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Incident Report
Complete this form the same day as the incident. Write facts (what you saw and heard), not opinions. Use additional pages if needed and number them.
Report completed by: [Name, role]
Date and time of incident: [Date], [Time]
Location: [Room, hallway, bus number, field, or off-campus location]
Date reported: [Date]
Type of Incident (check all that apply)
 Student injury or illness
 Staff or visitor injury
 Behavior incident (see district discipline procedures)
 Property damage or loss
 Threat or safety concern
 Other (describe below)
People Involved
Table 1. People involved in the incident and their roles
	Name
	Student, staff, or visitor
	Grade or position
	Involved, witness, or responder

	
	
	
	

	
	
	
	

	
	
	
	



Description of the Incident
[Describe what happened in the order it happened. Include what led up to the incident, what each person did, and how it ended. Quote exact words when relevant.]
Injuries and First Aid
Injury description: [Body part and type of injury, or "None"]
First aid or care given: [What was done and by whom]
 School nurse or health office notified
 Emergency medical services (911) called
 Sent home or to medical care
Notifications
Table 2. Notifications made after the incident
	Who was notified
	Notified by
	Date and time
	Method (phone, in person, email)

	Parent or guardian of [student]
	
	
	

	Building administrator
	
	
	

	[Other: transportation, district office, police liaison]
	
	
	



Follow-Up Actions
[Actions taken or planned, who is responsible, and dates.]
Signatures
	Reporter signature
	Date

	
	



	Administrator signature
	Date

	
	



Template note: Delete this note before use. Reports involving injuries that need medical treatment, bullying or harassment, suspected abuse or neglect (mandatory reporting under MCL 722.623), or restraint and seclusion (MCL 380.1307 et seq.) have additional required forms and timelines. Store completed reports according to your records retention schedule and confidentiality rules.
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