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EL-Related Incidents – Guiding Response Protocol  
 

This document provides a general response protocol for responding to a range of incidents 

that may happen in an Experiential Learning setting.   

If you have been notified of a critical incident that requires an immediate 
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1.1. Scope 

This document guides a response protocol for: 

• students who are currently participating in an EL opportunity 

• students who participated in a past Queen’s endorsed EL opportunity and were 

affected by an incident that took place during or as a result of that experience 

• staff and faculty who work with students in EL opportunities 

• staff and faculty who form and maintain relationships with EL host organizations 

• department and faculty administrators responsible for upholding rights and 

responsibilities under Queen’s governing policies, implementing accommodations, 

and providing supports to students in response to EL incidents  

 

1.2. Application 

This guiding document applies to the following contexts: 

• EL opportunities taking place within Queen’s facilities or campuses  

• EL opportunities taking place with external organizations  

• In-person and remote EL opportunities 

• Incidents that occur during an EL opportunity, regardless of when they are raised 

• Incidents that occur after an EL opportunity (but are connected to the experience) 

 

1.3. Relevant University Policies 

The following Queen’s policies are applicable to this guiding document and all department 

or program-specific protocols must be compliant with existing policies: 

• Policy on Sexual Misconduct and Sexual Violence Involving Students (Effective 

January 2, 2024) 

/secretariat/policies/board-policies/policy-sexual-misconduct-and-sexual-violence-involving-students
/secretariat/policies/board-policies/policy-sexual-misconduct-and-sexual-violence-involving-students
/secretariat/policies/senate/academic-consideration-students-extenuating-circumstances-policy
/secretariat/harassment-and-discrimination-prevention-and-response-policy#Appendix%201:%20Glossary%20of%20Terms
/secretariat/policies/board-policies/policy-statement-health-and-safety
/accessandprivacy/legislation-policy
/secretariat/sites/uslcwww/files/uploaded_files/policies/board/StudentCodeOfConduct.pdf
/secretariat/policies/senate/academic-integrity-policy
/secretariat/policies/senate/academic-integrity-policy
/secretariat/policies/senate/academic-integrity-procedures-requirements-faculties-schools
/secretariat/policies/senate/academic-integrity-procedures-requirements-faculties-schools


/sexualviolencesupport/sites/svpr2www/files/uploaded_files/Responding%20to%20student%20disclosures%20of%20sexual%20misconduct%20and%20sexual%20violence%20-%20Jan%2017%202024%20-%20HREO%20bjl%20Jan%2018%202024.pdf
/sexualviolencesupport/faculty-and-staff
/sexualviolencesupport/faculty-and-staff
/studentwellness/identifying-responding-someone-distress-mental-health-training-0
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
/hreo/education/equity-diversity-and-inclusion-pedagogy-and-practice-modules
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/risk/safety/training/health-safety-awareness
/risk/safety/training/health-safety-awareness
/risk/safety/training/health-safety-awareness
/risk/safety/training/health-safety-awareness
/secretariat/harassment-discrimination/training
/secretariat/harassment-discrimination/training
/secretariat/harassment-discrimination/training
/secretariat/harassment-discrimination/training
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1.6. Student Pre-Departure Materials 

Pre-departure materials play an important role in helping students understand their rights 

and responsibilities during an EL experience.  These materials also provide guidance on 

where to access support and how to report an EL incident should one occur during the EL 

experience.  The following pre-departure resources can be embedded into any EL course or 

/experientiallearninghub/faculty/i-ediaa-modules
https://wp3.its.queensu.ca/qelhwww/faculty/el-risk-management
/studentwellness/groups-events-trainings/request-form
/studentwellness/groups-events-trainings/request-form
/studentwellness/groups-events-trainings/request-form
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 Individualized self-care plan 

appropriate for EL learning 

activity 

 Campus & community 

resources that can support 

their well-being during their 

EL learning activity 

SVPR and SEO Student 

Workshops 

 Sexual Violence Bystander 

Intervention Training 

 Building a Consent Culture 

 Healthy Relationships 

 Responding to Disclosures 

SVPRS Website 

SVPRS It Takes All of Us 

Online Learning Program 

 Sexual violence 

 Sexual consent 

 Bystander intervention 

 Supporting survivors 

SVPRS Website 

Intercultural Competency 

Training 

 Influence of culture on 

perspectives and interactions 

 How to appreciate cultural 

points of view besides your 

own 

QUIC Website 

Lead, Include, Transform 

(LIT) 

 Recognize and reflect on 

privilege 

 Identify forms of oppression 

 Challenge oppression 

SEO Website 

*Students going into high risk off-campus environments as part of their experiential 

learning opportunity will be required to complete the safety planning record required 

under the Off-

/sexualviolencesupport/education-and-events/programs-and-workshops
/sexualviolencesupport/education-and-events/programs-and-workshops
https://quic.queensu.ca/student-life/services/intercultural-training
/studentexperience/leadership-development/certificate-programs/lead-include-transform-lit
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2. Response Protocols  

As soon as you are notified of an incident in an EL setting, follow the Initial Response 

protocol.  This will help you assess the situation before moving on to the Incident Specific 

Response Protocols.

8

/care-support-services/faculty-staff/students-in-distress
/care-support-services/faculty-staff/students-in-distress
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/secretariat/policies/board-policies/policy-sexual-misconduct-and-sexual-violence-involving-students
/secretariat/policies/board-policies/policy-sexual-misconduct-and-sexual-violence-involving-students


/sexualviolencesupport/
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information about a perpetrator to be shared with an official in the school board 

where an incident took place.   

