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Policy statement 

 

Wigan & Leigh College is committed to fostering an environment of mutual respect, 

inclusivity, and safety for all students, staff, visitors, volunteers and contractors. The 

College recognises that harassment, including sexual misconduct, can have a significant 

and detrimental impact on individuals and the wider community. As part of our 

commitment to ensure equality, dignity, and respect for all, the College has a zero-

tolerance policy towards all forms of harassment and sexual misconduct. 

The College is committed to the prevention, reporting, and prompt resolution of 

harassment and sexual misconduct in a fair and transparent manner, in accordance with 

the Office for Students (OfS) Condition E6 requirements and relevant UK legislation, 

including the Equality Act 2010. 

With the exception of excluded relationships, and in line with Keeping Children Safe in 

Education the College does not allow intimate personal relationships between relevant staff 

members and students.  Any breach of such prohibition by a relevant staff member would 

result in the provider taking appropriate steps in line with its usual disciplinary process, 

including the possibility of the breach resulting in dismissal of the relevant staff member.  

Any relationship should be reported to the HR Team and if considered to be part of the 

excluded element this will be recorded on the individuals personal file. 

The College will not tolerate misuse of power in workplace relationships, for example 

through seniority or influence.  The College will not tolerate acts of sexual harassment, 

including at other people’s workplaces, but also at work-related functions, such as 

conferences, on social media platforms or forums, or at social gatherings. This list is not 

exhaustive.  We will treat all cases of sexual extremely seriously and this policy outlines 

that complaints will be dealt with quickly and confidentially. 

2. Scope of the policy 

This policy applies to all employees of Wigan & Leigh College across all sites regardless 

of length of service. This procedure also applies to volunteers, self-employed and staff 

employed via third party agencies.  

This policy covers harassment from other employees, contractors, students, parents, 

friends or family of employees, delegates at conferences, any other visitors to College 

buildings.  This list is not exhaustive. 

This policy also covers complaints received from students against employees, volunteers, 

self-employed and staff employed via third party agencies. 

The policy applies across all activities and locations associated with the College, including 

but not limited to: 
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2.1) This policy relates to all incidents of sexual misconduct and harassment. 

2.2) Under this policy, those who have experienced sexual misconduct and harassment 

will have equality of access to external specialist support, the colleges employee 

assistance programme and occupational health and counselling service. 

2.3) The accompanying procedures in this policy relate specifically to those experiences 

which have occurred during the course of employment/ volunteering.  Disclosures and 

reports made under this policy are not limited to College/ University Centre premises or 

the immediate geography of the College/ University Centre. 

2.4) Sexual misconduct and harassment includes a broad spectrum of behaviour.  

Examples of the types of behaviour that will constitute a violation of this policy are set out 

below.   

2.5) Some incidents of sexual misconduct and harassment may also constitute a criminal 

offence under English Law.  Such incidents may be addressed through criminal 

proceedings, internal disciplinary proceedings or, in some cases, both criminal and internal 

proceedings. 

2.6) A list of definitions is provided below to clarify the scope of the policy. 

 

3. Principles 

The College holds the following set of principles to reflect our commitment to establishing 

a culture of support and respect.  All employees, self-employed, contractors, volunteers 

and those employed by a third party have a responsibility for upholding the principles that 

are as follows: 

3.1) We will treat all members of our community with dignity and respect at all times, 

and it is expected that all members of our community will share in this 

responsibility for creating and sustaining an environment which upholds the 

dignity of all.  

3.2) We recognise the significant impact of all experiences of Sexual Misconduct and 

Harassment, and acknowledge the potential detriment to studies and 

employment, regardless of when the experience occurred.  

 
3.3) We strive to maintain equality and diversity within our community and will work 

to sustain an equal and safe environment in which a culture of prevention will be 
promoted through appropriate and consistently applied education and training.  

