
How to find and fill out a Violent Incident/Safe School Report 

 

 

1. To create a new workplace violence/safe schools incident report, you must click ‘Add’ at the top 

right hand side of the page. 

 

2.  This form in a combination of Safe Schools Incident form and a Workplace Violence form.  The 

first section that opens determines if this form will include a Safe Schools Incident form.  Safe 

School incident includes anything for which suspension or expulsion may be imposed.  Here are 

the lists:   

Suspension      Expulsion 

 

 

 

 

 

 

 

 

 

 

 uttering a threat to inflict serious bodily harm 

on another person 

 possessing alcohol, cannabis (unless the 

student is authorized to use cannabis for 

medical purposes), or illegal drugs 

 being under the influence of alcohol or 

cannabis (unless the student is authorized to 

use cannabis for medical purposes) 

 swearing at a teacher or at any 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 on school 

premises 

 bullying, including cyber-bullying 

 any other activities identified in school board 

policy. 

 

 possessing a weapon, including a firearm 

 using a weapon to cause or 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 or cannabis to a minor 

 bullying – if the student (between grade 4 to 12) 

has previously been suspended for bullying and the 

student's presence in the school creates an 

unacceptable risk to the safety of another person 

 any activity for which a student can be suspended 

(see section on suspension) that is motivated by 

bias, prejudice or hate 

 any other activities identified in school board policy. 

 



 

 

3. Use the list from #5 to answer question:  Remember, you must report all Safe Schools incidents 

to administration as soon as possible and then fill out the report after 

 

 

4. The next section determines if a workplace violence incident is reported.  If you answer yes to 

either of the questions, then this creates the workplace violence forms. 



 

5. Input your information into this section: 

 

6. Input the basic information about the incident into this section.  NOTE:  you must input your 

school/worksite to unlock other sections of the form 



 

7. Input basic information about the student involved 

 

 

8. Here is where you can describe the incident in detail 

 

9. Here you check off a box to indicate that you understand that a principal must consider 

mitigating factors in their decisions. 



 

 

10. Here you indicate if the incident falls under suspension and/or expulsion.  The lists were 

provided in section 5 above. 

 

 

 

 

11.  Now you are ready to submit the form  



 

 

Note: 

The system saves partially completed forms under ‘Incident Reports’.  You can go on the site and 

practice making a report but instead of submitting it, you can discard. 

 


