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Introduction 
Any member of staff may receive a disclosure from a student that they have been raped or sexually 
assaulted. A student may have found it extremely difficult to disclose this so it is important to respond 
appropriately by: 

• Listening carefully (but do not push for information) and taking notes where appropriate 
• Conveying belief 
• Being non-judgemental 
• Recognising the harm done 
• Being clear about boundaries and the support you can offer 
• Being aware of where the student can access support (see ‘What happens next’ below) 

Once you have received an initial report, you should: 

• Assess whether there is any immediate danger (call 101/999/Security if required, normally 
with the student’s consent). 

• NOT give out any student information to third parties without explicit written consent. Refer 
all enquiries to Governance and Legal Services. 

There are four fundamental principles of this crisis-type:  
1. If the student decides to report the incident to the Police, the criminal process and Police 

investigation take precedence over internal processes; the focus of the University response in 
this case is on support for the student. 

2. If the student does not wish to report the incident to the Police, the University can carry out 
its own investigation under the Student Code of Discipline where the alleged perpetrator is 
another student, or the Staff Disciplinary Procedure where the allegation concerns a member 
of staff, following receipt of a complaint from the student. 

3. A member of staff cannot report the incident to the Police on behalf of the student; the 
student must be willing to talk to the Police themselves. 

4. Any media enquiries or communications related to the incident must be referred to the 
Communications Team in the Marketing Service.  If the student alleges that the perpetrator 
was another student or a member of staff, the Governance and Legal Services team should be 
informed.  

If the incident has just happened, you can find information about how the student can access 
immediate support at www.leedsbeckett.ac.uk/studenthub/zero-tolerance/immediate-support  

Zero Tolerance to Sexual Harassment and Violence 
A confidential online reporting system is available at leedsbeckett.ac.uk/zerotolerance, where 
students can report an incident of sexual harassment or violence to the University.  Staff can also 
access this form to report on behalf of a student. If you are completing the form on behalf of a 
student, only leave their name and contact details where the student has given their consent. The 
Zero Tolerance page also contains information about reporting an incident to the Police, formally 
reporting it to the University and the support available to the student internally, as well externally via 
specialist agencies. 

It is important that you offer to refer the student to a trained person for support and encourage them 
to complete the confidential online reporting form, managed by staff in Student Services who have 

http://www.leedsbeckett.ac.uk/studenthub/zero-tolerance/immediate-support
http://www.leedsbeckett.ac.uk/studenthub/zero-tolerance


had specific training on handling disclosures of sexual violence. When a student completes this form, 
they will be contacted within 1 working day and offered initial emotional support, with the 
opportunity to discuss options for reporting the incident and accessing further, professional support.  

What should you do? 
• If the student is happy to do so, find a quiet space or room where you can speak privately with 

the student.  
• Listen carefully and take notes where appropriate  
• Advise the student to complete the Zero Tolerance online reporting form and explain this 

process (as detailed above) 
• If the allegation is against another student and you receive the name of the student, advise 

them that Governance and Legal Services will be informed of the incident. 
• Advise the student that rape and sexual violence are criminal offences, which can be 

investigated by the Police.   
• The student may or may not want to make a Police report, and it is important that you leave 

this decision up to the student. If the student has decided that they want to make a Police 
report, they can do so by calling 101 or presenting in person at the nearest Police station. You 
cannot make the report on behalf of the student, but the student may find it helpful for you 
to stay with them whilst they contact the Police. 

• Explain that the Police have specially trained officers who would deal with this in a dedicated 
unit. 

• If the incident happened very recently and the student hasn’t already done so, advise them 
not to eat, drink, smoke, have a shower or wash their clothes/bedding in order to preserve 
evidence for a police investigation.   

• If the student does not want to make a police report, you can advise the student that they can 
go to the local Sexual Assault Referral Centre (SARC) for a forensic examination to preserve 
any evidence without having to make a Police report. This evidence can be stored and used 
for if the student decides to make a Police report at a later stage.   

• If the allegation is against a Leeds Beckett student or member of staff, explain that the 
University can carry out its own investigation of the incident under the Student Code of 
Conduct or the Staff Disciplinary Procedure, following submission of a complaint by the 
student. 

• Explain to the student that whatever they decide to do next, the University will support them 
and advise them on what support is available to them (see ‘What happens next?’) You can 
also refer the student to the ‘guidance for students who have experienced sexual harassment, 
violence or misconduct’ document for their information.  

• Advise the student that emergency and/or alternative accommodation can be arranged via 
the Accommodation Team, if required.  