 
3.4) We will actively respond to all Disclosures of Sexual Misconduct and Harassment 

and, whilst recognising that some experiences may constitute a criminal offence, 
we will ensure that, in all cases, Disclosures are carefully and thoughtfully 
addressed by relevant staff members through a process that is transparent and 
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clearly communicated to the individuals involved. We will respect the right of the 
individual disclosing an experience to choose how to take forward a Disclosure.  

 

3.5) All staff will have been informed of the Policy and received appropriate training, 
safeguarding is everyone’s responsibility.  

 

3.6) We believe that no person should suffer the effects of Sexual Misconduct and 
Harassment alone, and will signpost to dedicated specialist support, including 
free and accessible counselling for all individuals involved.  

 

3.7) We will work with local partners and key groups to forge positive relationships to 
support all our work in this area, from prevention to enquiry and post-incident 
care.  

 

3.8) Where an employee is found to have committed an act of sexual harassment, 
this will be dealt with under the disciplinary procedure and may be viewed as 
gross misconduct, which could result in summary dismissal. Where an employee 
reports an incident of sexual harassment by a third party, the College will take 
appropriate action. In order to meet our commitments, the College undertakes to 
publicise its procedure fully and to ensure that employees understand their rights 
and responsibilities. All employees and agency workers will be made aware how 
to access the procedure, via the College Intranet, or College Online Training 
Provider.  

 

4. Definitions 

 
4.1 Harassment  

Harassment means any of the following: 

Harassment (under the Equality Act 2010) 

• Unwanted conduct related to a relevant protected characteristic*,which has the 

purpose or effect of violating another person’s dignity or creating an intimidating, 

hostile, degrading, humiliating or offensive environment for that person.  

• Unwanted conduct of a sexual nature which has the purpose or effect of violating 

another person’s dignity, or creating an intimidating, hostile, degrading, humiliating 

or offensive environment for that person. 

• Unwanted conduct (by person A) of a sexual nature or conduct that is related to 

gender reassignment or sex which has the purpose or effect of violating another 

person’s (person B’s) dignity, or creating an intimidating, hostile, degrading, 

humiliating or offensive environment for B and, because of B’s rejection of or 
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submission to the conduct, A treats B less favourably than they would have been 

had B not rejected or submitted to the conduct. 

 

*The relevant protected characteristics are: 

• age; 

• disability; 

• gender reassignment; 

• race; 

• religion or belief; 

• sex; 

• sexual orientation 

 

Harassment (under the Protection From Harassment Act 1997) 

Harassment arises where a person pursues a course of conduct* which they know or 

ought to know amounts to harassment of another and which:  

• harasses one other person on at least two occasions;  

• or harasses two or more persons on at least one occasion in relation to each 

person.  

*Reference to a course of conduct includes speech and references to harassment of a 

person include alarming the person or causing the person distress. 

When applying the above definitions of harassment, the College will do so in a manner 

which is consistent with freedom of speech.  It will have particular regard to, and place 

significant weight on, the importance of freedom of speech within the law, academic 

freedom and tolerance for controversial views.  

It is the individual’s perception of whether the conduct in question was unacceptable that is 

important in determining whether harassment occurred. Where the conduct in question is 

found to have been unintentional, it will be viewed as having the effect of harassment if this 

could be regarded as a reasonable conclusion when taking into account all the 

circumstances, including the complainant’s perception.  

4.2 Sexual Misconduct 
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Sexual misconduct means unwanted or attempted unwanted conduct of a sexual nature, 

which includes but is not limited to: 

• Sexual harassment;  

• Sexual assault; and 

• Rape. 

For the purposes of applying this definition, a person will be deemed to have consented to 

conduct of a sexual nature sexual if he/she has agreed by choice and has the freedom 

and capacity to make that choice. 

