Situation Report – Special Incident or Disruption in the Workplace
For Confidential Advisors in Prevention – with focus on restoration, awareness, and structural solutions

Date of the incident: 
[Input field: dd-mm-yyyy]

Time of the incident: 
[Input field: hh:mm]

Location of the incident: 
[Input field: For example: office, production floor, digital environment, meeting room]

Individuals involved in the situation

· Individual 1: [Input field: (Anonymous or based on consent, e.g., employee A)]
· Individual 2 (if applicable): [Input field: (e.g., colleague, supervisor, external person)]

Note: Use anonymous identifiers if this is more appropriate for confidentiality or at the request of those involved.

Type of situation / incident

(Choose the most fitting category. Multiple options possible.)

· Tension or conflict
· Power imbalance or hierarchical pressure
· (Sexual) intimidation or boundary-crossing behaviour
· Aggression or escalation
· Exclusion or discrimination
· Bullying or belittling
· Fraud or integrity issue
· Other, namely: [Input field]

Description of the situation

(Provide a factual and objective description of what occurred. Focus on behaviour, interaction, and context. Avoid judgment; allow space for both experience and observation.) 
[Input field: What happened? Where? When? Who was involved (if known)?]

Impact on the work environment and those involved

(What consequences did the situation have? Consider feelings of unsafety, withdrawal behaviour, tensions within the team, work-related problems, etc.) 
[Input field: Description of the impact – both personal and organizational]

Direct follow-up and interventions

(Which steps were taken immediately after the incident? Who was informed, what conversations took place, and what measures were taken?) 
[Input field: Actions such as ensuring safety, creating space for calm, speaking with those involved, informing HR or other colleagues]

Agreed follow-up steps

(How will this be addressed? What has been agreed with those involved? What is needed for restoration, dialogue, or improvement?) 
[Input field: Follow-up actions such as mediation, in-depth conversation, evaluation after some time, preventive intervention]

Consent and confidentiality

(Indicate whether, and with whom, information from this report may be shared. Transparency and consent are essential.) 
[Input field: Yes/No – Consent given to share with, for example, HR, supervisor, or external support]

Reflections or special notes
(Provide space for broader signals, earlier similar incidents, or attention points relevant at an organizational level.)
 [Input field: Any patterns, signals from other departments, preventive recommendations]

Signature confidential advisor (optional):
[Input field]
