
 

 

 

 

 

 

 

 

Report a Sexual Assault or  
Sexual Harassment Incident 
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You do not have to reveal your name to make a report. 
If you choose to identify yourself and there is a very serious risk of harm to you or another person, 
and/or Kaplan is required by law to provide evidence that may assist a police investigation, information 
may have to be disclosed to the Police. 

Please, see our “Sexual Harassment Prevention and Response Policy” and resources listed for more 
information on Police reporting and Privacy. 

Once you have completed the report, please send it via email to: (include most appropriate email 
address for your School/College) 

 
1. I am: 

  A person who has experienced an incident of sexual misconduct 
  Assisting another person who has experienced an incident of sexual misconduct 
  A Kaplan First Responder 
  A person who has witnessed an incident of sexual misconduct 
  Not wishing to disclose your status 

 
2. The person affected by the sexual misconduct is: 

  Current student at Kaplan 
  Current employee at Kaplan 
  Connected with Kaplan (i.e. a contractor, visitor, volunteer, etc.) 
  Alumni of Kaplan 
  Other (please, provide details) 

 
 
 

 
3. Is the sexual misconduct connected with Kaplan (i.e. it happened on a Kaplan Workplace,  

Kaplan campus in Kaplan approved student accommodation or during a Kaplan activity such as 
an excursion or a work-placement/internship?) 
  Yes 
  No 
  Unsure 

 
4. Where did the incident happen? 

  On campus 
  Off campus 
  Online 
  During a Kaplan activity (excursion, field trip, etc.) 
  During work integrated learning placement (internship) 
  Other (please provide details) 
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5. When did the incident occur: 

  Within the last 72 hours 
  Within the last two weeks 
  Within last month 
  More than one month  
  More than 6 months 
  More than 12 months 
  Other (please, provide details) 

 
 
 

 
Please note: Police advise that forensic medical examinations are best conducted within 72 hours of a sexual assault 
(although can be conducted up to a week later). Similarly, medical practitioners advise that morning-after pills are more effective 
if taken within 72 hours of a sexual assault). 

 
6. Did the incident occur more than once? 

  Yes 
  No 
  Unsure/don’t know 

 
7. Is this an ongoing issue? 

  Yes 
  No 
  Unsure/don’t know 

 
8. What happened? 

 
9. Attach supporting documentation (this is not required, only if you think it would be helpful). 

  

Only provide as much information as you feel comfortable with on this form. If completing this form causes any 
distress, you can call 1800 RESPECT (1800 737 732) or Lifeline Australia 13 11 14 for immediate telephone 
counselling. This service is available 24/7. 

 
 
 
 
 

List here all the documents you may attach to your report. 
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10. Have you already accessed any of the services below? 

  Kaplan Student Services – Emergency Contacts  
  1800 RESPECT (1800 737 732) 
  Police 
  Local General Practitioner or Hospital 
  Kaplan Employee Assistance Program, Lifeworks (available to staff and students)  

  1300 361 008 (for Australia) or 0800 155 318 (for New Zealand) 
  Any of the specialist sexual assault services listed in this link:  

   https://www.humanrights.gov.au/our-work/sex-discrimination/list-sexual-assault-services 
  None of the above 
  Unsure/don’t know (I’m reporting on behalf of someone else) 
  Will consider my options after I have been given some advice 
  Other services (please, provide details) 

 
 
 

 
11. What action would you like Kaplan to take? 

  Contact you and let you know what options are available for you* 
  Provide you with details on specific support services available to you* 
  If the incident reported involved a current Kaplan student or staff member, and you are also a  

current Kaplan student or staff member*, discussion with you about minimising contact 
between the persons involved* 

