code provides detailed guidance on:
· Lawful versus unlawful speech
· Procedures for events, speakers, and academic expression
· Complaint handling and escalation
· The balance between freedom of expression, dignity, and regulatory compliance (e.g. Condition E6 and the Equality Act 2010)

This Procedure must not be interpreted or applied in a way that restricts lawful academic or personal expression.

[bookmark: _Toc204850595]4. Procedural Balance and Precedence
In cases where allegations of sexual violence or misconduct intersect with expression of views, the University will act proportionately and within the law. The following principles apply:
· The University will ensure that the Reporting Party is supported and protected from harm
· Lawful free speech will not be curtailed simply because it causes offence
· Risk assessments and decisions will reflect both our commitment to safety and our statutory duties on freedom of expression
· Where there is any ambiguity or conflict, the Freedom of Speech Code of Practice will take precedence over this Procedure.

[bookmark: _Toc204850596]5. Disclosure v Reporting

[bookmark: _Toc204850597]5.1. Understanding the Difference
Disclosure and reporting are separate actions that a person may choose to take after experiencing or witnessing sexual violence or sexual misconduct.
· A disclosure involves telling someone what happened. This may be done to access support, talk through options, or alert the University without initiating a formal process. A disclosure does not trigger an investigation unless the individual decides to proceed with a formal report (or unless safeguarding concerns arise).
· A report is a formal notification to the University requesting action under the Sexual Violence and Sexual Misconduct Policy. Reporting may lead to an exploratory meeting, risk assessment, and potential investigation, depending on the consent and wishes of the reporting party.
The University respects an individual’s right to choose whether they disclose, report, do both, or take time to decide.

[bookmark: _Toc204850598]5.2. Summary of Choices and Outcomes
A reporting party may choose to:
· Make a disclosure only: They can receive support and explore their options confidentially with a designated and suitably trained member of staff, without triggering any formal action.
· Report to the University: This initiates a formal review of the case, led by a designated senior member of staff, and may result in precautionary measures or a formal investigation under student or staff procedures.
· Report to the Police: A designated staff member can support the reporting party in making a police report. The University will continue to provide internal support, even if no report is made to the University.
· Take no action or delay a decision: Some individuals may not be ready to disclose or report. Support will still be available, and individuals can return at any time to explore their options.

The University will never pressure anyone into making a report. Instead, it ensures all options are clearly explained so the individual can decide what feels safest and most appropriate for them.


Figure 1. Options for reporting SVM

[bookmark: _Toc204850599]5.3. What Happens After Disclosure
When a disclosure is made, the University will:
· Listen without judgment and respond with empathy
· Signpost the individual to internal and external support services
· Offer an appointment with a designated and suitably trained member of staff
· Log the disclosure (anonymously if preferred) using the Report and Support system, where appropriate

If the person wishes to proceed with a formal report, the designated staff member will explain the steps involved and help them understand what to expect. If the person does not wish to report, the University will still offer support and respect their decision.

If the person wishes to proceed with a formal report, the designated staff member will explain the steps involved and help them understand what to expect. If the person does not wish to report, the University will still offer support and respect their decision.

In cases where there is an immediate safeguarding concern (e.g. a serious risk to someone’s safety or wellbeing), the University may need to take limited action even without the reporting party’s consent. This will be explained sensitively and clearly if it arises.


[bookmark: _Toc204850600]6. Disclosures – what is a disclosure? How to respond, record, signpost and emergency/crises situations.

[bookmark: _Toc204850601]6.1. What is a Disclosure?
The University recognises that disclosures may happen in a variety of ways — in writing, verbally, and to any member of our community. Disclosures may be made directly to staff or students, or anonymously through the Report and Support system.

The University is committed to building a fuller understanding of when and where people experience sexual violence and sexual misconduct. In order to do this, we ask that members of our community log disclosures they receive using the University’s Report and Support platform. Disclosures can be recorded anonymously if the person does not wish to share identifying details and there is no identified risk of harm.

