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1.    GENERAL POLICY

All staff at NMSBVI have an obligation to ensure the safety and welfare of all students.  To assist in this an automated system to report and track student incidents and injuries has been developed and implemented.  This tracking system is maintained through the submission of the following report forms:

Minor/Moderate/Severe Student Incident Report form


Minor or Severe Student Injury Report forms

Report of Suspected Child Abuse or Neglect form (see NMSBVI Policy 517)
The consistent and proper reporting of incidents and injuries provides the Mental Health Team and Student Incident/Injury Report Review Committee critical information necessary for the development of effective behavior plans/recommendations, and helps to ensure that our campus remains an environment free of hazards to our students.  This is critical to our overall protection from harm philosophy.
Staff failing to ensure the safety and welfare of all students, through the proper use of the Student Incident/Injury Management System and/or other protection from harm procedures, may face disciplinary action for placing students at risk.

2.
PROCEDURES

2.1 INCIDENT REPORTING.

It is the responsibility of all staff who observe a behavioral incident involving a student to immediately report the incident using the appropriate Student Incident Report form.
2.1.1. Incident Reporting Process

The following is the progression of the Student Incident Report form when an incident is being reported.

· Staff observes an incident involving a student.
· Staff who witnessed the incident completes a Student Incident Report form.
· Staff forwards a completed and signed Student Incident Report form to the discipline group within 24 hours of incident.
· Follow up to the incident report and completion of the back side of the form will be completed by the Behavior Specialist or Superintendent designee and reviewed by the Principal.
· The Principal will deliver the original form to the Superintendent’s Office for parent notification if needed and to the administrative support staff to enter into the appropriate database.
· If the Superintendent or designee deems that an investigation is necessary, she will notify the proper staff/faculty, which will be responsible for conducting and reporting the findings of an investigation back to the Superintendent.  Investigations must be completed within 72 hours of incident.
· Following data entry if no investigation is deemed necessary, the form will be returned to Student Services for filing in the school year incident report binder.
· If an investigation is deemed necessary, the form will be attached to the investigation results once received, and returned to Student Services for filing in the school year incident report binder.
· The Student Incident Report database will be reviewed by the Student Incident/Injury Report Review Committee not less than quarterly.
· The Student Incident/Injury Report Review Committee will prepare a report outlining any areas of concerns, trends, and recommendations for course of action, to the Superintendent.  
2.1.2. Student Incident Report Form Completion

The following minimum information is required on each Student Incident Report form.  The Student Incident Report form must be completed by the staff/faculty witnessing the incident.  If more than one staff witnessed the incident, all staff should be listed on the Student Incident Report form.
SIDE 1 - Reporting staff complete side 1 of the Student Incident Report form only.

· STUDENT NAME – Use full first and last name of student being reported.

· DATE OF INCIDENT – Date on which incident occurred.

· TIME – Time incident occurred.  Indicate a.m. or p.m. following the time, unless using a 24 hour clock (i.e. 1700).

· LOCATION OF INCIDENT – Exact location of incident.  If incident progressed to more than one location, list locations in the order in which they occurred.

· DESCRIPTION OF INCIDENT – This is critical information if an investigation is deemed necessary.  It is crucial that who, what, when, where, and if possible why, be included in the description.  Incident description should also include what was occurring just prior to the incident.  If the incident involved other students and/or staff, all students and/or staff must be named in the description.  (Use additional paper if needed).
· PERSON OR STAFF IN IMMEDIATE AREA – List all individuals who may have witnessed the incident.  It is not necessary to list all students who were in the classroom, unless they were directly involved in the incident.

