THE UNIVERSITY of EDINBURGH

System User Guide
Employee — Guide to Report + Support

We realise this formatting may not be accessible for all —to request this document in an alternative format
please email hrhelpline@ed.ac.uk.
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Introduction

This guide covers key tasks for staff making a Report or accessing Support articles in the Report + Support
system. It is related to the Process User Guide called Guide to Report + Support which is linked below.

The guide also applies to Third Parties — visitors, agency workers, honorary staff, external examiners,
subsidiaries of the University of Edinburgh Group. These are individuals who are not employed by the
University of Edinburgh but are undertaking work activities within or on behalf of the University of
Edinburgh.

Link to Process User Guide (under “R”)

Link to Report + Support Platform - Report + Support - The University of Edinburgh

Action: Report and Support is not an emergency service. If there is an immediate risk of serious harm,
please call the emergency services on 999.

Please go to the Respect at Edinburgh webpage for information and guidance on sexual harassment support,
Report + Support link, the Dignity & Respect policy, the processes for raising and addressing concerns, and
the support and training available.
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information on each
outcome is provided later in this guide.

Named Report

O ~NoOWUhkwWwN R

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.

From the Respect at Edinburgh webpage click on Report + Support.

Click on the relevant button if you wish to Report with your contact details or Report anonymously.
Click on the “Report with your contact details” button.

Select if you are a student, member of staff or visitor (required).

Select who the incident happened to (required).

Add your staff number (optional). You can find your staff number on your staff ID or on your payslip.
Select how you wish to be contacted.

Add your contact details (required).

Select the type of incident (see the Report + Support - The University of Edinburgh webpage for
information on definitions) (required).

Provide details of what happened (optional).

Select where the incident happened (required).

Select where the person who experienced the incident works (required).

Select the relationship to you of the person who did this to you or the person you are reporting on
behalf of.

Confirm if the person holds any of the positions at the University of Edinburgh.

Complete the demographic information of the person who experienced the incident (optional).
What would you like to happen because of your report.

Review your responses before sending the report. You can edit your responses if required.

Press Send Report.

Download your report (optional).

Report anonymously

1.

o wu .k wnN

10.
11.

From the Respect at Edinburgh webpage click on Report + Support.
Click on the relevant button if you wish to Report with your contact details or Report anonymously.
Click on the “Report anonymously” button.

Select if you are a student, member of staff or visitor(required).

Select who the incident happened to (required).

Select the type of incident (see the Report + Support - The University of Edinburgh webpage for
information on definitions) (required).

Provide details of what happened (optional).

Select where the incident happened (required).

Select the circumstances (optional).

Select where the person who experienced the incident works (required).

Select the relationship to you of the person who did this to you or the person you are reporting on
behalf of.
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12. Confirm if the person holds any of the positions at the University of Edinburgh.

13. Select why you have reported anonymously (optional).

14. Complete the demographic information (optional).

15. Review your responses before sending the report. You can edit your responses if required.
16. Press Send Report.

17. Download your report (optional).

Access Support
1. Scroll down to the support articles available.
2. Select the relevant link for further information.

3. Select Frequently Asked Questions for the most common questions asked.
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In Detail
This section provides the detailed steps and includes relevant screenshots from the system.

Named Report

1. From the Respect at Edinburgh webpage click on Report + Support then click on the “Report with your
contact details” details button

Report +
Support

If you or someone you know has experienced or witnessed

rm of bullying, harassme imination or gender-
ously or get support
from an appropriate member of staff

Report and Support is not an emergency service. If there
is an immediate risk of serious harm please call the
emergency services on 999.

There are two ways you can tell us what happened

Report with your contact details or Report anonymously

2. Read information page.

Report with your contact details

Thank you for choosing to share something that has happened.

