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SAFE SCHOOLS INCIDENT REPORTING FORM – PART I OF II 

(References: Bill 157: Education Amendment Act (Keeping Our Kids Safe  
at School Act), 2009 

Ministry of Education Policy and Program Memoranda (PPM) 144 and 145 
OCDSB Policies P.020.SCO, P.026.SCO and  
Procedures PR.511.SCO and PR.515.SCO) 

 
 
Reference the above-noted policies and procedures and page three for background and instructions on completing this form, 
responsibilities of individual reporting the incident / activity and the principal, and distribution requirements as set out in the 
Ministry of Education’s PPM 144 and 145.   
 
Additional documentation / information relating to the incident may be attached to this form if required. 

 
 
Report No: 
     _______________ 
 

CONFIDENTIAL 
 

SAFE SCHOOLS INCIDENT REPORTING FORM – PART I  (REPORTING) 
 

Name of School 
 

      

1. Name of Student(s) 
Involved (if known) 
 
 
 

      
_______________________________________________________________________________ 
      
_______________________________________________________________________________ 
      
 

2. Location of Incident  
(check one) 

 At a location in the school or on school property (please specify) 
___________________________________________________________________________ 
 

 At a school-related activity (please specify) 
___________________________________________________________________________ 
 

 On a school bus (please specify route number) 
___________________________________________________________________________ 
 

 Other (please specify)      ___________________________________________________ 
 

3.Time of Incident  
Date:       _________________  Time:       ________  Location:       _____________________ 

4. Type of Incident  
(check all that apply)  
 

Activities for which suspension must be considered under section 306(1) of the Education Act 

 Uttering a threat to inflict serious bodily harm on another person 

 Possessing alcohol or illegal drugs 

 Being under the influence of alcohol 

 Swearing at a teacher or at another person in a position of authority 

 Committing an act of vandalism that causes extensive damage to school property at the 

student’s school or to property located on the premises of the student’s school 

 Bullying 

 
 For this reporting purposes, the following other activities for which a student may be suspended 

under board policy: 
 

 committing an act of vandalism that causes damage to District property or to property located 
on the premises of the District 

 

 possession or sale of illegal or unauthorized tobacco products, prescription drugs and alcohol
 

 being under the influence of illegal drugs 
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Activities for which expulsion must be considered under section 310(1) of the Education Act 

 Possessing a weapon, including possessing a firearm 

 Using a weapon to cause or to threaten bodily harm to another person 

 Committing physical assault on another person that causes bodily harm requiring treatment by a 

medical practitioner 

 Committing sexual assault 

 Trafficking in weapons or in illegal drugs 

 Committing robbery 

 Giving alcohol to a minor 

 
 

 
5. Report Submitted By:    Name:      ______________________________________________________________________ 
 
Signature:_________________________________________     Date:      _________________ 
 (Original signature is required) 
 
Contact Information:  Location:      _______________________    Telephone:      ____________ 
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____________________________________________________________________________________ 
BACKGROUND AND INSTRUCTIONS: 
 
References:  It is important you review OCDSB Policies P.020.SCO, P.026.SCO and Procedures PR.511.SCO and 
PR.515.SCO for detailed information on the individual’s and principal’s obligations surrounding the Safe School 
Incident Reporting requirement.  The following is a summary only. 
 
Bill 157: Education Amendment Act (Keeping Our Kids Safe at School, 2009), Revised PPM 144 and 145 and Reporting and 
Responding to Incidents Fact Sheet available at:  http://www.edu.gov.on.ca/eng/safeschools/reportingResponding.html 
 
The purpose of reporting incidents of inappropriate and disrespectful behaviour is to ensure that the principal is aware of 
certain activities taking place in the school for which suspension or expulsion must be considered. 
 
Section 300.2 of Part XIII of the Education Act states that an employee of the board who becomes aware that a student at 
a school of the board may have engaged in an activity for which suspension or expulsion must be considered shall 
report the matter to the principal as soon as reasonably possible. The employee must consider the safety of others 
and the urgency of the situation in reporting the incident, but, in any case, must report it to the principal no later than 
the end of the school day. 
 
This reporting requirement is extended to school bus drivers and other non-board employees who come into direct contact 
with students on a regular basis, as outlined in subsection 300.4 (5.3) of Part XIII of the Education Act. 
 
In cases where an immediate action is required, a verbal report to the principal may be made. A written report must be made 
when it is safe to do so.  
 
All reports made to the principal must be confirmed in writing, using the “Safe Schools Incident Reporting Form – 
Part I” – OCDSB 515-Part I Reporting (located in the Forms Conference on BEAM).  Original signature is required. 
 
Individuals who are reporting an incident must submit the “Safe Schools Incident Reporting Form – Part I” to the principal in a 
timely manner. The principal must provide the person who submitted the report with written acknowledgement of receipt on the 
“Safe Schools Incident Reporting Form – Part II”. Each report will be assigned a report number.  
 
If the principal has decided that action must be taken as a result of an incident of bullying, he or she will file a copy of the 
reporting form with documentation indicating the action taken in the Ontario Student Record (OSR) of the student whose 
behaviour was inappropriate. The names of all other students that appear on the form – both aggressors and victims – must 
be removed from the form before it is filed in the student's OSR. 
 
Where the principal has taken action in the case of more than one student, a copy of the reporting form and documentation 
indicating the action taken must be filed in the OSR of each student whose behaviour was inappropriate. The names of all 
other students that appear on the form – both aggressors and victims – must be removed from the form before it is filed in the 
OSR of the student whose behaviour was inappropriate. 
 
In the case of the victim, no information about the incident must be placed in his or her OSR, unless the victim or parent of the 
victim expressly requests that it be placed in the OSR.  
 
In situations where the victim is also an aggressor and the principal has taken some action short of suspension, no information 
about the incident must be placed in this student's OSR if the principal has decided not to notify this student's parents. 
However, if the principal has notified this student's parents, information regarding the incident and the action taken will be 
placed in the OSR. 
 
The form and documentation must be kept in the OSR for the timelines outlined in the Suspension and Suspension/ 
Investigation/Possible Expulsion procedures. 
 
In all cases, the principal must provide the individual who reported the incident with written acknowledgement of 
receipt of the report, using the “Safe Schools Incident Reporting Form – Part II” – OCDSB 515-Part II 
Acknowledgement  (located in the Forms Conference on BEAM), and must specify whether action has been taken or 
no action is required. Original signature is required.  If no further action is taken by the principal, the principal is not 
required to retain the report, and should destroy it. Information that could identify the student(s) involved must not be part of 
the acknowledgement. 
 
Each school will be responsible for tracking their reporting, with day/month/year and the number of reports  
i.e. 12/01/10-1  (12 January 2010, report number 1).   Additional documentation / information relating to the incident may be 
attached to the form if required. 
 
Questions concerning this form and reporting / acknowledgement requirement should be directed to Geordie Walker at 
Geordie.walker@ocdsb.ca or Petra Duschner at petra.duschner@ocdsb.ca. 
 


