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Entering Behavior Events

There are two ways to enter a Behavior event:
1. Behavior Referral: This tool allows you to report a Behavior Incident. This can be entered by a teacher

or secretary and sent to the appropriate administrator to handle the resolution of the student. This
option would alleviate the need for a paper referral to be filled out and sent to the office. To view this
tool see page 13.

2. Behavior Management: This tool allows you to create new Behavior Incidents and manage submitted
referrals. If using a paper referral process and the Behavior Incident, Event, and Resolution are all
entered by one individual, the Behavior Management tool would be used.

Multi-Event Resolutions

If a resolution spans across multiple events or incidents, only one discipline resolution needs to be
entered. Enter the discipline resolution with the highest offense for the student. Then enter “Resolved
Through Associated Event/Incident” on all other events that are associated with the resolution.

NOTE: In these types of situations, if you enter multiple OSS or ISS records, the days and resolutions will be
duplicated in our reporting to the State.

e Resolved Through Associated Event/Incident: The resolution for the student was entered with another
event/incident. Be sure to list the event/incident that has the final resolution in the Resolution Details

(see below):

Add Resolution x

Resolution Details

*Resolufion Type:
92: Resolved Through Associated Event v

Resolution Assign Date: R Start Date: R Start Time: R ion End Date: R ion End Time:
06/042018 75| 08042018 75| 03:08 PM 08042018 75|
Duration in School Days:

Behavior Admin Staff Mame

Delails 1
Resolved in event on 08/04/13 - Disrespect to Staff

Failure to Meet Conditions of Suspension (Secondary Only)
When a student is assigned to the SSC classroom, but fails to meet the conditions of the suspension the
following steps need to be taken to ensure accurate reporting of their resolution(s)

e SCENARIO 1: A student is assigned SSC, but does not attend at all.
1. Change “Suspended Student Classroom” resolution to “OSS” and add a note in the details of the

Resolution that the resolution was changed from SSC to OSS due to non-attendance at SSC.
NOTE: If you leave SSC as the resolution and add OSS as a second resolution, it will report to DESE as
ISS for x# days and OSS for x# days, thus inflating the number of 0OSS/ISS reported publicly. SSC is
reported to DESE as In School Suspension, therefore misrepresenting the type of suspension the
student served.
e SCENARIO 2: A student is assigned SSC, attends some, but not all days.
1. Update SSC/ISS resolution “Resolution End Date” and “Duration in School Days” to reflect actual
days attended and add a note in the details of the resolution of the change.
2. Create a second resolution of “Out of School Suspension” for the remainder of suspension to be
served and add a note in the details of the resolution of the change.
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NOTE: If you leave the current dates in the SSC resolution and add OSS as a second resolution, it will
report to DESE as ISS for x# days and OSS for x# days, thus inflating the number of OSS/ISS reported
publicly.

Pending Hearing Resolutions (Secondary Only)

When an event results in a hearing, the school building will enter two resolutions, a suspension (0SS, ISS, SSC)
resolution of 10 days and a Pending Hearing Resolution. This allows the secondary office, who handle the
scheduling of hearings, to pulling information on these events. A hearing is scheduled with the student.

The goal is to schedule and hold the hearing within the initial 10 days of suspension given by the building;
however, there are times where this does not occur and a student is suspended until they attend a hearing.
Depending on the scenario, the following should occur:

e SCENARIO 1: Behavior Event results in a Hearing. Student is given 10 days OSS by building. Hearing
occurs BEFORE the originally assigned 10 days OSS.
1. Based off the outcome of the Hearing, Secondary office will:

a. Enter the Hearing Date as the end date of the Pending Hearing Resolution

b. Enter the outcome of the hearing in the details of the Pending Hearing Resolution

c. Email appropriate school staff of the details of the hearing along with when they can

return to school.
o If additional suspension days are given the building will add a new resolution for
the given suspension with the appropriate dates under the appropriate event
e If alternate placement is given the building will update enrollment/schedule as
needed
e SCENARIO 2: Behavior Event results in a Hearing. Student is given 10 days OSS by building. Hearing
occurs AFTER the originally assigned 10 days OSS.
1. Based off the outcome of the Hearing, Secondary office will:

a. Adjust the end date of the “Out Of School Suspension”
Add notes in Details of the resolution to reflect change in end date
Save attendance through the behavior event
Enter the Hearing Date as the end date of the Pending Hearing Resolution
Enter the outcome of the hearing in the details of the Pending Hearing Resolution
Email appropriate school staff of the details of the hearing along with when they can
return to school.

-0 a0 o

e [f additional suspension days are given the building will add a new resolution for
the given suspension with the appropriate dates under the appropriate event

e If alternate placement is given the building will update enrollment/schedule as
needed

NOTE: If we do not adjust the OSS resolution we are misreporting the amount of 0SS a student is receiving in
this one event.
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Behavior Management

New incidents can be entered in Behavior Management or if a referral(s) was done, the

incident(s) can be managed from here.

Select the Current Year, School, and Calendar

Index | Search | Help |

|I'|| District Notices

|'Yaar 12-13 || School | Jefferson City High School-NCC || Calendar | 12-13 Jefferson City High Scho [ | b
L]
‘ {

! Student Information

£4 Instruction
@;ﬂ Census

The Office of Student Information, Planning and A
updated with Infinite Campus resources: ntioiolawes 03
1

Entering a New Incident
Click on Behavior > Behavior Management> Click New

| ear [12-13

Index ‘ Search ‘ Help |

[
| Student Information
Instruction

[+ §B Census

eien e

[=] School | Jefferson City High School- NCC [w] Calendar | 12-13 Jefferson City High Scho [

(4 Behavior Management |
I@-_
Status F : | Submitted/In Progress IZ‘

Alignment Fiter: | Discipline/Award El

Incident Management Editor

Title | DateTime | Location | context | Submitted By | status

B Detention Tracker
Admin
Reports.
Health

i Attendance
# Schedyiing

Pep Rally Incident 02/04/2013 9:37 AM  On Campus: Other outside  School-spensored activity  Leesman, Kailey SB

area

e il o .

Incident Detail Information
The following fields MUST be filled out:

Alignment (choose Discipline)

e a brief description of the incident)

Date of Incident (Will default to current date. This is the day the Incident occurred.)
Time of Incident (Will default to current time. This is the time the Incident occurred.)

e Status

e Submitted By
[ ]

o Title (provid

[ ]

[ ]

e Context

e Location

[ ]

names in thi

s description)

etail Information

Details

observers’ backpacks.

Events and Participants

Thiz section wil store event and participant information. Event Details will be shared across participants. Participant Details will only be displayed on
R il el i e LD h-.&—amu—riﬁ..“

Thig section stores information specific to the incident and will be shared on all participant's behavior tab. Add Event/Participant button will not be
enabled until all required fields are filled.