Things may feel difficult now, but by choosing to report with your contact details, we
will be able to help provide you with specific support. Your safety and wellbeing are
our key priority. The staff who contact you will support you, not pass judgement and
are trained in taking disclosures and supporting people. Please take a break if you
need to, or complete with a trusted friend.

You will not be able to exit Report + Support and come back to your report, so please
have any supporting attachments ready before you start (e.g. photographs, screen
shots, emails). There is no system time limit to submitting your report. You will get an
opportunity to review and edit your responses at the end, before submitting.

If you have experienced anything that has made you feel uncomfortable, distressed,
anxious or harmed you in any way, you can report it either anonymously or with
contact details.

This site is not designed to receive urgent reports. You will be contacted within 2
working days of submission of this report. This site is not monitored over weekends

or during university closure periods.

You can change your choice to report anonymously or named without having to
complete a report again, at multiple points.

3. Select if you are a student, member of staff or visitor (required).
4. Select who the incident happened to (required).
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Report with your contact details

—

i

I am (required)
O A student

O A member of staff

O A visitor

This incident happened to (required)
O Me (a student)

O Me (a member of staff)

*S1alT member i

riarary SLT, ex
Exarmin 1 Group or visilos
who are riat employe 7gh but are undertak

within or an behall of the Univers Elales Lo

have occurred inwark or in & work-relal

A friend

A colleague

A student | am supporting as EST, | & AD use only

C OO0 O

A student | am supporting as Student Adviser; Reslife; other
Uni staff

Ba ck
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5. Add your staff number (optional). You can find your staff number on your staff ID or on your payslip.
6. Select how you wish to be contacted.
7. Add your contact details (required).

Report with your contact details

—

<

Your student/staff number (optional)

How would you like to be contacted? (required)
[] Email
I:‘ Phone
I:‘ Teams

What is your name? (required)

Can we use the above information to contact you?
(required)

O ves
O No
Would you prefer to speak to a man or a woman?

(required)

*This s a prelerence, and we will iy Lo accommadate Lhis wherever possibile
—

L) Man

() woman

(O Wo preference

Page 7 of 26

PM3770
V1.0 Oct 2025



8. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for
information on definitions) (required).

Report with your contact details

imiay HoL be ¢ e andl there i allen overlap be
ot pages for ot an definitions and e internal

| would describe what happened as
(required - select all that apply)

I:‘ Abuse of Power

of pawer is where somenns uses their position of p

ous for

I:‘ Bullying

Bull nsive, intimidating,
ralicic o undessmiing,
humiliate, g i narmally
characlerised ielent cauld be cansidered as

bullying

|:| Discrimination

ause the individual ha

ating an individual v

of Lheir associatio

provecied characte

who ed characlerstic.

= Other

9. Provide details of what happened (optional).

Report with your contact details

é

Let us know what happened (optional)

We know this is hard, some of the things to think about are: when it happened, where and who
did it, is this 3 one-off incident, have

you are reporting

U sought support through other means for the incident

The more information you provide, the higher potential we have of providing better support to
you and others and inform prevention work across the university. If you wish to be contacted
regarding this report you can dlick select “complete report with contact details * and information
already entered will be automatically copied over to the new report

< Back Continue >
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10. Select where the incident happened (required).
Report with your contact details

S ——

Where did the incident happen?

Please refer 1o the campus maps il reguired

I:‘ Central Area Kings Buildings campus
I:‘ Easter Bush Campus

I:‘ Edinburgh BioQuarter

I:‘ Holyrood (Moray House)

I:‘ In & bar, club or hospitality setting
I:‘ In your own home

[ vLauriston (ECA)

I:‘ New College

[] oid college and High School yards
I:‘ Online on a University platform
[] oniine on social media

[] pefrermil

I:‘ Pollock Halls

I:‘ Public area such as street/park
I:‘ The King's Buildings

I:‘ University accommodation

Western General Hospital

[] other

Page 9 of 26
PM3770
V1.0 Oct 2025



11. Select where the person who experienced the incident works (required).

Report with your contact details

Where do you study/work? (required)
College of Arts, Humanities & Social Sciences~
College of Medicine & Veterinary Medicine ~
College of 5cience & Engineering v

