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APPENDIX A
Stage 1 Report Form
Policy on Harassment, Sexual Misconduct and Related Behaviours 2026–29
	Purpose
	To record a report or disclosure of harassment, sexual misconduct or related behaviour, and the Stage 1 Initial Support and Early Investigation that follows.

	Who can use this form
	Students, staff, applicants, visitors and anyone else connected with NSCD (including students at a franchise partner provider), and NSCD staff recording a disclosure.

	How to submit
	Email the completed form to the Quality Office: quality.office@nscd.ac.uk

	Confidentiality
	Information on this form is kept confidential and used only to manage this case. It will only be shared where there is a lawful basis to do so, and we will tell you where possible. See the NSCD Privacy Policy: www.nscd.ac.uk/privacy-notices.

	Case reference
Quality Office use only
	



	Before you start
1. You only need to fill in the parts that apply to you. Leave anything blank that you don't know or don't want to answer.
1. You don't have to use this form. You can speak to any member of staff you feel comfortable with, email Student Services, or use the online Concerns Form (which can be anonymous).
1. There is no time limit for reporting. Reports made more than six months after an incident may be treated as non-recent, but we will still support you.
1. Nobody will test whether your account is true when you first tell us. You will be shown what has been recorded and asked to agree before it is passed on.
1. You can withdraw your report at any time by writing to the Early Investigation Officer. NSCD may still need to act if there are serious safeguarding concerns.
1. You can report to NSCD whether or not you have reported to the police.




Which parts should I complete?
	If you are…
	Complete

	Making a report about something that happened to you
	Part 1 (Sections 1–8)

	Reporting something you witnessed or were told about (a third party)
	Part 1 (Sections 1–8, as far as you can)

	A member of staff acting as Initial Supporter
	Part 1 with the person reporting, then Part 2

	The Early Investigation Officer (or Quality Office)
	Part 3



What happens after this form is submitted
	1
	Initial support
	An Initial Supporter listens, records what you tell them, explains your options and offers you support.

	2
	Designated Support Contact
	You are offered a named Designated Support Contact who supports you throughout and keeps you informed. They have no investigatory role.

	3
	Referral
	With your agreement, the report goes to the Quality Office, who may appoint an Early Investigation Officer.

	4
	Early Investigation
	The Early Investigation Officer gathers information and takes your wishes into account. They may need to act differently where there are safeguarding concerns.

	5
	Decision
	You are told the outcome of Stage 1 and the reasons, as soon as reasonably practicable.



	PART 1
About the report
To be completed by the person reporting, or by the Initial Supporter with them.


Section 1: Who is completing this form?
Tick one.
	☐  I am reporting something that happened to me
☐  I am reporting something I witnessed or was told about (third party)
☐  I am a member of staff recording a disclosure as the Initial Supporter
☐  I am the Early Investigation Officer



Third parties only:
	Your name and contact details
Leave blank to report anonymously
	

	Your relationship to the people involved
	

	Does the person affected know you are making this report?
	☐ Yes     ☐ No     ☐ Not sure


Section 2: Person who experienced the behaviour
This is the reporting student or complainant. If you are a third party, fill in what you know.
	Full name
	

	Preferred name
Optional
	

	Pronouns
Optional
	

	Student ID or staff number
If applicable
	

	Course, year or department
Include the franchise partner provider, if relevant
	

	Email address
	

	Phone number
	

	How should we contact you?
Include any ways or times we should NOT contact you
	

	Accessibility or communication needs
e.g. large print, meetings online
	

	Supporter to copy into correspondence
Name and email – optional
	

	Status
Tick one
	☐ NSCD student     ☐ Franchise partner student
☐ NSCD staff     ☐ Applicant     ☐ Visitor or other


Section 3: Person the report is about
This is the responding student or respondent. Leave blank anything you don't know. If the report is about more than one person, give details for each in Section 5.
	Name
If known
	

	Status
Tick one
	☐ NSCD student     ☐ Franchise partner student
☐ NSCD staff     ☐ Someone outside NSCD     ☐ Not known

	Course, year, job title or department
If known
	

	Their relationship to the person affected
e.g. classmate, teacher, housemate, partner, stranger
	

	If they are staff, do they teach, assess, supervise or support the person affected?
	☐ Yes     ☐ No     ☐ Not sure

	If they are outside NSCD, what else do you know about them?
e.g. how they are connected to NSCD
	


Section 4: Type of behaviour
Tick all that apply. If you are not sure, tick ‘Not sure’ – this will not affect how your report is handled. Full definitions are in Section 2 of the policy.
	Harassment
	Unwanted conduct that violates a person’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment. A single incident can be harassment.
	☐

	Sexual harassment
	Unwanted conduct of a sexual nature with the purpose or effect described above.
	☐

	Sexual misconduct
	Any unwanted or attempted unwanted conduct of a sexual nature, including sexual assault or violence, unwanted touching, and sharing sexual images without consent.
	☐

	Abuse of power (staff–student)
	A member of staff using their position of power or authority to pressure a student, including towards an intimate personal relationship.
	☐