Status Submited Date:
In Progress El Submitted BY: || cesman, Kailey El

=Alignment Title

Discipling [= ] Pep Rally Incident
*Date of Incident *Time of Incident Damages
02/04/2013 E| 9:37 AM : ]
Context Context Description

10: School-spensored activity El School Pep Rally
Location Lecation Description

2n: On Campus: Other outside area El Across Street From HS Football Stadium b

During a pep rally at school, a fight breaks out between two students, which results in a third student being injured. Two teachers break up the
fight and find that ene of the students is in pessessien of drugs. VWhile the fight is happening, another student is caught attempting to steal from

Page 4 of 28

Office of Student Information, Planning and Assessment

Details (provide a more detailed, but objective, description of the incident. Do not list any student

Modified 7/31/18



Events and Participants

Click on Add Event/Participant to describe the individual Event occurrences and the Participants in each event.

Location Location Description
2n: On Campus: Other cutside area El Across Street From HS Football Stadium
Details

During a pep ralty at school, a fight breaks cut between two students, which results in a third student being injured. Two teachers break up the :

fight and find that one of the students is in possession of drugs. While the fight is happening, ancther student is caught attempting to steal from
observers' backpacks.

Event= and Participants

This section wil store event and participant information. Event Details wil be shared across participants. Participant Details will only be displayed on |}
that person’s behavior tab.

Add Event/Participant _fxdd Resolution

e FiE e —

Event Details
The following fields MUST be filled out:
e Event Type

e Violence Indicator (Mark this only if the behavior event should be flagged as such. DO NOT mark this

box until you have spoken to the Assistant Superintendent of Elementary or Secondary Ed.)
e Date of Entered

Event and Participant Details x

[Event Details

*Event Type:
T: Tobacco v
Demerits: 0 State Code: T: Tobacco Use Category: Minor

iolence Indicator

Detained by Police
M:Mo ¥

Dafe Entered:
12212018 3

Participant(s) Details

Add Participant

Filter: Student Name or Complete Student Number:
Students hd Type name here to search for parficipant Search

Save Draft Close

Participant(s) Details
Participants other than students can be added to the event. The Filter will allow a search for Students, School

Employees, or All People. However, our district is not currently adding anyone to discipline events except
Students.

Select the type of Filter of Student > Type the full name or part of the name of the participant. If the participant
is a student, the student number can be entered. Hit Search

Participant(s) Details

1 Add Particingnt
-( Fitter: Student Name or Complete Student Number:
| Students [=] Do } Search

'y

Save Draft Close
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A drop down list of names will display below the text box where the student name was entered. Select the

correct student from this list.

Participant(s) Details

Add Participant
Filter: Student Name or Complete Student Number:

Students El D

Dhaiesiin 0 o (Gender: M Grade: 11 Age: 17 % #

Save Draft Close

The following fields MUST be filled out:
e Role (select Offender)

e Injury
e Injury Description (Only if an Injury occurred)
e Details

e If an event type of Alcohol, Drugs, Harassment, Tobacco and Weapon, the system will require you to

specify more information about the type.

Event and Participant Details ®
Event Details
*Event Type:
T: Tobacco ¥
Demerits: 0 State Code: T: Tobacco Use Category: Minor

Violence Indicator

Custom Data Elements

Detained by Police
MH: Mo ¥

Date Entered:
11222018 75|

Participant(s) Details

Ld S | {Uncheck to exclude Hide Details
participant.

Role: Demerits
Offender ¥ |0

Injury Injury Description Medical Service
1: Mo Injury \J Provided:

Defails:
In possession of vape devices (2) and vape juice with intenficns te buy/sell.

*Drug Type Drug Description
15 Other r ‘Vape devices and vape juice

Add

Add Participant
Filter: Student Name or Complete Student Number:
Students A Search
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Participant(s) Details

Disstie 4 sl (Gender: M Grade: 11 Age: 17 # $Ss)
Syl . slieie (Gender: F Grade: 12 Age: 17 #: #8ss) __Hide Detailz \
Role: Demerits “Relationship to School g:.llc:k ?Sg‘le
The check box Dffender [=] |0 1: Current Student [=] D :cD“I, tl €
L etails to
indicates that the Injury Injury Description Medical Service expandfcouapse
- - 5 - Provided: .
student is a I:'l?n;sc:par';t 1: No Injury [=] e the detail fields
Inthe Event. Ceiaie for each
etails: ..
Once the first Event is Student Mame started to argue with Student 2 and Student 2 threw a punch which resufted in a fight Partlmpant
. . starting.
created in the Incident,
the Particpants will
automatically be
avaliable for selection.
Mark the checkbox next — P —
P . #y $ LeMeleN (Gender: F Grade: g b - P
to the Participant's !
name to include them in
the Event. Role: Demsrits “Relatienship to School
Victim El 0 1: Current Student El
Injury Injury Description Medical Service
2: Minor Injury [=] |3crap on Hands Provided:
O
Details:
Was knocked en the ground when Student 1 & Student 2 start fighting.
Add Participant
Fitter: Student Name or Complete Student Mumber:
Students [=] Search

Save |Close

Repeat the steps under the Participant(s) Detail section above to add all participants involved in the event. Then
click Save.

If more than one Event occurred within the Incident, click Add Event/Participant and repeat the steps under the
Event and Participants section. If all events and participants have been entered, then click Add Resolution.
*NOTE: A resolution can also be added under the student’s Behavior Tab

1 nghit whes TG Wil 0ne G1 e SenLs 15 0l pussedsion 07 ooy, Ve s agnl & aaPpenny, dobwes SIUem 1% Chuygih dheilipmy e $Ed Tium
observers' backpacks.

 Number of Victims
. Students: 1

Events and Participants
' Thig section will store event and participant information. Event Details will be shared acrogs participants. Participant Details will only be displayed on
fthat person's behavior tab.

: Review Participants.
![:]F_ighting (Ewent ID: 92128)
I <Y - Offender

| E ﬁ Syl alimee - Offender
I £ ki W - Victim
| [:| Drugs (Event ID: 92127}
L 2D - Dffender
! [C1Theft (Event ID: 52128)
E Br " - Offender

e e b ot P Tt e, . e e i =

[ Add Event/Participant | [ Add Resolution |

t
i
L

.

P p—— e p———y—
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Resolution Details
The following fields MUST be filled out:
e Resolution Type

o Resolution Assign Date (Date the resolution was assigned. Will default to the current date)
e Resolution Start Date (The date the student will begin serving the resolution. Will default to the current

date)
e Resolution Start Time (Will default to the current time)

o Resolution End Date *Critical for State Reporting (Ex: End date of three day suspension by the student)
e Duration in School Days *Critical for State Reporting (Amount in Days. NOTE: Any length of removal
under a whole day must be entered as 1 whole day. This MUST be entered if a suspension occurs.)

e Behavior Admin Staff Name (The behavior staff member assigning the resolution)

o Apply To (Mark the student that this resolution applies to)

o See the Resolutions section on page 2 when a resolution spans across multiple events and

incidents

o NOTE!!: Multiple resolutions can be assigned to a participant, but resolutions cannot be
concurrent. If a user attempts to assign resolutions that occur at the same time, a warning
message will appear instructing users to modify Start and End Dates before saving the record.