[bookmark: _Toc204850602]6.2. Disclosure Without Formal Action
A disclosure does not automatically result in a formal report being made under the Sexual Violence and Sexual Misconduct Policy. The University respects the right of the reporting party to choose how and whether they wish to proceed. Support will always be offered, regardless of whether a formal report is made.
[bookmark: _Toc204850603]6.3. How to Respond to a Disclosure
When someone discloses an experience of sexual violence or sexual misconduct, the immediate response they receive can significantly impact their willingness to seek further support or make a formal report. It is vital that any staff member or student who receives a disclosure responds with empathy, professionalism, and care.

The person receiving the disclosure should listen without judgement, avoid asking probing or unnecessary questions, and allow the individual to speak at their own pace. The disclosure should then be recorded securely using the University’s Report and Support system. If the individual consents, they should be referred to a trained staff member with responsibilities responding to disclosures, who will provide further support and guidance. It is important to reassure the individual that they remain in control of what happens next and that support is available regardless of whether they choose to make a formal report.
You are not expected to investigate, verify, or interpret the disclosure — your role is to provide a safe and supportive response.

[bookmark: _Toc204850604]6.4. Recording a Disclosure
Disclosures should be logged using the University’s Report and Support platform, either by the individual directly or (with their consent) by the person receiving the disclosure.
· Reports can be submitted anonymously or with contact details
· Only trained personnel have access to logged disclosures
· Logging helps the University identify trends, provide support, and meet safeguarding obligations
· If unsure whether a disclosure should be logged, seek advice from a suitably trained staff member with responsibilities for responding to disclosures or Local Safeguarding Officer

[bookmark: _Toc204850605]6.5. Support Options Following a Disclosure
The reporting party will be supported by a designated and suitably trained member of staff who will explain all available options clearly and without pressure. These options include reporting the incident to the police, submitting a formal report to the University under the Sexual Violence and Sexual Misconduct Policy, choosing not to make a formal report, or simply receiving advice and signposting to relevant support services.
Where appropriate, designated staff may also recommend self-referral to a Sexual Assault Referral Centre (SARC) for medical care, counselling, or forensic services. The individual may take time to consider their options and can change their mind at any point. The University will respect their decision and continue to offer appropriate support throughout.
The University will not initiate a formal investigation without the individual’s consent, unless there is a safeguarding concern that requires action to prevent harm to them or others.

[bookmark: _Toc204850606]6.6. Signposting to Support
After receiving a disclosure, the person should:
· Direct the reporting party to the Report and Support platform
· Refer them to a designated and suitably trained member of staff
· Provide information about internal and external support services
· Respect their autonomy and decision-making

[bookmark: _Toc204850607]6.7. Emergencies and Crisis Situations
If the person disclosing is in crisis, or if there is concern for the safety of any individual, it may be appropriate to escalate the situation. In such cases:

a) If there is immediate danger, contact 999
b) Contact the Local Safeguarding Officer and complete the online safeguarding referral form. Local Safeguarding Officers will liaise with Lead Safeguarding Officers for next steps.
c) Contact Campus Security on extension 3333

If you witness an incident of sexual violence or sexual misconduct taking place and there is an immediate threat of harm, the same steps above apply.

[bookmark: _Toc204850608]6.8. Witnessing Sexual Violence and Misconduct
If you witness sexual violence or sexual misconduct taking place:
If the situation involves immediate danger or the risk of someone being harmed, you must contact 999 and Campus Security on extension 3333 immediately.
If you are not on campus, you should still call 999 if emergency services are needed.

If the situation is not an emergency, but you witness behaviour that concerns you, you may still take action if it is safe to do so. Options include:

a) Direct Action – tell the perpetrator their behaviour is unacceptable
b) Distraction – interrupt or distract either the perpetrator or the target to de-escalate the situation
c) Delay – check in with the affected person afterwards to offer support

You may also choose to report the incident using the Report and Support system. If the subject of the incident is identifiable, the University will reach out to offer support and invite them to consider further action.

