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Date of Incident: 
 

 Time of Incident: 

 
Name of pupil/Member of Staff:   
 
Form: 

 Report form completed by: 

 
Drug involved (if known): 
 
 

 Sample Found (tick as appropriate): 
        Yes                     No 

 
Where retained/destroyed (only retain if intended to hand in to the police as soon as 
possible after the incident): 
 
Witness: 
 
 
Brief description of incident: 
 
 
 
 
 
 
 
First Aid given: 
 
        Yes                  No 
 

 Given by whom: 

 
Ambulance called: 
          
         Yes                 No 
 

 Called by: 
 
When: 
 

 
Other action (e.g. parent/carer called, sanction imposed, police consulted, etc.) 
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WHAT TO DO IF ACTION REGULATIONS OTHER 

CONSIDERATIONS 
Drugs or material 
connected with drugs are 
found on school 
premises. 

�  With a witness 
present, confiscate the 
substances and store 
in a designated place. 

�  Record details. 
�  Inform the Head. 
�  Try to identify the 

substance. 
�  Consider contacting 

the police. 
 

�  It is illegal to search 
a student.  

�  It is against the law 
to knowingly allow 
premises to be used 
for production, 
consumption or 
dealing or 
substances. 

 

�  Decide when and if the parent 
body are to be informed. 

�  Decide whether staff/students 
should be informed, and if so, 
how. 

A student is found in 
possession of drugs. 

�  As above. 
�  Interview student. 

�  School has in ‘loco 
parentis’ 
responsibilities. 

�  It is illegal to search 
a student. 

�  Decide at what point 
parents/carers are to be 
informed. 

�  Assess whether this is a one-
off incident and whether the 
student requires specialist 
help. 

�  Contract drug agency for 
advice or assessment. 

�  Decide if police are to be 
called. 

�  Consider disciplinary 
sanction to be applied. 

�  Decide on process for 
communicating to other staff, 
other parents and students. 

A member of staff: 
a) Suspects. 
b) Has evidence of a 

student being under 
the influence of 
drugs. 

�  Confirm evidence. 
�  Follow first aid 

procedure if 
necessary. 

�  Inform the Head. 
�  Interview student or 

send home. 

�  As above. �  As above, with attention to 
first aid issues if necessary. 

�  Consider child protection 
issues. 

A student discloses that 
another person is using 
or selling drugs. 

�  Inform the Head. 
�  Interview the 

student. 

�  There is no legal 
obligation to inform 
anyone. 

�  Is this another student?  Is 
this happening on the school 
site? 

�  Discuss the implications with 
the senior management team 
if it affects the school site. 

�  Consider how the police may 
be involved. 

�  Consider child protection 
issues. 

A student discloses that 
he or she is using drugs. 

�  Inform the Head. 
�  Interview the 

Student. 

�  As above. 
�  School has in ‘loco 

parentis’ 
responsibilities. 

�  Refer to specialist help if 
desired. 

�  Consider if and when parents 
should be informed. 
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WHAT TO DO IF ACTION REGULATIONS OTHER 
CONSIDERATIONS 

The School becomes 
aware that drugs are 
being sold in the vicinity 
of the school. 

 �  No legal obligation to 
inform anyone. 

�  Contact police for advice. 
�  Discuss how this may be 

communicated to staff and 
students or parents. 

A parent comes for 
advice about their child’s 
use of drugs. 

�  Offer support and 
establish issues. 

�  There is no obligation 
to inform the police, 
but if the act is taking 
place on school 
premises there may 
be a legal 
responsibility to take 
action. 

�  Advise where professional 
help may be obtained. 

�  Discuss with parents how 
this is affecting the 
students and potential 
action by the school. 
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