



Sexual Misconduct Policy Templates




Appendix 8: Record of actions to support safety and wellbeing
Use this template to record risks to safety or wellbeing and decisions agreed to manage or provide support.

	Anonymised details of people involved:
	For example, refer to the person who made the report and the person the report is about rather than using names or initials

	Summary of the report:
	

	Expert service referred to:
	

	Details of the advice:
	

	Has support been offered to everyone involved?:
	Yes or no – note response and actions

	Are there safety risks?:
	

	Who is impacted and how? (colleagues, service users, others):
	

	What is the severity of impact?:
	

	How likely is the impact to happen?:
	

	Decisions to support safety and wellbeing:
	

	Communication of the decision to others that need to know:
	

	Actions required to support the decision:
	For example, cover arrangements






[bookmark: _bookmark31]Appendix 9: Review group checklist
This checklist should be completed by the review group to ensure they have completed all the relevant actions.

	Wellbeing and Safety:
	Details:

	1. Has support been offered to the employee who made the report and others involved?
	

	2. Are those involved safe and are there any risks that need to be managed?
	

	3. Has a risk assessment been completed to review and take actions to support wellbeing and safety, including actions to ensure no further harm and risks to colleagues, patients, service users or other people? (See appendix 8)
	





	Find the facts:
	Details:

	1. Do you have the facts from appendix 10 that you need?
	

	2. Has the employee who made the report discussed a preferred outcome?
	

	3. Do those involved work for the organisation?
If not, which organisation do they work for?
	

	4. Are there any similar live cases on file relating to the person (or people) the report is about?
	

	5. Do other organisations have any information that is important to know, for example, another investigation?
	

	6. If further information is needed, gather this information:
	

	7. Are there aggravating factors, such as the abuse of power over a more junior colleague that need to be considered?
	





	Agree how to manage the report:
	Details:

	1. Is there a requirement to get specialist advice? If so, record their advice here:
For example, from safeguarding or legal
	

	2. Following advice, is there a requirement to request advice or refer to another organisation?
For example, the police, local authority designated officer, regulator?
	

	3. Discuss and agree if another policy should be used:
	

	4. Identify and agree who will take forward the management of the report, including how to refer to other organisations:
	

	5. If a police report or LADO referral has been made or is being made, get advice about when the organisation can start to manage the report 
	




	Communication:
	Details:

	1. Identify who ‘needs to know’ (for example relevant managers, or other employees if one of the parties works for a different organisation):
	

	2. Agree who will be the key point of contact for those involved and advise them of the arrangements:
	

	3. Agree regular review points (with everyone involved):
	

	4. Have decisions and next steps between confirmed to those involved (including in writing if necessary)?
	




	Ensure understanding:
	Details:

	1. Have you ensured the employee(s) understand(s) the reasons for actions and for the approach to how the report will be managed?
	

	2. Have the next steps been discussed with the employee(s) involved (including a review of support)?
	





Appendix 10: Questions to ask when you receive a report
Use this checklist to gather the information needed to understand what happened. If more than one incident took place, you may need to record each separately.

	Before you begin, check:
	Details:

	1. Does the person wish to make a report?
	

	2. Does the person need or want anyone to support them during the conversation?
	

	3. Is the person clear about confidentiality and safeguarding processes?
You may need to share information, for example if there is a safeguarding concern
	




	Personal details:
	Details:

	1. Name of the person making the report:
	

	2. Contact details of the person making the report:
	

	3. Best time to contact the person making the report:
	




	Who is reporting this?:
	Details:

	1. Has this person experienced sexual misconduct?
	

	2. Is this person a witness to sexual misconduct?:
· Do they have consent of the person who was affected?
· If yes, who did it happen to?
· If no, do not ask or record information about the person affected
	

	3. Is this person someone who has been disclosed to about sexual misconduct?
	




	About the incident:
	Details:

	1. Was it a single or multiple incidents?
	

	2. Where did the incident(s) happen?
· Virtually using either work or non-work equipment and through any virtual platform including social media, email and messaging services
· NHS premises
· Offsite, in the course of work, at a non-work event or a work event
· Unsure or other
	

	3. When did the incident(s) happen?
· If unsure, get rough dates or a range of dates
	

	4. Do they want to name the person whose behaviour they are reporting?
	

	5. Information about the behaviour(s) being report:
(This doesn’t need to be in lots of detail at this point)
	



	Witnesses:
	Details:

	1. Did anyone witness this behaviour?
	

	2. Do the witnesses know this report is being made?
	




	Further information:
	Details:

	1. Does the person making the report have any notes or information to help them make their report?
	

	2. Is anyone at immediate risk?
	

	3. Are any actions needed now?
	

	4. What support is needed for the person making the report?
(Refer to other policies such as flexible working or special leave)
	

	5. Signpost to internal or external support (appendix 4)
	

	6. Explain that more information will be needed if an investigation takes place
	

	7. Explain the possible outcomes from the review group
	




	Next Steps:
	Details:

	1. Speak to a member of the People Team and record notes about the conversation and advice given here:
	