[bookmark: _Toc204850609]7. Reporting- How to report, record and the University’s response

[bookmark: _Toc204850610]7.1 Who Can Report
Any student, staff member, visitor, or former student can report incidents of sexual violence or misconduct involving students, staff, or third parties. The University is committed to handling all cases with care, ensuring parties are supported and that processes are trauma-informed, fair, and aligned with regulatory guidance.


Figure 2 Who can report an incident

[bookmark: _Toc204850611]7.2. Support Following a Report
Any member of our community disclosing an incident of sexual violence or sexual misconduct will be supported by one designated and suitably trained member of staff. They will provide compassionate, trauma-informed guidance, outline internal and external reporting options, and ensure access to appropriate support services regardless of whether the person chooses to formally report the incident.

[bookmark: _Toc204850612]7.3. How Reports Are Made and Logged
Reports should be made using the University’s Report and Support system. This ensures that all records are maintained securely and confidentially.

Where the reporting party does not wish the substance of the allegation to be made known to the responding party, or does not consent to the responding party being informed, the University cannot investigate the matter — except in cases involving safeguarding or fitness to study/practice concerns.

Support will still be offered in accordance with the Sexual Violence and Sexual Misconduct Policy and this Procedure.

[bookmark: _Toc204850613]7.4. Anonymity and Practical Implications
If the reporting party gives consent for the allegation to be shared with the responding party, but does not want their identity shared, a designated senior member of staff will consider the practical implications — including whether there is sufficient information to proceed and whether the responding party can meaningfully respond.

While the University will take reasonable steps to protect anonymity, it cannot always guarantee it — especially where the details of the incident may indirectly identify the reporting party.

[bookmark: _Toc204850614]7.5. Support for All Parties
All persons involved in an incident have the right to access appropriate support services. Student Services will ensure that each party involved in the same incident is supported by different staff members, to ensure fairness and impartiality.

Support will be provided regardless of whether an investigation proceeds.

[bookmark: _Toc204850615]7.6. Initial University Response – Exploratory Meeting
Upon receipt of a report, the designated senior member of staff will convene an exploratory meeting to:

· Assess support needs
· Determine any immediate risk
· Identify next steps, including any internal process to be followed

This meeting does not initiate an investigation but ensures that appropriate actions are taken to protect and support those involved.

[bookmark: _Toc204850616]7.7. Membership of the Exploratory Meeting
The meeting will be chaired by a designated senior member of staff and may include:
· A representative from Counselling or another support service
· A designated and suitably trained staff member involved in the case 
· HR Director (if a staff member is involved)
· A Local Safeguarding Officer
· External professionals (e.g. Sexual Assault Referral Centre, police safeguarding officer, medical professional) — where appropriate and with the reporting party’s consent

[bookmark: _Toc204850617]7.8. Inclusion of External Stakeholders
Additional external stakeholders who have supported the reporting party may be included where appropriate. This may include, but is not limited to:

· A GP or medical practitioner
· A representative from the Sexual Assault Referral Centre
· Social Services
· A police safeguarding lead or liaison officer

[bookmark: _Toc204850618]7.9. Training and Representation
The University will ensure that all members of exploratory meetings have completed appropriate training. The diversity of the membership will be taken into account and reviewed at regular intervals to ensure it reflects the values of equity and inclusion.