Corporate 5Services Group

Information Services Group +

University Secretary's Group ~

Other ~

12. Select the relationship to you of the person who did this to you or the person you are reporting on
behalf of.
13. Confirm if the person holds any of the positions at the University of Edinburgh.
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Report with your contact details

[requined

"-'-"\:I'\j TGS BAlne
Ex-partner

Family membes
Frignd/acgquaintance
Lerniner e

Ling manager

Fartner
Stranges
Studant

Work colleaguee
Uniicnowin

Otner

What is the relationship to you of the person who did
this? Or what iz the relationship of the person who did
this to the person you are reporting on behalf of?

) Memiber of the Mansgement am

Is this person (5) in any of the following positions in
relation to the University of Edinburgh? (reguired)

O
9]

— with th ity of ~
ot aszocated with the University of Edinburgh

Seaf

Student from another Universicy

Hudent

Third party 2.5 wistors, agency workers, honorary staf,
woernal mamingss. subsidiaries of the University of

Edinburgh Group
Unkncran

Crthar

i Back

14. Complete the demographic information of the person who experienced the incident (optional).
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Report with your contact details

How old is the person who experienced this incident?

[optional])

Aged 15 yeurs and under

(o]

Aged 18 1 24 years

O

o

Aged 5 1o 34 years

N
4

Agnd 35 o 44 years

O C

Aged 45 1o 54 years

Q

Agnd 55 1o 54 years

o)

B 65 1 T4 year
¥

(
L

Q

Agud 75 years and over

o)

Prefer not to say

(
L

| dar't know

]

How does the person who experienced this incdent
HIEnTify? (optional)

O Man
O Worman
() Mon-binary
() Sefdecribed
() Prefer notto say

() Donxinow

Does the person who experienced this incident identify
as Trans or having a Trans history (optional)

—

O Yes
O Ne
() Prefer nog o say

() Donxinow
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What is the ethnic group of the person who experienced

this incident? {optional)

OO0OO0O000O0O0

OO0OO0O0OO0OO0OOOO0OO O O OO

Arad

Asian - Eangladashi or Bangladeshi British
Azian - Chinese or Chinese British

Asian - Indian oc Indian British

Azian - Paiiszani or Pakgtani Brizsh

Aty other Asian background

Black - African or African Brish

Elack - Caribbean or Caribdean British
Anty other Black background

Mixac or multiple ethnic groups - White oc White British and
Asian or Asian Brizish

Momd or multiple echnic groups - White or White British and
Eiack African or Black African Srtish

Mixed or multiple ethnic groups - White or White British and
Black Caribbean or Biack Caribbean British

Any other Mixed or Mulbpie ethnic Sackground
White - English, Welsh, Nocthern irish or British
White - Gypsy or Travelier

Whize - irfish

Whie - Polish

Whae - Roma

White - Scotsish

Whize - Showman / Showwoman

Any other White background

Not known

Prefer nct to say

What is the sexual identity of the person who
experienced this incident? (optional)

Essal

Gay or lesban
Heterosexua! or straight
Other sexual orientation

Prefer not 1o say

OO0 O0OO0CO0O0

Don'tnow

If you think that this incident was motivated by hostility

or prejudice. based on any of the following
charactenstics, please indicate which one(s)
- Select 3ll that apply (optional)

O 4

Disabdity

|

Sax

Marriage or oWl partnership
Pregnancy / matermity

Face / ethnioty

Refgion / balief

Sexual orientaton
Transgender status

Nome

UL LRI OIS

Other

Bxk
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15. Explain what would you like to happen as a result of your report.

