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SEXUAL HARASSMENT – CAUSE FOR CONCERN/INCIDENT/DISCLOSURE FORM
This form is used to record a disclosure or concern relating to sexual harassment.
You do not need to know whether the behaviour legally amounts to sexual harassment before making a disclosure. Please provide as much information as you feel able to.
1. Person making the disclosure
Name: __________________________________________
Job title/department: ______________________________
Centre/location: ___________________________________
Contact details: ___________________________________
Date disclosure made: _______________________________
Preferred method of contact: _________________________
2. How would you like to make your disclosure?
☐ Informal – I would like the matter to be considered informally where possible.
☐ Formal – I would like to make a formal complaint.
☐ I am unsure and would like to discuss my options with my manager or  HR.
☐ I am reporting this concern on behalf of someone else.
3. Details of the concern
Date(s) of incident(s): ______________________________
Approximate time(s): _________________________________
Location(s): ________________________________________
Person(s) involved: __________________________________
Please describe what happened, including the words, behaviour or actions that caused you concern:




How did this behaviour make you feel or affect you?


4. Additional information
Has anything similar happened previously?
☐ No
☐ Yes – please provide details:


Were there any witnesses?
☐ No
☐ Yes – please provide names/details if known:

Is there any supporting evidence?
☐ Emails
☐ Text/WhatsApp messages
☐ Social media messages/posts
☐ Photographs/videos
☐ Other: ______________________________________________
Please attach copies where available. Do not delete or alter any relevant messages or evidence.
5. Immediate concerns or support
Do you have any immediate concerns about your safety, wellbeing or working arrangements?


Is there any immediate support or action you would like us to consider?


6. Reporting to other people
Have you already reported or disclosed this matter to anyone else within the organisation?
☐ No
☐ Yes – please provide details:
Name/role: ____________________________________________
Date: __________________________________________________
7. Confidentiality and next steps
Information provided will be treated sensitively, and shared only with those who need to know, to consider and respond to the concern.
The organisation may need to speak with the people involved and make further enquiries. While confidentiality will be respected as far as possible, absolute confidentiality cannot always be guaranteed where action is required to safeguard individuals or properly investigate a concern.
You will be advised of the appropriate next steps, which may include informal action, further investigation or the formal grievance/disciplinary process.
Declaration
I confirm that the information I have provided is accurate to the best of my knowledge.
Name: _____________________________________________
Signature: __________________________________________
Date: ______________________________________________
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