• If the incident happened while the student was working/studying/volunteering overseas – 
refer to the overseas student crisis protocol 
 

What happens next?  
What happens next will vary depending on the circumstances of the case. If the student completes 
the Zero Tolerance online reporting form, they will be invited to an appointment where they will be 
offered initial emotional support, and a chance to discuss their options for reporting the incident and 
accessing further, professional support.  Longer-term arrangements such as relocation, counselling 



and School involvement/academic concerns will also be considered. If the student decides to report 
the incident to the Police, a Police investigation will begin. If the student does not want to report the 
incident to the Police and the allegation is against another student or a member of staff, the University 
can instigate its own internal investigation on submission of a complaint from the student.  Staff in the 
Zero Tolerance Support Network will help the student access the following support services for 
ongoing support, as appropriate: 

Internal 

• Student Wellbeing Service 
• Students’ Union Advice Service 
• Support for Student Survivors of Gendered Violence Service  
• Police Liaison Officer 
• Residence Life Team (Accommodation) 

External 

• West Yorkshire SARC (Sexual Assault Referral Centre) www.hazlehurstcentre.org/ 0330 223 
0099 24/7 (see below) 

• SARSVL (Support After Rape and Sexual Violence Leeds) 0808 802 3344 
www.supportafterrapeleeds.org.uk  

• Victim Support – Sexual Violence Services 0808 1689 111 
• Leeds Sexual Health Clinics 0113 392 0333 www.leedssexualhealth.com  
• Connect Helpline – Emotional Support Helpline (18:00-02:00) 0808 800 1212  
• Nightline (listening service ran by students in Leeds) 0113 380 1285 

 

The West Yorkshire SARC is a free, confidential 24/7 service available to everyone, which includes 
access to a forensic medical examination by trained female medical examiners, healthcare and 
Independent Sexual Violence Advocates, with no obligation to report to the Police. There is no 
requirement to give any personal information in order to access help. Forensic evidence that is 
collected during the examination can be preserved where someone does not feel ready to make a 
Police report immediately, but may want to in the future. 

They can be contacted between 9am-5pm on 0330 223 3617 or out of hours on 0330 223 0099. 

Support for Staff 
For more detailed guidance on handling a disclosure of sexual violence, staff can access the 
‘Responding to disclosures of Sexual Misconduct’ module on People Development Online.  

A more in-depth full day session on Dealing with Disclosures of Sexual Violence is available for staff 
whose roles require more specialist training. Email zerotolerance@leedsbeckett.ac.uk for more 
information on this. 

Consultancy and advice is available during office hours from the Student Wellbeing Team on 0113 812 
8507. If you are unable to get through to this number in an urgent situation, contact the University 
Security Team on 0113 812 4444.  Security colleagues are experienced in responding to serious crimes 
and handling complex situations; they can also contact Emergency Services if required.  

http://www.hazlehurstcentre.org/
http://www.supportafterrapeleeds.org.uk/
http://www.leedssexualhealth.com/
mailto:zerotolerance@leedsbeckett.ac.uk


Follow up advice and debrief support is also available from the Student Wellbeing Team during office 
hours on 0113 812 8507 or studentwellbeing@leedsbeckett.ac.uk.  Staff can also access support from 
Health Assured, the Employee Assistance Programme on 0800 030 5182 (24 hours).  
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Member of staff receives disclosure 
of rape or sexual assault

Listen carefully and take notes where 
appropriate ‐ do not push for information. 
Assess immediate dangers and call 101/999/
Security if required with the student's consent. 
Ask the student what they want to do next.

Does the 
student need 

urgent support?

Signpost the student 
to the following:

 The Police
 GP / A&E (if the 

student is 
physically hurt)

 West Yorkshire 
Sexual Assault 
Referral Centre

 Rape Crisis 
Helpline / SARSVL 
0808 802 3344 

Refer the student to the Zero 
Tolerance website where they 

can complete the online 
reporting form to access one‐
to‐one support in deciding 

what to do next

No

Yes

The student will be 
offered help accessing 

professional support and 
will be supported by the 
Zero Tolerance Support 
Network whilst waiting to 
receive professional help.

The student will be 
informed of the process if 
a police report is made 
and will be put in touch 
with the university Police 
Liaison Officer, if required.

If the allegation is against 
another student or a member 
of staff the student will be 

informed about the process of 
an internal investigation under 
either the student code of 

conduct or the staff disciplinary 
procedure

The Student will be 
supported in making 

longer‐term arrangements 
such as accommodation / 
academic arrangements 

etc. 

Signpost the student to the 
following:
 The police
 Student Wellbeing Team
 SARSVL
 Student Survivors of Gendered 

Violence Support Service
 Victim Support
 Leeds Sexual Health

What Happens Next?

For more detailed 
information on 

handling a disclosure 
of sexual misconduct 
see When to Refer 

section 2.8.

If the student does not want to 
complete the form you can 

complete this on their behalf. Do 
not disclose the student’s name on 
the form without their consent.

Appendix 1 (e)
Crisis Type 6 – Student discloses rape or sexual assault
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