[bookmark: _Toc204850619]7.10. Key Considerations in the Exploratory Meeting
During the meeting, the following will be considered:

a) The academic (where it involves a student), welfare, and support needs of all parties, and what actions are required to meet those needs
b) A risk assessment to determine whether precautionary measures should be implemented to support a safe and fair process
c) The appropriate procedural route, depending on the status of the responding party:

	If the Responding Party is…
	Action May Include…

	A Student
	· Refer to the student’s School to deal with the matter locally and to take appropriate action (e.g. a conversation about appropriate behaviour)
· Refer to an external stakeholder for relevant action (e.g. Halls of Residence or accommodation provider)
· Refer to the Academic Regulations to initiate formal disciplinary proceedings


	A Staff Member
	· Refer to the staff member’s line manager to address the matter locally (e.g. a conversation about appropriate behaviour)
· Refer to the Probationary Guidance, where appropriate
· Refer the matter to Human Resources for formal action under the Staff Disciplinary Procedure


	A Visitor or Contractor
	· Refer to the relevant hosting department to address the issue locally (e.g. a conversation about expected behaviour or future access to campus/events)
· Refer to the relevant third-party employer or contract manager
· Take central action, which may include barring the individual from campus or University events



Figure 3 Actions for the Responding Party

[bookmark: _Toc204850620]7.11. Recording and Compliance
All decisions and actions from the exploratory meeting will be recorded and retained securely in line with the University’s Records Retention Schedule and the UK GDPR and Data Protection Act 2018.

Where legally appropriate, the reporting party will be informed of outcomes.

The University will act at all times in accordance with its duties under Condition E6, ensuring procedural integrity, fairness, and that all individuals are treated with dignity and respect.

[bookmark: _Toc204850621]8. Investigations

[bookmark: _Toc204850622]8.1. Applicable Procedures
Where a criminal investigation or judicial proceedings are ongoing or likely to commence in relation to a disclosure of sexual violence or sexual misconduct, the University may still receive a report under this Procedure.

However, in the interest of not interfering with criminal justice processes, the University will not normally begin an internal investigation, or will suspend one that is already underway. In all cases, the University will still conduct a risk assessment and implement any necessary precautionary measures to protect those involved and the wider community.

[bookmark: _Toc204850623]8.2. Impact on Internal Proceedings
A decision by the Police, Crown Prosecution Service (CPS), or any other law enforcement agency to take no further action — or an acquittal following trial — does not prevent the University from initiating or continuing an investigation under this Procedure.

The University’s actions are based on internal policies and codes of conduct, not criminal law standards.

[bookmark: _Toc204850624]8.3. University and Police Powers
The University does not have the legal investigatory powers of the police and cannot make a determination about criminal guilt. Its internal procedures are solely focused on whether there has been a breach of University regulations, policies, or contracts.

The University’s processes are therefore not a substitute for police investigations or legal proceedings. They are distinct but may operate alongside or following them.

[bookmark: _Toc204850625]8.4. Risk Assessment During Police Involvement
When the University is aware that a police investigation is active, a designated senior member of staff, in collaboration with relevant departments (e.g. Student Conduct, HR, Safeguarding), will complete a risk assessment. This informs any precautionary action taken to protect the Reporting Party, Responding Party, or other members of the community.

Investigations into allegations of sexual violence or sexual misconduct will be carried out in accordance with the University’s existing disciplinary and conduct procedures, depending on the role of the responding party:

The Student Conduct Regulations – where a student is the responding party
The Staff Disciplinary Procedure – where a staff member is the responding party
 The relevant contractual process – where the responding party is a visitor or contractor

[bookmark: _Toc204850626]8.5. Support for the Reporting Party
The reporting party will be supported with empathy and dignity throughout the investigation. A designated and suitably trained member of staff will remain available for check-ins, advice, and referrals to internal and external services, including counselling and wellbeing support.

[bookmark: _Toc204850627]8.6. Support for the Responding Party
The University will ensure that the responding party also receives guidance and support throughout the investigation process. The University operates on the principle of procedural fairness and neutrality and makes no presumption of guilt.

[bookmark: _Toc204850628]8.7. Investigation Outcomes
The outcome of any investigation initiated under this Procedure will be determined by:

· The findings established through the investigation
· The application of the relevant disciplinary or conduct process as outlined in Section 8.1

The University will ensure that decisions are communicated appropriately and in accordance with legal and procedural requirements.