Sexual Misconduct and Harassment may include (subject to the elements of the 

relevant definitions being met), but is not limited to, the following behaviour:  

4.2.1 Engaging, or attempting to engage in a sexual act with another individual without 

consent;  

4.2.2 Sexually touching another person without their consent;  

4.2.3 Conduct of a sexual nature which creates (or could create) an intimidating, hostile, 

degrading, humiliating, or offensive environment for others including making unwanted 

remarks of a sexual nature;  

4.2.4 Inappropriately showing sexual organs to another person;  

4.2.5 Repeatedly following another person without good reason; 

4.2.6 Making deep fakes, upskirting or down blousing;  recording and/or sharing intimate 

images or recordings of another person without their consent; and  

4.2.7  Arranging or participating in events which may reasonably be assumed to cause 

degradation and humiliation to those who have experienced sexual misconduct or 

harassment, for example inappropriately themed social events or initiations.  

 

4.3  Abuse of Power means a situation where a staff member exploits a position of 

power in relation to a student or another colleague so as to apply pressure in a way 

which: 1) may result in the student/ colleague doing something, or refraining from doing 

something, that they may not have otherwise done; and 2) that action or inaction could 

reasonably result in something that falls within the scope of an intimate personal 

relationship.  

4.4 Examples of Sexual Harassment  

Sexual Harassment can be a one-off incident or an ongoing pattern of behaviour. 
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It can happen in person or in other ways, for example online through things like email, 
social media or messaging tools.   

Conduct ‘of a sexual nature’ includes a wide range of behaviour, such as: 

• sexual comments or jokes displaying sexually graphic pictures, posters 
or photographs 

• suggestive looks, staring or leering 
• propositions and sexual advances 
• making promises in return for sexual favours 
• sexual gestures 
• intrusive questions about a person’s private or sex life or a person discussing their 

own sex life 
• sexual posts or contact on social media 
• spreading sexual rumours about a person 
• sending sexually explicit emails or text messages 
• unwelcome touching, hugging, massaging or kissing 

The above list is intended to give a clear impression of the types of behaviour that the 
College considers to be unacceptable; however, it only contains examples and is not 
exhaustive.  

An individual can experience unwanted conduct from someone of the same or a different 
sex. 

Sexual interaction that is invited, mutual or consensual is not sexual harassment because 
it is not unwanted. However, sexual conduct that has been welcomed in the past can 
become unwanted. 

It is important to note that what one person may find acceptable, another may not.  What 
some people might consider as joking, “banter” or part of their workplace culture is still 
sexual harassment if: 

• The behaviour is of a sexual nature 
• It is unwanted 
• It violates someone’s dignity or creates an intimidating, hostile, degrading, 

humiliating or offensive environment for them 

Sexual harassment may be directed to an individual however, it is not always aimed at one 
person and there may be a culture of sexual harassment, for example sharing sexual 
images. 

For all three types of harassment, if the harasser’s purpose is to violate the person’s 
dignity or to create an intimidating, hostile, degrading, humiliating or offensive 
environment for them, this will be sufficient to establish harassment. It will not be 
necessary to look at the effect that conduct has had on the person. 

Unwanted conduct will also amount to harassment if it has the effect of violating the 
person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for them, even if that was not the intended purpose. 

5 Terminology 
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5.1 Disclosure involves an individual choosing to tell anyone who is part of the College 
community about an incident of Sexual Misconduct and Harassment that they have 
experienced or witnessed.  

5.2 Ban on intimate personal relationships means any relevant staff member is 

prohibited from having an intimate personal relationship with one or more students; and 

5.3 Excluded relationship means any ongoing intimate personal relationship that: 

i. existed before 1st August 2025 and that remains in existence; or  

ii. existed before the date that the staff member became a relevant staff member in 

relation to that student. 

 

5.4 Relevant staff member means a member of staff who has direct academic 

responsibilities, or other direct professional responsibilities, in relation to the reporting 

student (see Appendix 2) 

 

5.5 Staff members who are not Relevant Staff (see Appendix 2) are required to declare 

an Intimate Personal Relationship with a student where any conflict of interest exists 

or there is potential for a conflict of interest to arise. 

 

6 Training 

Training will be provided to all staff, volunteers, contractors and those employed via a third 

party agency as part of the induction process. Staff will be asked to complete training every 

12 months to remind employees of what sexual harassment in the workplace looks like, 

what to do if they experience it and how to handle any complaints of harassment.  

