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Introduction

Incident information can be recorded in two ways.  Board/District policy will ultimately determine which method is to be used, possibly a combination of the two.

The first method allows incident records to be created at the school level.  This type of incident may or may not include students – e.g., a fire in a classroom due to faulty wiring.  If students are involved in an incident, using this method may prove most useful when several students are involved in the same incident, be they perpetrators or victims.  Staff and “other” individuals may also be recorded as being involved in a school-level incident.  Incidents are numbered, and a list is maintained.

The second method allows the incident/action record to be created directly at the student level.  This method does not maintain the list of incidents for the school, mentioned above.

Administrative Setup

System Codes

The “Incidents” Category in CODES System Codes include the following system code tables.
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Incidents Grouping

SYS341.FMX
Contacted How XE "SYS341.FMX
Contacted How" 
This form is used to enter the various methods possible when contacting the parent/guardian.  This item populates to the “How” field list item on STU195 Student Incident Details – Parent Contacted canvas.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the type of communication.


SYS424.FMX Enterprise Categories

Path: System Codes > Incidents > Enterprise Categories

Use this for to set up Action Type, Incident Type and Victim Action Types to be used by districts.

Use this “enterprise” feature to enable Schools to select incident and action types as created by their district only.  The schools will not be able to create either incident or action types.”

When the option: “Use Incidents by District” in SYS001 Company Update is set to ‘Yes’, this option:

· Displays a ‘District’ field on each of the three system codes for Incidents (Incident Types, Action Types, and Victim Action Types)

· Auto-populates the ‘Code’ column for each of the three system codes for Incidents (Incident Types, Action Types, and Victim Action Types)

· Causes the Category field for each of the three system codes for Incidents (Incident Types, Action Types, and Victim Action Types) to be mandatory

· System code reports (CODESR_I) prints the Incident, Action, and Victim Action Types by District.

Important: The Option must be set to ‘Yes’ prior to converting incident data into eSIS.  If a user attempts to set the option to ‘Yes’, and incident records already exist in eSIS, a message displays advising the user to contact their AAL support representative if they wish to use this option.

**Setting the option to ‘No’ after the option has been in use will cause all the Action and Incident Types to be grouped together.  Attempting to reset the option to ‘Yes’ after this will generate the same message stated above
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SYS288.FMX
Incident Occurred Times XE "SYS288.FMX
Incident Occurred Times" 
This form is used to identify the various time periods of the day during which incidents may occur.  This item populates to the “Incident Occurred Time” field list item on STU195 Student Incident Details and STU196 Incident Detail.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the time period.

	Short Name
	Enter a short name for the description.

	Ext. Code
	System standard – enter any additional codes required by external sources.


SYS455.FMX
Incident Site Types XE "SYS455.FMX
Incident Site Types" 
This form is used to identify physical sites where incidents may occur.  This item populates to the “Incident Site” field list item on STU195 Student Incident Details and STU196 Incident Detail.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the locations where incidents may occur.


SYS426.FMX
Incident Types XE "SYS426.FMX
Incident Types" 
This form is used to identify the various incidents which may be recorded.  Automatic consequences and severity levels may be attached.  Use the horizontal scroll bar to see additional columns.  This item populates to the “Incident/Offense Type” field list item on STU196 Incident Detail and STU195 Student Incident Details.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the incident.

	Severity
	Enter the level of severity for the incident, if applicable. Most severe = 999 – least severe = 1. . Will post to the “Severity” field on STU196 Incident Detail when the incident type is selected. A Severity can be entered on SYS001 Company Update – Alerts Tab and an incident alert will be generated for incidents that have a Severity Level equal to or greater than the value entered.

	Action Types
	Displays the Multiple Offenses canvas where more than one incident action (consequence to the incident) can be selected to be associated with this Incident. On STU195 Student Incident Details only the actions that are selected here will display when the associated Incident Type is selected.

	Default Action
	List item populates from SYS425 Action Types. . Select a default consequence to attach to the incident, if applicable. . Will post to the “Default Action” field on STU196 when the incident type is selected.

	Ext. Code
	System standard – enter any additional codes required by external sources.

	Report? Checkbox
	Enable if the incident type is to be included in state/ministry reports.

	Violent Act Checkbox
	Enable if the incident type is considered to be violent. Will auto-populate the “Violent Act?” checkbox on STU195 Student Incident Details, but does not enforce it. The number of violent acts the student is involved in will be calculated on STU190 Student Incident Summary.

	Weapon Involved Checkbox
	Enable if the incident type included a weapon. If enabled, the “Weapon Type” field on STU196 will be enabled – otherwise, the item is disabled.