[bookmark: _Toc204850629]9. Monitoring and Record Keeping

[bookmark: _Toc204850630]9.1. Record Retention
All records relating to disclosures and reports will be maintained in accordance with the University’s Records Retention Schedule and relevant data protection legislation, including the UK GDPR and Data Protection Act 2018. 

[bookmark: _Toc204850631]9.2. Use of the Report and Support Platform
The University uses the Report and Support platform, a secure externally hosted system that allows members of the University community to make disclosures or reports of sexual violence and sexual misconduct. Reports can be submitted anonymously or with identifying information. All information submitted is held securely and is accessible only to authorised staff.

Reports are processed within the platform to facilitate case handling, monitor patterns of reporting, and support the University’s safeguarding responsibilities. The platform enables appropriate follow-up while protecting individual confidentiality

[bookmark: _Toc204850632]9.3. Access Rights and Permissions
Access to the Report and Support system is strictly limited. Full administrative access is restricted to designated and suitable trained staff members. Limited adviser-level access may be granted to designated staff members in Student Support Services, Human Resources, Governance, or Legal Services. Adviser access is confined to cases that have been assigned to that staff member and does not permit visibility of any other data within the system.

[bookmark: _Toc204850633]9.4. Case Review and Quality Monitoring
An annual review of all logged cases, risk assessments, and investigations will be conducted to evaluate procedural consistency, adherence to policy, and timeliness of institutional responses. This review supports the University’s ongoing compliance with regulatory obligations, including the Office for Students' Condition E6, and promotes continuous improvement in safeguarding practice.

[bookmark: _Toc204850634]9.5. Equality and Inclusion Monitoring
To ensure that the Procedure is equitable and inclusive in practice, anonymised data will be analysed to identify trends, barriers to reporting, and any disproportionate impacts on particular groups. Where appropriate, data may be disaggregated by protected characteristics such as race, gender, or disability. The findings will inform targeted interventions and institutional strategies to enhance access to justice, safety, and support for all members of the University community.

[bookmark: _Toc204850635]9.6. Responsible and Transparent Use of Data
The University is committed to transparency, accountability, and ethical data use. Data derived from the Report and Support system or related records will be used only for the purposes of service improvement, safeguarding, and compliance monitoring. Anonymity and confidentiality will be strictly upheld in all reporting and review processes.

[bookmark: _Toc204850636]10. Further Support

[bookmark: _Toc204850637]10.1. Access to Support Services
All members of the University community who are affected by sexual violence or sexual misconduct — including students, staff, and visitors — are entitled to access support. This may include emotional and wellbeing assistance, academic or workplace adjustments, advocacy, and connection to medical or legal services. The provision of support is not conditional on whether a formal report has been made. The University is committed to ensuring that those affected are able to access the care and advice they need to feel safe, supported, and informed.

[bookmark: _Toc204850638]10.2. Staff Providing Sexual Misconduct Support
Designated and suitably trained staff play a central role in the University’s response to disclosures of sexual violence or sexual misconduct. They are responsible for providing timely, informed, and compassionate support to individuals who come forward. This includes helping the person understand their options, facilitating referrals to internal and external services, and liaising with academic, accommodation, or other relevant staff where appropriate. These staff members are trained to deliver trauma-informed, identity-sensitive support and to uphold the dignity, safety, and autonomy of all individuals affected.

[bookmark: _Toc204850639]10.3. Internal Support Services
Students can access support through the London Met Counselling Service, which offers free and confidential therapeutic support. The wider Student Services team can assist with academic concerns, mental health referrals, housing or financial hardship, and other wellbeing needs. Staff may receive support through Human Resources, which can offer workplace adjustments, access to occupational health, and referrals to external services where appropriate. In cases where safety is a concern, Campus Security is available to provide assistance and, where needed, escalate matters through safeguarding channels.