 Students do not require the direct referral to access supports.  They can reach out 

directly to the SVPRC for information about options and next steps.   If the student 

/sexualviolencesupport/faculty-and-staff




mailto:ehssa@queensu.ca
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 Ask the student if the host organization has a hazard/injury reporting 

process/procedures in place and whether there is a Joint Health and Safety 

Committee or safety representative 

o If these exist, ask if the student followed those procedures and reported the 

incident to their host organization. 

o If the student DID report the incident to the host organization, and both the 

student and you, as the course instructor or program coordinator, are 

satisfied with the response from the host organization, you do NOT need to 

refer the incident to Queen’s Department of Environmental Health and 

Safety.   Continue to part iii) 

o If the student did NOT follow the host organization procedures, or is not 

comfortable reporting the incident to someone at the host organization, 

continue to part ii)  

 

ii) Reporting the Incident to Queen’s Department of Environmental Health and 

Safety 

 

 If the student has not 

mailto:ehssa@queensu.ca
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iii) After Reporting 

 

 Wait for subject matter experts in the Department of Environmental Health and 

Safety to provide you and the student with next steps. 

 If the student requires a break from the experience or cannot continue with the 

experience, support or lead communication with their EL/host organization 

supervisor to explore options.  If leading communication, request consent from 

the student regarding what details can be shared with the host organization. 

 Review course/program/department policies for academic consideration and 

how they will be applied during breaks and/or withdrawal from the experience. 

 

2.2.4. Student Misconduct 

Queen’s students are expected to adhere to and promote the University's core values of 

honesty, trust, fairness, respect, and personal responsibility in all aspects of University life, 

including Experiential Learning opportunities.  

 

i) Assess the Form of Misconduct 

 

 Based on the information you gathered when following the initial response 

protocol, review the following descriptions and decide whether the incident is a 

case of student non-academic misconduct, and/or a departure from Academic 

Integrity. 

Non-Academic Misconduct: Behaviors that contradict the University’s core 

values, or the behavioral expectations outlined in the Student Code of Conduct 

are considered non-academic misconduct, including conduct that occurs when a 

student is participating in a curricular or co-curricular experiential learning 

opportunity, both on and off University Property.   

Academic Misconduct: When enrolled in curricular experiential learning 

opportunities, students are expected to adhere to the regulations concerning 

academic integrity as outlined in Queen’s Academic Integrity Policy, along with 

Faculty or School specific information regarding Academic Integrity.    
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 If you are uncertain in your assessment, contact your Department Head. 

 

ii) Respond to Misconduct 

 

 If you believe this is a case of student non-academic misconduct, you are 

encouraged to contact the Non-Academic Misconduct Intake Office and complete a 

Non-Academic Misconduct Incident Report Form 

 If you believe this is a case of departure from Academic Integrity, refer to Queen’s 

policy ‘Academic Integrity Procedures – Requirements of Faculties & Schools.   

 

iii) Follow-up with Student and Host Organization 

 

 If the student requires a break from the experience or cannot continue with the 

experience, support communication with their EL/host organization supervisor 

to explore options. If leading communication, request consent from the student 

regarding what details can be shared with the host organization. 

 Review course/program/department policies for academic consideration and 

how they will be applied during breaks and/or withdrawal from the experience. 

 Review course/program/department policies for academic consideration and 

how they will be applied during breaks and/or withdrawal from the experience.  

 

 

2.2.5. Student Wellness 

For non-emergent situations, follow the guidelines below.   *The Student Affairs Supporting 

Students in Distress website 

/nonacademicmisconduct/contact
/nonacademicmisconduct/report
/care-support-services/faculty-staff/students-in-distress
/care-support-services/faculty-staff/students-in-distress
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 Support the student by offering hope and letting them know you are concerned 

o “It sounds like you’re feeling out of place…” 

 Provide Information about Supports 

o “Here are some resources that might help….” 

 

ii) Resources (Non-Emergent) 

 

 

/studentwellness/appointments
/studentwellness/online-booking
/studentwellness/empower-me
/carereferral/
/carereferral/make-referral
mailto:supportservices@queensu.ca
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▪ What took place and who was involved (i.e. host organization staff, 

peers)?  

▪ What actions or outcomes are they hoping for? 

▪ Do they want to / are they able to continue with the experiential 

learning opportunity? 

▪ What other supports are they accessing? (i.e. family, friend, human 

resources at the host organization) 

 Send a summary email of the incident to at ehssa@queensu.ca  

 Send the student a summary email of what you discussed and who you will report 

the incident to.  Tell them you will wait to hear from the Department of 

Environmental Health and Safety to advise on next steps. 

 

iv) After Reporting 

 

 Wait for subject matter experts in the Department of Environmental Health and 

Safety to provide you and the student with next steps. 

 If the student requires a break from the experience or cannot continue with the 

experience, support or lead communication with their EL/host organization 

supervisor to explore options.  If leading communication, request consent from 

the student regarding what details can be shared with the host organization. 

 Review course/program/department policies for academic consideration and 

how they will be applied during breaks and/or withdrawal from the experience. 

 

3. Cross-Institutional Communication 

 

In situations where the EL incident causes concern about the suitability of a host 

organization or location to host future experiential learning opportunities, the subject 

matter experts who originally received reports of the incident will consult with other 

subject matter experts and leadership across the relevant faculties.  

 

This document was created through the collaboration of staff and faculty in the following 

departments: 

• Environmental Health and Safety; ehssa@queensu.ca 

• Insurance and Risk Management; insurance@queensu.ca 

• University Secretariat and Legal Counsel; univsec@queensu.ca 

mailto:ehssa@queensu.ca
ehssa@queensu.ca
mailto:insurance@queensu.ca
univsec@queensu.ca


el.hub@queensu.ca
svprservices@queensu.ca
mailto:el.hub@queensu.ca