Staff, volunteers, contractors and those employed via a third party agency will be asked to 

read the procedure and confirm that they have reviewed the information. Failure to do so 

could result in disciplinary action. 

 

7 Reporting 

The College recognises the sensitive nature of sexual harassment. Employees who 

believe they are being sexually harassed may wish to discuss their particular situation in 

confidence before deciding what action to take.  Employees are encouraged to discuss 

workplace problems openly and informally with their line managers. However, the College 

recognises that this may not always be appropriate and provides the following additional 

support: 

• Employees can discuss the situation with the next level manager 

• Employees can obtain support from their trade union representative 

• Employees can contact a member of the HR Team 

• Employees can submit their complaint to their line manager, next level manager or 
HR Team on the form in Appendix 1, by email, in person or by telephone or 
Microsoft Teams should they find this supportive 
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• Report Anonymously HERE – If you choose to submit a Disclosure 
anonymously, the College will not be able to identify you or contact you, and so 
will be unable to give you any support or to initiate an investigation or formal 
process about your concerns. However, anonymous Disclosures enable the 
College to build a picture of issues where people do not feel able to reveal 
personal information but would like the College to be aware of something that has 
taken place. Anonymous reports provide statistical information, which is used to 
monitor trends at the College and to inform our proactive and preventative work on 
tackling Sexual Misconduct and Harassment. If you would like the College to take 
action and offer you direct support, you should consider making a disclosure 
providing your name and contact details. 

 
 
Managers will conduct regular one to one meetings with staff and have an open-door policy 
approach. The College also run staff surveys and conduct exit interviews to identify where 
any potential issues lie.  
 

Where a formal complaint is raised, it should be made clear to all involved that any 

documentary evidence or subsequent statement taken during the investigation may form 

part of evidence in any disciplinary proceedings.  In the event that disciplinary procedures 

are invoked, the investigation report, together with any witness statements, should be 

made available to the alleged harasser prior to any disciplinary hearing in accordance with 

college procedures. 

Employees have access to an Employee Assistant Programme (EAP) from Pluxee Care.  

Pluxee Care First is a completely confidential life management and personal telephone 

and on-line support service which is available entirely free to you.  Staff can call as many 

times as they like or alternatively go online at https://wlc.employeebenefitsplatform.com/ 

where staff are able to access help and advice from experienced, professional advisors 

24 hours a day, 365 days a year for a wide range of life situations.  Calls will be answered 

by experienced, professional and non- judgmental advisors and your conversations will 

remain private.   

To access this service you can telephone or view online articles on health and well-being 

using the below information:      

Phone Number:    0808 168 2143 
Website:               https://wlc.employeebenefitsplatform.com/  
Click on Benefits – Employee Assistance Programme  
 

Employees who have made a sexual harassment complaint may also be offered a 

wellbeing point of contact.   

The College will assess and take steps to reduce the risk of sexual harassment in the 

workplace by completing risk assessments. The College will consider factors that might 

https://www.wigan-leigh.ac.uk/university-centre/about/higher-education-sexual-misconduct-and-harassment/reporting-an-incident/
https://wlc.employeebenefitsplatform.com/
https://wlc.employeebenefitsplatform.com/
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increase the likelihood of harassment or bullying and the steps that can be taken to 

minimise them.  

8 Confidentiality 

Any information received or obtained in connection with incidents of harassment or sexual 
misconduct will be handled sensitively and used fairly by the College. We will also ensure 
that any personal data is processed in accordance with our legal obligations to ensure 
that students and colleagues personal information is properly protected. 

 
As far as possible, our procedures for considering and determining concerns relating to 
suspected harassment or sexual misconduct will be confidential.  Any person who is 
involved in a process (including any witness) will be required to respect its confidential 
nature and any breach by a colleague or student may treated by the College as potential 
misconduct, which may be subject to disciplinary action.   

