How to: Write an Incident Report

1. Visit the LSC Main Page and click on the Faculty/Staff Portal
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2. Under “Tools”, click on the “Report an Incident” link.
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3. Using the drop-down menu, choose what incident type best fits your scenario. If you are
unsure, use the general incident reporting form and the system manager can distribute it to

the proper area.
Choose one

Concerning Behavior Referral (BIT)

Data Security Incident Report

Discrimination and Harassment Complaint Form
Employee Code of Conduct

Employee Work-Related Injury, liness, or Incident Report
General Incident Reporting Form

Respectiul Workplace Complaint Form

Sexual Violence / Title IX Complaint Form

Student Complaint Form

4. When writing an incident report, it is crucial to complete as much of the form as possible (to
the best of your ability). Each form will have its own required fields that are necessary.
Follow the steps on the form you chose and click “Submit”. You will receive an on-screen
verification that your incident report was submitted.



