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RESPONSIBLE EMPLOYEE TOOLKIT: TIPS FOR RESPONDING TO DISCLOSURES 
 
“Faculty and staff are uniquely positioned to assist students experiencing sexual violence, as they 
often see the warning signs – absence from class, decreased productivity, lower grades, social 
withdrawal – before others. In addition, as a trusted authority figure, students may turn to you 
when in crisis and disclose that they have been victims of sexual violence. You may be one of the 
first people a student confides in, so it is important to know how to handle a disclosure.” 

-National Sexual Violence Resource Center 
 
What is the Duty to Report? 
The CSU Nondiscrimination Policy provides that, but for a few exceptions, any Employee who 
knows or has reason to know of incidents that may violate the Nondiscrimination Policy has a duty 
to promptly report to the Title IX Coordinator/DHR Administrator. These employees are known as 
Responsible Employees1 and are required to disclose all information available, including the names 
of the Parties involved, even where the person has requested anonymity. (CSU Nondiscrimination 
Policy, Article VII). 
 
How can this toolkit help? 
This toolkit is meant to be a guide for Responsible Employees to use when they are faced with a 
disclosure by a student or a fellow employee. You are not expected to know everything! When the 
disclosing individual is with you or when you leave, you may find that you have questions. Use 
your resources so that you can provide the best response possible, but always feel free to reach 
out to the Equal Opportunity and Dispute Resolution/Title IX Office for support at 
titleix@csuchico.edu, 530-898-4949, or SSC 420 (Monday-Friday, 8am-5pm).  
 
Reporting 
Please note that reporting to another campus department or submitting a CARE report does not 
satisfy the Duty to Report. Only reports directly made to the Equal Opportunity and Dispute 
Resolution/Title IX Office satisfy a Responsible Employee’s obligation. Please report all concerns 
using our online Incident Reporting Form. 
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1 Please note you may also have a separate obligation as a “Mandated Reporter” of child abuse under CANRA (Child Abuse and 
Neglect Reporting Act). For more information about CANRA reports, you can visit this webpage or contact Human Resources. 

http://www.csuchico.edu/
https://calstate.policystat.com/policy/12891658/latest/
https://calstate.policystat.com/policy/16328404/latest/#autoid-gr7jb
https://calstate.policystat.com/policy/16328404/latest/#autoid-gr7jb
mailto:titleix@csuchico.edu
https://calstate.caseiq.app/portal/reportonline?theme=CSU%20Chico
https://www.csuchico.edu/hr/eodr/mandatory-reporting.shtml
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GENERAL TIPS FOR RESPONDING TO DISCLOSURES 
Be Transparent: 
“It sounds like you are about to tell me something very personal . . . before you go any further, I 
just want to let you know that I am required to share any disclosures of suspected misconduct to 
the Office of Equal Opportunity and Dispute Resolution/Title IX." 
 
Be Clear: 

• What is in their control? How much they tell you and how much involvement they want to 
have with the EODR/Title IX Office. 

• What is not in their control? The disclosure being shared with the EODR/Title IX Office.  

It is important you let them know you are ready to listen and assist, but that you also 
have reporting obligations. 
 
Be Informed: 
Tell them what happens next.  
 
“After I report to EODR/Title IX, they will send you an email outlining all resources, rights, and 
options. They will also offer a meeting. You are not obligated to respond to their outreach, and 
meeting with them will not obligate you to participate in any investigation or other disciplinary 
process.” 
 
You can also connect them to confidential advocacy resources from WellCat Safe Place and ongoing 
support from the WellCat Counseling Center. 
 
Consider the surroundings: 

1. Does the person feel safe right now? What would help them feel more comfortable? 
2. Is this area private? 
3. Does the person want a support person there with them? A glass of water? A closed or open 

door? 
4. Turn your full attention to the person, ignoring any distractions such as cell phones. 
5. Sit on the same level as the person with open body language, avoid barriers (e.g. desk). 
6. Avoid touching or hugging them, even if you are close with them. 

