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location of incident, etc.) in the form of safety announcements, summary report updates, 
or as required by law. 

3. Documenting the Incident: Target person(s) or witnesses should immediately document 
what happened and report the incident as soon as possible. When documenting the 
incident:

a. Provide a detailed account of the incident including date, time, and location. 

b. Do not remove or tamper with physical evidence. Contact Vassar Security to document 
and collect physical evidence. 

c. If the incident involves a verbal act, write down exactly what was said to the best of 
your recollection. 

d. Identify the perpetrator(s) if known or provide a detailed description of the 
individual(s) involved. 

e. List all witnesses including their names and contact information. 

f. Include other pertinent information that may assist Vassar in responding to the 
incident. 

4. Documenting Graffiti, Vandalism, Telephone, Email, or Public Postings: Take the 
following actions, depending on the form of the incident:

a. Graffiti, vandalism, or public postings: Security will document it for evidence and take 
responsibility for ensuring its prompt removal. 

b. Email: Keep the email in your inbox. Do not delete, alter, or forward the message. 
Contact Safety and Security, (845) 437-7333, to inform them of the email. Safety and 
Security will contact appropriate campus officials to investigate the source. 

c. Telephone call: Do not engage in or encourage conversation. Report all harassing 





56

out her or his responsibilities, a designee from the Campus Life and Diversity Office or the BIRT 
team shall be appointed by the dean of the college. 

The BIRT coordinator will inform the dean of the college and other senior administrative 


