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Release Date: 02/21/2013 

PURPOSE  

Andrews University is seeking a case management & incident tracking software solution that is 
web-based, hosted onsite and can be accessed from any authorized workstation within our 
network and remotely via SSL. This system will allow detailed case management, tracking and 
reporting via defined requirements and user specific dashboards. This software solution will 
replace some of our existing systems while migrating existing data into the new database. 

Who We Are 

Andrews University is a Seventh-day Adventist Christian higher education institution where 
Christ is celebrated and reflected in the academic, social, physical and spiritual experiences of its 
members. We are located in southwest Michigan village of Berrien Springs. The University 
consists of eight schools or colleges, offering 130 undergraduate majors and 70 graduate majors. 
The campus student population is approximately 3,500.   

Divisions 

Division of Student Life- This office offers support services to the student population. It is 
comprised of several other offices, each with a unique role to play. Under the Division of Student 
Life, you will find: 

• Central Office of Student Life 
• Office of Campus Ministries 
• Guest & Convention Services  
• Office of International Student Services 
• Counseling & Testing Center 
• Campus Housing 
• Office of Student Activities & Athletics 

Office of Campus Safety - This office consists of 17 members who are divided into three 
distinctive job assignments: dispatch, patrol and inspections/ life safety officers. This office is 
not a law enforcement entity but is made up of non-sworn officers, whose responsibilities 
include 24/7 physical security and an emergency dispatch call center, with incident reporting and 
investigative services.  

USIT- The University Student Intervention Team is an assessment team responsible for 
evaluating threats posed by specific students. The team is responsible for receiving reports from 
our campus community which may indicate a threat.   
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Faculty and Staff Members - The educational and support staff of the campus have the closest 
interaction with our student population. They will most often be in a position to make reports 
based upon their direct observations. 

The Office of Campus Safety, USIT and the Division of Student Life work closely with one 
another in responding to violations of the code of student conduct, violations of state law and 
threats to safety. The need for accurate record keeping that will closely track cases from an initial 
report through resolutions is essential.  

Concept 

The following is one example of the evolution of a case through this system:  

Campus Safety receives a complaint in reference to a student. The initial call is received from a 
caller at our central dispatch station. The dispatcher records the following:  

Record the information of the person making the report, such as: 

• Name 
• Address 
• Description of call 
• Date & time of observation or incident (This system is required to date/time stamp and audit log all activity)   
• Automatically generated incident or report number 
• Witness or suspect information entered in as required fields if previous selections 

require it. 

This system will a cross reference all available data to include list of previous reports that 
the individual may have been involved with. Additionally, when the dispatcher forwards 
the call to the officer on duty, the system will keep a time line of these events as they occur. 
See example: 
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The officer on duty investigates the matter and generates a narrative documenting their 
findings. The initial officer forwards the report to a supervisor for review. See example below: 

 

The supervisor reviews the report and he can then: 

• Send the report back for edits by the initial officer, or  
• He can make the edits himself and forward the report on, or  
• He can add to the report by generating a second narrative of other required information, 

and/or 
• Forward the report to another dept. for continued action needed such as Student Life 

 

The Vice President for Student Life or her assistant receives the report for review. The report 
is then forwarded to a person within the Counseling & Testing Center as well as the Central 
Office Student Life Dean or residence hall dean for additional action. 
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Counseling & Testing takes an action and they close out their part of the case. 

Student Life or residence hall dean take some action and after completing an additional narrative 
the case is closed, but the system will retain the information for an indefinite period of time. 

As each of these steps occur the database keeps up with these assignments. If the case sits idle 
for a defined time without a new action, the system will automatically generate an email 
reminder both to the person the case has been assigned as well as to the last person to forward it. 
The system will be able to send emails to the university’s email system (SMTP). 

Once all required action has occurred the case is closed but all data is retained. 

The system would follow the report from its creation to completion. While the case was moving 
through the system any authorized user (with access or as limited as we determine) would be 
able to check on the progress of the case.  

Along the way the authorized users would be able to query the system to observe the evolution 
of the case. The system shall integrate with student databases including Banner (our Student 
Information System) so that student contact information, listed emergency contacts, student 
pictures and other pertinent data will be viewable along with case information within the case 
management system/tracking system, when doing queries and reports, and to aid in ongoing 
investigations.  

This system will allow any authorized University personnel to generate an initial report and then 
forward the report with a task assignment for follow-up. The system will allow initial reports to 
be generated by any one of the departments who are granted with new report or case creation 
rights. The system shall interface with LDAP and/or Microsoft Active Directory to validate user 
login credentials; preferably it could use the already established groups to set users rights within 
the system. The system would allow for different levels of access for different users, based on 
job assignments. For example some users would have editing authority while others may only 
have viewing rights.  

The system would allow for the classification of reports into different categories such as but not 
limited to classification for Clery reportable crimes. The system must also allow for an 
administrator to edits these categories as they may change over time. Here are some examples of 
current Clery reportable crimes: 

• Murder/Non-Negligent 
• Negligent Manslaughter 
• Sex Offenses 
• Robbery 
• Assault, etc…. 
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The system would also allow for the classification of reports into categories pertaining to 
violations of the code of student conduct such as; 

• Alcohol or substance abuse 
• Evening accountability 
• Sexually related 

The system should allow specified users to see an audit trail or report of all open or unresolved 
cases. It should also allow for queries for things such as the numbers of specific types of cases 
within a defined time period. This system must have the ability to search its data files including 
free form narratives for words and or phrases within these narratives. The system must also have 
the current Clery defined classifications so the user can classify new entries as one of the Clery 
reportable offenses. It must also generate stats for defined time periods, such as week, monthly 
and yearly. This system shall also be able to generate report statistics such as; 

1.) Solved crimes (both Clery and non Clery crimes) 
2.) Unsolved crimes (both Clery and non Clery crimes) 
3.) Mental health cases (active or completed cases) 
4.) Violations of the code of student conduct 
5.) Case totals to assigned investigator (both active or completed, with a breakdown by 

weekly, monthly or yearly) 

 

Users with administrative rights should have the ability to edit these statistic parameters as 
necessary.  

The system must have an archive storage ability that will not slow down the speed of the entire 
system as the internal history files grow. 

The “Initial Report” should be able to start with either of the primary users of this system, 
Campus Safety, Division of Student Life and/or the Counseling & Testing Center. If a new case 
is initiated at the Counseling & Testing Center, the system should allow these reports to be 
classified in a category that will keep it “completely confidential” from everyone other than an 
authorized person working within the Counseling & Testing Center. However, if it becomes 
necessary, they should have the ability to share the information as desired.  

The system should have the ability to create “tickle” or reminder notices for follow-up to a 
specific case.  This may include creating reminders for staff who need to follow up on details 
related to disciplinary actions or student crises for defined time periods such as one month, six 
months or a year after a case is otherwise “closed.” This follow-up will often, but not always, 
relate to expressing care for students and/or family members.  
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The system should allow for the storage of protocol lists that can be easily accessed by case type 
and perhaps even appear when a case type is identified, so that everyone managing a case can 
view and record their actions against the recommended steps. Many of these protocols have 
already been created but may not always be readily available in a crisis.       
 
 
Deadline for submissions is set for April 30th , 2013.  
Please submit your responses to; 
 
Andrews University 
Office of Campus Safety 
ATTN; Dale Hodges 
4355 International Ct. 
Berrien Springs, Michigan 49103 
Office# (269) 471-3321 
Email: dbhodges@andrews.edu 
  
 

mailto:dbhodges@andrews.edu