· ACTIONS OR CONSEQUENCES – This is critical information if an investigation is deemed necessary.  It is also important that a thorough explanation of action taken be provided so that reviewing committees/investigating parties can determine if staff followed behavior plan/recommendations, or other protocols that may apply.  (Use additional paper if needed).  If action taken is in accordance with the student’s Behavioral Plan, indicate that fact (i.e. given time out IAW Behavioral Plan).  If MANDT is utilized to protect the student and/or others from harm, the utilization of MANDT must be clearly reported in this section.
· CURRENT STATUS OF STUDENT – Where is the student at the time of report submission, and how is the student doing?
· REPORT FILED BY – Name of person completing the Student Incident Report form.  Please print if your signature is not legible.
· POSITION – Position of person completing the Student Incident Report form (i.e. education assistant, teacher, residential life staff, transportation driver, etc.)
SIDE 2 - The Behavior Specialist completes side 2 of the Student Incident Report form.

· CONDUCT OFFENSE – after reviewing the Description of Incident from side 1, the Behavior Specialist determines if the incident is Minor, Moderate, or Severe.  The Behavior Specialist then determines the nature of the offense.  Offenses include:
Arson





Sexual Harassment

Extortion




Theft

Serious Bodily Harm



Inappropriate Dress

Harm to others




Bullying/Harassment

Disruptive Behavior



Cheating

Dangerous Weapons or Objects


Verbal Abuse


Harm to Self




Insubordination

Truancy





Inappropriate Sexual Behavior

Vulgarity of Profanity



Destruction or Defacing Property

Use, Possession, or Sale of


Use, Possession, or Sale of

   Tobacco Products

  

Alcoholic Beverages

Use, Possession, or Sale of


Suicidal Threats

  Controlled Substances



Repeated Violations
Other
· WERE OUTSIDE AGENCIES CONTACTED – The Behavior Specialist  indicates if an outside agency, such as Department of Public Safety, Children, Youth and Families, etc., were notified of the incident.
· PARENT/GUARDIANCONTACTED/RESPONSE –When the Superintendent or designee determines that parent/guardian notification is needed, the individual making the contact will complete this section, indicating the date of contact, who was contacted, and the response from the party contacted.  
· RELATED PREVIOUS INCIDENTS – If the Superintendent or designee determines that this is critical information relating to the reported incident, all previous incidents of a similar nature, will be reported here.
· STAFFING SCHEDULED – If the Superintendent or designee determines that the reported incident is significant enough to be addressed during a “staffing”, the Superintendent will indicate such, and recommend a “staffing” date.
· BEHAVIOR ASSESSMENT NEEDED – If the Superintendent or designee determines that the reported incident, or past behavior trends of the reported student, are significant enough to be addressed through a behavioral assessment, the Superintendent will indicate such, and will forward the Student Incident Report Form to the campus Behavioral Specialist for scheduling.
· BEHAVIORAL PLAN IN PLACE – If the Superintendent or designee determines that the reported incident, or past behavior trends of the reported student, are significant enough to be addressed through a behavioral assessment, the Superintendent will indicate if the reported student has a behavioral plan in place.
· FURTHER ACTIONS TAKEN/EFFECTIVENESS – If the Superintendent or designee determines that further action is necessary, other than what has been already reported on the Student Incident Report form, it will be recorded here.  It is important that the results of further action be noted, when results can be determined.
· SIGNATURE 
Completed by:




Reviewed by:
· DATE – Date of review and completion. 
2.1.3. Consistent and complete reporting.

There may be times when a Student Incident Report form and a Student Injury Report form must be completed, for example an incident that results in an injury.  In those cases, follow the procedures outlined in Section 2.1 of this policy, and the procedures outlined in Section 2.2 for reporting an injury.  Incidents that result in injury cannot be reported on the same form.
It is imperative that the reporting procedures outlines in Section 2.1 be followed with all incidents.  If an employee is not sure an incident warrants reporting, report it anyway.  It is the responsibility of the Superintendent and those delegated by the Superintendent to determine if reporting is necessary and the course of action to be taken.  For the protection of the student and for the protection of the staff – ALWAYS REPORT.

2.1.4. Tracking Sheets

If a student’s behavior is being recorded on a tracking sheet, per their behavioral plan, the tracking sheet must be completed and submitted as directed by the campus Behavioral Specialist.

If a student’s behavior is being recorded on a tracking sheet, per their behavioral plan, a Student Incident Report form does not need to be completed, unless the behavior cannot be redirected, or the behavior escalates.

