
How to Submit an Incident Report on Guardian  

Please review this document as a guide for completing an Incident Report. For any questions, please 

contact Assistant Dean of Student Conduct and Culture, Melanie Cassidy (melanie.cassidy@logan.edu) 

 

What is Guardian? 

Guardian is an incident reporting and case management software utilized by several campus partners to 

streamline university processes such as the Student Conduct Process, Title IX Process, and Student Care 

Reports.  

 

Things to consider: 

• This form cannot be saved mid-progress. A good practice is to write the detailed narrative in a 

Word document and copy and paste into the form. That way you have a version saved in case 

you need to step away.  

• This form may be reviewed by the complaining party, responding party, and the Conduct 

Committee.  

 

Quick Links 

Guardian Log In Page 

Student Conduct Policies and Procedures 

Code of Academic Standards 

Code of Behavioral Standards 
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How to Find the Link to Submit Report 

1. Go to Logan University Homepage and select Student & Faculty Resources 

 

 

2. Select View More Resources 

 

 

 

 

 

3. Select Student Conduct and Academic Integrity 



 

4. Scroll toward the bottom of the page. Under Student Conduct and Academic Integrity, 
select the link to file an incident report or conduct complaint. 

 

 

 

 

  



How to File an Incident Report  

Use your Logan University SSO to sign into the Guardian Software. 

 

1. Select New Incident 

 

2. Complete the form with as much accurate information as possible, including the date, time, and 

location of the incident.  

 

 

3. Under Involved Parties, you can enter the names of the parties involved. The software may 

automatically select as you enter the text. You may enter more than one involved party. 



a. Complainant – This is the party or parties who brings a concern forward about potential 

policy violation(s). This is the reporting party. 

b. Respondent – This is the party or parties responding to the allegation of potential policy 

violation(s). 

c. Witness – This is the party who may have witnessed the alleged policy violation. 

 

4. Under Supporting Documentation, you may upload any supporting documentation such as 

emails, pictures, text messages, screenshots, etc.  

 

5. Once you complete the report, please select Submit Report. 



 

6. This screen will appear after submission. 

 

 

  



How to Locate Conduct Policies 

1. Go to Logan University Homepage and select Student & Faculty Resources 

 

2. Select View More Resources 

 

 

3. Select Academic Catalog & Student Handbook

 



4. Select Student Handbook and then Student Conduct and Behavior 

 

5. Select Academic Dishonesty & Plagiarism or Code of Behavioral Standards 

 