 
However, in some circumstances we may be required to make disclosures either to other 
individuals within the College or to third parties, where we are able to do so in accordance 
with data protection obligations. For example, this may be necessary for the purposes of 
investigating, determining or otherwise dealing with a complaint, report or alleged 
misconduct or for the implementation of any decisions or recommendations that arise from 
that process.  Information may also be shared when providing wellbeing support and 
protecting the health, safety, wellbeing of a student or colleague. Where such sharing is 
necessary, we will ensure that we comply with our obligations of confidentiality and under 
data protection legislation when sharing or otherwise processing information 
Confidentiality will be maintained as far as possible. However, if an employee decides not 
to take any action to deal with the problem and the circumstances described are very 
serious, the College reserves the right to investigate the situation in accordance with its 
duty of care to ensure the safety of all employees who may be affected by the alleged 
behaviour.  
 
9 Third-party harassment 

The College will not tolerate any forms of sexual harassment or bullying from any third-
parties. Third-parties who harass or bully individuals may be held legally liable for their 
actions. 

The College will make all third-parties aware of its procedure. Visitors to the College will 
also be made aware of the College’s procedure and its stance on sexual harassment.  

Employees are encouraged to report third parties incidents to their line manager. 
Complaints raised by employees in relation to third party harassment or bullying will be 
addressed via through the normal procedure for dealing with complaints. 

The College will assess and take steps to reduce the risk of sexual harassment from third 

parties by completing risk assessments. The College will consider factors that might 

increase the likelihood of harassment or bullying and the steps that can be taken to 

minimise them.  
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10 Procedure for dealing with complaints of sexual harassment  
            
10.4 Introduction 

If an employee wishes to make a complaint of sexual harassment, the matter should be 
raised with the appropriate manager. The procedure should aim to investigate such matters 
to establish whether or not sexual harassment has occurred and make recommendations 
for action where necessary.  Such action could include disciplinary action, in which case 
the College will refer to the relevant stage of the College’s disciplinary procedure. 

10.5 Keeping records of incidents 

It is helpful for anyone who believes they have been subjected to sexual harassment, to 

make a note of the details of the incidents as soon afterwards as possible, as memories 

can fade.  For example: dates; times; places; the name of the person involved; what 

actually happened; how the person felt at the time; the names of any witnesses; action 

taken at the time and whether the incident was reported to management. 

If appropriate, the matter would be referred to the College’s designated Protection 

Officer, e.g, if the complainant was under 18. 

10.6 Stage 1 – Informal Resolution 

In most cases it is preferable to deal with such issues informally.  Sometimes people are 

not aware that their behaviour is unwelcome and an informal discussion can lead to greater 

understanding and an agreement that the behaviour will cease. Solutions can be reached 

quickly with minimum risks of embarrassment, suffering, disruption to work and working 

relationships. 

In many cases it will be sufficient for the complainant to raise the problem with the alleged 
harasser as soon after the incident as possible, stating clearly that the behaviour is 
unacceptable and should stop.  A note should be made of the action taken (refer to 
paragraph 9.3). 

If the complainant does not feel able to do this alone, he/she could seek support from a 
colleague, trade union representative, or line manager. 
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If the matter is very serious, the employee feels the matter has not been resolved at this 
stage, or in other circumstances where the employee does not wish to raise the matter 
informally, the employee may request that the matter is dealt with formally and heard by an 
appropriate manager in line with the process usually followed for the College’s grievance 
procedure. 

10.7 Stage 2 – Formal Procedure 

The employee must outline his/her issue in writing, giving full details of the incidents and 

any action taken to date. 

The process to be followed is that the issues are heard by an appropriate manager and 

may involve further information gathering or an investigation into the issues raised and a 

review of all information to enable the investigating officer to consider the case. 

The outcome letter will state whether sexual harassment occurred and will outline any 

recommendations for action.  For example: 

Sexual Harassment did not occur – no or limited action required.  In such 

circumstances the Investigating Officer may, if necessary, recommend steps to improve 

the working relationship between the parties following the complaint and it may be 

necessary to issue a management instruction (see Disciplinary policy). 

