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Policy Application 
This policy applies to all members of the Wellington College community, including clients, students, staff, former staff, 

faculty, administrators, contract service providers, contractors, officers, directors, and individuals who are directly 

connected to any student initiatives, volunteers and visitors.  

Purpose and Intent  
This policy aims to inform all Wellington College community members that they have a right to study and work in an 

environment free of sexual violence and sexual harassment.   

The College recognizes that certain populations are at greater risk of sexual violence in Canada, including:  

• Young women and girls 

• Indigenous women 

• Women living with cognitive or physical disabilities 

• Individuals within the LGBT2SQ+ community 

• Newcomer women and women from ethnocultural and racialized communities 

• We also recognize that clients visiting our clinics and outreach locations are also members of our community are 

a vulnerable population. 

We recognize that these groups make up a portion of the students attending Wellington College. We want to emphasize 

that we aim to ensure a positive learning environment for all our students, regardless of what population they may 

belong to. To address this, we have called upon members from all populations in the development of this policy . The 

College asks that all members of our community participate in the survey. The College circulates in September and 

February each year to ensure that we address their concerns.  

This document sets out our policy on sexual violence and sexual harassment, defines the prohibited behaviours , and 

outlines our inquiry processes for sexual violence and sexual harassment. The policy further outlines the institution’s 

procedures to educate its community on avenues to prevent sexual harassment.  

Definitions 
 

Consent; “The voluntary agreement to engage in sexual activity.” 

Consent: 

The Criminal Code of Canada defines consent as it relates to sexual assault as the voluntary agreement to engage in 

sexual activity. An individual must actively and willingly give consent to sexual activity. Simply stated, sexual activity 

without consent is sexual assault. 

Consenting to one kind, or instance, of sexual activity does not mean that consent is given to any other sexual activity or 

instance. No one consents to be sexually assaulted. 
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Where consent does not exist (lack of agreement), a person can express a lack of agreement verbally or through conduct 

(such as physically resisting advances). The Criminal Code makes it clear that a person can, after initially  giving consent 

to engage in sex, revoke consent at any time by expressing a lack of agreement to continue  engaging in sexual activity. 

In other words, consent… 

• Is never assumed or implied 

• Is not silence or the absence of “no” 

• Cannot be given if the victim is impaired by alcohol or drugs, or is unconscious 

• Can never be obtained through threats or coercion 

• Can be revoked at any time 

• Cannot be obtained if the perpetrator abuses a position of trust, power or authority  

It is not for the institution to weigh or determine whether or not consent has been given. The purpose of this policy is 

not to examine or investigate sexual assault allegations, but rather to inform all members of the College community of 

their responsibility to eliminate harassment and inform victims of their rights.  

For more information on consent, please also refer to http://www.gov.mb.ca/youarenotalone/consent.html 

Cyber Harassment/ Cyberstalking: 

Often used interchangeably, cyber harassment and cyber stalking are defined as repeated, unsolicited, threatening 

behaviour by a person or group using a cellphone or internet technology with the intent to bully, harass, and intimidate 

a victim. The harassment can occur in any electronic environment where communication with others is possible, such as 

on social networking sites, message boards, chat rooms, text messages, or email. 

Date Rape:  
The term “date rape” is interchangeable with “acquaintance sexual assault”. It is sexual contact that is forced, 

manipulated, or coerced by a partner, friend, or acquaintance. 

Disclosure:  

For the purposes of this document, a disclosure is made to any individual other than the  police or other judicial official. 

LGBT2SQ+:  

The LGBT2SQ+ community includes people who identify as lesbian, gay, bisexual,  transgender, Two-Spirit, queer, 

questioning, intersex, asexual, pansexual and/or gender fluid.  

Rape:  

Rape is a term used to describe vaginal, oral, or anal intercourse, without consent.  Although the term is no longer used 

in a legal sense in Canada, it is still commonly used and widely understood. 

Sexual Assault:   

Sexual assault is any type of unwanted sexual act done by one person to another that violates the sexual integrity of the 

victim. Sexual assault is characterized by a broad range of behaviours that involve the use of force, threats, or control 

towards a person, which makes that person feel uncomfortable, distressed, frightened, threatened, carried  out in 
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circumstances in which the person has not freely agreed, consented to, or is  incapable of consenting to Sexual assault is 

a crime.  

