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Inclusions East Duty to Report Guidelines


Understanding the Duty to Report
All staff members at Inclusions East have a responsibility to maintain a positive, respectful, and professional work environment. This includes reporting any behavior that negatively impacts the workplace or involves inappropriate actions whether when clients are present or not.

Types of Reportable Behavior
· Negativity in the Workplace 
· Persistent negative attitude
· Bullying or harassment
· Disruptive behavior that affects team morale
· Spreading rumors or gossip
· Inappropriate Behavior:
· Discrimination based on race, gender, sexual orientation, religion, etc.
· Sexual harassment or misconduct
· Unethical conduct
· Any form of violence or threat
· Substance abuse during work hours

Steps for Reporting
Immediate Reporting:
· Emergencies: In cases involving immediate danger or illegal activities, contact or local authorities immediately.
· Non-Emergencies: Report the incident as soon as possible to Supervisor to ensure timely intervention.






Documentation: 
Using Incident Report Form – Non-Client or Incident Report – HubTally “My E-docs”
Details: Record the details of the incident, including date, time, location, individuals involved, and a description of the behavior.
Witnesses: Note any witnesses to the incident 
Evidence: Preserve any physical evidence, emails, messages, or other documentation related to the incident.

Submitting the Report:
Supervisors/Managers: Report the incident to your direct supervisor or manager; if available
Human Resources: If you are uncomfortable reporting to your supervisor or if the supervisor is involved, report directly to the Human Resources (HR) department.

Follow-Up:
Confirmation: You will receive confirmation that your report has been received.
Investigation: HR or the designated department will conduct a thorough investigation.
Outcome: Due to confidentiality; Inclusions East cannot directly report to you the outcome of the investigation

Confidentiality and Retaliation
Confidentiality: All reports will be handled with the utmost confidentiality. Information will only be shared with those necessary to conduct a thorough investigation.
No Retaliation: Inclusions East strictly prohibits retaliation against any employee who reports an incident in good faith. Any form of retaliation should be reported immediately and will be subject to disciplinary action.

By following these guidelines, Inclusions East staff can contribute to a healthier, more supportive workplace. If you have any questions or need further assistance, please feel free to reach out to ED or HR.
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