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1. Purpose 

This procedure explains how participants may seek help, raise a concern, or make a complaint about 

behaviour that may breach the Foundation’s Code of Conduct, and how the Foundation will 

respond. 

 

It applies to behaviour within the scope of the Code of Conduct, including conduct at Symposium 

sessions, social events, excursions, and Symposium-related communications, whether in person or 

online. 

 

This procedure is intended to be clear, fair, proportionate, and practical for a short academic event. 

It is based on four principles: 

 

1. Safety: immediate risks should be addressed promptly. 

2. Confidentiality: information should be shared only where necessary. 

3. Fairness: no finding or sanction should be made without a fair opportunity to respond. 

4. Proportionality: any response should be appropriate to the nature and seriousness of the 

conduct. 

 

Nothing in this procedure alters the bylaws of the Foundation. Any Board meeting, vote, quorum 

requirement, membership consequence, or other matter governed by the bylaws must be handled in 

accordance with the bylaws. 

 

2. Immediate danger or urgent safety issue 

If you feel in immediate danger, contact venue security or emergency services first. You may then 

notify the Symposium team as soon as it is safe to do so. 

 

The Foundation may take immediate, temporary steps to protect safety or prevent serious 

disruption. Such steps are not disciplinary findings. 

 

3. Confidentiality and non-retaliation 

A complaint must be made by an identifiable complainant. The person whose behaviour is 

complained about is referred to as the respondent. 

Information provided under this procedure will be treated as confidential as far as reasonably 

possible. 

 

Information will be shared only on a need-to-know basis, including where necessary for safety, 

legal reasons, host-institution requirements, or a fair process. 

 

Absolute confidentiality cannot be guaranteed where disclosure is necessary to protect safety, 



comply with legal or institutional obligations, or allow a person complained about to respond fairly. 

Retaliation is prohibited. Retaliation against a complainant, witness, respondent, or person who raises 

a concern will be treated as a serious breach of the Code of Conduct. This applies both during and 

after the Symposium. 

 

4. Two routes: concern or complaint 

There are two ways to seek help or raise an issue: 

 

1. Concern: an informal and confidential route for advice, support, de-escalation, or safety 

assistance. 

2. Complaint: a formal route asking the Foundation to consider whether the Code of Conduct 

has been breached and whether action should be taken. 

 

Raising a concern does not start a complaint. A complaint begins only when an identifiable person 

files one with the Complaints Committee. 

 

5. Route A: Concern — confidential advice and support 

Contact: pawel.czarnecki@uj.edu.pl  

 

Subject line: Concern 

 

Any participant may contact the Ombudsperson confidentially for advice, support, or help in 

deciding what to do. 

 

The Ombudsperson may: 

 

• provide a safe and informal space to discuss the situation; 

• explain available options, including how to make a complaint; 

• with the consent of the person raising the concern, assist with informal de-escalation or 

practical arrangements where appropriate; 

• help identify immediate safety needs. 

 

This route is informal. No complaint is filed, no investigation is started, no disciplinary record is 

created, and no disciplinary finding is made through this route. 

 

The person raising the concern remains in control of whether to proceed further, except where 

limited action is necessary to address an imminent risk of serious harm. 

 

The procedure may be conducted in the participant’s preferred language, when possible. 

 

6. Anonymous communications 

The Foundation does not operate an anonymous complaints process. 

 

Anonymous communications will not be treated as complaints and will not initiate an investigation, 

finding, sanction, or adverse outcome. No disciplinary action may be based on anonymous 

information alone. 

 

If anonymous information is received, it may be treated only as informal safety information. Where 

it suggests an imminent risk of serious harm, the Foundation may take limited safety steps, 

disclosing no more information than necessary. 
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Anonymous information may be impossible to assess or act upon, particularly where clarification is 

needed. 

 

7. Role of the Ombudsperson 

The Ombudsperson is confidential, informal, impartial, and independent of the complaints process. 

 

The Ombudsperson does not investigate complaints, decide whether the Code of Conduct has been 

breached, recommend outcomes in individual cases, or participate in disciplinary decision-making. 

 

The Ombudsperson is not a member of the Complaints Committee. 

 

The Complaints Committee may seek general procedural guidance from the Ombudsperson, but the 

Ombudsperson must not advise on the merits, handling, or outcome of any individual complaint. 

 

The Ombudsperson will not disclose identifying or case-specific information to the Complaints 

Committee without the express consent of the person seeking assistance, except where necessary to 

address an imminent risk of serious harm. 

 

8. Route B: Complaint — formal request for action 

Contact: ijjskrakowcomplaints@uj.edu.pl  

 

Subject line: Complaint 

 

A complaint asks the Foundation to consider whether the Code of Conduct has been breached and 

whether action should be taken. 