Sexual Violence: 

Any sexual act or act targeting a person's sexuality, gender identity or gender expression — whether the act is physical 

or psychological in nature — that is committed, threatened or attempted against a person without the person's consent, 

and includes sexual assault, sexual harassment, stalking, indecent exposure, voyeurism and sexual exploitation.  

Sexual Harassment:  

Without limiting the generality of what has already been mentioned, sexual harassment includes any course of vexatious 

comment or conduct of a sexual nature that is known or thought reasonably to have been known to be unwelcome. This 

includes but is not limited to, the following: 

• Offensive jokes or comments of a sexual nature;  

• Displaying of pornographic or sexist pictures or materials, including online;  

• Suggestive or offensive remarks;  

• Unwelcome language related to gender; 

• Remarks, jokes, innuendoes, propositions, or taunting about a person’s body, attire, sex or sexual orientation;  

• Leering or inappropriate staring ;  

• Bragging about sexual prowess;  

• Physical contact such as touching, patting, or pinching, with an underlying sexual connotation; and 

• Sexual solicitation or advance made by a person in a position to confer, grant or deny a benefit or advancement 

to the person where the person making the solicitation or advance knows or ought reasonably to know that it is 

unwelcome. 

Stalking: 

Stalking is a crime called criminal harassment. Stalking consists of repeated behaviour that is carried out over a period of 

time, and which causes a person to reasonably fear for their safety. 

Victim Blaming:  

Victim blaming occurs when the victim of a crime or an accident is held responsible — in whole or in part — for the 

crimes committed against them. 

Policy Objectives 
Our college is committed to providing members of our community an educational environment free from sexual 

violence and sexual harassment and treating those individuals who report incidents of sexual violence or sexual 

harassment with dignity and respect.  

The College recognizes the sensitive nature of sexual harassment of any form and wishes to assure all members of our 

community are aware that we wish to approach any such sharing of information with compassion and understanding. 

We will address any reports of sexual harassment as being true and act upon them in accordance with this policy. This 

policy does not supersede collective agreements. 

It is the Colleges intent to provide a supportive role and assist the individual by way of the following: 
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1. Educating all members of our community on sexual harassment and prevention. 

2. Listening to complaints/disclosures and responding in a sensitive and understanding manner. 

3. Providing information to the student about the institution’s response procedure. 

4. Offering information or making referrals to support service providers with experience addressing sexual assault 

and trauma; and 

5. Providing the individual with reasonable accommodation while on campus.  

Staff Awareness 

Wellington College will hold an annual training session for our faculty and staff about this policy. They will be trained on 

how to identify situations that involve or could progress into sexual violence or sexual harassment and how to reduce 

these forms of prohibited behaviours.   

This training will include: 

• What is sexual violence and harassment 

• What is consent? 

• Reporting policies and procedures 

• Sexual violence and the role of social media   

The HR department will participate annually in the MACC training program provided by Klinic. There are situations in 

which the person who normally has responsibility for oversight of the policy should not be involved in investigating or 

responding to an incident of sexual harassment due to a conflict of interest or a close relationship with the respondent. 

In that case, another trained person will be put in place. 

Student Awareness 

Due to the nature of massage therapy, there is a higher chance of sexual harassment occurring than in other fields. 

Because of this, the college requires all students to participate in education and training dedicated to sexual harassment 

and violence. This includes but is not limited to: 

▪ At orientation each year, this policy is presented to the students as a part of their student handbook. 

▪ The College requires the student to read the sexual harassment policy as part of their yearly contract.   
▪ Posters and pamphlets are distributed throughout the college to make students aware of appropriate 

and inappropriate sexual conduct as well as sexual harassment prevention. 
▪ Students are required to complete an online course on workplace harassment as well as a presentation 

by an expert in the field of sexual harassment.  
▪ The policy is integrated into the instruction of our psychology, practical application, clinical and 

outreach training.  
▪ The college ensures that all students have access to the policy by posting it on the college website 

wellingtoncollege.com/policies. 