Sexual Harassment did occur – disciplinary action required.  In such circumstances 

the alleged harasser will be asked to attend a disciplinary hearing (refer to the College 

disciplinary procedure). 

10.8 Stage 3 – Appeal 

If dissatisfied with the decision at Stage 2, the complainant has the right to appeal against 
the decision by proceeding to Stage 3- Appeal. 

The College should appoint an appropriate manager to hear the appeal.  This will usually 
be an appropriate senior manager to ensure that, where possible, the appeal is heard by 
a more senior manager than the one involved in hearing the Stage 2. 

The decision following the appeal will be final. 

All departments are expected to co-operative in releasing staff from their normal duties 

to participate in the investigation as required. 

 

 

9.7 Malicious allegations and false statements 

Unfounded allegations of sexual harassment for malicious reasons will not be tolerated 

by the College.  Any such cases will be investigated and dealt with under the College 

disciplinary procedure and may be serious enough to constitute gross misconduct, which 

may result in summary dismissal.   
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Where a witness is found to have deliberately misled an investigation, the College will 

treat this as a serious disciplinary offence. 

9.8 Complaints against the Principal or other Senior Post-holder 

Where the complaint is against the Principal or another senior post-holder, the same 

steps as set out in section 9 should be taken to investigate the matter. 

The College will appoint an appropriate Investigating Officer to investigate the complaint. 

This may be the Principal, a member of the College, or an external investigator, depending 

on the circumstances. 

If the complaint is upheld and disciplinary action may be required, the matter must be 

referred to the Corporation who should follow the College’s Disciplinary Procedure for 

Senior Post-holders. 

10. Victimisation 

Employees are protected from victimisation as a result of bringing a complaint 

under the sexual harassment procedure.  If an employee feels that they have been 

victimised following a complaint of sexual harassment, they should raise a grievance under 

the College’s grievance procedure.  Where it is found that victimisation has occurred, this 

will be treated as a disciplinary offence and may be serious enough to constitute gross 

misconduct.  Please also refer to the College’s Whistleblowing Procedures. 

 

11.  Declaring a Personal Relationship 

 

Staff members who are not Relevant Staff (see Appendix 2) are required to declare an 

Intimate Personal Relationship with a student where any conflict of interest exists or there 

is potential for a conflict of interest to arise. Declarations must be made to the staff 

member’s line manager (or their manager’s manager). 

Where an Intimate Personal Relationship is an Excluded Relationship under this rule and 

a conflict of interest exists or there is potential for a conflict of interest to arise, the staff 

member is required to declare that relationship. Declarations must be made to the Staff 

member’s line manager (or their manager’s manager). 

The requirement to declare a relationship pursuant also applies where that relationship has 

ended and the student is still a student of the College.   

The manager, to whom the relationship is disclosed, should approach the student to confirm 

the details of the relationship and request that both parties complete the declaration form. 

Where a relationship ends, the staff member should advise their manager. 

Upon disclosure of an Intimate Personal Relationship, the College will take all reasonable 

steps to manage and address any actual or potential conflict of interest and/or Abuse of 

Power. A risk assessment will be carried out by the line manager to ensure that any 
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decisions are made in a transparent manner and are clearly explained to both parties. All 

reasonable steps include, but are not limited to: 

I. allocating an alternative individual to undertake the activities where conflict may 
occur;  

II. putting in place appropriate contractual arrangements (for example, reallocation of 
work activities, or of line management responsibilities) and enforcing any breaches 
of those arrangements; 

III. in the event it is not possible for the member of Staff to be redeployed, action may 
be taken under the Disciplinary policy.  

 

In accordance with the Office for Students Regulations, the Student will not be required to 

change their programme of study or suffer any detrimental impact because of the impact of 

the mitigations. 

 

11.1  Record of Intimate Personal Relationships 

 

HR will maintain a confidential record of all disclosed Intimate Personal Relationships 

between staff members and students. This record will be held and managed by a highly 

restricted number of staff within HR. 