Add Resolution x

Resolution Details

"Resolution Type:
055: Out of School Suspension El
State Code: 0SS Out of School Suspension Categery: Minor
Resolution Azsign Date:  Resolution Start Date:  Resolution Start Time:  Resolution End Date:  Resolution End Time:
02/05/2013 3 02/08/2013 H 7:55 AM 021342013 H 2:55 PM

Duration in School Days:

kel
Behavior Admin Staff Name

Ridgew ay, Tammy El
Details:

Modified Length
Alternative Placement

*Apply To:
Fighting
710
=
K
Drugs

Theft

Save Close

Click Save.

Theft ‘

B T T M e et T

I, 5 | "

iy M Sy
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If more Resolutions need to be entered for participants, click Add Resolution and repeat the steps under the
Resolutions Detail section. When the Incident, Events, Participants, and Resolutions are all entered change the
status to Complete and click Save.

| { Behavior Management I
" Delete | ] New

Status Fitter: | Submitted/In Prograss El Alignment Fitter: | Discipline/Award |Z|

Title | Date/Time | Location | Context | Submitted By | Status

Incident Detail Inform: tion
This section stores inform3ien specific to the incident and will be shared on all participant's behavior tab. Add Event/Participant button wil not be
enabled until all required fields are filled.

Incident ID: 91452 'Status | Submitted Date: 04424/2013 01:50 PM
Complete El Submitted BY: | | cesman, Kailey El
=Alignment 4
Dizcipline Pep Rally Incident
*Date of Incident *Time of Incident Camages
02/04/2012 E| 0%:37 AM § |0.00
Context Context Description
10: Schookspensored activity El School Pep Rally
Location Location Description
2n: On Campus: Other outzide area El Across Street From HS Football Stadium
Detailz

During a pep rally at scheol, a fight breaks out between two students, which results in a third student being injured. Two teachers break up the
fight and find that one of the students is in possession of drugs. While the fight is happening, another student is caught attempting to steal from
observers’ backpacks.

Number of Victims
Students: 1

Events and Participants
This section will store event and participant information. Event Details will be shared across participants. Participant Details will only be displayed on
that perzon’s behavior tab.

et s b B bl e e, N Ry e st e N Tl bl g, S e b T Ny Bk g Wtk Bttty e

Review Participants

.

[:] Fighting (Event ID: 92128}
ﬂ Dissilin sl - O ffender
D Suspended Student Clagsroom (Resolution ID; $0313)
7 Sl s - Offender
D Sugzpended Student Classroom (Resolution ID: S0314) ]
o fF K S - Victim
[C1Drugs (Event ID: 92127)
Eﬂ Disitie adsain - Offender I
D Out of Schoel Suspension (Resclution ID: $0315)
[ Theft (Event ID: 92128)
= Bemsssiies: Samae - O ffender
D Out of School Suspenzion (Resolution ID: $0318)

oy

pe s L
[ Add EventParticipant | [ Add Resolution | |
P ———— L - A g gt b ottt ot W B e . T ol i n B —-—

Once the incident has been marked Complete, it will no longer display under the Behavior Management screen
if the Status Filter is set to “Submitted/In Progress”.

[ Behavior Management I

D New

|tatus Filter: | Submitted/In Progress EI Alignment Fitter: | Discipline/&ward E‘ IP:In PI'OQI'ESS
Incident Management Editor $B: Submitted
Title | DateTime | Location | Context | Submitted By Status CM: Complete
Feur Student Fight 04/24/2013 2.3 P On Campus: Hallway or During passing Bruemmer, Dennis IP

stairs -1
Pep Rally Incident 02/04/2013 $:37 AN On Campus: Other outside Schoolspensored activity  Leesman, Kailey 5B

area

i a gl . e ST PRy e
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Linking Behavior Resolutions to Attendance Records

If a resolution of ISS: In School Suspension, OSS: Out of School Suspension, or OSS+: Out of School Suspension is
selected, an additional field will appear in the Resolutions Detail Page that will allow you to link the behavior
resolution to the student’s attendance records. If attendance should be entered for the resolution, follow the

steps below.

Under Attendance Code select the code that matches the resolution

RS P R RIS PP ol e g il Aot

Add Resolution

Resolution Details
*Resolution Type:
0S5: Out of School Suspension -

State Code: 0SS: Out of School Suspension Category: Minor
Resolution Assign Date: *Resolution Start Date:  Resolution Start Time: *Resolution End Date:  Resolution End Time:

0102017 H 01102017 H 11:08 AM MH22017 E
Duration in School Days:

Attendance Code (Warning:Saving this resolution will ppdate attendance)
0SS; Out of School Suspensien |L]

IS5 In School Suspension
0S55: Out of School Suspension
055+ Out of School Suspension with Service

»

Select the Students that will be assigned this resolution
*Apply To:
Fighting
Vs
]
V]
Drugs

Oo

Theft
Vg
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Select the Check for attendance conflicts button to verify the student’s attendance for conflicts. If applicable,
any existing attendance events entered during the resolution date range will be displayed.

*Apply To: —
Fighting
] o

B |

= ] o i
Drugs

= ] Do i s
Theft

~ [ oy .

record for the specified date and time range. What action would

you like to take?

Period
=2 ZH 1 | 2 FAST| 4 | 6 | AS

oo |

Take the following action: Save attendance but do not overwrite -

ZH 1 2 FAST 4 5 | AS

oo ||

Take the following action: Save attendance but do not overwrite -

Choose one of the following options in the Take the following action drop down list
e Overwrite existing attendance - The existing attendance event(s) displayed will be overwritten by the
attendance code selected as part of the resolution.
e Save attendance but do not overwrite - The attendance code selected as part of the resolution will be
added to the student's attendance record. Any existing records will be left intact.
e Save behavior resolution but not the attendance - The entered behavior resolution will be saved but the
selected attendance code will not be added to the student's attendance record.

Kot - @sani

Period
1 2 FAST 4 5 | AS

Date

ZH
o wes ogs o8s |
vomrree| |

Take the following action: Save attendance but do not overwrite -

Eag « o

Period
ZH 1 2 FAST 4 5

Date

oot

fake the ing action: ; Save attendance but do not overwrite - ﬁ“‘ ]
Overwrite Existing attendance |

B e 1€ aitendance but do not overwrite
Save behavior resolution but not the attendance Save Close

Based on your selection, the student’s attendance will update and comments will be automatically entered.

et B W < Graduation Plan
Grade: 10 #0004507 DOB:09/02/2000 Gender:M Counselor: Clayton, Adams

Lockers Graduation Athletics AdHoc Letters. Waiver Records Transfer Misc
504 Restraint or Removal Medical Academy Central Enroliment JCPS Waivers Persc
[ v [ RO [
Summary Enroliments Schedule Attendance Flags Grades Transcript ! Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary
E New E Period Detail E Daily Detail E Documents ﬂ Save E Documents
Unknown Excised [Unexciised Exempt Attendance Information
Tem T1 08182016 - 101812016

Instructional Days: 42 Present Days: 41.79 Period Code Status Excuse Present Minutes Comments

=]
=1

Period 7H 12 FAST 4 5 AS T 011212017 Thu ZH | Not Stheduled
e U [{H@ U RS 1 || 0SS: Out of School Suspension