  Refer you to a Kaplan service to assess if an investigation under relevant Kaplan  
   Codes/Policies/Procedures is available* 
  Provide you with information to apply for Special Consideration because the incident has  

   affected your ability to complete assessments or undertake exams* 
  Provide you with information on “Lifeworks”, Kaplan’s Employee Assistance Program* 
  Provide information to assist you to make a report to the Police** 
  Refer you to legal advice service* 
  No action yet, until you know more about your options 
  Unsure/don’t know (I’m reporting this on behalf of someone else) 
  No action 
  Other (please, provide details) 

 
 
 

 
*Please note: All of the options marked with an asterisk will require your contact information. You can set up a non-identifying 
email account for this report to protect your identity. It is important to understand that we may not be able to take your preferred 
action. There may be legal or practical limits on what we can do. Kaplan will always try to help with information and even more 
than that. 
 
**Note: There are three (3) ways to make a report of actual or attempted sexual assault to the Police: 
(a) Contact the local Health Sexual Assault Service to speak to a social worker who can give you more information about the 

process and be with you when you make a statement if you want.  
(b) Contact your nearest Police station and make a formal complaint. 
(c) Complete a sexual assault questionnaire – the purpose of this questionnaire is not to enable a criminal investigation to 

take place but it can help the Police to take measures to protect the community and reduce repeat offending.  
You can find more information on Sexual Assault Reporting Options with the Police in each state here. If you decide to 
complete a questionnaire, it is highly recommended that you have a support person with you to help – this can be a very 
distressing exercise. 

  

https://www.humanrights.gov.au/our-work/sex-discrimination/list-sexual-assault-services
https://www.humanrights.gov.au/our-work/sex-discrimination/list-sexual-assault-services#National
https://www.humanrights.gov.au/our-work/sex-discrimination/police-contacts-sexual-assault
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12. The person believed to be responsible for the sexual misconduct is: 
  Connected with Kaplan (contractor, visitor, employee, volunteer, etc.) 
  Alumni of Kaplan  
  Current student  
  Current staff member 
  Former staff member 
  Other (please provide details) 

 

 
  if you want to provide the name of the person who you believe is responsible for the sexual  
     misconduct, please, provide it below; OR  
  where you are making this report on behalf of someone else, and only if they have given you  

   permission to do so, please provide the name of the person whom they believe is responsible,  
   below: 

Full Name: 

Phone No: Email: 

Other identifying information: 
 
 
 

If you are unable or prefer not to disclose, please select one of the following: 
  I/the person reporting the incident don’t know the person’s name 
  I/the person I am reporting on behalf of does not wish to disclose the person’s name 
  I/the person I am reporting on behalf of may provide the name of the person after they get  

   more information regarding their options. 

 

Kaplan understands that this is a sensitive matter and you may just want Kaplan to know about 
what has happened and not wish to provide your contact details. However, our ability to respond 
to your report will be very limited unless we can contact you to discuss further. 
  I wish to keep my identity anonymous. 

 

Your contact details 
Please provide your contact details below, unless you wish to remain anonymous. 

Full Name: 

Student ID: Phone No: 

Email Address (this can be an email address which has been set up just for the purpose of 
this report): 

Preferred contact method:                    by email                      by phone 
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A few important things: 
- If the person who is believed to be responsible for what happened is not a Kaplan student or staff 

member, Kaplan can’t take any investigative or disciplinary steps against them. These matters 
can be referred to the Police and sometimes Kaplan may have to do so. 

- If the person is a Kaplan student or staff member, an appropriate representative of Kaplan will 
contact you to obtain more information, before we can assess if an investigation under relevant 
Kaplan Codes/Policies/Procedures is available. 

- If you have provided an email address, we will provide you with information by the preferred 
contact you have indicated in this report. 

- If you provided an email address, a copy of your report will be sent to that email address including 
a confirmation that Kaplan has received your report. 

- If you don’t provide an email address, you will not receive a copy of the report nor a confirmation 
that Kaplan has received your report. 

For more questions or support required, please contact us on Contact the Student Advice team on 
1300 135 798 or studentadvice@kaplan.edu.au 
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