	Motivation Req. Checkbox
	Enable if a motivation should be included on STU196. If enabled, the “Motivation” field on STU196 will be enabled – otherwise, the item is disabled.

	Demerit Points
	Enter the number of automatic demerits for the incident type. Will auto-populate the “Demerit Points” field on STU195 and STU196 when the incident type is selected. The number of demerit points accumulated by the student will be calculated on STU190.

	Trans. Del. Checkbox
	Enable if the incident should be deleted during the Year-End Transition process. If enabled, the “Delete on Transition?” checkbox on STU195 will be enabled.

	Alert on Admit
	Indicates that this incident code should trigger an alert message on admission.

	Create User/Date
	The logon name of the person who created this Incident Type and the date it was created.

	Modify User/Date
	The logon name of the person who modified this Incident Type and the date it was modified.


SYS427.FMX
Investigator Types XE "SYS427.FMX
Investigator Types" 
This form is used to identify the various types of positions/roles which may have been involved during the investigation of an incident.  This item populates to the “Investigator Type” field list item on STU196 Incident Detail.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the name of the position/role.


SYS335.FMX
Incident Motivation Types XE "SYS335.FMX
Incident Motivation Types" 
This form is used to identify the various motives which may have resulted in an incident.  This item populates to the “Motivation” field list item on STU195 Student Incident Details and STU196 Incident Detail.

[image: image9.png]Action Edit Block Field Record Quey Help Window.
% Incident Motivation Types -

TE CRIME RELATED
ial

(I (= R
(T T R

Motivation Tyne.
Record: 11 (] | =08C=





	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the type of motivation.

If the “Motive Req.” checkbox is enabled on SYS426 Incident Types, the field will be enabled on STU195 Student Incident Details and STU196 Incident Detail – otherwise, the item is disabled.


SYS340.FMX
Victim Role Types XE "SYS340.FMX
Victim Role Types" 
This form is used to provide general descriptions of individuals, victims and perpetrators, which may be involved in an incident.  (Note:  The form will be renamed in the next release to appropriately reflect its true role.)  This item populates to STU193 Members Involved – Relation to School.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a general description of the victim type.


SYS287.FMX
Weapon Types XE "SYS287.FMX
Weapon Types" 
This form is used to identify the various types of weapons which may be involved in an incident.  This item populates to the “Weapon Type” field list item on STU195 Student Incident Details and STU196 Incident Detail.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the weapon type.

	Firearm? Checkbox
	Enable if the weapon is a firearm.

	Ext. Code
	System standard – enter any additional codes required by external sources.


Victim Grouping

SYS437.FMX
Victim Action Types XE "SYS437.FMX
Victim Action Types" 
These codes are used to identify more specific details about victims of accidents and injury and about the actions taken after the incident occurs. 

Populates to STU199 Incident Victim information.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter where the victim was sent after the accident/injury.

	Enterprise Category
	Use if using the Enterprise option to “Use incidents by district” (Company file option which allows districts to establish incident and actions but not schools).


SYS436.FMX
Victim Referral Codes XE "SYS436.FMX
Victim Referral Codes"  

These codes are used to identify more specific details about victims of accidents and injury and about the actions taken after the incident occurs. 

Populates the Referral Type field in STU199 Incident Victim information.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter whom the victim was referred to after the accident/injury.

	External Code
	Enter an External Code if applicable.


Actions Grouping

SYS415.FMX
Action Disposition XE "SYS415.FMX
Action Disposition" 
This form is used to identify the various follow-up actions which may be taken when a student has been involved in an incident.  This item populates to the “Disposition” field list item on STU195 Student Incident Details – Disposition canvas.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the follow-up action.

	Ext. Code
	System standard – enter any additional codes required by external sources.


SYS456.FMX
Action Location Types XE "SYS456.FMX
Action Location Types" 
This form is used to identify physical sites where actions may occur.  This item populates to the “Action Location” field list item on STU195 Student Incident Details – Action Taken canvas.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the locations where actions may occur.


SYS435.FMX
Action Referral XE "SYS435.FMX
Action Referral" 
This form is used to identify the various types of referrals a student may receive in conjunction with an action.  This item populates to the “Referral Type” field list item on STU195 Student Incident Details – Action Taken canvas.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the referral type.

	External Code
	Enter an external code is appropriate.


SYS425.FMX
Action Types XE "SYS425.FMX
Action Types" 
This form is used to identify the various consequences which may be dealt when an incident occurs.  Use the horizontal scroll bar to view additional columns.  This item populates to the “Default Action” column list item on SYS426 Incident Types and to the “Action Type” field on STU195 Student Incident Details – Action Taken canvas.