Set from Behavior Resolution 1D 122116

i L v[ A E (o
EaryRelease |0 0(0/0 ojojo [0 01172017 Wed
2 || 035: Out of Sthool Suspension r| A E g Set from Behavior Resolution D 122116

Tardy o [o[1[0 o[o[o |1 [ovoG0T Tue |

— o FAST || 055: Out of School Suspension v| A E o Set from Behavior Resolution 10 122118
Instructional Days: : 42.] 4 || 035: Out of Sthool Suspension ¥| A E o Set from Behavior Resolution ID 122116
o 2L E2 4 u RS 5 | 0SS: Out of School Suspension v A E |fo Set from Behavior Resolution ID 122116
Absent o |o[ojo o[1]0 |1 100612076 Tha =
EarlyRelease |0 |0|0|0 ojojo |o RS G | [FIEEETTEY
Tardy 0 [ojojo ofojo [0 [ Fown || clear | [ [ [

e e D e e “—Cannot record attendance. Student is not scheduled or course dossn't take attendance.
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Entering a Behavior Referral

Things to think about when entering a digital behavior referral:
e Be aware of the wording being used in the detail of the referral. Parents/Guardians get a copy of the
referral so information placed into the referral needs to be objective. Do not include opinion
statements in the referral.

Campus Tools > Behavior > Behavior Referral

1. Switch from Campus Instruction to Campus Tools

Infigite "D i 17-18 Jefferson City High Scho
Campus Campus Instruction City Hig ‘
Message Center =
g [ 3 | LIS Process Alerts n| Announcements [JEI ‘ g’

- Al LC

Discussions Select All Remove | | Search | Sertby: |Sticky -
[rew | | | | \ camos | o
Tools Community
Planner Message Center (4)
*  District Announcement Oniine Resources

Grade Book A link to online resources for Infinite Campus has been added under the Index Tab called JCPS IC Resources. This link is

Year | 17-18 v | School | Jefferson City High School -NCC ¥ | Section | 1) 2111A-4 Government v

Index Search - Behavior Referral

v Student Information Title | Dale/Time | Location | Context

General

» 85T

~ Behavior

Behavior Referra\gg

oo

Account Settings

3. Select New

Behavior Referral

Incident Rb,n il Editor

| DateMime | Location

Incident Detail Information
The following fields MUST be filled out:
e Alignment (choose Discipline)
o Date of Incident (will default to current date. This is the day the incident occurred.)
o Time of Incident (will default to current time. This is the time the incident occurred.)
o Title (provide a brief description of the incident)
e Context
e Location
e Details (provide a more detailed, but objective, description of the incident. Do not list any student
names in this description)
e Notify (This would be an administrator who would be responsible for addressing the incident)
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Incident Detail Information

*Alignment
Discipline ¥
Title
Tobacco & Vieapon

Context
2: Before Class

Context Description

This section stores information specific to the incident and will be shared on all participants behavior tab.

*Date of Incident
0172202015 H

*Time of Incidant
09:29 AM

*Nofify (CTRL-click or
SHIFT-click to select
multiple )

Adams, Jacoh
Brickey, Karen
Bryan, Julie

James, Robert
Jennewein, Jeff

Page 13 of 28

Dietails

Loatin [ohased Joson
2c: On G : Cl v ’
c: On Campus: Classroom Meldrum. Ben
Location Description Damages
5

In possession of vape devices (2) and vape juice vath intentions fo buy/sell.

In possession of a deuble blade knife|

Events and Particips

displayed on that person's behavior tab.

| Add Event/Participant | Add Behavior Response | Manage Files |

This section will store event and participant information. Event Details will be shared across parlicipants. Parficipant Details will only be|

Events and Participants
The following fields MUST be filled out:
o Event Type (predetermined event names that are consistent across students)

e Violence Indicator (DO NOT mark this box. Your administrator will make this determination.)

e Date of Entered

Event and Participant Details ®

Event Details

*Event Type:
T. Tobacco v
Demerits: 0 State Code: T: Tobacco Use Category: Minor

Viclence Indicator

Custom Data Elements
Detained by Police

M:Mo ¥
Date Entersd:
172212018 H

Participant{s) Details

Add Participant

Filter: Student Name or Complete Student Number:
Students r Type name here to search for parficipant Search

Save Draft Cloze

Office of Student Information, Planning and Assessment
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Participant(s) Details
Participants other than students can be added to the event. The Filter will allow a search for Students, School

Employees, or All People. However, our district is not currently adding anyone to discipline events except
Students.

Select the type of Filter of Students> Type all or part of the name of the participant. If the participantis a

student, the student number can be entered. Hit Search

Participant(s) Details

Add Participant

Fitter: Student Name or Complete Student Number:

Students [ ! Search
{5

T

Save Draft Close

A drop down list of names will display below the text box where the student name was entered. Select the
correct student from this list.

Participant(s) Details

Add Participant
Fiter: Student Name or Complete Student Number:

Stugents =] Dt

Duvem (Gender: M Grade: 11 Age: 178 &

Save Draft Close

The following fields MUST be filled out:

Page 14 of 28

¢ Role (select Offender)

e Injury (i.e. No Injury, Minor, Major, Serious Bodily Injury)

e Injury Description (Only if an Injury occurred)
e Details

e If an event type of Alcohol, Drugs, Harassment, Tobacco and Weapon, the system will require you to

specify more information about the type.

Event and Participant Details x
[Event Details

*Event Type:

T. Tobacco A

Demerits: 0 State Code: T Tobacco Use GCategory- Minor

Violence Indicator

Detained by Police
N:MNo v

Dafe Entersd.
1/2212018 E

Participant(s) Details
" 1 (Uncheck to exclude Hide Details
participant.}

Role: Demerits
Offender v |0

Injury Injury Description Medical Service
1: No Injury v rovided.
Details:

In possession of vape devices (2) and vape juice with intenfions te buy/sell.

*Drug Type Drug Description
18 Other ¥ | |vape devices and vape juice

Add

Add Participant

Filter: Student Name or Complete Student Number:
Students v

Office of Student Information, Planning and Assessment
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Repeat the steps under the Participant(s) Detail section above to add all participants involved in the event. Then

click Save Draft.

Participant(s) Details

L {Uncheck to exclude participant.) Hide Details
Role: Demerits
Offender v ||0
Injury Injury Description Medical Service
1: No Injury v Provided:
Details.
In possession of vape devices (2) and vape juice with intentions fo buy/sell
*Drug Type Drug Description
18: Other v Vape devices and vape juice
e
Add
Add Participant
Filter: Student Name or Complete Student Number:
Students v Type name here to search for parficipant Search

Save Draft Delete Close

If more than one Event occurred within the Incident, click Add Event/Participant and repeat the steps under the
Event and Participants section. If more events or participants need to be added later, click Save Draft. If all

events and participants have been entered and the referral is done, click Submit.

Behavior Referral

Save Draft Submit Delete New

Incident ID: 128001 *Alignment
Discipline ¥
Title
Tobacco & Weapon
Context
2 Before Class r

Context Description

Location
2c: On Campus: Classroom v

Location Description

Deetails

In possession of a double blade knife.