 

A complaint should include, as far as the complainant feels able: 

 

1. the complainant’s name and contact details; 

2. a brief description of what happened, including what, when, and where; 

3. the name of the respondent, if known; 

4. the names of any witnesses, if known; 

5. any relevant supporting material, such as messages, emails, photographs, or screenshots; 

6. any immediate safety concerns; 

7. any confidentiality concerns about notifying the respondent; 

8. any practical support or accommodation the complainant requests; 

9. any outcome the complainant considers appropriate. 

 

A suggested outcome is not binding on the Complaints Committee. 

 

A complainant and a respondent may each be accompanied or assisted by a support person of their 

choosing, where reasonably practicable. The Foundation cannot guarantee that a support person will 

be supplied by the host institution. 

 

The procedure may be conducted in the complainant’s preferred language, when possible. 

 

9. Complaints Committee 
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Complaints will be handled by a Complaints Committee appointed by the Board of the Foundation 

for the purposes of this Symposium. 

 

The Committee should normally consist of three Trustees or other suitable persons appointed by the 

Board. The three main members for the Kraków Symposium are: Talia Abu, Anne Marie D’Arcy, 

and Finn Fordham. The two reserve members are: Richard Barlow and Teresa Caneda-Cabrera. 

 

The Committee acts only within the authority conferred on it under this procedure and subject 

always to the Foundation’s bylaws. Its remit is the Symposium: it may decide on the temporary 

safety measures described in Section 10, the informal resolutions in Section 12, and the outcomes in 

Section 13, up to and including removal from the Symposium. Such decisions take effect when 

made; review of decisions on serious outcomes is governed by Section 14. The Committee does not 

decide matters bearing on Foundation membership, which extends beyond the Symposium; any 

such matter is referred for determination under the bylaws by the officers, subject to review by the 

Board of Trustees. 

 

The Ombudsperson shall not be a member of the Complaints Committee and shall not participate in 

investigation, deliberation, decision-making, or recommendations in any individual complaint. 

 

Conflicts of interest 

A Committee member must step aside if they have a conflict of interest. A conflict may include, for 

example, a close personal or professional relationship with a party, a supervisor/student 

relationship, close collaboration, prior involvement in the incident, or any other circumstance that 

could reasonably call their impartiality into question. 

 

Where a member steps aside, the Board may appoint a substitute. 

 

10. Initial response and temporary safety measures 

The Complaints Committee will respond promptly to a complaint, taking into account the 

seriousness of the matter, the need for safety, and the time reasonably required for a fair process. 

 

The Committee will normally: 

 

1. acknowledge receipt of the complaint; 

2. assess whether temporary safety measures are needed; 

3. consider any safety concerns before notifying the respondent; 

4. inform the respondent, in sufficient detail to allow a fair response, that a complaint has been 

made; 

5. invite the respondent to respond; 

6. decide whether the matter may be resolved informally or requires formal review. 

 

Where the Committee reasonably believes that there may be a serious breach of local law, or where 

required by law or host-institution obligations, it may notify the host institution and/or appropriate 

authorities. Where possible, the Committee will take account of the complainant’s safety and 

wishes before doing so. 

 

Temporary safety measures are not disciplinary findings. They may include: 

 

• asking participants to avoid contact; 



• adjusting attendance patterns at sessions or events; 

• designating a contact person for practical communications; 

• changing seating, scheduling, or access arrangements; 

• in serious cases, temporarily restricting participation pending review. 

 

Failure to comply with a temporary safety measure may itself be treated as a breach of the Code of 

Conduct. 

 

11. Withdrawal of a complaint 

A complainant may request withdrawal of a complaint at any time. 

 

The Committee will normally respect such a request. However, it may continue to consider the 

matter where there is a serious safety concern, a risk to others, a concern about retaliation or 

coercion, or another substantial reason connected with the integrity of the Symposium. 

 

If the Committee continues after a withdrawal request, it should explain the reason to the 

complainant as far as reasonably possible. 

 

12. Resolution of complaints 

The Committee may choose the approach that best fits the nature, seriousness, urgency, and 

disputed or undisputed character of the complaint. 

 

A. Informal resolution 

Informal resolution may be appropriate where the matter appears to be of low-to-moderate 

seriousness, where immediate safety can be protected, and where the parties agree. 

 

Informal resolution does not require a formal admission and does not involve a finding that the 

Code of Conduct has been breached. 

 

Possible informal resolutions include: 

 

• an agreed apology; 

• an agreed no-contact or distance arrangement; 

• an agreement about conduct in sessions, events, or online spaces; 

• practical steps to reduce contact or avoid further difficulty; 

• a reminder of expected conduct. 

