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Dignity at the UCO Policy – Appendix 1 – Incident Report Form

Appendix 1: Incident Report Form

This form is designed to be completed when a visitor or contractor is reporting an incidence of discrimination, bullying, harassment or victimisation. 

To help us understand the incident and to deal with it efficiently and effectively please give as much detail as you can, including the names of other persons involved, when the event or incident occurred and the exact circumstances of the incident.
Please complete this either in blue or black ink, or electronically so that the information is as clear as possible.
By signing this form, you are confirming that the information you are providing is a true and accurate record of the incident.
Confidentiality will be respected when you submit this form, and the UCO will endeavour to make sure that such an incident is known only to those required in order to undertake a thorough investigation.

Please submit this form to the UCO Complaints Officer at: complaints@uco.ac.uk 

	Your Name:
	

	Your Relationship to the UCO:
	

	Your Address:
	

	Your Preferred Email Address:
	

	Your Preferred Telephone Number:
	

	Date & Time of Incident:
	

	Summary of Incident:

(Include where known place of incident, names of staff / others involved or who witnesses the incident, and any other relevant background information.)
	

	Summary of Action Taken at the Time of the Incident:
	

	Your Signature:

(Printed if submitted by email)
	

	Date of Signature:
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