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INTRODUCTION
This document is an addendum to the Guidelines for Developing a Critical Incident Management Plan for a Safe School Environment,(hereafter referred to as the Guidelines) produced by the Guidance and Counselling Unit, Ministry of Education in 2007 - 2008.
 It provides a guide to the Legal Unit’s requirement for the information to be included in Appendix A (the Critical Incident Report Form).  The procedure for the management of critical incidents has already been outlined in the various sections of the Guidelines.
APPENDIX A
CRITICAL INCIDENT REPORT FORM
 Extracted from THE GUIDELINES FOR DEVELOPING A CRITICAL INCIDENT MANAGEMENT PLAN (The Guidelines)
Immediately following the occurrence of an incident/accident on the school premises, which qualifies as critical according to the Guidelines(at page 20), the matter must be reported to the principal or to his/her designate, in order that a report in the form of Appendix A be submitted to the Central Ministry through the regional office.
In order to properly and accurately address any such incident, the schools administrators must familiarise themselves with the provision of the Guidelines.

The following outline indicates the critical information that should be included in the completed report as well as the procedure to be followed subsequent to the completion of the report. 
1.  RECORDING AND REPORTING OF INFORMATION 
A. Brief summary of Incident

The Summary of the incident should include but not be limited to:

· Name of victim 

· Names of other persons involved

· Date and time of incident
· Time of start of the school day (what time does the school’s formal programme begin?) 

· Opening hours for school (i.e. at what time are the school premises accessible to students, staff and visitors?)
· What happened and how

· Location 

· Specific description of location 

(State the precise location on the school premises where the incident/accident occurred. Describe the attendant conditions of the area. For example, was the area wet, dry, dusty, dark, oily etc? Mention special features associated with the area)
· Brief description of injury or damage

B. Name(s) and status of person(s) involved 

1. Who is the person who has suffered the Injury and/or damage? (signed statement to be submitted where available)
2.
What is his/her relationship to the school? 
· Student: Name, Age, Grade (Indicate  special needs where applicable)
· Staff Member: Name, Grade or station assigned (Indicate special needs where applicable)
· Visitor or member of the public: Name, Nature of visit, (Indicate special  

       needs where applicable)
      3. Who is the alleged perpetrator? (A voluntary statement may be accepted from the 
alleged perpetrator) 

4. What is his/her relationship to the school?
      5.
Who were the witnesses? (Witness statement to be submitted where available)
6. What is their relationship to the school?

C. Immediate action taken by school
1. A.  Injury to person:
i. What action was taken by the institution to treat the injury or to ensure that 
     the injured person received immediate medical attention? (Medical report  

     to be submitted)

ii. Was the injured person taken to the nurse/doctor/ hospital/other? 
                  iii Were the relevant parents / guardians / designated caregiver contacted? 
                  iv Has the incident been reported to the police / Office of the Children’s    

Registry or other relevant authority?

v. Date, time and name of person making the report and to whom the report   was made 








OR

B. Damage to property:

      i. What action was taken by the institution to deal with the damage?

ii. Were the relevant parents / guardians / designated caregiver contacted?  

iii. Has the damage been reported to the police / relevant authority?

iv.  Date, time and name of person making the report and to whom the report   was made
2. Persons immediately advised / alerted (when and by whom)
i. Principal

ii. Board of Management

iii. Ministry of Education’s Regional Office

D. Follow-up action to be taken:

     1. When was the incident logged? (Copy of log entry to be submitted)
     2. Reports received

i. Victim

ii. Witnesses (whether on the scene or otherwise) 

E. Relevant Critical Incident Management Plan in Place – (previously known as Critical Incident Management Manual for Schools)

1. What critical management systems /measures are in place to mitigate/prevent incident occurring

2. Briefly describe the system 
3. Did the system work?

4. If no, why not?

F. Other relevant information may include, but not be limited to:

1. Is there a history of this type of incident at the institution?

2. Is there knowledge of a similar involvement of these individuals?

3. Include contact information for the individuals involved
4. Any ongoing action 

2.  SUBMISSION OF INCIDENT / ACCIDENT REPORT TO THE MINISTRY OF  EDUCATION
A. The report is to be prepared and submitted by the Principal or his/her designate to the Ministry of Education’s Regional Office (Supervisory Officer). The Regional Office submits to the Deputy Chief Education Officer for Schools’ Operations who submits to the Legal Unit of the Ministry of Education. The Legal Unit will then submit, on behalf of the Permanent Secretary, an Instruction File to the Attorney General’s Chambers for a ruling on liability. 

