
Campus Security & Public Safety

Report-Taking Workflow
From initial call through case handoff

1 Call Intake
Student Calls

Campus Security
Call Received
by Dispatcher

Assess Situation

Location • Nature of incident • 

Medical needs • Immediate threat 
• Parties involved

2 Decision Point

The critical fork in the 

process. Emergency?

YES NO

YES — EMERGENCY
• Immediate threat to life or safety
• Serious injury or medical distress

• Active crime in progress

NO — NON-EMERGENCY
• No immediate threat
• Delayed response acceptable

• Informational or follow-up call

Dispatch Officers & First Responders
Police, EMS, fire as appropriate

Dispatch Officers
Standard response

3 Field Response

On-Scene Response
Interview Complainant 

& Witnesses
Identify Subjects / 

Suspects

Review Surveillance 
Cameras

(if applicable)

4 Institutional 
Coordination

Notify supporting departments, as applicable

Housing & Residential 
Life (HRL)

Title  IX Counseling Services
Dean of Students / 

Student Affairs
Other campus 

partners

5 Documentation 
& Case Handoff

Complete Incident Report
Upload Reports to Adjudicating Offices

Next day

Offices responsible for conduct review, Title IX processes, or administrative action receive the report for follow-up 
and adjudication.
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