
 

 

 

 

 

 

 

 

THE UNIVERSITY OF TEXAS AT AUSTIN 

YPP INCIDENT REPORT HOW-TO GUIDE 

  



This form is to be used for all incidents of illness, medical accident/injury, and program rule 
violations including all incidents where campers are given a warning in which consequences are 
stated, or any early departures. Incidents are to be documented completely. 

Instructions: 

Call the Youth Protection Program Director at (512) 471-0594 or (832) 425-6251 immediately (regardless 

of time of day) and give a detailed explanation of the incident. 

Fill out all applicable sections of this report. 

The incident report form must be completed within twelve (12) hours. 



Log into the YPP Compliance 
Registration System utilizing the 
UT Login 

Once logged in and on your  
dashboard choose Incident Report 

Under Program Name 
Choose Select a Program and 
Select the program where the 
Incident occurred 



Enter the 

description of 

your program  

Enter the Camp Director’s Name in the 
Program Director Name field 

Enter the name of the person 
who originally reported the 
incident 

Enter the reporter’s email address in 
the reporter information field  

Enter the date the report was completed 

Information About the Incident 

Enter the date and time of the incident 

Enter the location 
of the incident  



Check the box for the type of incident 

Enter a detailed 
description  
of the incident 

Choose if medical treatment 
was provided 

If Yes is chosen  
choose where the 
treatment was provided 

Choose if there were 
witnesses to the incident 



If yes, enter Witness 
Information 
Include name, email and 
phone number 

Choose if the incident 
was reported to law 
enforcement  

If Yes is chosen 
enter the date the 
incident was reported 
to law enforcement 

Choose if CPS was 
contacted  

Choose if parent(s) or 
legal guardians were  
notified  

If Yes, enter 
date and time 



Enter the 
Consequences of 
Incident  

Choose Yes or No 
If follow-up contact 
was initiated  

Enter Follow-up 
Contact Date 

Enter the name of  
the person who made 
the follow-up contact 

If there are any 
additional comments 
enter them in this box 

If you have not completed  
the report and need to verify 
more information 
choose Save for Letter 



If Save for Letter  
was chosen go to the 
Dashboard and  
choose Continue 
Incident Report 
Form 

Once the incident report has 
been completed choose Next 

Review the incident report details and then choose 
Submit Incident Report Form 



If you are ready to  
submit the incident 
report form  

A copy of the  
Incident report will be 
sent to your email 
You can also print a  
confirmation for  
your records 


