
Judicial Officerï Residence Hall Staff Guide 
INSTRUCTIONS FOR REPORTING INCIDENTS IN RESIDENCE HALLS/APARTMENTS:  

STEP ONE:  Login in 

 

Username:  Enter your username 

(e.g. Columbia Hall CA, Elwell 

Hall Grad Director, etc.)  

 

Password:  Enter your password: 

(Default password will be 

changed by the Grad Director, 

who will give it to each CA).   

 

NOTE: Password will be 

changed if a CA decides to leave 

the job. 

 

¶ Incidents should be logged into the Judicial Officer web portal within six hours of an incident 

 

¶ Use brief and factual information in your report 

 

¶ Avoid using personal opinion 

 

¶ Write the report in third person 

 

¶ Donôt be afraid to use lists, timelines, or outlines in the narrative section 
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STEP TWO:  General Information 

 

Date Time of Incident:  The day you 

access My Judicial on the web will 

already be listed as the incident date.  

If this is not correct, change it.   

 

Time:  If the time of the incident is 

unknown, do not enter a time. 

 

Reported By:  Use the drop-down 

arrow to find the correct ñReported 

Byò title for the person submitting the 

report. 

 

Person Completing Report:  List 

your full name. 

 

Brief Description:  This should be a 

short description of the overall inci-

dent.   

 

This section should include: 

¶ Incident type 

¶ Reason for contact 

¶ Full names and BUID #s and 

Birthdates (if possible) of all indi-

viduals involved, including NON 

STUDENTS 

Location Category:  

This will ALWAYS 

read ñon campusò for 

situations in the              

residence halls 

Cleary:  CAs do not need to 

worry about this box 
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Review this information carefully before moving on; if you have to come back to this screen all the information you enter later will be erased!! 
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STEP THREE:  Violations,          

 Witnesses, & Agencies 

 

Agencies Involved:  Most of the time 

Residence Hall staff will select 

BUPD for this section.  

 

To select more than one agency on 

the list please use the CTRL or 

SHIFT key along with your mouse to 

make multiple selections. 

 

Violations of this Incident:  Please 

select only factual violations, not 

what you feel a student should be 

charged with.  For example if a stu-

dent was cited for underage only se-

lect ñunderage possession/

consumptionò. 

 

Witnesses:  A witness is defined as 

someone that has not been cited or 

directly involved in a violation of 

policy.  This does NOT include non-

students. 
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