Events and Participants
displayed on that person's behavior tab.

"] Tobacco (Event ID: 123498)
2 - —
[~ Weapon (Event ID: 129499)

| Add Event/Participant | Add Eehavior Response | Manage Files |

*Date of Incident

0172202018 7=

In possession of vape devices (2) and vape juice with intentions o buy/sell.

Title: | DateMime | Location | Context
Tobacco & Weapon 01/22/2015 929 AM  On Campus: Classroom Before Class
Incident Detail Information

This section stores information specific to the incident and will be shared on all participants behavior tab.

*Time of Incident
09:23 AM

“hotfy (CTRL-click or
SHIFT-click to select
muifiple)

Adams, Jacob
Brickey, Karen
Bryan, Julie

James, Robert
Jennewein, Jeff
Lauchstaedt, Joseph
Lengan, Sharcn
Meldrum, Ben
Damages

5000

This section will store event and parficipant information. Event Details will be shared across paricipants. Parficipant Details will only bef

Review Participants

Page 15 of 28
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Once the referral has been submitted, it will no longer show on the list. The administrator selected in the

referral will receive a message that a behavior referral has been entered that needs review.

Behavior Referral

New

Title | DateMime | Lecation | Context

Incident Referral Editor

Behavior referral has been submitted.

Draft. If all events and participants have been entered and the referral is done, click Submit.

Once the Incident has been submitted, it will no longer display under the Behavior Referral screen. It will now
display under the Behavior Management screen. The staff selected in the Notify box in the Incident Detail

Information will receive notification in their Process Inbox.

Completing a Referral
Select the Referral in the Behavior Management list

Wﬂeha\ﬁnr Management I

[ save ¥ Delete [ ] New

|
| Status Fiter: | Submitted/In Progress Iz‘ Alignment Fiter: | Discipline/fward Iz‘
| Incident Management Editor
Title | DaterTime | Location | Context | Submitted By | Status
‘ Four Student Fight 04/24/2013 2.3 P On Campus: Hallway or Dwring passing Bruemmer, Dennis IP
L
! p R d 4 g A 0 pus: O outsid ool-sponsored B
|
i
1
|
| Incident Detail Information J
i | This section stores information specific to the incident and wil be shared on all participant's behavior tab. Add Event/Participant button will not be
| enabled until all required fields are filled. ;
i
‘ Incident ID: §1451 Status. Submitted Date: 04/24/2013 11:10 AM
| Submitted El Submitted BY: | | cesman, Kailey El
| =Alignment Title 1
| | | Discipline Pep Rally Incident]
| Date of Incident *Time of Incident Damages
At e ATl s el il - "l
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Click Add Resolution to enter a Resolution for each Participant in each Event.

*NOTE: A resolution can also be added under the student’s Behavior tab

- ighL wfi TG UHBL ONE G D18 SWUBLLS 1S d) PUSSEISILI 0T rays. I ni gD is daBbennd, dublner SIWUE 8§ Cuyd dhelipuy 1 36! Luh
observers’ backpacks

 Number of Victims
; Students: 1

Events and Participants
“This section will store event and participant information. Event Details will be shared across participants. Participant Details will only be dizplayed on
-that person’s behavior tab.
f Review Participants
| I:l Fighting (Event ID: 92126)
: D4 - Offender
! ﬂ Sydiay sliwis - Offender
1 K S - victim
} CDrugs (Event ID: 92127)
i o - Dffender
| COTheft (Event ID: 92128)
| =8l - Offender

|[ Add Event/Participant ] [ Add Resolution ] |

}

L..“_- e i Bt s Wk b i . 1.1 i

b e y—— R P o

Resolution Details
The following fields MUST be filled out:
e Resolution Type

e Resolution Assign Date (Date the Resolution was assigned. Will default to the current date)
e Resolution Start Date (The date the student will begin “serving” the Resolution. Will default to the

current date)
e Resolution Start Time (Will default to the current time)

e Resolution End Date *Critical for State Reporting (Ex: End date of three day suspension by the student)
e Duration in School Days *Critical for State Reporting (Amount in Days. NOTE: Any length of removal
under a whole day must be entered as 1 whole day. This MUST be entered if an In School or Out of

School Suspension occurs.)

e Behavior Admin Staff Name (The staff member responsible for the Resolution)

e Apply To (Mark the student this Resolution applies to)

o See the Resolutions section on page 2 when a resolution spans across multiple events and

incidents

o NOTE!!: Multiple Resolutions can be assigned to a participant, but Resolutions cannot be
concurrent. If a user attempts to assign Resolutions that occur at the same time, a warning
message will appear instructing users to modify Start and End Dates before saving the record.

Add Resolution ®

Resolution Details

"Resolution Type

053 Out of School Suspension E‘

State Code: 0SS: Out of School Suspension Category: Minor
R tion Assign Date:  Resolution Start Date:  Resolution Start Tme:  Resolution End Date:  Resolution End Time:
02/05/2013 H 02/06/2013 H 7:55 AM 02/13/2013 H 2:55 PM

Duration in School Days:

6
Behavior Admin Staff Name

Ridgeway, Tammy lz‘
Details:

Modified Length
Alternative Placement

*Apply To:
Fighting

[@]0

(WE

I
Drugs

[ 0%
Theft

B

Save Close
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Click Save.

T SO
Theft

[] Bimibins: S

If more Resolutions need to be entered for participants, click Add Resolution and repeat the steps under the
Resolutions Detail section. When the Incident, Events, Participants, and Resolutions are all entered change the

status to Complete and click Save.

" Behavior Management I

Inciden. Management Editor
Title | DateTime Location

Status Filter: | Submitted/In Progress H Alignment Fitter: | Discipline/Award H

| context Submitted By

Status

Incident Detail Informs tion

enabled until all required fields are filled.

Leesman, Kailey EI

02/04/2013 | g 08:37 AM -]

Incident ID: 91452 Status Submitted Date: 04/24/2013 01:50 P
H Submitted By:

*Alignment

|Pep Rally Incident |

*Date of Incident *Tirng of Incident Damages

This section stores inform3ien specific to the incident and will be shared on all participant's behavior tab. Add Event/Participant button wil not be

Context Context Description

| 10: Schoolspensored activity EI |Schucll Pep Rally |
Location Lecation Description

| 2n: On Campus: Other outside area El |Acrc|ss Street From HS Football Stadium |
Details

observers' backpacks.

During a pep raly at school, a fight breaks out between two students, which results in a third student being injured. Two teachers break up the
fight and find that one of the students is in possession of drugs. While the fight iz happening, another student iz caught attempting to steal from

Number of Victims
Students: 1

Events and Participants

that perzon’s behavior tab.