 
Things you can say: 

1. “Thanks for coming to see me (or telling me or calling).” 
2. “Take your time.” 
3. “What is your biggest concern right now?” 
4. “What’s on your mind?” 
5. “What can I do to make you feel safer?” 
6. “What would help you the most today?” 
7. “You have support at Chico State.” 

http://www.csuchico.edu/
https://www.csuchico.edu/safeplace/about-us/principles.shtml#:%7E:text=Wellcat%20Safe%20Place%20(WCSP)%20envisions,intimate%20partner%20violence%2C%20and%20stalking.
https://www.csuchico.edu/counseling/
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8. “No one should have to face something like this alone.” 
9. “How are you feeling right now?” 
10.“You did what you needed to do to make it through.” 
11.“Feel free to say whatever is on your mind.” 
12.“You’re not burdening me, I’m here to help.” 
13.“We don’t have to figure everything out at once. Let’s take it one step at a time.” 
14.Sometimes nothing. Be comfortable with some silence and pauses. 
-Adapted from The Respect Program at Emory University 

 
So, how do I respond to a disclosure?: 
There is no perfect “script” for responding to a disclosure and by no means do you need to 
memorize any specific verbiage. We simply want to provide you with an example so you can feel 
more comfortable addressing a potential disclosure.  
 
One Example: 
“I appreciate your willingness to share this information with me. I’m here to help and ready to 
listen. I know that it takes courage for you to share this with me, but before you continue, I want 
to be transparent about my obligations as a responsible employee. I need you to know there are 
certain things I have to share with the Office of Equal Opportunity and Dispute Resolution. If I 
need to share information, I will do that in a discrete and compassionate way with your best 
interest at heart. Knowing this, if you are more comfortable speaking with someone confidentially, 
I can connect you with a confidential resource. I hope you will talk to someone – whether it’s me 
or a confidential resource.” 
 
Please remember the way you deliver this message is just as important as the words you say. Be 
earnest, sincere, and mindful of your body language and facial expressions; avoid distractions. 
 
Dos and Don’ts of Responding to a Disclosure: 
 
Do 

• Listen without interrupting. 
• Remain calm and concerned. 
• Maintain eye contact. 
• Do not worry about having to say just the right thing; your presence, time, and empathy is 

enough. 
• Respect the language the person uses to explain what happened (e.g., if they use “victim,” 

use victim; if they use “survivor,” use survivor). 
• Remember that this is a time to allow them to express or vent whatever emotions, thoughts, 

or beliefs they have connected to their experience.   
• Embrace silence, as silence means that the person is thinking and/or processing. This may 

also be an opportunity for you to think about how you can help and be there for them.   

http://www.csuchico.edu/
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• Validate and support the person. (Reflect back what you are hearing: “That must have been 
tough/frightening/scary for you.”) 

• Help them identify one or two trusted support people. (“Is there someone you want with 
you at this time?”) 

 
Do Not 

• Ask “why” questions, or judge the person’s actions (e.g., “Why did you drink that much?,” 
or “Why did you stay the night?” or “What makes you think that’s racist?”). 

• Ask questions to satisfy your own curiosity. 
• Dismiss the person’s feelings or minimize their experience (e.g., “It could have been 

worse”). 
• Tell the person what they need to do (e.g., “You need to talk to a counselor”). 

  

http://www.csuchico.edu/
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WHEN SOMEONE DOES WANT TO DISCLOSE 
Scenario:  
 

Disclosing Party: Can I talk to you about something that happened to me this past 
weekend? It has to do with someone (partner/girlfriend/boyfriend/spouse/roommate) I’ve 
been dating/met online/in our class. 
 
Responsible Employee: Of course. I appreciate your willingness to share this information 
with me. I am here to help and ready to listen. Before you continue, I want to be transparent 
with you about my obligations as a Responsible Employee. I have a Duty to Report any 
information about discrimination, harassment, sexual harassment, sexual misconduct, 
stalking, dating violence, domestic violence, sexual exploitation, prohibited consensual 
relationships, or retaliation with the Title IX Coordinator/DHR Administrator. I will do that 
in a discrete and compassionate way with your best interest in heart.  
 
The Equal Opportunity and Dispute Resolution/Title IX office will provide you with your rights 
and options as well as offer you personalized support. While I encourage you to discuss with 
them, it is entirely your choice to respond or not respond to their outreach. You will not be 
forced to share information – your level of involvement is your choice. 
 
If you are comfortable with that, I am here to listen to what you are able to tell me. 
However, if you feel this is something that you would prefer to keep confidential, I 
encourage you to speak with our Confidential Advocate, and I also have a list of both 
campus and community resources I would be happy to share with you. We can review those 
resources together if you’d like. 
 