	Stalking or repeated unwanted contact
	Following, watching or forcing contact, including online.
	☐

	Controlling or coercive behaviour
	e.g. emotional blackmail, restricting someone’s freedom, grooming or gaslighting.
	☐

	Related behaviours
	Other unacceptable behaviour that breaches the relationship of trust and confidence with NSCD.
	☐

	Not sure
	
	☐



	Did any of the behaviour happen online or on social media?
	☐ Yes     ☐ No     ☐ Not sure

	Do you think it was related to any of these?
Tick all that apply
	☐ Age     ☐ Disability     ☐ Gender reassignment
☐ Race     ☐ Religion or belief     ☐ Sex     ☐ Sexual orientation
☐ Other     ☐ Not sure


Section 5: What happened
	When did it happen?
Dates or approximate dates
	

	Was it a single incident or has it happened more than once?
	☐ Single incident     ☐ More than once     ☐ Still happening

	Where did it happen?
Tick all that apply
	☐ NSCD premises     ☐ Student accommodation☐ NSCD activity (e.g. performance, trip, placement)
☐ Online     ☐ Off-site, connected to NSCD     ☐ Other

	Location details
	



	Please describe what happened
In your own words. If there is more than one incident, list each one separately, in date order if you can. You don’t have to include anything you don’t want to. Continue on a separate sheet if needed.

	



	Did anyone else see or hear what happened, or have you told anyone?
Names and contact details, if you are happy to share them
	

	Is there any evidence?
e.g. messages, emails, photos, social media posts. Please keep them – you don’t need to attach them now.
	

	If this happened more than six months ago, is there anything you would like us to know?
Optional – you don’t need to explain why you are reporting now
	


Section 6: Police and other reports
	Has this been reported to the police?
	☐ Yes     ☐ No     ☐ Thinking about it

	If yes, crime reference number and police force
	

	Would you like support to report to the police?
	☐ Yes     ☐ No     ☐ Not sure

	Has this been reported anywhere else?
e.g. Concerns Form, franchise partner provider, employer
	


Section 7: Your support and what you would like to happen
	Do you feel safe at the moment?
	☐ Yes     ☐ No     ☐ Not sure

	Are you worried about coming into contact with the person, e.g. in class, rehearsals or accommodation?
	☐ Yes     ☐ No
If yes, please give details:

	A Designated Support Contact is offered to everyone. Would you like one?
	☐ Yes     ☐ No     ☐ Not now

	What other support would help?
Tick all that apply
	☐  Student Services or wellbeing support
☐  Counselling
☐  Academic adjustments (e.g. extensions, via Support Through Studies)
☐  Change to timetable or group
☐  External specialist support (e.g. sexual violence support services)
☐  Other:

	What would you like to happen next?
Tick all that apply. You can change your mind.
	☐  I want NSCD to know, but I don’t want any action taken at the moment
☐  I would like support only
☐  I would like the matter resolved without formal action, if possible
☐  I would like formal action to be considered
☐  I’m not sure yet and would like time to think

	Anything else you would like to tell us
	



	Please note
We will always take your wishes into account. The Early Investigation Officer makes the final decision about next steps and may need to act differently from your wishes if there are safeguarding concerns. If this happens, it will be explained to you.


Section 8: Declaration and consent
To be completed by the person making the report. 
	No.
	Action
	Done

	1
	The information I have given is true and accurate to the best of my knowledge.
	☐

	2
	I understand NSCD will need to process personal information about me, which may include special category (sensitive) data, to deal with my report, in line with the NSCD Privacy Policy.
	☐

	3
	I agree to this report being passed to the Quality Office and, if appointed, an Early Investigation Officer.
	☐

	4
	I understand that I will be told what information may be shared with the person the report is about before any formal action is taken.
	☐

	5
	I understand that I can withdraw my report at any time in writing, and that NSCD may still need to act if there are serious safeguarding concerns.
	☐



	Signature
Typed signature accepted
	

	Date
DD/MM/YYYY
	



	PART 2
Initial Supporter record
Staff only. Complete after the initial support meeting and send the whole form to the Quality Office.


Section 9: Initial support meeting
	Initial Supporter name
	

	Job title
	

	Date disclosure received
DD/MM/YYYY
	

	Date of meeting
DD/MM/YYYY
	

	How was the disclosure made?
Tick one
	☐ In person     ☐ Email     ☐ Phone     ☐ Online meeting
☐ Concerns Form     ☐ Other

	Anyone else present
e.g. supporter, interpreter
	


Section 10: Initial Supporter checklist
Tick each action you have completed.
	No.
	Action
	Done

	1
	Listened and recorded the disclosure without testing its accuracy or truthfulness.
	☐

	2
	Considered immediate safety and any safeguarding concerns. If there is a concern, the School Safeguarding Officer has been informed.
	☐

	3
	Explained the options available, including the right not to take formal action.
	☐

	4
	Signposted internal and external support, including NSCD’s single source of information on harassment and sexual misconduct.
	☐

	5
	Offered a Designated Support Contact.
Name, if appointed: 
	☐

	6
	Showed the person what has been recorded, and they have agreed it is accurate.
	☐

	7
	Obtained agreement to refer the report to the Quality Office (Section 8).
	☐

	8
	Explained what happens next and when they can expect to hear from us.
	☐



	Immediate risk identified?
	☐ Yes     ☐ No
If yes, action taken:



	Notes and actions agreed
Record any support put in place, actions agreed with the person reporting, and any follow-up needed.

