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This form will help in gathering important factual information about the incident for evaluation by the crisis management team. Please return the sheet to the crisis communications center, located in the Head of School’s office. 
General Information 
Date & Time Logged: __________________________________________________
Source (Name): _______________________________ 
Phone #________________________ 
What Happened? (Known facts only)


When did incident occur? _____________________________________________________________ 


Where did incident occur? ____________________________________________________________ 



Description of Personal Injury(ies)______________________________________________________ 

Extent of property damage? ___________________________________________________________ 

Cause? (Only if confirmed) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Injuries: 
Name (Faculty/Staff/Student) Extent of Injury Treatment/Hospital 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Fatalities: 
Name (Faculty/Staff/Student) Cause of Death Next of kin notified? ______________________________________________________________________________________________________________________________________________________________________________________ 

Civil Authorities on Scene: 
Agency Name & Position Date & Time 
Police_____________________________________________
Fire_______________________________________________
Medical____________________________________________
Environmental______________________________________
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