	DISTRICT 75     REPORTING PROCEDURES REFERENCE GUIDE     All Chancellor’s Regulations Supersede This Summary                           REV 2007

	CONTACT &  FOLLOW UP
                                 Tel.#                   Fax#

EIC                             (718) 935 3210    
SCOI                          (212) 510-1400    510-1550     

OSI                             (718) 935-5858    935-5238
Clinical/Guidance      (917) 256-4273    256-4281
Placement                  (212) 802 -1578     802-1682

ACS                           (800) 635-1522

Suspension Office     (212) 802-1608
     (D.75)
	 Follow all Chancellors’ Regulations. All staff must discuss incidents with Principal.  All SERIOUS incidents must be called in to the District Office IMMEDIATELY!    NOTE You must follow vertical and horizontal paths.                                                                                                                                              

	
	Sexual Misconduct (Staff)
	Corporal  Punishment

       (A-420)
	Student to Student Sexual Harassment (A-831)


	Other Alleged Crime (Stabbing, shooting, assault, robbery, drug possession etc) committed by:
	Weapon
	Suicide  Prevention

attempt/

ideation/ threat

  (A-755)
	Child Abuse/ Neglect/ 

Sex Abuse

  (A-750)
	Missing Student/ Kidnapped
	Accident, Illness, Injury
	Other

(Bomb

threat,

etc.)

	
	
	
	Crime

Rape, touch sexually, threat to rape or touch sexually 
	Harassment
	Staff 
	Student
	
	
	
	
	
	

	Call Police (911or Precinct)

Obtain Name, Badge# and Precinct #
	          X

Inform Supt. 
Office
	               X

Inform Supt. Office
	X

	
	X
	X
	X

If directed by SSA 
	
	                 X

For alleged sex abuse/ severe injury
	X
	
	X

	Call EMS (when applicable)
	IF 
	NEEDED
	 → → →
	→ →
	→ 
	→
	→
	→
	→
	→ →
	→
	→

	 
	
	
	Discuss individual cases with Principal

	
	X
	
	
	
	
	
	
	

	Complete On-Line Occurrence Report


	         X

and email “heads-up” to LIS and Sup’t
	                   X
and email “heads-up” to LIS and Superintendent
	                        X
and email “heads-up” to LIS and Superintendent
	             X

	           X
and email “heads-up” to LIS and Sup’t
	          X
and email “heads-up” to LIS and Sup’t
	      X
	        X
	                 X


	                 X

and update OORS when student is found
	       X
	       X

and email “heads-up” to LIS and Sup’t

	Complete on-line OSI allegation of Corporal Punishment via OORS pop-up – print hard copy of OSI form before closing it.
	
	X
done via OORS

	
	                
	
	
	
	
	
	
	
	

	Principal Investigation
	
	
	                        X
Police/school investigation may occur If OSCI investigates, school awaits OSCI direction.
	               X


	          X

Inform Supt.
Office
	X
Inform Supt.

Office
	X
	
	
	
	       X  
	

	                                        NOTE:              

 
	ALL
	SERIOUS
	INCIDENTS
	MUST
	BE
	CALLED
	IN TO
	COUNSELING
	OFFICE
	IMMEDIATELY!
	
	

	Inform  SSA
	
	
	X
	             X
	X
	X
	X
	
	
	X
	X
	X

	Complete Appropriate Forms if Required
	
	
	X
SSSH 1 and 2 & Determination Letter SSSH 3 or 4
	X
SSSH 1, 2 & 3 or 4
	
	
	
	
	X

Form 2221-A
	
	
	

	Call SUICIDE HOTLINE (212) 802-4271
	
	
	
	
	
	
	
	         X
	
	
	
	

	Inform Parent
	X
	X
	X
	X
	
	X
	X
	X
	                 X

After ACS/police removes student from school
	X
	X
	      X

      If warranted

	Administration for Children Services (ACS)

Protective Services Adult (PSA)
	
	
	
	
	
	          X
If warranted
	
	
	X

(note ACS registry #)
	
	
	

	.
	
	
	
	
	
	
	
	
	
	
	
	