 

If informal resolution is not appropriate or does not succeed, the Committee may proceed to formal 

review. 

 

B. Formal review 

Formal review will normally be used where the allegation is serious, disputed, may require a 

finding, or may justify significant restrictions or sanctions. 

 

In a formal review, the Committee will: 



1. give the respondent enough information about the complaint to allow a fair response, subject 

to necessary confidentiality and safety limits; 

2. invite written accounts and relevant evidence from both sides; 

3. consider relevant evidence, including witness accounts where appropriate; 

4. give both sides a fair opportunity to provide information before a decision is made; 

5. decide whether, on the information available, the Code of Conduct has been breached; 

6. decide what outcome, if any, is appropriate. 

 

The Committee should act promptly but must allow enough time for a fair process. During the 

Symposium, shorter timeframes may be necessary, particularly where safety or participation in 

ongoing events is at issue. 

 

The Committee will decide by majority vote. The decision should be recorded briefly, with reasons 

proportionate to the seriousness of the outcome. 

 

13. Possible outcomes 

Outcomes should be proportionate to the conduct, the evidence, the impact on those involved, the 

need for safety, and the context of the Symposium. 

 

Possible outcomes include: 

 

1. no breach found or no further action; 

2. advice or guidance about expected conduct; 

3. formal warning; 

4. agreed apology or restorative action; 

5. no-contact or distance measures; 

6. adjustment of participation in particular sessions or events; 

7. removal from one or more Symposium events; 

8. removal from the Symposium without refund; 

9. referral to the appropriate Foundation authority for consideration of any further consequence 

under the bylaws. 

 

Removal from the Symposium or from particular Symposium events is an event-management or 

safety measure. It does not itself terminate Foundation membership. 

 

Any possible consequence for Foundation membership must be considered by the appropriate 

Foundation authority under the bylaws. 

 

A compelled apology should not be imposed where the respondent disputes responsibility. Apology 

or restorative action should ordinarily be voluntary or agreed. 

 

14. Serious outcomes and review 

Where the Committee decides on, or recommends, a serious outcome, including removal from the 

Symposium, cancellation of a scheduled programme role, or referral for possible Foundation 

membership consequences, the respondent may request review. 

 

The complainant may also request review where they believe that the Committee’s handling or 

outcome was seriously inadequate. 



Review should be prompt, proportionate, and realistic during the Symposium. 

 

When a review is requested, the President will immediately convene a meeting of the Board, in 

accordance with the bylaws. 

 

Any review involving the Board must be conducted in accordance with the bylaws. In particular: 

 

• a special meeting of the Board may be called only as permitted by the bylaws; 

• quorum is governed by the bylaws; 

• Board business must be conducted in accordance with the bylaws and applicable 

parliamentary procedure; 

• conflicted Board members must not participate in deliberation or voting; 

• no Committee recommendation may take effect as Board action merely because the Board is 

tied or inquorate. 

 

The Committee may provide the reviewing authority with a concise summary of the complaint, the 

process followed, the evidence relied upon, the decision, and the outcome or recommendation. The 

complainant and respondent may provide brief written submissions where practicable. 

 

Temporary safety measures may remain in effect while review is pending, where necessary and 

proportionate. 

 

Where the matter raises serious legal, institutional, or reputational issues, the Board or appropriate 

Foundation authority may seek independent legal advice. 

 

15. Record-keeping 

The Complaints Committee will keep a brief confidential record of any formal complaint, including 

the complaint, steps taken, evidence considered, decision, outcome, and any review. 

 

Records will be stored securely and retained by the Executive Secretary for a maximum of six years 

following the Symposium, unless an ongoing matter requires longer retention or applicable law 

requires otherwise. Records should then be destroyed securely. 

 

The Ombudsperson does not maintain organizational complaint records. The Ombudsperson may 

keep only minimal, confidential working notes as necessary for advisory purposes. These notes 

should be non-identifying where possible and should be destroyed when no longer needed. 

 

At the conclusion of the Symposium, the Ombudsperson may provide the Board with an 

anonymized summary of general trends or systemic concerns. No individually identifying 

information should be included. 

 

16. Post-Symposium concerns about this procedure 

Concerns about the operation of this procedure may be submitted to the Board in writing within six 

months of the conclusion of the Symposium. 

 

Any such submission should be circulated to Trustees for consideration. The Ombudsperson will 

have no role in handling concerns or complaints raised after the end of the Symposium, unless 

separately appointed by the Board for that purpose and consistent with the Ombudsperson’s role 

and the bylaws. 