[:] Fighting (Event ID: 92128)
. -2 Dmse s - Offender

D Suzpended Student Classrocom (Resolution ID: $0313)
£ Semey slwns - Offender

D Suspended Student Classroom (Resclution ID: 90314)
o Ky S - Victim
[C1Drugs (Event ID: 82127)

Eﬂ Disssiin sl - Offender

D Out of School Suspension (Resclution ID: $0315)
[CTheft (Event ID: 92128)
Eﬂ Bemsssees Sae - Offender

D Out of Schoel Suspension (Resclution ID: $0316)

[ Add Event/Participant i[[ Add Resolution |

This section will store event and participant information. Event Details will be shared across participants. Participant Details will only be displayed on

Review Participants

Plgryvre - A e b ek B B B e g ek = B e b B i g
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Once the Incident has been marked Complete, it will no longer display under the Behavior Management screen
if the Status Filter is set to “Submitted/In Progress”.

ﬁﬂehav’mr Management I 4
[ new

Status Filter: | Submitted/In Pregress El

IP: In Progress

Alignment Fitter: | Discipline/Award El
$B: Submitted

Incident Management Editor
Title | DateTime | Location | Context | Submitted By | status CM: Complete
Four Student Fight 04/24/20132:39 PM  On Campus: Hallway or During passing Bruemmer, Dennis. IP
stairs -1
Pep Rally Incident 02/04/2013 937 AN On Campus: Other outside Schoolspensored activity  Leesman, Kailey 5B
area
At a g B g . B et P S e T e R

Linking Behavior Resolutions to Attendance Records

If a resolution of ISS: In School Suspension, OSS: Out of School Suspension, or OSS+: Out of School Suspension is
selected, an additional field will appear in the Resolutions Detail Page that will allow you to link the behavior
resolution to the student’s attendance records. If attendance should be entered for the resolution, follow the

steps below.

Under Attendance Code select the code that matches the resolution

| Add Resolution x
|
*Resolution Type:
0S5: Out of School Suspension -
State Code: 0SS: Out of School Suspension Category: Minor
Resolution Assign Date:  *Resolution Start Date:  Resolution Start Time: *Resolution End Date:  Resolution End Time:
01102017 H 01102017 H 11:06 AM MM22017 3
Duration in School Days:
[ 13
Attendance Code (Warning:Saving this resolution will ppdate attendance)
0SS; Out of School Suspensien |L]

IS5 In School Suspension
05S: Out of School Suspension
055+ Out of School Suspension with Service

Dt b n A it F e & LI L

Select the Students that will be assigned this resolution
*Apply To:
Fighting

e -

Do -

] o

Mo
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Select the Check for attendance conflicts button to verify the student’s attendance for conflicts. If applicable,
any existing attendance events entered during the resolution date range will be displayed.

*Apply To: —
Fighting
] o

B |

= ] o i
Drugs

= ] Do i s
Theft

~ [ oy .

record for the specified date and time range. What action would

you like to take?

Period
=2 ZH 1 | 2 FAST| 4 | 6 | AS

oo |

Take the following action: Save attendance but do not overwrite -

ZH 1 2 FAST 4 5 | AS

oo ||

Take the following action: Save attendance but do not overwrite -

Choose one of the following options in the Take the following action drop down list
e Overwrite existing attendance - The existing attendance event(s) displayed will be overwritten by the
attendance code selected as part of the resolution.
e Save attendance but do not overwrite - The attendance code selected as part of the resolution will be
added to the student's attendance record. Any existing records will be left intact.
e Save behavior resolution but not the attendance - The entered behavior resolution will be saved but the
selected attendance code will not be added to the student's attendance record.

Kot - @sani

Period
1 2 FAST 4 5 | AS

Date

ZH
o wes ogs o8s |
vomrree| |

Take the following action: Save attendance but do not overwrite -

Eag « o

Period
ZH 1 2 FAST 4 5

Date

oot

fake the ing action: ; Save attendance but do not overwrite - ﬁ“‘ ]
Overwrite Existing attendance |

B e 1€ aitendance but do not overwrite
Save behavior resolution but not the attendance Save Close

Based on your selection, the student’s attendance will update and comments will be automatically entered.

et B W < Graduation Plan
Grade: 10 #0004507 DOB:09/02/2000 Gender:M Counselor: Clayton, Adams

Lockers Graduation Athletics AdHoc Letters. Waiver Records Transfer Misc
504 Restraint or Removal Medical Academy Central Enroliment JCPS Waivers Persc
[ v [ RO [
Summary Enroliments Schedule Attendance Flags Grades Transcript ! Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary
E New E Period Detail E Daily Detail E Documents ﬂ Save E Documents
Unknown Excised [Unexciised Exempt Attendance Information
Tem T1 08182016 - 101812016

Instructional Days: 42 Present Days: 41.79 Period Code Status Excuse Present Minutes Comments

=]
=1

Period 7H 12 FAST 4 5 AS T 011212017 Thu ZH | Not Stheduled
e U [{H@ U RS 1 || 0SS: Out of School Suspension

Set from Behavior Resolution 1D 122116

i L v[ A E (o
EaryRelease |0 0(0/0 ojojo [0 01172017 Wed
2 || 035: Out of Sthool Suspension r| A E g Set from Behavior Resolution D 122116

Tardy o [o[1[0 o[o[o |1 [ovoG0T Tue |

— o FAST || 055: Out of School Suspension v| A E o Set from Behavior Resolution 10 122118
Instructional Days: : 42.] 4 || 035: Out of Sthool Suspension ¥| A E o Set from Behavior Resolution ID 122116
o 2L E2 4 u RS 5 | 0SS: Out of School Suspension v A E |fo Set from Behavior Resolution ID 122116
Absent o |o[ojo o[1]0 |1 100612076 Tha =
EarlyRelease |0 |0|0|0 ojojo |o RS G | [FIEEETTEY
Tardy 0 [ojojo ofojo [0 [ Fown || clear | [ [ [

e e D e e “—Cannot record attendance. Student is not scheduled or course dossn't take attendance.
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Viewing Behavior Events by Student
Select the Current Year, School, and Calendar

| Year | 12-13 [ | School | Jefferson City High School - NCC [ | Calendar | 12-13 Jefferson City High Sche [ | |

Indgl Search| Help|

W The Office of Student Information, Planning and A

Instruction

¥

]
District Notices : f
-

updated with Infinite Campus resources: nt

Jloldweb je

% Census 1
Select Student Information > General
| vear [12-13  [+] School | Jeffersen City High School - NCC [w] cad
Y
Index | Search | Help | District Notices
.
S — . The Office of Student In
=l ($3] Student Infermation . .
General with Infinite Campus res
] eounes a
Academic Planning .
Program Participation You may also e-mail us
G Health
Search for the Student > Click the Behavior Tab
J Year | 12-13 El Schoel | Jeffersen City High School - NCC El Calendar | 12-13 Jeffersen City High Scho El }
T | e | Help | (A e eaca S apmm oNLY - Lok Furtner
[Grade12 SENEEESE SomaE ERMME GenderF TeamJUCHS - aweames SRR v
Search for a: Hm: Letters | Waiver | Records Transfer| oMisc| 3ER911| JLEP| 3Services| 3APlus| [fReport Comments | 3504 | 3R
Student [=] ;Qs..mmary' Enrollments | Q’sﬂ.eﬂnlq IAttendance | Flags | [BGrades | Transcript | Credit Summary | Assessment | ﬂ<ne|.auinr|
r (& Print Current Calendar () Print All ears [ Behavior Management [’ Detention
Advanced Search =» Outstanding Detention Time: 0
5 Days: 0.0
Search Results: 11 - Behavior
104 =1-{78]12-12 Jefferson City High Scho (2 Incident(s), 2 Event
11 & - -] 02/04/2012 Pep Rally Incident - Submitted
12 A 7 Fighting - Offender
1A E|[_| 02/04/2013 Pep Rally Incident - Complete
12 A B g Fighting - Offender
124 “-[] suspended Student Classroom
1;; +-[78] 10-11 Jetferson City High Scho (3 Incident(s), 3 Event
I e I| ]E 08-10 Simonsen Ninth Grade Cen (2 Incident(s), 2 Eve

