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C.F.-03
Sec.-22/23
Elem.-22/23
MEMO TO: Superintendents, System Leads, Elementary Principals, Secondary
Principals, Elementary Vice-Principals, Secondary Vice Principals
FROM: Gary Crossdale, Superintendent of Equitable Education, Positive School Climates
RE: Ministry Safe Schools Incident Reporting Form and Retention of Suspensions
DATE: August 30, 2022

The Ministry Safe Schools Incident Reporting Form should be completed by staff when a student has
done something that is likely to lead to a suspension or a suspension pending an expulsion (a serious
student incident.) The Ministry Safe Schools Incident Reporting Form (see attached) should be used in
addition to your regular “Behaviour/Incident Reporting Form”. Since the Ministry Safe Schools Incident
Reporting Form is to be used for serious infractions, there needs to be a conversation between the staff
member who completed the form and an administrator. Although preferable, this does not have to happen
prior to the completion of the form (the form is available online — Employee Self Serve - Forms.) Employees
will complete Part A online, Part B will be completed by the Principal and returned online to the employee.
A more fulsome debrief of the incident should occur with the staff member following the investigation into
the incident.

Many of you have developed “Behaviour/Incident Reporting” forms that incorporate restorative questions,
and as a result provides a learning opportunity for students. These forms should continue to be used for
day-to-day behavioural infractions.

School-based behaviour forms and the Ministry Safe Schools Incident Reporting Forms can be used to
identify the effectiveness of the Positive School Climates initiatives you are implementing as part of your
Bullying Prevention and Intervention Plan Promoting Healthy Relationships within Positive School
Climates. For example, a school would gather data on behavioural infractions, implement a strategy based
on the data, and then evaluate the effectiveness of the initiative (Please refer to the resources on SPARK
— Positive School Climates for suggestions).

When a Ministry Safe Schools Incident Reporting Form is completed, it is supposed to be placed in the
student’'s Ontario Student Record (OSR). This expectation also applies to any suspension forms
associated with the incident. To simplify the organization of this process, it is suggested that schools print
and file these forms in a secure binder by month, and only move them to the OSR when a student transfers
from the school. Since the Ministry Safe Schools Incident Reporting Forms are supposed to be placed in
the OSR, the guidelines for the OSR apply. This means, based on the provisions in the OSR Guidelines,
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that teaching staff, parents and legal guardians have the right to examine the forms. In addition, when you
receive an OSR, if there are Ministry Safe Schools Incident Reporting or suspension forms in the OSR
they should be removed and placed in your binder. The Ministry Safe School Incident Reporting Form is
only kept for one calendar year. Suspensions are retained electronically for two school years. At the end
of the calendar year, the Ministry Reporting and suspension forms should be shredded. Please refer to

Policies and Procedures: Code of Conduct, and Policy and Procedure: Positive School Climate for more
details.
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Part I: to ba complated by the smiployes.
Kamsa of Zchoal © 301 AREA 1

Name of Siudent/s) involved :|

Location of Incident chack primary location) -
O A1 a lacation In the school or on schaod proparty (please specify)

O Ma schookralatad activity (please specty)

0 On a school bus (please spachy rauta number)

O Caner (pleass EpaCiy)

TrnEﬂflnﬂdEm:DmElij In-:iﬂer'l'l'me:1 l I

Type of Incidand jcheck all that apply) ;
Activities for which suspenslon must be considersd under section 306[1) of the Education Act

O LHtering & threat 1o infllzl serlows bodlly karm an anather persan

O Possegeing akeohol or kegal drugs

O Being under ®e infuance of alcohol

O =Smwearing at a teacher or at another person In 3 posiion of autharity

O Commiting an act of vandallsm that causes extanshve damagea to schaol praperty &t the students schoal or to propesty located on tha
premiges af the student's schaol

O Bulying

[ Any ciher activity Hhat ks an activity for which a princlpal may suspend a pupll under a pollcy of the boand

