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:

e 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.

e 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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mailto:melanie.cassidy@logan.edu
https://loganguardian.guardianconduct.com/conduct-incidents
https://catalog.logan.edu/studenthandbook/student/conductpolicies
https://catalog.logan.edu/studenthandbook/student/academicdishonesty
https://catalog.logan.edu/studenthandbook/student/codeofbehavioralstandards

How to Find the Link to Submit Report

1. Goto Logan University Homepage and select Student & Faculty Resources
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2. Select View More Resources
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3. Select Student Conduct and Academic Integrity
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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.
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How to File an Incident Report

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

1. Select New Incident
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2. Complete the form with as much accurate information as possible, including the date, time, and
location of the incident.
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Guardian ™ Super Ade

The reporting adllor Service

Do not use this site to report events, presenting an immediate threat safety or security threat. If this is an emergency, please contact Logan University Security at 636-230-1900 or dial 911.

Report Type” Date " Time *
Conduct Incident ~ 11/04/2024 05:00 PM
Location * Building ‘Specific location”
on campus v
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This is where you share details of the concern. It is Student Center

helpful for the complaint to be written in third person Wellness Center
None

and provide objective information.

When citing possible policy violations, please be specific
about policy and rationale. Refer to Academic Catalog
and Student Handbook for policy information

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.

_@. o [ Cases 1§ Reports [0l Students () Employees 5 Configurations [ MyTasks [ (@ :’Eu MELANEKA- [,
Guardian Super Ademin

Please provide a detailed description using specific, concise and objective language (Who, what, when, where, and how). Each individual listed as "involved” should appear in your description.

Individual or Organization Name’ Role”
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+ Add another

pload any i i may itional context (plctures, text messages, emails, etc.).

Click here Or drag & drop file here to upload
Supported file formats are JPG, JPEG, PNG, BMP, MP3, MP4, MOV, AV1, DOCX, XLS, PPT, PDF, HTML, EML, MSG and MBOX

Submit Report

4. Under Supporting Documentation, you may upload any supporting documentation such as
emails, pictures, text messages, screenshots, etc.
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+ Add another

Please upload any supporting documentation that may provide additional context to the report (pictures, text messages, emails, etc.). <—

Click here Or drag & drop file here to upload
Supported file formats are JPG, JPEG, PNG, BMP MP3, MP4, MOV, AV], DOCX, XLS, PPT, PDF, HTML, EML, MSG and MBOX

Submit Report

5. Once you complete the report, please select Submit Report.
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6. This screen will appear after submission.
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Thank You For Informing Us
‘We have recorded the incident and will get back to you.
For Your Record Incident Report Number # 1

Need to Submit another Report?

EJ



How to Locate Conduct Policies

1. Go to Logan University Homepage and select Student & Faculty Resources
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2. Select View More Resources
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3. Select Academic Catalog & Student Handbook
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4. Select Student Handbook and then Student Conduct and Behavior
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5. Select Academic Dishonesty & Plagiarism or Code of Behavioral Standards
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