In all cases, the University will ensure that each party involved in the same incident is supported by different staff members in order to maintain impartiality, fairness, and trust.

[bookmark: _Toc204850640]10.4. External Services
The University recognises that some individuals may prefer or require support from outside the institution. Designated and suitably trained staff can help coordinate access to appropriate external services, which may include Sexual Assault Referral Centres (SARCs), Rape Crisis centres, Women’s Aid organisations, Independent Sexual Violence Advisers (ISVAs), NHS mental health services, general practitioners, or legal advocacy services. Referrals can be made with the individual’s consent and with full regard to confidentiality and personal choice.

[bookmark: _Toc204850641]10.5. Directory of Support
A comprehensive directory of both internal and external support services is available through the University’s Report and Support website. This includes detailed guidance on accessing help, understanding rights, and choosing whether or not to pursue a formal report. Designated and suitably trained staff can also provide individualised referrals and help ensure that each person is aware of the options and services available to them.

[bookmark: _Toc204850642]11. Roles and Responsibilities
The responsibilities listed below reflect the University’s current internal roles for delivering this Procedure, aligned with the principles outlined in the Sexual Violence and Sexual Misconduct Policy.

The following individuals and teams are involved in providing support, handling reports, coordinating investigations, and ensuring compliance with regulatory expectations, including the Office for Students’ Condition E6.

[bookmark: _Toc204850643]11.1. Students and Staff (Reporting Parties)
Students and staff who experience or witness sexual violence or sexual misconduct can make disclosures or submit formal reports through the University’s Report and Support platform. All reporting parties have the right to receive trauma-informed support, clear information about their options, and fair and respectful treatment throughout the process. The University encourages early engagement with support services, regardless of whether the individual chooses to initiate an investigation.

[bookmark: _Toc204850644]11.2. Disabled Students and Staff (Reporting Parties)
The University recognises that disabled students and staff may face additional barriers when accessing support or engaging with procedures following a disclosure or report of sexual violence or sexual misconduct. Reasonable adjustments will be offered throughout the process, in accordance with the Equality Act 2010, to ensure equal access to support, participation in meetings, and engagement with reporting options. Adjustments may include but are not limited to: extended timeframes, alternative formats, presence of a support person, accessible meeting arrangements, or assistive technology. Designated and suitably trained staff will work closely with Disability and Inclusion Services and Human Resources to ensure that adjustments are tailored, appropriate, and reviewed throughout the process.

[bookmark: _Toc204850645]11.3. Designated Staff Providing Support
Designated and suitably trained staff provide confidential, first-line support to any student, staff member, or visitor affected by sexual violence or misconduct. They explain available reporting routes and support services, record disclosures via the Report and Support platform, and may participate in exploratory meetings to ensure that the needs and choices of the reporting party are central to the University's response. These staff are trained in trauma-informed and identity-sensitive practice.

[bookmark: _Toc204850646]11.4. Local Safeguarding Officers (LoSOs)
Local Safeguarding Officers act as first points of contact for safeguarding concerns within academic Schools. They support the welfare of students and liaise with designated staff responding to sexual violence cases. Where necessary, LoSOs escalate concerns to the Lead Safeguarding Officer and contribute to the University’s wider safeguarding framework.

[bookmark: _Toc204850647]11.5. Human Resources (HR and Line Managers)
Where a report involves a member of staff, the HR Director and relevant line managers are responsible for responding in accordance with staff disciplinary procedures. They attend exploratory meetings where appropriate, and ensure that any precautionary or disciplinary measures are implemented promptly and fairly, in line with the University’s obligations and internal procedures.

[bookmark: _Toc204850648]11.6. Student Conduct Office
The Student Conduct Office manages formal investigations involving students alleged to have breached the University’s Sexual Violence and Sexual Misconduct Policy. It ensures that cases are investigated in accordance with the Student Conduct Regulations and that appropriate disciplinary outcomes are applied where necessary.