 

Public Awareness 
The college will provide this policy to those from the public who interact with our community. This includes external 

contractors, service providers and clinic clients. This will take the form of a pamphle t that outlines the policy and can be 

easily distributed and read through. 
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How to Report an Incident of Sexual Harassment or Violence 
There are a number of ways to report an incident of sexual harassment or violence.  In all reports the offender will be 

notified through an in-person meeting with the HR department. 

Anonymous Report 

A victim who wishes to remain anonymous may submit an anonymous report to the HR department. This can be done 

by email, phone conversation, written report or in-person conversation. The victim will remain anonymous, and either 

the informal or formal reporting process will be completed on their behalf, depending on their wishes.   

Where the victim of a report is not identified, it will be taken to the HR department, which will determine the 

appropriate action. This will be one of three outcomes: 

1. Initiate an internal investigation. 

2. Outsource the investigation to a third-party agency or police. 

 

Informal Report 

A victim who makes an informal report may not initially want to make a formal report, but emotional support through 

the crisis. Sexual harassment or violence is shared because the victim wants emotional or medical support and advocacy, 

but not to report to the police.  

1. Bring your experience to the attention of a staff person you trust. This can be an instructor, student liaison, 

director or counsellor.  

What to expect after you make an informal report: 

1. You will be listened to with no judgment and compassion. 

2. You will be provided with the contact information of our college counsellor, and an appointment can be made 

for you if you wish. 

3. If you require medical support, you can be accompanied by a staff member of your choosing to the appropriate 

medical facility. Otherwise, you will be given the information for a medical facility that can address your needs.  

4. You will be provided with information and resources to process the crisis. 

5. You will not be left alone in this initial revealing. 

 

Formal Report 

A formal complaint is made when the victim wants action to be taken, whether that be by involving a third-party, legal 

action, or changes to their learning environment. 

1. To raise a formal complaint, bring your experience to the attention of a staff person you trust. This can be an 

instructor, student liaison, director, or counsellor. 

2. The victim will be listened to without judgment and provided with the resources needed to process sexual 

harassment or violence.  
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3. That staff person will make HR aware of the incident, and a formal complaint will be documented. In the case 

that a person in the HR department is involved in the offence, a secondary representative will be assigned to the 

documentation and investigation. (See Appendix 2) 

4. Together with an HR representative, the victim will decide the next action to be taken – involving a third party, 

taking legal action or making a change to their learning environment. 

What to expect when you make a formal report: 

1. You will be listened to with no judgment and compassion. 

2. You will document an incident report with the HR department. (See Appendix 2) 

3. You will be provided with the contact information of our college counsellor, and an appointment can be made 

for you if you wish. 

4. If you require medical support, you can be accompanied by a staff member of your choosing to the appropriate 

medical facility. Otherwise, you will be given the information for a medical facility that can address your needs. 

5. You will be provided with information and resources to process the crisis.  

6. You will decide the next actions to take with the HR department and whether they will act on your behalf to 

initiate the investigation. 

7. If legal action is to be taken, the College can provide a supportive role by providing contact information and 

assisting with the initial communication to the appropriate contact. 

If the accusation of sexual harassment is made against a member of the college staff, the individual will immediately be 

placed on leave until such time as the inquiry process may be completed.  

Outcomes 

If it is determined by the College that a member of our community has been involved in sexual violence or sexual 

harassment, immediate disciplinary or corrective action will be taken up to and including termination of employment or 

expulsion of a student.   

In cases where criminal proceedings are initiated, the College will assist police agencies, lawyers, insurance companies, 

and courts to the fullest extent. Where criminal and/or civil proceedings are commenced in respect of allegations of 

sexual violence or sexual harassment, the College may conduct its own independent inquiry and make its own 

determination in accordance with its own policies and procedures.  

Making False Statements 

It is a violation of this Policy for anyone to knowingly make a false complaint of sexual violence or sexual 

harassment or to provide false information about a complaint. Individuals who violate this Policy are subject to 

disciplinary and/or corrective action, up to and including termination of employment or expulsion.  

Reprisal 

It is a violation of this Policy to retaliate or threaten to retaliate against a complainant, acting in good faith, 

which has brought forward a complaint of sexual violence or sexual harassment, provided information related to 

a complaint, or otherwise been involved in the complaint inquiry process.  

Public Reporting 

The College will make the student body and public aware of its compliance with the policy by stating on its website and 

in printed matters the following: 
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• The list of staff that students may contact regarding any complaints of sexual misconduct or harassment, 

including contact information. 

