Judicial OfficerT Residence Hall Staff Guide

INSTRUCTIONS FOR REPORTING INCIDENTS IN RESIDENCE HALLS/APARTMENTS:

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

T Use brief and factual information in your report

T Avoid using personal opinion

T Write the report in third person
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Please Login

Username: Jason
Password: seeeee ' Login!

Note: Do not use your browser's Back and Forward buttons to
navigate through this system
Use the buttons provided at the bottom of each page
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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
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http://housingweb.buad.bloomu.edu/MyJudicial/index.cfm

Review this information carefully before moving on; if you have to come back to this screen all the information you enter datwill be erased!!
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Incident Report Data Entry - Step 1 of 5 - General Information

Progress
Z ]
General Violations, Details & Students Review &
Information Witnesses, & Narrative I Submit Report
Agencies

Date/Time of Incident: 3/13/2009

| [10:49 Am
Reported By: | Professional Staff | v4

Please enter the general
backaround information for
this incident.
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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 droglown
to find the
for the

report.

Person Completing Report: List

Person Completing Report: | ja50p <+

Incident Type: | pjon-Academic (On-Campus) E|

Brief Description: [ricne az Monzy's

your full name.

Brief Description: This should be a

P
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984 Characters Left
Building: | Monty's ~
Room/Nearest Room: || gpp,,

Location Category: L On Campus E
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223 Characters Left
Police or other agencies were involved/notified
Arrests were made

[0 Reportable for Clery purposes
(leave unchecked if unknown) €~

Cleary: CAg
worry about this box

[ Continue to Step 2 of 5 >> ]
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short description of the overall inci-
dent.

This section should include:

1 Incident type

1 Reason for contact

¢ Full names and BUID #s and
Birthdates (if possible) of all indi-
viduals involved, including NON
STUDENTS
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Agencios BUPD for this section.

Select the agencies involved in this incident: To select more than one agency on
Use the CTRL or SHIFT key along with your mouse to make multiple selecticns. H
[Boomaburg Hosgital the list please use t_he CTRL or
Bloomsburg Town Police SHIFT key along with your mouse to
Center for Counseling & Human Development . .
Columbia County Drug Task Force make multiple selections.
DAWN
FBl .
vary Potcs ———{Violations of this Incident: Please
| Women's Resource Center & Victim Ad"u Select Only factual Vlolatlons not
Select the violations for this incident: what you feel a student should be
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Disorderly Conduct consump ti ono.

Disorderly Conduct-Complicity

Dissemmination of Child Pornography
Distubing the Peace . . . .
Driving Too Fast |_{Witnesses: A witness is defined as

Dy without  Liconse- someone that has not been cited or

Btk timsdaion directly involved in a violation of

Failura to Comply policy. This does NOT include nen
tlur isperse

Failure to Stop at Stop Sign students.

False Reports to Authoirties
Fight

Fire Safaty
Firearms/\Weapons
FleeingEluding Palice
Forgery

Fum/Changed to Dis Con & Underage Con
| Fumishiing Alcohol/Changed to Tral

Enter Any Witnesses:
First Name Last Name Phone Number E-Mail Comments
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