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Description
The Intake/Needs Assessment is intended to assist with identifying and planning safer options for reporting incidents of racial harm. This document gathers pertinent information about the needs of the complainant(s), provides details concerning the report of racial harm, and outlines available support options. To ensure relevance and effectiveness, organizations must adapt the assessment to reflect their specific policies, cultural context, and community needs, and address unique systemic barriers faced by Black and Indigenous individuals. The assessment also captures the nuanced and complex experiences of racism in health care settings to foster tailored responses that prioritize equity and safety. 
How and When to Use 
Complete this document with any worker who has reported an incident of racial harm while in the workplace. Incident reports can be received by human resources (HR) representatives, complaint/reporting/safety systems, an anonymous portal, supervisors, human rights consultants/offices, or equity/anti-racism offices. Organizations should customize the intake process to align with their operational structures, trauma-informed practices, and anti-racism goals, ensuring it remains accessible and responsive to the lived experiences of affected communities. Clearly define and publicize the roles and responsibilities of reporting channels to help complainants understand the options that best suit their needs and promote trust and inclusivity in the reporting process.
Sample Questionnaire
Leader/HR representative: Before we begin, I will need to collect some information from you. If you are uncomfortable sharing, please let me know, and we can move on to the next question.
1. Can you confirm your name (if comfortable disclosing)?
2. Can you tell me a bit about your role in the organization?
3. I would like to learn a little more about the experiences that you have been having. Where would you like to start?
a. Who was involved?
· Leader
· Co-worker
· Volunteer
· Learner/student[footnoteRef:1] [1:  Tools and processes that support learners who experience racism are addressed in TAHSN’s Responding to Learner Mistreatment from Faculty, Staff, and Other Learners: Toolkit.] 

· Patient
· Family member
· Visitor
· Contractor
· Vendor
b. Who else was there? What was their involvement?
c. Where did this happen? For example, off-site, during a team meeting, in a lunchroom. 
d. Where in your employment journey did this happen? For example, recruitment, onboarding/orientation, training, performance review.
e. While this happened, what were you thinking and feeling?
f. How did this experience impact you?
4. Based on the organizational policy, who do you want to contact about this incident?
· Human Resources (add a description of their role with reports of racial harm)
· Union representative (add a description of their role with reports of racial harm)
· Direct supervisor (add a description of their role with reports of racial harm)
· Ombudsperson (add a description of their role with reports of racial harm)
· Equity and Inclusion Office (add a description of their role with reports of racial harm)
· Other ________________
5. What support(s) do you need?
· Mental and emotional wellness resources
· Financial resources
· Culturally affirming resources
· Accommodation with tasks at work (outline Workplace Health, Safety, and Welfare process and requirements)
· Other _________
6. What additional information do you need about the incident reporting process?
7. Please share any concerns or barriers that require support and planning.
This document is provided to support learning, reflection, and organizational change related to anti-Black and anti-Indigenous racism. TAHSN does not assume responsibility for how this content is interpreted or applied, or for any resulting outcomes. Users are responsible for adapting the material to align with their own organizational policies, procedures, and legal or regulatory requirements.
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