• The dates of workshops relating to sexual harassment, confidentiality and harassment awareness  for both staff 

and students, reporting the number of attendees. 

• The dates of sharing circle opportunities for those wishing to follow traditional sharing circle procedures with 

Wellington College Elders. 

• The number of complaints, third party and anonymous reports, and investigations 

• The number of cases concluded with disciplinary measures 

• The number of cases suspended along with why they were suspended 

• The number of cases addressed through alternative resolutions or informal measures  

Interim Measures 
The use of interim measures during an investigation protects the survivors and safeguards the campus community while 

an investigation or other procedure is taking place. These measures are about community safety and not about 

discipline. These interim measures can be implemented even if a formal report has not been filed. 

Interim measures are those services, accommodations, or other assistance that the college puts in place for victims after 

receiving notice of alleged sexual misconduct but before any final outcomes – investigatory, disciplinary, or remedial – 

have been determined. We want students to be safe, receive appropriate medical attention, get the help they need to 

heal, and continue accessing their educational opportunities. We also want students to understand their reporting 

options and how to access available interim measures. 

 The College recognizes that sexual violence is traumatic and may leave victims feeling overwhelmed and confused. This 

policy seeks to provide clear guidance regarding available resources and who can help in securing them. Upon receiving 

a report of sexual misconduct, the College will provide the victim, or the victim’s counsellor or advocate, with a written 

explanation of the interim measures available on campus and through local community resources and shall ask victims, 

or their counsellors or advocates, what measures are sought.  

Some possible interim measures are listed below, and the College determines which measures are appropriate for a 

particular victim on a case-by-case basis. Not all of the measures listed below will be necessary in every case to keep 

victims safe and ensure their equal access to educational programs and activities. If the victim or advocate identifies an 

interim measure that is not already provided by the College, the College will consider whether the request can be 

granted. In those instances where interim measures affect both a victim and the alleged perpetrator, the College will 

minimize the burden on the victim wherever appropriate.  

A victim of sexual misconduct, or the victim’s counsellor or advocate, may request the interim measures listed below. 

The College – after consulting with the victim or the victim’s counsellor or advocate – will determine which measures are 

appropriate to ensure the victim’s safety and equal access to educational programs and activities:  

• Academic accommodations (for additional information, see below)  

• Medical and mental health services, including counselling  

• Assistance in finding alternative housing 

• Assistance in arranging for alternative College employment arrangements and/or changing work schedules  
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• A “No contact” directive pending the outcome of an investigation. Such a directive serves as notice to both 

parties that they must not have verbal, electronic, written, or third party communication with one another 

• Providing an escort to ensure that the student can move safely between school programs and activities  

• Transportation accommodations, such as shuttle service, cab voucher, or parking arrangements to ensure safety 

and access to other services 

• Assistance identifying an advocate to help secure additional resources or assistance including off -campus and 

community advocacy, support, and services 

The College will work with victims or their counsellors or advocates to identify what interim measures are appropriate in 

the short term (e.g., during the pendency of an investigation or other school response ) and will continue to work 

collaboratively throughout the College’s process and as needed thereafter to assess whether the  instituted measures 

are effective and if not, what additional or different measures are necessary to keep the victim safe.  

As explained below, when a victim’s counsellor or advocate requests any of the above measures on the victim’s behalf 

without disclosing that sexual misconduct is the basis for the request, the College will consider these requests for 

supportive measures consistent with its general policy of allowing counsellors and advocates to seek such measures for 

victims of trauma without requiring that the nature of the trauma be disclosed.  

Academic Accommodations  

Academic accommodations are one type of interim measure that the College may provide to a victim after receiving 

notice of alleged sexual misconduct to ensure that the victim is safe and can continue to access educational 

opportunities following alleged sexual misconduct. To address the possible adverse effects of sexual misconduct on a 

victim’s academics, securing time-limited academic accommodations, such as rescheduling an exam, may be possible. If 

the victim experiences persistent academic difficulties because of the sexual misconduct (e.g., including difficulties 

stemming from anxiety, depression, post-traumatic stress disorder or any other mental or physical illnesses or injuries), 

the victim may request more long-term academic accommodations, such as temporary leave of absence. If the victim 

does not have a treating provider but is suffering from health-related issues such as those identified above, the student 

should contact Brie Timings to be connected with a campus health provider or appropriate off -campus resource. 

