UNIVERSITY OF ESSEX

PROCTOR’S OFFICE
 INCIDENT REPORT FORM
This form should be used by staff or students to report to the Proctor’s Office any alleged breaches by students of the University’s Disciplinary Regulations.
Please note: If you believe you are a victim of harassment, please read section 6 before completing the form.
Please complete the form using BLOCK CAPITALS as appropriate. You may not have all the information requested. Information provided should be as detailed as possible. Please write ‘unknown’ or ‘unsure’ as necessary.
Date the form is being filled in:
1. PERSONAL DETAILS

Name of Complainant (person reporting the incident)
Full name:
Address: 
Telephone number:
Email:
2. THE INCIDENT

(a) Please provide below as many details as possible relating to the student that you believe is responsible for the alleged breach of the Disciplinary Regulations:

Name of Student: 

Student registration number: 

Department of Study: 

Nature of study (e.g. Undergraduate): 

Level of study (e.g. BA in Sociology): 

(b) Please outline below the nature of the incident/regulation breach that you wish to report to the Proctor or why you believe a breach of the Disciplinary Regulations has occurred. 

Please give as much information as possible. 
Date of incident:
3. THE EVIDENCE

(a) Do you have evidence that a breach of the Disciplinary Regulations has occurred?
Please highlight below:

YES

NO

(b) If YES, please describe the evidence below.

Please note that witnesses are considered to be evidence.

If NO, please note that it may be more difficult for the Proctor to investigate the incident.
4. HAS THE INCIDENT BEEN REPORTED ELSEWHERE?
(a) Have you reported the incident/alleged regulation breach to any other agencies - either connected to or outside the University (e.g. your academic department, the Residents’ Support Network, the Police), or has somebody else reported the incident elsewhere?

Please highlight below:

YES
NO
(b) If YES, please give details below:

5. OTHER RELEVANT INFORMATION

(a) If you are a member of staff, please complete the following:

Department or Administrative Section:
Staff Group (eg Academic Staff, Administrative Staff, Clerical Staff, Manual Staff):

(b) If you are a student, please complete the following:

Student registration number: 
Department of Study: 
Level of study (e.g. Undergraduate): 
Scheme of study (e.g. BA in Sociology): 
(c) Please provide below details of any other parties involved in the incident and the role they played/are playing or any other information that you think is relevant:
6. HARASSMENT

Discipline Regulation 13.2.f.3 defines “conduct amounting to harassment” as a breach in the Disciplinary Regulations. Harassment is defined as “any behaviour that appears or feels offensive, intimidating or hostile, which interferes with individuals’ academic, working or social environment; or which induces stress, anxiety, fear or sickness on the part of the harassed person. The defining features are that the behaviour appears or feels offensive or intimidating to the recipient and would be so regarded by any reasonable person”.

If you feel you are a victim of harassment, it is recommended by the University that you discuss it with the Harassment Advisory Network, who will be able to offer advice and understanding. An Harassment Adviser will also be able to help you report your case to the Proctor.

Please note that, while the best route to deal with harassment is to approach the Harassment Advisory Network, if you would prefer not to approach the Network, it is still important that the allegations are investigated by the Proctor. Under these circumstances, please submit the standard complainant form in the usual way.
7. SUBMITTING THE FORM 
Please send this completed form by e-mail to: proctor@essex.ac.uk.

If you wish to send it in hard copy, please send it to: Sarah Allen (Administrative Assistant, Student Discipline) – 4SB.5.4 Academic Section
If you have queries or questions, the Proctor’s Office can be contacted by telephone via Sarah Allen on 01206 874846 or by e-mail at the above address.

