
BEST PRACTICES IN SUICIDE RISK ASSESSMENT DOCUMENTATION 

Risk Factors 

-A standardized risk assessment tool is used to 
guide the clinical interview and its use is 
documented in the risk assessment. 

-Risk factors for suicide are identified and 
discussed in the risk assessment. 

-If the potential of secondary gain is identified, 
secondary gain is not used to dismiss significant 
risk factors or to rule out suicide risk. 
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Consultation 
-The clinician consults with m~nt.lI ht!.llth 
clinicians, health care providN'J, (uslndi.lI :.t.)II, 
and other staff knowledgable of the offender. 

-This consultation is documcnh·d in Ilw ri .. k 
assessment. 
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Referral 
-The specific reason for the referral and the 
referral source are clearly Identified in the risk 
assessment. 

-The referral $Ource Is Interviewed and his/her 
comments are Included In the risk assessment. 

Follow-u Recommendations 

-Follow·up recommendations are clearly stated. 
-The clinician's follow·up recommendations are 
justified based upon the conclusions drawn in the 
risk assessment. 

-Interventions in addition to constant/increased 
observation are considered and discussed. These 
Interventions are focused on risk factors 
identified in the assessment. i.e., treatment is 
initiated. 

Collateral Information 

-A review of collateral information is conducted. 
to include mental and phvsical health records. as 
well as legal and custodial records. 

-Relevant findings are noted in the risk 
assessment. 
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Appendix E 

 

Documentation/Maintenance of Files; 

Sample Forms and Letters 
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Documentation/Maintenance of Files 
 

Each School Administrative Unit determines how the documentation of suicidal behavior is 

to be maintained. Some suggestions and sample forms are included in this section. 

 

1. School administrators and designated others shall maintain secure individual student 

records containing forms documenting actions taken. 

 

2. Dissemination of information about at-risk students is governed by provisions of the 

United States Family Education Rights and Privacy Act of 1974, Public Law 93-380, as 

amended by Public Law 93-586, the Education for All Handicapped Children Act, Public 

law 94-142, and 20 – A MRSA. §§ 6001 – 6001-B. 

 

3. According to Maine Law Section 3 20-A MRSA § 6001-B, all records must follow 

students who transfer either within the district or to a school in another School 

Administrative Unit in the State. 

 

4. Destruction of records shall be governed by Schedule L of the Secretary of State’s Rules 

for Disposition of Local Governing Records and Chapter 101, Maine Special Education 

Regulation 15.10. 

 

5. All written copies of reports shall be sent sealed, and labeled confidential—to be opened 

by addressee only. 

 

6. All parent correspondence should be mailed with return receipt requested. 
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This is a sample form to use as a “report of suicide risk” and to document school 

personnel’s interactions to prevent a youth suicide. 

 

Report of Suicide Risk 

 
Date Name of School School Administrative 

Unit 

 
Male 

Female 

Date of Birth Grade Parent Notification Time Date Response 

Staff Members Involved: 

Description of Problem: 

Recommendations to Parents/Guardian: 

Results of Follow-up Contact: 

Signature: 
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This is a sample form that verifies that the parent/guardian has been informed and advised of 

a student’s behavior that was not directly life threatening but of enough concern for parental 

contact. If the meeting is in person, the parent/guardian can sign it, but if the contact is by 

telephone, mail the form and have the parent/guardian(s) sign it and return it within a 

specified time frame. 

 

 
 

School Administrative Unit    
 

Parent Contact Acknowledgment Form 

 

This is to verify that I have spoken with school staff member, 
 

  on  (date), 

concerning my child’s suicidal ideation. I have been advised to seek the services of a mental 

health agency or therapist immediately. 

I understand a follow-up check by this staff person    
 

will be made with my child, the treating agency, and me within two weeks of this date. 

 
 

Parent Signature 
 

  Date: _   
 

 

 

Faculty Member Signature 
 

  Date:    
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This is a sample form, copies of which would accompany any “Report of Suicide Risk” and 

be mailed, with return receipt requested, to the parent the day after the face-to-face meeting 

to remind them of the seriousness of the situation. 