13. Review your responses before sending the report. You can edit your responses if required.

Report with your contact details

16. Press Send Report.

1

Back

Report with your contact details

Are you able to describe what you would like to happen
from submitting this report? (reguired)

|:| Further support

Have a conversation

Understand what is involved in raising 2 grievance

Othar

O
[] Raize 2 grievance
O
O

‘ Batk

Thank you for taking the first step towards accessing support or making a report. We
recognise how difficult this can be and we want to reassure you that we are here to provide
support. You are welcome to download this report for your own records.

By submitting this form you agree to the use of your personal information by the University of
Edinburgh for statistical purposes and to contact you to discuss your report. Full details of
how we use and store your data are set out in our privacy policy.

If you would prefer not to provide this information and be contacted you can choose to submit
the information anonymously instead. Information already entered will be copied over to the
new report. Any information you provide anonymously will still be used to inform proactive
and preventative work by the University.

PLEASE NOTE: This site is not designed to receive urgent reports. You will be contacted within
2 working days of submission of this report.

Send report

17. Download your report (optional).
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Report anonymously

1. From the Respect at Edinburgh webpage click on Report + Support.

2. Click on the “Report anonymously” button.

Report +
Support

experienced or witnessed

any form of bullying, harassment, discrimination or gender:
based violen oU Can report it anonymously or get support
from an appropriate member of staff.

Report and Support is not an emergency service. If there
is an immediate risk of serious harm please call the
emergency services on 999.

Report w our contact details or

3. Read information page.

There are two ways you can tell us what happened

Report anonymously

Thank you for choosing to share something that has happened. We understand that
this might be & difficult t 0 help connect
P th a trusted person.

e for you, and we v

YOU to support.

ease take a break if you need to, or complete w

Chaosing to share anonymousl

we might not be able to help you directly, but
the information you give us today will help us provide betrer support to others and

nform prevention work across the university.

staff, and the wider community safe by passing any identifying information of any

third party to the police. This will only take place if we believe there is s serious risk to
you or another person/people.

By submitting this form, you agree t@ the use of any personal demagraphic
nformatian provided 2d in the Pri
abtained fram incident reports to idemify

v Notice, The univers collect data
nd v
| never be possible @ identify you fram

data be used in these aggregate reports. o wi
these.

You may wish to contact several intermnal student and staff support services or
external support services as detailed on the supRort pages.

4, Select if you are a student, member of staff or visitor (required).
5. Select who the incident happened to (required).
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Report anonymously

Iam (required)
O A student

O A member of staff

O A visitor

This incident happened to (required)
O Me (a student)

O Me (@ member of staff)

() Afriend
O A colleague
O A student | am supporting as EST, | & AD use only

O A student | am supporting as Student Adviser; Reslife; other
Uni staff

6. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for
information on definitions) (required).
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Report anonymously

ﬁ

The definitions provided on this page may not be comprehensive and there is often overlap between
definitions. You can also visit the support pages for information on definitions and the internal and

external suppart senvices available.

| would describe what happened as

[ ] Abuse of Power

An abuse of power is where someone uses their position of power, trust, or authority in
an abusive or unacceptable way. It can take various forms and may include, butis not
limited to manipulation, coercion, pressure to engage in workplace or research
misconduct, bullying and harassment. Abuse of power may also occur in the context of a
close personal or intimate relationship.

Bullying

Bullying is unwanted behaviour from & person or group that is offensive, indmidating,
malicigus or insulting, or behaviour that abuses or misuses power to undermine,
humiliate, or cause physical or emotional harm to someone. Bullying is normally
characterised by a pattern of behaviour, but a single incident could be considered as
bullying behaviour.

|:| Discrimination

Discrimination means treating an individual unfairly because the individual has, oris
perceived to have a protected characteristic, or because of their assodation with
someone who has a protected characteristic.

Discrimination can be direct or indirect. Indirect discrimination can occur when the
University has a palicy or practice that applies to everyone but particularly disadvantages
people who share a protected characteristic.