[bookmark: _Toc204850649]11.7. University Senior Leadership
The Senior Leadership Team is responsible for approving this Procedure, resourcing its implementation, and ensuring compliance with regulatory frameworks such as the Office for Students’ Condition E6. Leadership also reviews annual monitoring reports and oversees ongoing policy evaluation and improvement.

[bookmark: _Toc204850650]11.8. Centre for Equity and Inclusion (CEI)
The Centre for Equity and Inclusion provides strategic oversight of the University's compliance with the Office for Students’ Condition E6 on harassment and sexual misconduct. The CEI supports policy development, monitors institutional practices, contributes to training design and delivery, and ensures that responses to sexual violence are aligned with equity, inclusion, and safeguarding obligations. The CEI also facilitates cross-departmental collaboration to uphold the University's commitments to student and staff safety.

[bookmark: _Toc204850651]11.9. Disability and Inclusion Services
Disability and Inclusion Services ensure that appropriate reasonable adjustments are identified and implemented for disabled students engaging with this Procedure. They provide specialist advice to designated staff, coordinate support planning, and monitor the effectiveness of adjustments in collaboration with academic, professional services, and safeguarding teams.

[bookmark: _Toc204850652]11.10. Governance and Legal Services
Governance and Legal Services provide procedural oversight and legal advice on matters arising from this Procedure, particularly in relation to investigations, disciplinary processes, and data protection. They also support the University’s compliance with its statutory obligations, including safeguarding, equality law, and Condition E6.

[bookmark: _Toc204850653]12. Relationship to Other Policies and Legislation
This Procedure supports and complements a broader framework of University policies and national legal obligations. It should be read in conjunction with relevant legislation, including the Equality Act 2010, the Human Rights Act 1998, the Data Protection Act 2018, and the UK General Data Protection Regulation (UK GDPR). It also aligns with the University’s responsibilities under safeguarding legislation, the Prevent Duty, and the Office for Students’ Condition E6 on Harassment and Sexual Misconduct.

Internally, this Procedure operates alongside key University policies and guidance, including the Equality and Diversity Policy, Staff Disciplinary Procedures, the University’s Safeguarding Policy, and the Harassment Policy, where applicable.

In the event of any procedural conflict between this Procedure and other University processes, a designated and senior member of staff will determine the most appropriate pathway to follow. This determination will be made in consultation with Human Resources, Governance, and Student Services to ensure a fair, lawful, and student- or staff-centred outcome.

[bookmark: _Toc204850654]13. Glossary

Adviser Access refers to limited user permissions granted to specific University staff for the purpose of supporting a case logged in the Report and Support system. This access is confined to individual assigned reports and does not provide visibility into any other cases or system functions.

Anonymous Disclosure means a submission made through the Report and Support platform without any identifying information. While these disclosures are valuable for monitoring trends and understanding prevalence, they significantly limit the University’s ability to investigate or offer individual follow-up.

Condition E6 is a regulatory requirement issued by the Office for Students (OfS). It obliges higher education institutions to take all reasonable steps to prevent and respond effectively to harassment and sexual misconduct affecting students and staff.

Designated and Suitably Trained Member of Staff
A staff member who has received advanced training in responding to disclosures of sexual violence or sexual misconduct. They provide first-line, confidential support; explain internal and external reporting options; and facilitate access to appropriate services. These individuals may be based in Student Services, Human Resources, or other relevant departments.

Designated Senior Member of Staff. A senior member of University staff responsible for overseeing aspects of the University's response to reports of sexual violence and sexual misconduct. This individual may coordinate exploratory meetings, assess safeguarding concerns, and determine appropriate procedural steps in consultation with relevant teams. The role ensures consistency, fairness, and alignment with institutional policy, but may vary depending on internal structures.