If a student’s behavior requires the application of MANDT as a means to ensure the safety of the student and/or others, a Student Incident Report form must be completed.  MANDT application cannot be reported solely on a tracking sheet.

2.2 INJURY REPORTING.

It is the responsibility of all staff who observes an injury to a student, including bruises and/or marks, regardless of the severity, to immediately escort the student to Health Services for assessment of the injury, and to complete a Student Injury Report form.     

2.2.1 Injury Reporting Process

The following is the progression of the Student Injury Report form when an injury is being reported.

· Staff observes or finds an injury, including bruises and/or marks, to a student.
· Staff who observe or find an injury, including bruises and/or marks, to a student, regardless of severity, escorts the student to Health Services.
· Health Services will examine the student and determine the severity of the injury, and provide the appropriate course of treatment.  If the student is brought in due to bruises and/or marks, Health Services will document the bruises and/or marks.
· Following examination of the student injury, including bruises and/or marks, and treatment, the Health Services Supervisor, Principal or Superintendent, will notify the parent/guardian of the injury, bruises and/or marks. Parent/guardian notification of injury, bruises and/or marks, will be the responsibility of the Health Services Supervisor, Principal or Superintendent only.  Staff will not directly contact the parent/guardian.  The date of parent/guardian notification will be marked on the Student Injury Report form.
· If it is determined that the injury, or bruises and/or marks may be the result of abuse or neglect, the appropriate steps will be taken to file a Report of Suspected Abuse and/or Neglect in accordance with NMSBVI Policy 517.
· If a Report of Suspected Abuse and Neglect is filed, the Superintendent will be immediately notified, regardless of content or planned action.
· Health Services will require staff that witnessed or found the injury to complete a Student Injury Report form at the time that staff escorts the student to Health Services.  Any and all staff that witnessed the injury must be listed on the report form.
· Completed Student Injury Report forms will be turned into Health Services.
· The Health Services Supervisor, after review, will send the original of the Student Injury Report form to the administrative support staff for data entry.
· The Health Services Supervisor will forward any reports that might warrant further investigation to the Principal. If the Principal deems that an investigation is necessary, she will notify the proper staff/faculty, which will be responsible for conducting and reporting the findings of an investigation back to the Superintendent.  Investigations must be completed within 72 hours of injury.
· All original Student Injury Report forms will be filed in the school year injury report binder. 
· The Student Injury Report database will be reviewed by the Student Incident/Injury Report Review Committee not less than quarterly.
· The Student Incident/Injury Report Review Committee will prepare a report outlining any areas of concerns, trends, and recommendations for course of action to the Superintendent.  
2.2.2 Student Injury Report Form Completion

The following minimum information is required on each Student Injury Report form.  The Student Injury Report form must be completed by the staff/faculty that found or witnessed a student injury, including bruises and/or marks, or the staff to whom it was first reported by the injured student.  

SIDE 1 - Reporting staff complete side 1 of the Student Injury Report form only
· Ensure correct form is utilized for reporting.  There are two forms available: Student Injury Report – Minor, and Student Injury Report - Serious.  Determination of which form is to be used will be made by Health Services staff.

· STUDENT NAME – Use full first and last name of student.

· DATE OF INJURY – Date on which injury occurred, if known.

· TIME OF INJURY – Time injury occurred, if known.  Indicate a.m. or p.m. following the time, unless using a 24 hour clock (i.e. 1700).

If the date and time of injury is not known, check the box immediately below DATE OF INJURY which indicates that the date and time are unknown.  Then fill in the date and time that the injury was found.

· DESCRIPTION OF INJURY – This is critical information if an investigation is deemed necessary.  It is crucial that an accurate and complete description of the injury be provided, including exact location of the injury.

· HOW DID INJURY OCCUR – This is critical information if an investigation is deemed necessary.  It is crucial that who, what, when, where, and if possible why, be included in the description.  This description should also include what was occurring just prior to the injury.  If the cause of injury involved other students and/or staff, those students and/or staff must be named in the description.  (Use additional paper if needed).  If the cause of injury is unknown, because injury was found and student cannot indicate how it occurred, mark “Cause unknown”.

