Scholarship Harassment Record
Download and use this document to keep track of information shared by a colleague and to identify issues to raise in follow-up questions. It’s not meant to structure those interactions (i.e., no need to run through it like an interview protocol). You can also share your notes with the colleague and ask them to confirm their accuracy and to add/amend information as they see fit. You can then share this document with others who become involved in supporting the colleague to establish a common understanding of the situation without extra work/burden for you or the colleague.

· This document can be updated as a situation evolves. If you are adding or updating information, please include your name and date in the text box next to your post.

· It is essential to make the colleague aware of their rights to confidentiality and times that you may be required to report what they share with you. Below is a suggested script that you can use at the start of the meeting. You can modify it to suit your own personal style, but the boldfaced content is especially important to include. 
Before we start talking, I want to explain both your rights to confidentiality as well as the boundaries of confidentiality to make sure we are on the same page.

You may share information that you want to be kept private and not shared further. In that case, I can listen but there may be limited help I can offer afterward. 

If you allow me to inform others what is happening, I will be able to take additional steps, including connecting you with other people and resources. I would only share directly pertinent information so others can effectively work with and support you.

Confidentiality does have limits and I want to make sure you’re aware of those. First, I have a legal obligation to take further steps, including reporting information to others, if something you share indicates the potential for imminent harm to you or someone else. The Occupational Health and Safety Act also requires me to report if someone is being harassed. If anything you share requires me to report information further, I will let you know and explain next steps. 





	[bookmark: Text1]Colleague’s Name:       
	
	[bookmark: Text2]Your Name:       



	[bookmark: Text8]Initial Meeting Date:       


	
About the harassment: 
· What is happening (mode and content of the harassment)
· Who is the source of harassment?
· When did the harassment start?
· When does it usually occur? (i.e., frequency, day, time after specific event/behavior)
· When has it worsened or abated (i.e., are there patterns/trends)? 
	[bookmark: Text4]     




About the colleague’s primary concerns and wishes:
· What are the colleague’s concerns/worries (in some order of priority/urgency)?
· What are the colleague’s hopes/desired outcomes (ideal world and real world)?
	[bookmark: Text5]     




About steps so far:
· What has been tried so far to respond to or stem the harassment?
· Who has the colleague confided in or consulted already?
· What resources and supports has the colleague received/identified?
· Would the colleague like to make a report to York Security Services and/or Toronto Police?
	[bookmark: Text6]     




About next steps:
· What other resources or supports is the colleague interested in?
· Who are they comfortable with you sharing details about the situation? Anyone with whom they are not comfortable?
· Who at York would they be comfortable working with as a point person for information and support? Anyone they are not comfortable with?
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