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	REPORTING OFFICER PARTICULARS

	Your title:
	
	Your first name:
	
	Your surname: 
	

	Department
	
	e-mail address:
	
	Rhodes tel no:
	

	COMPLAINANT PARTICULARS

	Name of complainant

(only if person is prepared to be identified)
	
	Status: student, staff, post-doc, visitor etc
	

	Location of complainant e.g. department/division/Hall/  residence
(only indicate if this does not identify the person – where the person does not want to be identified)
	
	Contact details
	e-mail
	

	
	
	
	Cell no
	

	Student or staff number

OR

Identity/passport number (if person is prepared to be identified)
	

	Demographic details of individual laying complaint
	Race
	Gender
	Approximate age

	
	
	
	

	NATURE OF COMPLAINT

	Details of unfair discrimination or harassment including: - 

· When incident took place

· Where incident took place

· Who was involved (names of alleged transgressors if known)

· What happened

· If witnesses,  details

· Perceived reasons/motivation behind incident
	

	CONFIRMATION OF PROCESS FOLLOWED WITH COMPLAINANT (tick if done)

	Complainant advised of role of Reporting Officer
	
	Complainant advised of options available to him/her and the pros and cons of different options
	

	Complainant advised of  confidentiality


	
	Complainant advised that no hasty decisions need to be taken 
	

	Complainant given an opportunity to relay the incident.  If incident is that of a sexual offence, refer to a Supporting Officer. This needs to happen very quickly if there is still an opportunity to obtain physical evidence. 


	
	 Complainant advised of support structures to assist:

· Counseling – Counseling Centre for students, referral to community resources for  staff

· Physical injuries – Health Care Centre for students and staff or referral to own doctor
	


REPORT INCIDENT FORM
:
COMPLAINTS OF HARASSMENT AND UNFAIR DISCRIMINATION
	DECISION TAKEN BY COMPLAINANT  (tick appropriate column)

	Initial Decision taken
	Consultation with Reporting Officer only, no further action to be taken.
	Direct communication with alleged transgressor
	Indirect communication with alleged transgressor
	Mediation
	Formal complaint leading to an investigation which may lead to disciplinary action

	Date of decision
	
	Signature of Reporting Officer
	

	Date of document forwarded to Co-Ordinating Officer
	

	Sent to (tick appropriate)
	Larissa Klazinga (for student complaints)
	Director: HR (for staff complaints)

	FOLLOW-UP ACTION BY CO-ORDINATING OFFICER

	Decision/s taken
	First course of action to be  taken: 



	
	Action taken with dates:



	
	Outcome:



	
	Decision taken by complainant and date: 



	
	Subsequent course of action to be  taken:



	
	Action taken with dates:



	
	Outcome:



	
	Decision taken by complainant and date: 



	FINALISATION OF COMPLAINT

	Date
	

	Signature of Co-Ordinating Officer:
	


� This form represents the formal record of the incident. 