Students may also be entitled to additional services and support if they have a disability, including those who developed 

a disability as a result of experiencing sexual misconduct. 

Victims of sexual misconduct, or the victim’s counsellor or advocate, may request the following academic 

accommodations as interim measures. After consulting with the victim or the victim’s counsellor or advocate, the 

college will determine which accommodations are appropriate to ensure the student’s safety and equal access to 

educational programs and activities.  

• Requests for academic accommodations may include assistance in:  

• Transferring to another group or class where available 

• Rescheduling an academic assignment or test 

• Accessing academic support (e.g., tutoring) 

• Arranging for incompletes, a leave of absence, or withdrawal from campus 
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Options for Requesting Interim Measures or Supportive Measures  

The College offers victims of sexual misconduct two options for reporting the misconduct and requesting interim 

measures. The first option allows the victim to report the misconduct to a College employee whom the College has 

designated as responsible for receiving and/or responding to reports of sexual misconduct and to request interim 

measures from these “responsible employees.” The second option allows a victim who has not reported the misconduct 

to a responsible employee to disclose the misconduct to a professional counsellor, non-professional counsellor, or victim 

advocate, who in turn can request interim measures on the victim’s behalf from the College. Under the second option, 

victims should be aware that when a counsellor or advocate requests interim measures on their behalf from a 

responsible employee of the College and discloses that the reason for the request is sexual misconduct, the request may 

trigger the HR department’s obligation to investigate. To the extent the counsellor or advocate makes such a disclosure, 

but, consistent with the victim’s wishes, asks that the College not investigate or otherwise notify the alleged perpetrator 

of the report, the HR department will consider whether it can honour the request while still providing a safe and 

nondiscriminatory environment for all students, as set forth in the College’s Confidentiality Policy and take interim 

measures to protect the victim as necessary.  

The College also offers victims an option for the victim’s counsellor or advocate to request supportive measures from 

the College without reporting the sexual misconduct to the College. While we strongly encourage all victims of sexual 

misconduct to report the incident to the College directly, we want victims to have access to supportive measures 

regardless of when or whether they decide to report the conduct to the College.  

Option 1: Victims Who Report Sexual Misconduct to a Responsible Employee  

Reports of sexual misconduct to responsible employees will be forwarded to the HR department who will determine 

what steps need to be taken. Generally, the College will investigate the report to determine what occurred and the 

College will provide interim measures during the investigative process and any disciplinary process. However, for victims 

who report sexual misconduct to responsible employees but request that the College not pursue an investigation or 

otherwise keep their report confidential (e.g., from the perpetrator), the HR department will consider whether it can 

honour the victim’s request while still providing a safe and nondiscriminatory environment for all students. Whether the 

Title IX coordinator decides that the College can honor the confidentiality request or must pursue an investigation, the 

Title IX coordinator (or designee) will inform the victim of available interim measures and coordinate appropriate 

interim measures for the victim.  

Options 2 and 3: Victims Who Disclose Sexual Misconduct to Professional Counselors, Non-Professional 

Counselors, and Victim Advocates  

The College recognizes that counsellors and victim advocates are often in a unique position to know when and what 

interim measures or supportive measures would be most appropriate to address a victim’s health and safety needs. For 

this reason, victims who disclose incidents of sexual misconduct to their counsellors or victim advocates should discuss 

whether to have the counsellor or advocate report the misconduct to the College and request interim measures 

required by the HR department or request discretionary supportive measures from the College without reporting the 

nature of the conduct. The counsellor or advocate will work with the victim to determine what information the victim is 

willing to share with College employees involved in securing interim or supportive measures. The counsellor or advocate 

will explain how sharing certain information with responsible employees may trigger the HR department’s obligation to 

investigate.  
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Option 2. Interim Measures  

A counsellor or advocate may request that the College provide interim measures to a victim of sexual 

misconduct to protect the victim and ensure the victim’s equal access to the College’s educational programs and 

activities before the final outcome of any investigation. The counsellor or advocate may ask a victim who is 

seeking interim measures to sign a release specifying the information that may be shared with the College. After 

the counsellor or advocate informs the College that sexual misconduct is the basis for the request for interim 

measures, the College will work with these individuals to investigate the alleged sexual misconduct and 

determine what interim measures are appropriate. For example, the counsellor or advocate may ask the staff 

coordinator to arrange academic or living accommodations for the victim.  