· PERSON OR STAFF PRESENT/WITNESSES – List all individuals who may have witnessed the injury.  It is not necessary to list all students who were in the classroom, unless they were directly involved in the injury.  If there were no other staff or witnesses present, mark “None”.
· CORRECTIVE MEASURES IMPLEMENTED TO PREVENT FUTURE INJURY – This is critical information if an investigation is deemed necessary.  It is also important that a thorough explanation of action taken to prevent future injury be provided so that reviewing committees/investigating parties may determine if all appropriate steps were taken to protect students from harm.  If the cause of the injury is unknown, and corrective action cannot be indicated, mark “No corrective action indicated as cause unknown.”
· PERSON MAKING REPORT – Name of person completing the Student Injury Report form.  Please print.

· TIME AND DATE TAKEN TO HEALTH SERVICES – Indicate the time and date that reporting staff escorted the student to Health Services for assessment and treatment.

· SIGNATURE OF PERSON MAKING REPORT – Signature of person completing the Student Injury Report form.

· DID NMSBVI HEALTH SERVICES PROVIDE SERVICES – (Serious Student Injury Report form only) – Mark appropriate box: Yes or No.

SIDE 2 – Health Services staff complete side 2 of the Student Injury Report form.

· STUDENT NAME – Use full first and last name of student.

· DATE AND TIME ASSESSMENT BY HEALTH SERVICES – The date and time Health Services staff examined the student for the reported injuries or bruises and/or marks.
· Health Services staff will mark all blocks that apply to indicate type and location of injury.

· NARRATIVE OF SERVICES PROVIDED BY HEALTH SERVICES – Health Services staff treating injured student will provide a brief narrative of all services provided to the student.

· ADDITIONAL SERVICES PROVIDED (Serious Student Injury Report form only) – Health Services staff will indicate if student referred to school physician, taken to hospital emergency room, referred to family physician, or referred to specialist.  A space marked “other” is available for any other services not indicated.

· WRITTEN PARENT NOTIFICATION – Health Services staff will provide the date that parent/guardian was notified of student’s injury.  Parent/guardian notification is made by Health Services staff, Principal, or Superintendent only.  No other staff is to contact parent/guardians directly.
· DISABILITIES IN ADDITION TO VISUAL IMPAIRMENT – If Health Services staff feel that this information is pertinent to the injury reported, all disabilities that apply to the student will be indicated by placing a check mark in the appropriate boxes.

· CURRENT STATUS/DISPOSITION – Health Services staff will provide the status/disposition of the student following the completion of any medical treatment needed.

· PREVIOUS INJURIES – If Health Services staff feel that this information is pertinent to the injury reported, all previous injuries that relate to the reported injury will be indicated.

· DATE OF REPORT – The date Health Services completes side 2 of the Student Injury Report form.

· SIGNATURES – Health Services staff providing medical treatment will sign.  Superintendent’s Office will sign once data has been entered into the Protection from Harm database. The Principal will sign after review.  Form will not be placed on permanent file until all areas signed.

2.2.3 Consistent and complete reporting.
There may be times when a Student Incident Report form and a Student Injury Report form must be completed, for example an injury is the result of an incident.  In those cases, follow the procedures outlined in Section 2.1 of this policy, and the procedures outlined in Section 2.2 for reporting an injury.  Injuries that are the result of an incident cannot be reported on the same form.
It is imperative that the reporting procedures outlined in Section 2.2 be followed with all injuries, bruises and/or marks.  For the protection of the student and for the protection of the staff – ALWAYS REPORT.

2.3 Training.

The Superintendent will be responsible for ensuring that all employees receive training at the beginning of each school year, and periodic refresher training as needed.  New employees will be trained within 2 weeks of employment and documentation of the training will be added to the employee's personnel file.  A complete record of training agendas will be kept on file in the Human Resource Office and documentation of training will be maintained in the employee's personnel files.
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