 

 
 

School Administrative Unit    
 

 

Parental Confirmation of Contact 

 

Dear  : 

 

This is to confirm our conversation of   regarding your 

child  . 

It is hoped you will seriously consider our recommendation(s). 

(list recommendations) 

As agreed, I will follow up with you on actions within two weeks. 

Please feel free to contact me regarding any further concerns. 

Signed:    
 

Date:    
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This is a sample of a form that could be used as a “risk/referral” form to be filed with the 

school system. A copy of this form should be shared with the parent as a summary of the 

steps taken and/or adapted to include a parent’s signature to verify contact and discussion. 

 

Student Record of Actions Taken 
Confidential 

 

Student Name: Name of School: Grade: Male Female 

Who initiated the referral? 
 
 Friend/Student   Parent   Teacher    

 
 Other School Personnel   Administrator    

 
 Self Referral   Other    

Reason for Referral 

Suicidal Behavior (Check one): 
 
 Suicide Attempt – Having taken action with intent to die 

 
 Suicide Threat – Saying or doing something that indicates self-destructive desires 

 
 Suicide Ideation – Having thoughts about killing self 

Action Taken (Check those that apply) 

 

 Student seen by school personnel    
(Name/Agency) 

 

 Student referred to community agency    
(Name/Agency) 

 

 Student referred to private professional    
(Name/Agency) 

 

 Student transported to a hospital/other    
(Name/Agency) 

 
 Student referred to Crisis Services    

(Name/Agency) 

Form Completed by  Date  Position  

Copies to be filed with:      
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Sample Announcements for Use with Students After A (Possible) Suicide 

 
The following information and sample announcements are taken from the book Managing 

Sudden Traumatic Loss in the Schools by Maureen M. Underwood, LCSW and Karen Dunne- 

Maxim, MS, RN (1997). This book is also available on loan from the Information Resource 

Center of the Maine Office of Substance Abuse by calling 

1-800-499-0027. 

 

1. After the school crisis response team has been mobilized, it is critical for administration 

and/or crisis team members to prepare a statement about the death for release to faculty 

and students. The announcement should include the facts as they have been officially 

communicated to the school. Announcements should not overstate or assume facts not in 

evidence. If the official cause of death has not as yet been ruled suicide, avoid making 

that assumption. There are also many instances when family members insist that a death 

that may appear to be suicide was, in fact, accidental. 

 

2. An announcement should be presented to faculty at a meeting called by the building 

administrator as soon as possible following the death. The building administrator and a 

member of the Crisis Team could facilitate the meeting. The goals of such a meeting are 

to inform the faculty, acknowledge their grief and loss, and to prepare them to respond to 

the needs of the students. Faculty will then read the announcement to their students in 

their homerooms (or other small group) so that students get the same information at the 

same time from someone they know. 

 

3. The sample announcements in this section are straightforward and are designed for use 

with faculty, students, and parents as appropriate. Directing your announcement to the 

appropriate grade level of the students is also important, especially in primary or middle 

schools. A written announcement should be sent home to parents with additional 

information about common student reactions to suicide and how to respond as well as 

suicide prevention information. 
 

Day 1 

 
Sample Announcement 

For When a Suicide has Occurred 

Morning, Day 1 

 

“This morning we heard the extremely sad news that  took his/her life last 

night. I know we are all saddened by his/her death and send our condolences to his family 

and friends. Crisis stations will be located throughout the school today for students who wish 

to talk to a counselor.  Information about the funeral will be provided when it is available, 

and students may attend with parental permission.” 
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Sample Announcement 

For a Suspicious Death Not Declared Suicide 

Morning, Day 1 

 

“This morning we heard extremely sad news that  died last 

night from a gunshot wound. This is the only information we have officially received on the 

circumstances surrounding the event.  I know we are all saddened by   ’s 

death and send our condolences to his family and friends. Crisis stations will be located 

throughout the school today for students who wish to talk to a counselor. Information about 

the funeral will be provided when it is available; students may attend with parental 

permission.” 

