How to Submit a Referral Form

Initial Steps:
e Navigate to https://www.bridgew.edu/maxient/forms
e |dentify appropriate referral form to use and click on appropriate link

Reporter information:
e Please enter information about yourself (the reporting party) and any information that you know about the
date, time and location of the incident. Reports may be submitted anonymously.
o Full Name and Title
= Titles should be entered: ex: Assistant Professor, Criminal Justice; RA, Shea Hall, or Parent.
o Date and time of incident
= Please use the calendar icon to enter the incident date or manually enter as YYYY-MM-DD.
= Time of incident may be left blank if unknown.
Your Physical Address
= |f on campus, please enter your building & room number. If off campus, please list your
permanent address. This field may be left blank.
o Location of incident
=  Select the appropriate location from the drop-down list provided.
o Specific location
= |f known, manually enter the room number or other location, such as stairwell, second floor
men’s room, etc. This field may be left blank.

O

Involved parties:
e Please ALL the people involved in the incident. If non-students were involved in the incident, please provide
their names in the incident description and put “(NON-STUDENT)"” next to their name.
e If you are a preauthorized user (such as an RA, RD, or Security Officer), follow the link provided to easily look up
and enter student information, including ID numbers, dates of birth, email addresses, and other information.
e Please enter any and all information that you know about each of the involved parties.

o Name
= |fyou are able, please enter the FULL NAME of the student with the correct spelling.
o StudentID

= |f known, enter the Student ID number.
=  For Non-Students, please enter FirstNamelLastName as the ID number (ex: Michaellackson).
o Phone Number and Email Address
= These fields are not required, and may be left blank.
e Toadd additional people to a report, click the button labeled “Add Another.”
Description/Narrative:
e This is where you include the description of the incident, including checkboxes and a written narrative.
e RAs, RDs, and Security staff- Please refer to your handouts to enter information consistent with expectations.
e Please use proper grammar and spelling in your narrative.
e Please re-read and spell check your narrative before submitting a report. Many browsers include a native spell-
check tool. We strongly encourage reporting parties to utilize these tools whenever possible.
Supporting Documentation:
e Attach any photos, videos, screenshots, hyperlinks, etc.
Final Steps:
e Authentication — please fill out appropriate fields.
e One last step — fill out provided field, hit submit report.
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