7. Scroll to the bottom of the list to select continue.

FI113 LO11 UT LTS GEOIINISE G PCI ST U IUPSILY. 1HIT VILUHT UUTS 11U 110VC 1 USTHT
into any of these groups but the perception that they do must exist for it to be 3 hate
crime with an element of hostility or prejudice motivating the perpetrator.

[] sexual assault

This includes acts such as rape, sexual assauit, and any other coerced or non-consensual
sexual activities, recent or non-recent.

[] stalking

If someone's behaviour is causing you fear, alarm, or distress, then this can be
harassment and/or stalking. Such behaviour includes sending unwanted messages
({emails, texts, social media DM's etc), monitoring on social media, following or loitering,
orverbal abuse.

[] None of the above

D Other

< Back Continue >

8. Provide details of what happened (optional).
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Report anonymously

<

Let us know what happened (optional)

We know this is hard, some of the things to think about are: when it happened, where and who
did it, is this a one-off incident, have you sought support through other means for the incident
you are reporting

The more informa you provide, the higher potential we have of providing better support to
you and others and inform prevention work across the university. If you wish to be contacted
e report with contact details * and information

regarding this report you can click select “com
already entered will be automatically copied over 1o the new report

Back Continue
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9. Select where the incident happened (required). You can click on the campus maps link if required. The
map will open in a new window

Report anonymously

Where did the incident happen?

Please refer to the ta'ﬁ:u required
D Central Area Kings Buildings campus
D Easter Bush Campus

D Edinburgh BioQuarter

]

Holyrood (Moray House)

L]

In a bar, club or hospitality setting

L]

In your own home

Lauriston (ECA)

0o

New College

[

Old College and High School yards

10. Select the person who experienced the incident works (required).

Report anonymously

Where does the person that experienced this incident
study/work? (required)

College of Arts, Humanities & Social Sciences
College of Medicine & Veterinary Medicine ~
College of Science & Engineering ~

Corporate Services Group ~

Information Services Group ~

University Secretary's Group ~
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18. Select the relationship to you of the person who did this to you or the person you are reporting on
behalf of.

Report anonymously

What is the relationship to you of the person who did
this? Or what is the relationship of the person who did
this to the person you are reporting on behalf of?

() Anenymous online

() Ex-partner

() Family member

() Friend/acquaintance

@ Lecturer/tutor

() Line manager

() other

(_) Other member of the management team

() Partner

11. Scroll down and confirm if the person holds any of the positions at the University of Edinburgh.

Is this person (s) in any of the following positions in
relation to the University of Edinburgh?

() Not associated with the University of Edinburgh

(_J) Other

(_J) Other user e.g. visitors, agency workers, honorary staff,
external examiners, subsidiaries of the University of
Edinburgh Group

(O staff

(_) Student

() Studentfrom another University

() Unknown
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12. Select why you have reported anonymously (optional).

Report anonymously

{

Can you tell us why you've chosen to report
anonymously today? (select all that apply)

|:| | don't know what to do

|:| | don't want anyone to know what happened

D | don't want to get anyone in trouble

|:| | feel embarrassed/ashamed

D | feel like they have more authority than me

|:| I'm concerned it might impact my future career/studies
|:| I'm worried about being called a trouble maker

D I'm worried about the repercussions for me or others
D I'm worried | won't be believed

|:| I've reported in the past and nothing happened

I:‘ I've reported it but no one took me seriously

|:| The person didn't want to tell you themselves

|:| | don't know

D Other
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13. Complete the demographic information (optional).

Report anonymously

We use this information for data collection. It is completely anonymised and optional.

These questions help the university to understand what is happening across our community. This data is
essential to help us to prevent similar incidents from happened and helps us to deliver effective support.
what's going wrong and how to provide better support for people, make better decisions and give peaple
the help they need. Providing this information can help us prevent future incidents.