e
124 ( i
124

]E 07-08 Lewis & Clark Middle Sch (1 Incident{s), 1 Even
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I:I--{l] 08-09 Lewis & Clark Middle Sch (3 Incident{s), 3 Even
[+
[]--‘:'1]20 06-07 (1 Incident(s), 1 Event(s))

e el e e e

Office of Student Information, Planning and Assessment

Modified 7/31/18



To see the details of the event, click on the event. If a resolution hasn’t been entered on the student for the
event, it can be added here. To see what needs to be entered when adding a resolution, please see the

Resolutions Details section.
_\_:u.'_iummary I Enroliments I Hf Scnedule I '{Ll\'AH:endance I Flags I | Grades I Transcript I Credit Summary I A t I Ei:Bel I
5 Print Current Calendar ¢ Print All Years [4 Behavior Management [ Detention /= Print 0}
Outstanding Detention Time: 0

Suspension Days: 0.0
Behavior
E1-{7a]12-13 Jefferson City High Scho (2 Incident(s}. 2 Event| | Incident ID: ID 51451

- 1 02/04/2013 Pep Rallv Incident - Submitted, | s/ Alignment: Discipline Status: Submitted

P ¥ Fghting - OfTender = ime: 02/04/2013 9:37 AM Submitted: 047242013 11:10 AM

=[] 02/04/2013 Pep Rally Incident - Ccmpl&t@ Dam §0.00 Submitted By:  Lessman, Kailey

E| ﬂ Fighting - Offender Title: Pep Rally Incident
fa D Suzpended Student Claszroom Location: On Campus: Other outside area

[:I--{__u]1ﬂ—11 Jefferson City High Scho (3 Incident(s), 3 Event| | Location Description: Across Street from HS Football Stadium
I:I---:__u] 08-10 Simonsen Ninth Grade Cen (2 Incident(s), 2 Eve| | Context: Schoolsponsored activity
[ZI--{__U] 08-09 Lewis & Clark Middle Sch (2 Incident(z), 3 Even| | Context Description: School Pep Rally
[]--{__n] 07-08 Lewis & Clark Middle Sch (1 Incident{s), 1 Eveni | Incident Details: During a pep rally at school, a fight breaks out between two students,
[]"‘:—_“]2'3 05-07 (1 Incidentis), 1 Event(s)) which results in a third student being injured. Two teachers break up

the fight and find that cne of the students is in possession of drugs.
While the fight is happening, another student iz caught attempting to
steal from observers' backpacks.

Event/Role/Resolution: Fighting

Event Type: Fighting (Event ID:92123)
State Code: 0: Other
Role: Offender Demerits/Points: 0
Injury: No Injury
a o | r Injury Description:
Medical Service No
Provided:

Participant Details: Student Name started to argue with Student 2 and Student 2 threw a
punch which resulted in a fight starting.

s e T e I M

Add Resolution

Click on the Incident ID to open up the incident, event, participant or resolution in the Behavior Management
Tool.
.ot n ] b - b

;QSummwl Enmllmenisl ﬁs:hedulel ';Q:'Attendan:el Flagsl E"Gradﬁl Trans:riptl Cradit Summarvl ﬁSSESmEI‘ItI éBehavinr I q
(= Print Current Calendar &5 Print &I Vears [ 4 Behavior Management [ Detention =& Print
Outstanding Detention Time: 0
0.0

Suspension Days:

Incident Detail
Incident 10:

E--?::]12-13Jeffersun City High Scho (2 Incident{s), 4 Event

[C] 02/04/2013 Pep Rally Incident - Submitted Alignment: Liscipline Status: Submitted
€7 Fighting - Offender Date/Time: 02/04/2013 9:37 AM Submitted: 04/2412013 11:10 AN
E Drugs - Offender

Damages: 20.00 Submitted By: Leesman, Kailey
: nanai CEDRAIN IDCIAE  g se nmt o s bt st st
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Print Current Calendar: Provides a report of all behavior incidents in which the student participated in the
current calendar of enroliment.

Print All Years: Provides a report of all behavior incidents for the student for the current year and past years.

Behavior Management: Links to the Behavior Management area under Behavior > Behavior Management

Detention: Allows you to manage a student’s detention if using the Detention Tracker tool in Infinite Campus.

Print: This button will display when you have an incident selected and provides a report of the specific incident.
The report also provides a signature line for Parent/Guardian and Administrators.

1 i . [ . ¥ » - . v
L4 Bkt ns:riptl Cred'll:SummarvI Agsﬁsmentl éBeIlavian ]

=5 Print Current Calendar ¢ Print All Years [ Behavior Management [ Detention = Print

S OUTS IOy DTS oI Te: o
Suspension Days: 0.0

Incident Detail
E---:i]12-13_leffersun City High Scho (2 Incident(s), 4 Event| | Incident ID: ID 51451
B~ 02/04/2012 Pep Rally Incident - Submitted Alignment: Discipline Status: Submitted
ﬁ Fighting - Offender Date/Time: 02/04/2013 9:37 AM Submitted: 04/24/2013 11:10 AN
Drugs - Offender Submitted By:  Leesman, Kailey

Printing Behavior Letters
Click on Behavior > Behavior Letter Wizard

District Notices

The Office of Student Information,
Instructian be updated with Infinite Campus r

G ropcyc
.
T Behavier Management You may also e-mail us at campus

Index | Search | Help |

#% Student Information

Bafaccal

% Behavior Letter Wizard

Admin
Reports.

‘€ Heatn Process Inbox F )

Click the plus sign next to the Principal group

Behavior Letter Wizard

School Hotices

No school notices at this time.