Disclosing Party: I would like to talk about it if that’s ok. 
 
Responsible Employee: Of course, I am here to listen. Would you like me to close the 
door to keep this conversation as private as possible or would you prefer it remain open? 
 
Disclosing Party: Yes, I prefer that, thanks. 
 
Responsible Employee: Thank you for having the courage to share this with me today. It 
sounds like you are going through something quite difficult. I am here to offer you support 
and also serve as a bridge to the many helpful resources available to you. Would you like 
me to walk you over to the Title IX Office now? 
 

Next Steps: 
After receiving a disclosure, please fill out and submit an online Incident Reporting Form. 
You may also contact the Equal Opportunity and Dispute Resolution/Title IX office at 
titleix@csuchico.edu, 530-898-4949, or SSC 420 (Monday-Friday, 8am-5pm). 

http://www.csuchico.edu/
https://calstate.caseiq.app/portal/reportonline?theme=CSU%20Chico
mailto:titleix@csuchico.edu
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WHEN SOMEONE DOES NOT WANT TO DISCLOSE 
Scenario:  
 

Disclosing Party: Can I talk to you about something that happened to me this past 
weekend? It has to do with someone (intimate partner/spouse/roommate) I’ve been 
dating/met online/in our class. 
 
Responsible Employee: Of course. I appreciate your willingness to share this information 
with me. I am here to help and ready to listen. Before you continue, I want to be transparent 
with you about my obligations as a Responsible Employee. I have a Duty to Report any 
information about discrimination, harassment, sexual harassment, sexual misconduct, 
stalking, dating violence, domestic violence, sexual exploitation, prohibited consensual 
relationships, or retaliation with the Title IX Coordinator/DHR Administrator. I will do that 
in a discrete and compassionate way with your best interest in heart.  
 
The Equal Opportunity and Dispute Resolution/Title IX office will provide you with your rights 
and options as well as offer you personalized support. While I encourage you to discuss with 
them, it is entirely your choice to respond or not respond to their outreach. You will not be 
forced to share information – your level of involvement is your choice. 
 
If you are comfortable with that, I am here to listen to what you are able to tell me. 
However, if you feel this is something that you would prefer to keep confidential, I 
encourage you to speak with our Confidential Advocate or a counselor, and I also have 
a list of both campus and community resources I would be happy to share with you. We can 
review those resources together if you’d like. 
 
Disclosing Party: Yes, I think I would prefer to keep it confidential and would like to 
speak with an advocate. Could you give me those resources? 
 
Responsible Employee: Of course. Here you go. The Confidential Advocate is a 
confidential resource from WellCat Safe Place located in the Student Services Center, 
Room 430. If you would like to schedule an appointment via phone, please contact 530-
898-3030 and request an appointment with a Confidential Advocate. If you would like to 
schedule an appointment via email, please email safeplace@csuchico.edu. Would you like 
me to walk you over or call together? If you change your mind and decide that you want 
to report the incident for additional support, please know I am here to listen and help. 

  

http://www.csuchico.edu/
mailto:safeplace@csuchico.edu
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WHEN YOU HAVE ANOTHER OBLIGATION TO TEND TO 
Be honest with the person. If you get the sense that someone is about to disclose to you and you 
have an obligation to be somewhere else or you are otherwise unable to provide the person with 
your full attention or have an impending deadline, let the disclosing party know. It is very obvious 
if you are distracted, watching the clock, fidgeting, etc. and while you may be well-intentioned, 
you are doing far more damage by not being present at a time they need you most. You can say 
something like: 
 
“I get the sense that you are about to share something very important with me. I want to be fully 
present for you, and in this moment, I know I cannot give you that as I need to (pick my child up 
from school, give an exam, make it to my next meeting, etc.). Is there a time later today that we 
could talk? And if not, can I connect you with someone on campus whom you can speak with more 
immediately?” 
 
They may say they would rather wait and talk to you when you are available over the next couple 
of days. You want to honor their wishes, but when sexual violence is involved, time can be a factor, 
particularly for medical services. If possible, it’s important to do your best to speak with them that 
same day, or at minimum, let them know of their options, including the right to receive a forensic 
exam. 
-Adapted from Culture of Respect 
 

http://www.csuchico.edu/
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