	


Section 11: Initial Supporter sign-off
	Signature
Typed signature accepted
	

	Date
DD/MM/YYYY
	

	Date sent to the Quality Office
DD/MM/YYYY
	



	PART 3
Early Investigation
For the Early Investigation Officer or Quality Office only.


Section 12: Case details
	Case reference
	

	Date received by the Quality Office
DD/MM/YYYY
	

	Early Investigation Officer
Name and job title
	

	Internal or External Officer?
	☐ Internal     ☐ External Officer

	Date appointed
DD/MM/YYYY
	

	Designated Support Contact – reporting person
	

	Designated Support Contact – responding person
Must be a different person
	

	Report is about
Determines the route under the policy
	☐  A student – may be referred to the Non-Academic Misconduct Policy or Stage 2
☐  A member of staff – refer to HR procedures; cannot progress beyond Stage 1
☐  Someone outside NSCD – next steps agreed with the person reporting

	Special considerations
Tick all that apply
	☐  Anonymous report
☐  Non-recent (more than six months)
☐  Police involvement (see Appendix D)
☐  Safeguarding concern


Section 13: Early Investigation checklist
Tick each action completed and give dates or details where relevant.
	No.
	Action
	Done

	1
	Reviewed the information in Parts 1 and 2.
	☐

	2
	Met the reporting person.
Date: 
	☐

	3
	Met the responding person. Told them about the allegations in enough detail to respond, that anything they say may be used in later proceedings, and offered a Designated Support Contact.
Date: 
	☐

	4
	Told the reporting person what information will be shared with the responding person.
	☐

	5
	Completed a risk assessment (Appendix E).
	☐

	6
	Considered precautionary measures (students only – Appendix C).
☐ Not needed     ☐ Recommended     ☐ Imposed by CEO & Principal     ☐ Emergency measures
	☐

	7
	Agreed a period for the reporting person to consider their options.
Start date:                          End date: 
	☐

	8
	Consulted safeguarding colleagues, where appropriate.
	☐

	9
	Liaised with the police, where appropriate (Appendix D).
	☐


Section 14: Outcome of Stage 1
	Decision
Tick all that apply
	☐  No further formal action (support continues)
☐  Referral to the Non-Academic Misconduct Policy
☐  Referral to Stage 2 Alternative Resolution by Agreement (Route B1)
☐  Referral to Stage 2 Alternative Resolution by Panel (Route B2)
☐  Referral to HR procedures
☐  Referral to, or support to report to, the police
☐  Precautionary measures while further action continues
☐  Other:



Stage 2 is for student-to-student cases only and needs the reporting student’s agreement. Direct mediation is not offered in cases of sexual misconduct or serious harassment.
	Reasons for the decision

	



	Does the outcome match the reporting person’s wishes?
	☐ Yes     ☐ Partly     ☐ No
If not, explain why (e.g. safeguarding):



Next steps
	No.
	Action
	Who
	By when
	Agreed by reporting person?

	1
	
	
	
	☐ Yes     ☐ No

	2
	
	
	
	☐ Yes     ☐ No

	3
	
	
	
	☐ Yes     ☐ No

	4
	
	
	
	☐ Yes     ☐ No

	5
	
	
	
	☐ Yes     ☐ No


Section 15: Communicating the outcome
	Reporting person told the outcome and reasons
Date
	

	Responding person told the outcome and reasons
Date
	

	Both parties told how to complain (Student Complaints Procedure and, for students, the OIA)
	☐ Yes     ☐ No

	Information shared with anyone else
e.g. franchise partner provider, placement provider, police – include the reason and date
	


Section 16: Final sign-off
	Early Investigation Officer signature
Typed signature accepted
	

	Date
DD/MM/YYYY
	

	Stage 1 status
	☐ Closed     ☐ Referred on

	Quality Office: date filed
DD/MM/YYYY
	



	How we handle your information
Information on this form is kept confidential and used only to manage this case. It will only be shared where there is a lawful basis to do so, and we will tell you where possible. See the NSCD Privacy Policy: www.nscd.ac.uk/privacy-notices.



Key contacts
	Name / Team
	Role
	Contact

	Student Services
	Student support and general enquiries
	studentservices@nscd.ac.uk

	Quality Office
	Submitting this form , policy queries including complaints
	quality.office@nscd.ac.uk

	School Safeguarding Officer
	Safeguarding concerns
	safeguarding@nscd.ac.uk

	Police (emergency)
	If you are in immediate danger
	999

	Police (non-emergency)
	To report a crime
	101

	Support information
	NSCD’s single source of information
	www.nscd.ac.uk/harassment-sexual-misconduct
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