This wizard will walk you through the creation of a behavior query and a letter format. ou can print an existing letter for a given effective date or fd
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:

Lett, me Date Applies To Effective Date
1i Principal
Date Range

Sort Option: @) Student Name () Zip
Letter Format @ Addressed Form Letter () Blank Form Letter
Salutation Ling: 10 Parent/Guardian of:

Ad Hoc Filter:
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Select the CO ISS/0SS Report

Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. “ou can print an existing letter for a given effective date or for a dg
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date
= Principal
CO 15S/055 Report Event Date Range
Elementary Bus Report Event
[] Lewis and Clark Middle Sc  Event Sort Option: @) Student Name () Zip

Letter Format: (@ Addressed Form Letter () Blank Form Letter

Salutation Line: 10 Parent/Guardian of:

Ad Hoc Fitter:

Click Edit

Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. You can print an existing letter for a given effective date or f§
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:

Letter Name te Applies To Effective Date

= €5 Principal

Event Date Range
Event
iddle Sc Event Sort Option: @' Student Name () Zip
Letter Format: (@ Addressed Form Letter () Blank Form Letter
Salutation Line: 10 Parent/Guardian of:
Ad Hoc Filter: -
| ==
Print Letters
e k.
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Make sure the report is showing Any Event and Any Resolution

Behavior Letter Wizard

This wizard wil walk you through the creation of a behavior gquery and a letter format. “ou can print an existing letter for a given effective date or for a date range
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Enter the trigger criteria for the Letter

*Letter Name
CO IS5/05S Report

Apply Date Selection To:

@ Event
() Resolution

Event Resolution Role Event Count (Blank means any)
X Any Event ~ AND Any Resolution w [RND Any Role

Add Criteria

Report Options
The following options apply when including the Discipline Summary Sub-Report in the letter.

Show the following behavior events in the Discipline Summary:

() All events matching the criteria from the beginning of the school year through the date selected when the letter is printed
@ Show triggering event onby

() All events of any type from the beginning of the school year through the date selected when the letter is printed
Display the following information in the Discipline Summary:

D Show Demerits

Show Staff Name

D Show Referral Mame

[l show Role

Show Event Comments

[ show Role Comments

Show Resolution Comments
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Be sure the Event field is populated with “Any Event” and the Resolution field is populated with “Any
Resolution.” Click the Letter Format button at the bottom right corner of the screen.

Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. “ou can print an existing letter for a given effective date or for a date
range. If an effective date is used, a letter will be generated for each student that meets any of the trigger criteria with a behavier event on the effective date. If a
date range is used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

; Enter the trigger criteria for the Letter

' *Letter Name
CO ISS/0SS Report

Apply Date Selection To:
@ Event

) Resolution

Event Resolution Role Event Count (Blank means any)

A aAnyEvent - PMD) Any Resolution D AnyRole

E_ cono

|
;
i
1
3
{
|
{
|
i
!
i
i

' Aszsault Adfter School Detention

| Repqrt s tomobile/vehicle Misuse Bus Suspension

TrEGL Bultying =] Sul Bus Warning

—1— Bus/Transportation Misconduct Conference with Student

.

Dighonesty Contact Parents

S Dizrespect to Staff ™M™’ Contract Developed
~) Au, Disruptive Conduct or Speech | ol yefi Expulsion £ lether is printed
Drugs Extended Detention
< Extortion In School Long Term Suspension
Il Failure to Meet Condition of Suspension “throudy In School Suspension brirfed
Dispfay False Alarm aly: Loss of School Privieges
Fighting MNis,
4y Hazing Other
! " NiA Out of School Suspension
Physical Contact / Aggression Report to SRO
% Public Displays of Affection Saturday School

o Safe School Act - Tobacco Use hi School Service B
i Show Event Comments.

[7] show Role Comments

Show Resolution Comments

Letter Format -= !]

B e e e e T ———— ._,1‘4:?

Click Save Format

Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. You can print
an existing letter for a given effective date or for a date range. If an effective date is used, a letter will
be generated for each student that meets any of the trigger criteria with a behavior event on the
effective date. If a date range is used, a letter will be triggered for each student that meets or
exceeds any of the trigger criteria with a behavior event within the date range.

*Name
CO ISS/055 Report
Format
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended.
B I U |[i=i= E =
L |F Font
-
Jefferson City Public Schools
Disciplinary Report =
i
Organized To:
Principal -

= = - PRGN
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Click Back on Behavior > Behavior Letter Wizard

Year 12-13 ¥ School West Elementary School * Calendar 12-13 West Elementary School *

Index |EeaichgRHE Behavior Letter Wizard
@
+ Iﬂ Student Information This wizard wil walk you through the creation of a behavior guery and a letter format. “ou can print
+ G Ceps)s an existing letter for a given effective date or for a date range. If an effective date is used, a letter will
=1 #%: Behavior be generated for each student that meets any of the trigger criteria with a behavior event on the
=L effective date. If a date range is used, a letter will be triggered for each student that meets or
exceeds any of the trigger criteria with a behavior event within the date range.

L1 Repol
# 1 Attendance [ueha'uf.'or.LetterW.'zard }
+ ﬁScheduling
+ [#4 Grading & Standards Format
7 [:I Programs Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended.
+.@Ad Hoc Reporting : B I 1O | i= = | *;§| : R
+ User Communication z .
8 Log OFf o Font - | Size

Jefferson City Public Schools
Disciplinary Report

m

Select the CO ISS/0OSS Report

Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. ¥'ou can print an existing letter for a given effective date or for a dg
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date
= Principal
LT Co 5055 Report Event DEDRENED
7" Elementary Bus Report Event
[} Lewis and Clark Migdls Sc Event Sort Option: @ Student Name ) Zip

Letter Format: (@) Addressed Form Letter () Blank Form Letter

Salutation Ling: 10 Parent/Guardian of:

Ad Hoc Fitter: -

Select Effective Date (used to run all events for a single day, will default to the current date) or Date Range
(used to run all events for several consecutive days).

Behavior Letter Wizard

This wizard wil walk you through the creation of a behavior query and a letter format. Y'ou can print an existing letter for a given effective date or for g
used, a letter will be triggered for each student that meets or exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date g,
=1 €13 Principal S

8202012 [a

| ] Elementary Bus Report Event Date Range
|1 Lewis and Clark Middle Sc  Event

Sort Option: @) Student Name () Zip
Letter Format: (@) Addressed Form Letter () Blank Form Letter
Salutation Line: 10 Parent/Guardian of:

Ad Hoc Fitter: -

Print Letters

Page 27 of 28 Office of Student Information, Planning and Assessment Modified 7/31/18



Click Print Letters. A separate window will pop up displaying the letter.
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West Elementary School

100 Dix Rd. Report generated:
Jefferson City, MO 65109 0812012012
(573)659-3195

To Parent/Guardian of:

e
-~ +

Jefferson City, MO 65109

Jefferson City Public Schools

Disciplinary Report

Student Number: v o

Student Name: Grade: 02 Gender: M Race: B
Special Services: Y

Disability Code: 10

LEP: NLP
Date Event Staff Resolution Start Date End Date
0802012 Weapon OutofSchool  ng1pn/2012 0812212012

Suspension
Event Comments
Student Name had an unidentified knife stored in his backpack. He was apparently given the knife by another student to
store is his bag during the school day. The object was never seen at school. The knife was never used in a malicious
way. Student admits to what was stated above.

Resolution Comments
Student will be suspended: Monday August 20th, Tuesday August 21st, and Wednseday August 22nd. He may return to
school on Thursday August 23rd. Conference with parent and student.

Parent Name: =

Address: FEERINE
School: West Elementary School
Principal: ®i

Office of Student Information, Planning and Assessment

*Elementary Principals ONLY: send a copy of the behavior letter to Kathy Foster if the resolution is ISS or OSS.

Modified 7/31/18