How old is the person who experienced this incident?
(optional)

Aged 15 years and under
Aged 16 to 24 years
Aged 25 to 34 years
Aged 35 to 44 years
Aged 45 to 54 years

Aged 55 to 64 years

> O O ® O O O

R

How does the person who experienced this incident
identify? (optional)

O Man

Woman

O

O Mon-binary

() self decribed
O Prefer not to say
O

Don't know
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Does the person who experienced this incident identify
as Trans or having a Trans history (optional)

O Yes
O Mo
O Prefer not to say

O Don't know

What is the ethnic group of the person who experienced

this incident? (optional)

O
O

o OO OO0 OO0

Asian - Bangladeshi or Bangladeshi British
Asian - Chinese or Chinese British

Asian - Indian or Indian British

Asian - Pakistani or Pakistani British

Any other Asian background

Black - African or African British

Black - Caribbean or Caribbean British
Any other Black background

Mixed or multiple ethnic groups - White or White British and
Asian or Asian British

Mixed or multiple ethnic groups - White or White British and
Black African or Black African British
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If you think that this incident was motivated by hostility
or prejudice, based on any of the following
characteristics, please indicate which one(s)

- Select all that apply (optional)

Age

Disability

Sex

Marriage or civil partnership
Pregnancy / maternity
Race / ethnicity

Religion / belief

Sexual orientation
Transgender status

Other

I s I A B A A O O

Naone

14. Scroll down to the bottom of the page and select continue.

15. If you decide you wish to be contacted to discuss your responses, you will need to convert your
anonymous report to a report with contact details. Please click on the relevant link shown below.

Report anonymously

Thank you for telling us about what happened. We know you may not wish to talk to us about
your situation, but if this changes, you can talk in confidence with any of these support
services &

By submitting an anonymous form, you will not receive any contact from the University
regardige i ot tfvouwould prefec o be contacted by a member of staff,

to the - v
proactive and preventative work by the University.

PLEASE NOTE: This site is not designed to receive urgent reports
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16. Review your responses before sending the report. You can edit your responses by clicking on Change
(blue text) if required.

Review your answers before sending your report

This incident happened to

Me (a member of staff) Change

| would describe what happened as

Bullying Change

Let us know what happened

You did not answer this question Change

Where did the incident happen?

You did mot answer this guestion Change

Where does the person that experienced this incident study/work?
Information Services Group
* T Infrastructure

Change

What is the relationship to you of the person who did this? Or what is the relationship
of the person who did this to the person you are reporting on behalf of?

Lecturerftutor Change

Is this person (s) in any of the following positions in relation to the University of
Edinburgh?

Staff Change

lam

Avisitor Change

Can you tell us why you've chosen to report anonymously today?

| feel embarrassedfashamed Change

How old is the person who experienced this incident?

17. Scroll down to the bottom of the page and press Send Report.

TUU UIY TIUL UIISWET LS YUSSLIUIT S1ISUIES

What is the ethnic group of the person who experienced this incident?

White - English, Welsh, Northern Irish or British Change

What is the sexual identity of the person who experienced this incident?

You did not answer this question Change

If you think that this incident was motivated by hostility or prejudice, based on any of
the following characteristics, please indicate which one(s)

Sex Change

< Back Send report
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18. Download your report (optional).

Version History

Thank you for submitting an anonymous report. We'll use this information
to try and prevent similar incidents happening to anyone else in the
university.

If you need direct urgent support please call 999 for emergency help.
Alternatively, if you would prefer to be contacted by the support team,

Thank You

please email reportandsupport@ed.ac.uk

Download your report

Version Date Description Approved By
0.1 N/A Draft WP1, R + S Delivery Group
1.0 01/10/2025 First Version for publication ME/SB

Reviewers & Approvers

Further details of the Reviewers and Approvers of this document can be found by contacting HR Process
Improvement. Please raise a Service Request using the category Continuous Improvement.
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