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REPORTING BREAK-INS

When a break-in has been discovered, Colorado Springs School District 11 (the District) staff will
report this discovery to law enforcement and to the District’'s Security Department. The conditions of
the building are to remain as found until law enforcement arrives.

The principal of a school or the Director or designee at a non-school based location, will file a
written report of a break-in with the District’s Security Department. This report should describe fully
the probable time of the break-in, time of discovery, who made the discovery, conditions as found,
and damage or losses. In the absence of the principal, the building manger should file the report.
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