Referrals on Schools

Tip Sheet

· When the allegation involves school personnel, an entrance interview is needed with the principal or designee to let them know you are conducting an investigation and sharing only basic information regarding the referral.
· Check to see if the school has done any type of review or conducted interviews regarding this matter.  Some larger school have School Safety Officers or Internal Investigators who look into allegations before reporting them to DCBS or may be doing an investigation at the same time.  Look at any information they might have including interviews, pictures, etc.
· Consider carrying statutes relevant to interviewing children and obtaining records from schools in case they are needed.
· Interview the child(ren)away from school grounds if at all possible so the child will not feel as anxious.  This would include collateral sources such as children who may have witnessed a particular incident.
· Interview any staff person who may have witnessed the alleged incident(teachers, aides, cafeteria staff, volunteers etc).  Ask them if they are willing to put their information in written form.
· Consider a random sample from a classroom(s) if the allegation involves a teacher’s behavior or discipline practices).  A random sample could also be used on other type of allegations as well.
· Speak to the principal about their employee’s(alleged perp) work history.  Ask about similar issues/complaints regarding this worker or any disciplinary actions taken on this employee. 
· The School Nurse is often a good collateral depending on the type of allegation made.  Other good collateral staff to interview might include Family Resource Center Staff and the School Counselor. 
· Negotiate a Prevention Plan with the principal and the alleged perpetrator to ensure safety of all children are protected until the investigation is completed.  Should the local school system not be receptive to safety concerns, the Superintendent may need to be engaged in this process.  Involve your regional attorney and Regional Staff if a resolution cannot be reached.
· If the allegations involve a bus driver, interview the person in charge of the bus garage and/or the immediate supervisor of the alleged perpetrator.  Ask them about their policy and procedure on handling situations on the bus.  Make a copy of any applicable policies.  
· If the allegations involve the use of holds/physical holds due to out of control behavior, information on the type of model the school is using and the training given to staff prior to using this method.  Are staff up to date and who provides quality assurance in regards to holds used.  Also, what is the school’s policy on using this method(who and when etc.), was the child injured, has this child had an ongoing behavior problem and, if so, what attempts has the school made to address these behaviors.  If the alleged victim is a special education student, what does their Individualized Education Plan(IEP) state in regards to how problem behavior will be handled.  Review any documentation surrounding the holding incident(incident reports, medical reports, written accounts of the incident, training records etc).
· When interviewing the alleged perpetrator, ask how long they have been working for the school system, have they worked in other settings where children are present, have they ever had disciplinary actions taken against them.  Ask them step by step what happened in regards to the allegation.  Compare the information that is given to you with that provided by the child(ren) or other staff.  Get them to sign a release if you think there is information you might need to obtain from the school or another source(just in case you encounter difficulty later in getting documentation).
· Building a rapport with the school system is great way to make investigations go smoother.  It is easier to get documentation you may need when people know you and have had a positive experience with you previously.
· When entering the referral in TWIST, the case name should be under the alleged perptrator(if more than one perp, choose one for the case name).  The name of the facility is entered in the resource name field next to each perpetrator’s name.  This helps in tracking people should they move on to other facilities, or helps us see how many referrals we may have a certain facility.
· Consider an aftercare plan when there are issues that may need to be addressed with the school such, as training needs or documentation needs etc.
· SOP 7B.8.6 is on the DPP Website and focuses on the procedures for doing Investigations of School Personnel.