B. Supporting documents to be attached include but are not limited to:

a. Medical reports

b. Witnesses reports

c. Medical bills and receipts

d. Nurse’s log where applicable 

e. Copy of log entry for the day of the event

f. Victim’s report

g. Report from Police or other relevant authority (where applicable)

3.  SUBMISSION OF INSTRUCTION FILE TO THE ATTORNEY GENERAL’S CHAMBERS
Upon receipt of the submission/file from the Schools’ Operations Unit, the Ministry’s Legal Unit will prepare the file for submission, on behalf of the Permanent Secretary, to the Attorney General’s Chambers.
4.  PAYMENT OF EXPENSES
· The School Board may approve payment of incidental expenses and or expenses related to urgent medical treatment, depending on the need in each case. 

· The payment of incidental, interim or preliminary expenses is not advised for property damage without initial consultation with the Legal Unit. 

· All payments must be made in accordance with the following procedures:

· It must be expressly stated that the payment is being made on compassionate grounds. It is important not to take any action that could amount to an admission of liability. 

· A ceiling is approved by the Board based on discussion with the Regional Office/MOE

· A request/claim is received in writing, signed by the claimant and substantiated by receipts, etc.

· This protocol must be known by all school personnel.

· Please note that the relevant reports and forms from the Critical Incident Management Plan Manual may be modified and used for detailing the information for such incidents.

· The Ministry’s Safe School Policy should also be consulted for guidance on issues which may arise with respect to a critical incident. 
APPENDIX  B
 (Extracted from Guidelines for Developing a Critical Incident Management Plan for a Safe School Environment, Page 111)

CRITICAL INCIDENT REPORT FORM
Name of School __________________________________Region __________
Name of Principal _________________________________________________
Name of Board Chairman ___________________________________________

Telephone____________________________ Fax________________________

Address_________________________________________________________
Email___________________________________________________________
Name of Person Completing Report __________________________________
Position _________________________________________________________
Date of Report____________________________________________________
Type of Incident___________________________________________________
Date of Incident ___________________________________________________
Brief Summary of Incident

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Names and status of persons involved
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Immediate action taken by school
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Follow-up action taken/to be taken
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Critical Incident Management Manual for Schools

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Other relevant information
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Signature…………………………………………  Signature…………………………………
Principal




     Guidance Counsellor / Dean of Discipline
Date………………………………………………   Date…………………………………….
APPENDIX C
Checklist for Documenting and Reporting Critical Incident

(
 see footnote at the end of this document)
	Indicators
	Yes/No

	1. Did I include all relevant information on the victim, injured, or the person who has suffered loss? 

(a) Name

(b) Grade 

(c) Related background information

(d) Grade/station assigned

(e) Nature of visit
	

	2. Did I give a description of the type of injury the person suffered?  

(a) Where on the body 

(b) Severity of the injury
	

	3. Did I collect statement from the injured where possible? 
	

	4. Is information provided on witness/es? 


	

	5. Did I collect statement from witness/es? 


	

	6. Is information provided on the member of staff who gave assistance?


	

	7. Did I state the conditions and precise location on the school premises where incident/accident occurred?


	

	8. Record of the date and time the incident/accident occurred was done?


	

	9. Did I inform all the relevant stakeholders? (MOE, Board, Parents, Police etc.) 


	

	10. Did I make an entry into the log book about the incident?


	

	11. Did I assist the victim in anyway possible using available resources? 


	


APPENDIX D
Process for reporting critical incidents


Procedural Manual for Treating with Critical Incidents in Schools

This Manual provides a guide to the Legal Unit’s requirement for the information to be submitted in the Critical Incident Report. See Appendix A inside.

Whenever incident(s) that are likely to cause litigations occur, the manual must be consulted for guidance.
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� After completing the Critical Incident Report Form, kindly ensure that the checklist is utilized to ascertain   whether the correct procedure was followed.
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