If a member of staff is in any doubt as to whether the relationship would be covered by this 

policy, they should contact HR for guidance. 

 

12. Review and Monitoring 

This procedure will be reviewed on a regular basis by the HR Team to ensure its 

continuing compliance with legislation and best practice.  

Related Information 

This policy should be read in conjunction with the following Regulations, policies and 

prcoedures: 

Higher Education Sexual Harassment and Misconduct Policy 

Disciplinary Procedure 

Grievance Procedure 

Managing Allegations Against Staff Procedure  
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Safe working practice—links/intranet 

ETF professional standards
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Appendix 1                                                                                                             
 
 
 

 

Confidential 
 

   Sexual Harassment Complaint Form 
 
 
 

Please use this form if you want to complain formally about sexual harassment.  The form 
has been designed to help you make your complaint.   Add additional sheets of paper 
if you need to.  Please tick the box confirming that you wish to make a formal complaint. 

 
Formal 

 
Your trade union representative, line manager or a member of the Human Resources 
team can help you if you have difficulty completing the form. 

 

 

Your name:    Today’s date:   

Your job:    Work Location:   

 

 
 

How would you like us to contact you? 
 

Please give us a telephone number or email address at work or at home or a mobile 
phone you would prefer us to use if we need to contact you. 

 
Contact telephone number(s):    

 
    Email address: _______________________________________________________ 
 

What sort of harassment is your complaint about? 
 

You can tick more than one box 
 

Racial Sexual Disability Age Religion 
or belief 

Sexuality Bullying Other 

        

 

If you ticked ‘other’, tell us in a few words, what sort of harassment your complaint is 
about:
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Who is the complaint about? 
 
Please tell us the name of the alleged harasser/s. 

 
 
 
 

 
Tell us about the harassment 

 
How long has the harassment been going on? 

 
 
 
 

Who do you believe is responsible for the incident or incidents of harassment? 
 
 
 
 

 
Please tell us the names of anyone else who was present when the incident or incidents 
took place. 

 
 
 
 
 
 
 
 

Please tell us the names of anyone you talked to about the incident or anyone you have 
already approached for help. 

 

 
 
 
 
 
 

If you have talked to anyone else or asked for help, what happened as a result?
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In  your  own  words,  please  tell  us  about  the  incident  or  incidents  in  more  detail. 
Describe what happened. 

 
Include dates and times and the names of the people involved, including anyone who 
saw or heard what happened. 

 
Continue on an additional sheet of paper if you need to.
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How do you feel about the incident or incidents? 
 
 
 
 
 
 
 
 
 
 
 

 

What you would like to happen next 
 
How do you think the harassment could be stopped? 

 
 
 
 
 
 
 
 
 
 
 

Would you consider mediation as a means of resolving the problem? 
 
 
 
 

 

Is there anything else you would like to tell us? 
 
 
 
 
 
 
 

 

Please sign below to confirm the details you have included are a true reflection of 
what has happened to you. 

 
Signature:  
  

 

 
 

Please keep a copy of this to refer to later. 
 
You may send your completed form to either one or all of the following:  your line 
manager, the Head of HR or people@wigan-leigh.co.uk. 

 
 
 
 
 
 

mailto:people@wigan-leigh.co.uk
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Appendix 2 
 
 

1. Definitions 

“Relevant Staff Members” are Staff who have direct academic responsibilities, or other 

direct professional responsibilities, in relation to the student with whom they wish to 

enter into an Intimate Personal Relationship. The following sets out an illustrative and 

non-exhaustive list of the types of staff members that are expected to be captured by 

the definition of Relevant Staff Member: 

• Teaching Staff, such as lecturers, HE Professional Mentors, Assessors; 

• Dissertation or project supervisors for taught postgraduate students; 

• Staff who assess or grade the student; 

• Staff providing student support to the student; 

• Safeguarding leads; 

• Staff who are involved in the award and processing of bursaries; 

• Staff who handle student casework; 

• Personal tutors and pastoral support Staff; 

• Management teams and members of the Executive team; and 

• Estates staff. 
 


