
Incident Reports 
 
 
 
 
 
 
 
 
It is the policy of the Office of Residence Life to maintain written record of incidents occurring within 
its housing facilities and area. These records are to be maintained on file in the office of the area where 
the incident occurred; a copy of the report is to be filed with the Area Director. It is the Area Director's 
responsibility to report all incidents to the Director of Residence Life. 

1. Incident reports are to be recorded on an Incident Communications Report Form. The report 
should be filled out in its entirety, to include as much information as possible. Please take 
your time in completing the report due to the various staff persons viewing this report. 

2. The minimum amount of information recorded on the report should include the: name, 
building/room numbers, social security numbers, anyone else who was involved as well as 
a narrative description of the incident. In addition, the names and addresses of witnesses on or 
off campus should be recorded. Officers responding should be included in report. 

3.  Incident reports are to be signed by the responding Office of Residence Life staff person, 
regardless of title and signed by the professional staff member of the area in which the incident 
occurred. 

4.   Suggestions for follow-up on the incident should be noted on the report or on separate sheet of 
paper if necessary. 

5.   All incidents should be reported within 24 hours of the incident to your immediate 
supervisor. 

6.   The Paraprofessional should schedule a meeting with the Area Director/Counselor to discuss 
the details of the incident. Whenever possible the Area Director will inform you of ways in 
which you can assist in finding a solution. However, all incidents are to be kept 
confidential!' 

7.   Type all incident reports legibly. Do not use nicknames or derogatory statements. The 
report should be non-obtrusive and not reflect rumors or hearsay. 

8.   Inform residents when appropriate that their behavior is being documented on an incident 
report. The resident should always be informed and aware of your intentions. 

 