Option 3. Supportive Measures  

A counsellor or advocate may request that the College provide supportive measures for a student who has 

experienced trauma, including, but not limited to, trauma related to sexual misconduct. If a victim does not 

want the College to investigate the alleged sexual misconduct, the victim should discuss this with the counsellor 

or advocate. Counsellors and advocates should explain what type of requests will trigger the HR department’s 

obligations and discuss other avenues for securing supportive measures consistent with the victim’s wishes. For 

example, counsellors and advocates may request supportive measures from the College on behalf of a victim 

who does not want the College to pursue an investigation of the alleged sexual misconduct, and the College w ill 

consider these requests for supportive measures consistent with its general policy of providing supports to 

students who have experienced various forms of trauma without requiring their counsellor or advocate to reveal 

the nature of the underlying trauma to the College. 

The College encourages victims of sexual misconduct to report the incident(s) and to seek help under the option above 

with which they feel most comfortable. If you have any questions about available interim measures or supportive 

measures, please contact Brie Timings, brie@wellingtoncollege.com. 

If these interim measures are violated in any way, the victim will meet with the HR department to discuss the removal of 

those resources as deemed appropriate. 

Interim measures will be reviewed within 5 business days of the report. The HR and Student Services departments are 

responsible for reviewing these measures. 

Investigations, Adjudication and Sanctions 
The HR department will be responsible for the institutional investigation; the main supervising contact for this 

department will be appointed as the investigator and their mandate will be to create a safe environment for all parties. 

The investigated must be culturally competent and trauma-informed through the training they will receive. Documents 

associated with the investigation, including Appendix 2 and any other relevant documentation, will be kept for 7 years in 

our electronic database. Only the HR department will have security rights to access those files. 

Both respondents and complainants have the right to be represented during the investigation and adjudication process , 

including representation by their union if applicable. 



[WELLINGTON COLLEGE SEXUAL HARASSMENT PREVENTION POLICY]  

 

13 | P a g e  
Reviewed January 2023 

Alternative to face-to-face meetings between the complainant and respondent are available, as well as other measures 

to reduce barriers to participation for the complainant. If a translator is needed, one will be provided by the College. 

Both the complainant and respondent will receive a full copy of the report. It will also be kept on file in the College’s 

electronic database. Should requests for information be made by other parties, the permission to do so will be given in 

conference between the complainant, respondent and the HR department. 

Appeals 
Both the complainant and respondent may appeal the decision of the investigation. An appeal will be granted should the 

evidence presented since the investigation be substantiated. The appeal will only consider new evidence that has just 

come to light rather than simply reviewing the evidence put forward during the investigation. 

Alternative Resolutions 
This policy allows for restorative justice alternatives to a formal investigation. It ensures that any alternative resolution  

processes are initiated only upon request by the survivor. Alternative resolution processes can only be pursued with the 

fully informed consent of the respondent. In cases where restorative justice approaches are requested, specially trained 

facilitators will be made available. There is an allowance for movement between different processes so that the 

participants can decide whether the current process is working for them. 

Policy Review  
This policy was adapted from the policy generated by a committee formulated by the Manitoba Association of Career 

Colleges with input from member colleges. It was revised for the uses of Wellington College , presented to a volunteer 

committee of College students, and then circulated to the student body for review and comments. It was then adapted 

again with this review in mind. 

The College has made every effort to obtain input from all members of the College community, including the more 

vulnerable sectors.  

The policy will be reviewed annually before the first enrollment in July by a committee comprised of staff, students, 

alumni and the public. New directives will be implemented immediately.  
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Appendix 1 – Resources 
 

1-888-292-7565  Klinic Sexual Assault Crisis Line 

204-982-6100  Canadian Mental Health Association – Manitoba 

1-800-262-8800  Community Legal Education Association 

1-877-423-4648  Eyaa-Keen Healing Centre Inc. 