Disclosure is when an individual shares information with a member of the University community about an experience of sexual violence or sexual misconduct. A disclosure may be made in confidence and does not automatically initiate a formal investigation.

Exploratory Meeting refers to a structured meeting chaired by a designated senior member of staff following the receipt of a report. Its purpose is to assess support needs and risk, consider precautionary measures, and determine next steps. It is not a disciplinary or investigatory forum.

LoSO (Local Safeguarding Officer) is a designated staff member within each academic School trained to recognise and respond to safeguarding concerns, particularly those affecting students.

Report
A formal notification submitted to the University through the Report and Support platform or another recognised route. A report indicates that the individual wishes the University to consider action under the Sexual Violence and Sexual Misconduct Policy. Reports may lead to an exploratory meeting, safeguarding assessment, and—where appropriate—further investigation.

Report and Support Platform The University’s secure online platform for submitting disclosures or formal reports of sexual violence, harassment, or misconduct. Submissions may be made anonymously or with identifying information. The platform also provides information about support services and reporting options and is accessible to all members of the University community.

Trauma-Informed Practice describes an approach that acknowledges the impact of trauma on individuals and ensures that institutional responses prioritise safety, empowerment, choice, and sensitivity to emotional wellbeing.

Visitor/Contractor includes any individual who is not formally employed by or enrolled at the University, but who interacts with the community in a structured capacity—such as through external partnerships, contracted services, or events.

[bookmark: _Toc204850655]14. Appendices

[bookmark: _Toc204850656]Appendix A: Reporting Process Summary
The University’s approach to responding to sexual violence and sexual misconduct follows a trauma-informed and choice-led model. The process typically moves through the following stages:

Disclosure → Support → Report → Exploratory Meeting → Investigation

· An anonymous disclosure allows the University to monitor trends and identify areas of concern but limits the institution’s ability to provide individualised follow-up or initiate investigations. 
· A named disclosure prompts contact from a designated and suitably trained member of staff, who offers personalised support and explains available reporting routes. 
· A formal report leads to an exploratory meeting to assess safeguarding needs and determine next steps. This may include the initiation of a formal investigation, depending on the wishes of the reporting party and any identified risks.

[bookmark: _Toc204850657]Appendix B: Statement of Institutional Values
London Metropolitan University is committed to fostering a safe, respectful, and inclusive environment for all members of its community. The University stands in support of individuals affected by sexual violence and misconduct, and is committed to responding with compassion, fairness, and diligence.

This Procedure reflects the University's values and responsibilities as articulated in the Equality Act 2010, the Human Rights Act 1998, and the Office for Students' Condition E6 on harassment and sexual misconduct. These frameworks underpin our institutional culture and guide our safeguarding and disciplinary practices.

[bookmark: _Toc204850658]Appendix C: Related Policies and Training
This Procedure operates alongside a number of other key University policies and guidance documents, including:

· The Dignity and Respect Policy
· The Student Disciplinary Regulations
· The Staff Disciplinary Policy
· The Online Harassment and Digital Conduct Guidance (where applicable)

The University also provides training in Consent Education and Bystander Intervention, with tailored versions available for both staff and students. All relevant policies and training resources are accessible via the Report and Support hub, the University’s staff intranet (MyView), and the Weblearn student platform.

[bookmark: _Toc204850659]Appendix D: Accessibility Statement
This Procedure is available in alternative formats upon request. Individuals may contact the Centre for Equity and Inclusion or any designated and suitabley trained member of staff to request accessible versions.
The Procedure is also available through the following platforms:
· The University’s Report and Support hub
· The MyView staff portal
· The Weblearn student learning platform

The University is committed to ensuring that all members of its community can access this information in a clear and inclusive manner.

[bookmark: _Toc204850660]15. Contact
For further guidance on this Procedure or its implementation, individuals are encouraged to contact a designated and suitably trained member of staff or the Centre for Equity and Inclusion.
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