Oiher suspandabile Infractions Including bul nat imEad oo
possessing ar dispansing controled or imoeicaling subslances that are not prescibed for medical purposas;

baing undar tha Infuznce of lllagal, controlled or Inloxdeating substancee that are not prescribad for medical purposas;
£moking on school property,

glzaling propey;
angaging In Indmidatian, extartion, harasemeant, or wartal aggrasslon;

MISUEING oF MIE3QEropnating 6CNO0l pRORENY O EENICES, INCIUING COMPUIETE @nd DEer iachniiogy EYEl=mes;
engaging In hate matlvatad Inchients;
angaging In gang ralatad activity;

o o o o e o I o o I |

dzemed by the principal 1 be unsafe or 3 hazard 1o PErsonE of praparty In the schoal;
committing phyeical assaull on anofher person;

angaging In or encouraging a nght;

angaging In conduct thal constiut=e oppastion 1o autharity;

demonsiraing poor attendanca Sat wamants deciplinary action;

engaging In behaviour that Is disruptive & the kzaming enviranment of the clase or sehoal;
engaging In conduct that is detrimental 1o the moral tone of tha Echaci;

wearng ciothing/apparel that |s Inapprogrigte, offenshva or violates tha school Dress Code;
angaging In unauthorized gambling or games of chance.

OoOooOoOoon0oao

committing vandalism, destruction, damage to school proparty or 10 ihe property of othars lacsi=d on of In school premises;

posEessing dangenous abjects or substancaE, Including for example lasar pointers: glowes with studs on knucklzs; ar any oifer Bam




Agtivithes for which expulslon must be considered undsr saction 310{1) of the Education 2ct

Paesessing 3 weapon, Including posssssing a firzamm
IUsIng 3 weapaon to causs of 1o threaten bodly harm i anather parsan
Commitling physical s=ault an anather parsan that causes badlly hamm requiring treatmant by 3 medical practitlanar
Commitling esual 3ssau
Traficidng In waapons or In legal drugs
Commitling rabbery
Bultyingilf tha sfudant has been previously suspendad for engaging In bulying and the Etudent's continuing presanca In the Echool
creates an unacceptable fek ta the safety of another person)
Eving ahcahol 12 3 minor
&y othar activity Tat, undar 3 polioy of 3 board, k an acivity for which 3 Principal must suspand a pupll and conduat an Investigation
to Gatermmine whether 1o recommend 10 the board that the pupll be expelied.
Othar ewgpendable Infracione Inciuding but nod imited to:
O assaultphyslcal imimidation of an emgloyes;
O  any acihvity for which ELEpensian mus! be conslderad that Is motkvated by bias, prejudice or hate basad on race, national of 2thnie
origin, languagsa, caolaur, relglan, s, age, mantal or phyeleal disabiify, sexuzl oriandation, gendar identity, gendar axpressian, or any
oiher simiiar Taciar;

OO0 OO0OOoOooq

commiiting an act of vandallem which can be regarded as pamicularly egreglous, due bo Taciors ELch 25 serlausly compromising the
lzamiing anwvironmand, or posing 3 slgrisscant safety risk to oMerE;

O

hate matvatzd vialenos;
gang ralatad vialenoa;

frafficidng In eomtralizd or Ikaxizating substancas nat pragerbed of dispensed for medical pUrposeE;
ustzring threats ar threataning conduct Imended b Infmidte:

engaging In harassment

pngoing conduct that = 50 refraciory (persistent) Mat the slusente presence In ha schocl ar clagsroom s considzered by the principal
o effct 3 danger or possiolity of harm, phyelzal or emo@ional, o athers In the schaol or 1o ihe reputation of the schaol.
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Raport Submitted By: Mams ; LORI CLINT
Ralz In Echool Community: ADMIMIETRATIVE ASST - SUPT OF ED 7 AREA / 201 / AREA 1
Contact iInformation: L-:-r.aum:l TE+E-FI1I:I1E|

O Empioyae Wislent incissnt Farm Submitiad

ACKNOWLEDGEMENT OF RECEIPT OF REPORT

Part II: to ke compileied by the Principall Supsnideor.
Invaetigation completed
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Investigation in progress

kame of Principal: RICHARD KENKELLY

Cate: Ii