204-953-5820  Ka Ni Kanichihk – Heart Medicine Lodge 

1-844-333-2211  Klinic’s Human Trafficking Hotline 

1-888-884-8681  Manitoba Human Rights Commission 

1-866-484-2846  Manitoba Justice – Victim Services Branch (1-866-4VICTIM) 

1-877-435-7170  Manitoba Suicide Prevention and Support Line 

1-844-927-5433  MKO Mobile Crisis Response Team (1-844-927-LIFE) 

1-855-957-7233  Safe Work Manitoba (1-855-957-SAFE) 

204-943-6379  Sage House 

204-753-5353  Survivor’s Hope Crisis Centre (SARAH Program)  

204-783-5460  The Laurel Centre 

204-786-7051  Transition, Education and Resources for Females (TERF) 
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Appendix 2 – Incident Reporting Form 
Contact Information 

Date of Report:  I am a:    □ student     □ staff      □ visitor      □ client 
□ other:  Incident Reported by:   

Phone Number:  Email:   

Disclosure Request: 

 

□ I wish to remain anonymous  
 

 *Please note that this may limit the actions the College may take. 
Also, depending on the incident and College Policy, the College may be required 
to disclose your name.  You would be informed of this prior to the disclosure.   

Incident Information 

Date of Incident:  Time of Incident:  

Location of Incident:  
□ on-campus          □ off-campus 
□ during class         □ at outreach/clinic    
□ other:  

Nature of Incident 
(check all that apply) 

□ urgent       □ non-urgent 
□ safety concern                     □ injury/assault                   □ property damage  
□ harassment/bullying          □ sexual harassment          □ unethical behaviour 
□ conduct concern                  □ cheating/plagiarism       □ unprofessional 
□ other (please specify): ____________________________________________  

Individuals involved: 
□ known (list names below)     □ unknown     □ client     □ student     □ staff  
□ other:  

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

Name:  
□ participated        □ witnessed     
     In incident             the incident 

I’ve included more names on the back of this page or as an attachment:         □ yes      □ no 
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Incident Description 

Please describe the incident with as much detail as possible.  When possible, please include:  
- when: chronology of incident (dates and times) 
- where: location(s), be as specific as possible  
- who: people involved as participants, by-standers, witnesses, who has knowledge of the incident 
- what: what happened, what was said/done, was it a single event or is it on-going, etc. 
- how: did the incident occur, events leading up to it, etc. 

 
Please note: a respondent (someone who has participated in the incident) has the right to receive 
information regarding the complaint in order to be able to provide a response.  The relevant details of 
the complaint will be shared with the respondent. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I’ve included more information on the back of this page or attached to this report:     □ yes      □ no 
What do you feel was the intent/motivation of the participant(s) in the incident? (select all that apply)  
□  intentional       □ unintentional       □ culturally insensitive     □ discrimination      □ antagonistic 
□ retaliation         □ disrespectful        □ sexual impropriety        □ favouritism           □ abusive  
□ neglectful         □ accidental              □ repetitive pattern         □ other (specify):  
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Steps Taken to Date 

I discussed the incident with the individuals involved:    □ no      □ yes - describe the outcome below 

Outcome of 
discussion: 

 
 
 
 
 
 
 
 
 

I discussed the incident with the someone else:    □ no      □ yes – list the names below 

Names:  
 
 
 
 
 

I have taken other actions related to this complaint:   □ no      □ yes – indicate below 

          □ filed a formal complaint with an external body such as police, human rights, etc.  
          □ sought medical attention 
          □ sought counselling (College or Klinic)  
          □ other: _______________________________________________  
          □ other: _______________________________________________  
          □ other: _______________________________________________  
If possible, please provide more details about the results of the actions listed above: 
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Course of Action 

I am seeking the following course(s) of action (select all that apply): 
          □ file a report for information purposes only, no action required  
          □ speak to the participants in the incident with assistance from the College  
          □ have the College speak to the participants on my behalf 
          □ obtain emotional and/or medical support or assistance  
          □ report this incident to an external source such as police, human rights, etc.  
          □ other (please specify): 
 
 
 
 
 
 
 
 
 
 
 

Desired Result 

By choosing the above action(s) I hope to achieve the following result(s):  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Signature: Date: 

OFFICE USE ONLY  

Received by: Date: 

 