 

Sample Announcement 

Primary or Middle School 

Morning, Day 1 

 

“We want to take some time this morning to talk about something very sad. 

Name)  , an eighth grader, died unexpectedly last night. At this point, we 

do not officially know the cause of (his/her)  death. Death is a 

difficult issue for anyone to deal with.  Even if you didn’t know   , 

you might still have some emotional reactions to hearing about this. 

 

It is very important to be able to express our feelings about  ’s 

death, especially our loss and sadness. We want you to know that there are teachers and 

counselors available in the library all through the day to talk with you about your reaction to 

  ’s death. If you want to talk with somebody, you will be given a pass 

to go to the library where we have people who will help us through this difficult time.” 

 

End of Day 1 

4. At the end of the first day, another announcement to the whole school prior to dismissal 

can serve to join the whole school in their grieving in a simple, non-sensationalized way. 

In this case, it is appropriate for the building administrator to make an announcement 

similar to the following over the loud speaker: 

 

“Today has been a sad day for all of us. We encourage you to talk about 

  ’s death with your friends, your family and whoever else gives 

you support. We will have special staff here for you tomorrow to help in dealing 

with our loss. Let us end the day by having the whole school offer a moment of 

silence for   .” 



Maine Youth Suicide Prevention Program 

50 

 

 

Day 2 

 
5. On the second day following the death, many schools have found it helpful to start the 

day with another homeroom announcement. This announcement can include additional 

verified information, re-emphasize the continuing availability of in-school resources and 

provide information to facilitate grief. Here’s a sample of how this announcement might 

be handled: 

 

“We know that  ’s death has been declared a suicide. 

Even though we might try to understand the reasons for his/her doing this, we can 

never really know what was going on that made him/her take his/her life. One 

thing that’s important to remember is that there is never just one reason for a 

suicide. There are always many reasons or causes and we will never be able to 

figure them all out. 

 

Today we begin the process of returning to a normal schedule in school.  This 

may be hard for some of us to do. Counselors are still available in school to help 

us deal with our feelings. If you feel the need to speak to a counselor, either alone 

or with a friend, tell a teacher, the principal, or the school nurse, and they will 

help make the arrangements. 

 

We also have information about the visitation and funeral. The visitation will be 

held tomorrow evening at the  Funeral Home from 7 to 9 pm. There will 

be a funeral Mass Friday morning at 10:00 am at _  Church. In order to 

be excused from school to attend the funeral, you will need to be accompanied by 

a parent or relative, or have your parent’s permission to attend. We also 

encourage you to ask your parents to go with you to the funeral home.” 
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Sample Parent Notification Letter 

 

 

 

Date 

 

Dear Parent(s)/Caregiver(s): 

It is with great sadness that I share the news of the death by suicide     

(insert student’s name), one of our students. Our thoughts are with    

(the student’s name) family and friends at this difficult time. 

 

The funeral arrangements are as follows: 
 

 

  . 
 

If your child wishes to be released from school to attend the funeral service, you will need to 

send a signed permission note. We strongly encourage you to attend the service with your child, 

if at all possible, to provide reassurance and support. 

 

Your child may experience many feelings and want to share those feelings with you. Listening 

to your son or daughter is the best way to help them through this time. Two important messages 

to share with your child are: 1) all of us should seek help from others when we are feeling down 

or hurting; and 2) young people should always tell an adult if they are worried about a friend 

hurting him/herself or feeling suicidal. Sharing this type of information is not breaking a secret 

but potentially saving a life. 

 

Since learning of (name the student’s) death, the school administration has taken steps to support 

students and staff. Trained counselors are meeting with students and will continue to do so to 

help them deal with their feelings. If your child needs more support to cope with this tragedy, 

please contact 
 

 

If your child is already using the services of a mental health professional, please share this 
information with that counselor so that they can provide additional support. 

 

I am sending resources that may help you. They include (local resources, signs of depression, 

stages of grief, etc. ) 

The school’s crisis response team and I will continue to support the healing of all students and 

staff.  Please contact me  (insert phone number or e-mail) 

with any concerns that you have. 

 

Sincerely, 

 

 

Principal’s name 


