For use by School Administrators

Bureau of Indian Education
SCAN/Employee Incident Reporting Checklist (2015-2016)

Staff as the Alleged Offender

	Child’s Name:
	
	Date of Report:
	

	School:
	
	Date of Incident:
	


A. Tracking of Notification:
SCAN Report






Employee Incident Report (no physical contact)

 FORMCHECKBOX 
  Local LE notified within 1 hour; report faxed same day

 FORMCHECKBOX 
 BIE Program Specialist notified; report faxed
 FORMCHECKBOX 
  Local CPS notified within 1 hour; report faxed same day

        same day
 FORMCHECKBOX 
  BIE Program Specialist notified; report faxed same day

B. Employee/Alleged Offender Information
	Name:
	

	Position Title:
	


1.  FORMCHECKBOX 
  Reporting Form (SCAN or EIR)
2.  FORMCHECKBOX 
  Notification to Alleged Offender (NAO) memo – signed & dated by employee and Principal/Administrator or designee, same day report is filed.  Check one:
	 FORMCHECKBOX 
  Re-assignment:
	
	
	 FORMCHECKBOX 
  Administrative Leave

	
	(Specify location)
	
	


3.  FORMCHECKBOX 
  Employee written statement, signed & dated by employee
4.  FORMCHECKBOX 
  Additional written statements (where applicable), signed & dated
a)  FORMCHECKBOX 
  Victim 
b)  FORMCHECKBOX 
  Witness(es)
5.  FORMCHECKBOX 
  Notification of Case Closure to Alleged Offender (NCC) memo – signed & dated by employee and Principal/Administrator or designee, same day
C. Case Closure
	Date Original file/record submitted to BIE Office:
	


	Sent by:
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