[image: image17.png]78 Action Types.

g ]
©) .
) )
) )
) )
) )
) )
) )
) )
) )
) )
) )

NSRRI RRIS SR NSRRT <)





	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the consequence.

	Enterprise Category
	Use if using the Enterprise option to “Use incidents by district” (Company file option which allows districts to establish incident and actions but not schools).

	Expel
	Indicate whether the consequence warrants an automatic expulsion. If = Y, “Calendar Day” is defaulted. If = Y, STU195 Student Incident Details – Action Taken canvas is flagged with “Expel”.

	In School
	Future development – indicate whether the consequence physically takes place in the school.

	Create Att.
	Indicate whether the consequence should have automatic absence records generated. If = Y, the “Incident Attendance Reason” field will be displayed on STU195 – Action Taken canvas when the record is being created. If = Y, “School Day” is defaulted but may be modified. Absence records are created only for courses which have a credit value > 0 or that appear on the report card.

	Calendar Day Radio Button
	Calendar days will be used in calculating action lengths.

	School Day Radio Button
	School days will be used in calculating action lengths.

	School Action Checkbox
	Enable if the action type can be assigned at the school level. This selection filters the “Action Type” field on STU195.  School-level security users will see only items marked as “school action”.  Central Office-level security users will see all items.

	School Action Level – Max Day/Year
	Enter the maximum allowable days the action may be granted for the school year. If security level = School user, the action cannot be used again once the maximum has been reached. If security level = Central Office, the system will allow an override on the “Length” field on STU195 – Action Taken canvas.

	School Action Level – Max Day/Incident
	Enter the maximum allowable days the action may be granted for a single incident. If security level = School user, the action cannot be used again once the maximum has been reached. If security level = Central Office, the system will allow an override on the “Length” field on STU195 – Action Taken canvas.

	Ext. Code
	System standard – enter any additional codes required by external sources.

	Action Length Req.
	If enabled, the “Length” field on STU195 will be required.

	Report? Checkbox
	Indicate whether the action type should be included in ministry/state reporting.


SYS166 Incident Manifestation Result Codes  XE "SYS287.FMX
Weapon Types" 
These codes are used to track the Manifestation Hearing and Referral Date at no charge.  Populates the Action Type field in STU195 Student Incident Details – Action Taken tab. Will only display if the student is in Special Education and Display Manifestation Information is turned on in SYS001 Company Update. 
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the Hearing Results.

	External Code
	System standard – enter any additional codes required by external sources.


SYS165.FMX
Reason for Change XE "SYS165.FMX
Reason for Change"  

These codes are used to identify reasons a student may return to school in advance of the original return date when an incident action is assigned.  

Populates to STU195 Student Incident Details > Disposition Canvas > Early Re-Entry Block.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the reasons a student may return to school in advance of the original return date when an incident action is assigned.

	External Code
	Enter an External Code if applicable.


Supervision Grouping

Note:  Though STU162 Student Supervision is not directly linked to Incident Reporting, schools may choose to take advantage of the form.

SYS371.FMX
Supervision XE "SYS371.FMX
Supervision" 
This form is used to identify the various types or frequency of supervision which may be required by students.  This item posts to the “Supervision Type” field on STU162 Student Supervision, which may act as a supplement to Incident Reporting.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter a description of the type and/or frequency of the supervision.

	Ext. Code
	System standard – enter any additional codes required by external sources.


SYS372.FMX
Supervisor Types XE "SYS372.FMX
Supervisor Types" 
This form is used to identify the various types of “positions” or “roles” which may be involved in providing supervision to students.  This item posts to the “Type of Supervisor” field on STU162 Student Supervision, which may act as a supplement to Incident Reporting.
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	Field
	Description

	Code
	System standard – enter a code to be associated with the record.

	Description
	Enter the name of the position/role.

	Ext. Code
	System standard – enter any additional codes required by external sources.


Creating School-Level Incidents

Recording incidents at the school level involves:

· Creating an incident record detailing date/time, location, type of incident, initial investigation, actions, etc.  Much of this detail will act as default data once students are attached.

· Attaching perpetrator(s) and/or victim(s) to the incident, if applicable.

· Updating individual perpetrator records.  This may involve modifying defaulted information and adding additional information specific to individual involvement.

· As each incident record is created, the system will generate and maintain a numbered listing of all incidents recorded with this method.

STU196.FMX
School Incident Detail XE "STU196.FMX
School Incident Detail" 
Path: School > Incident Reporting > School Incident Detail

This form provides detailed information pertaining to the incident itself.  It is used when attaching an incident record to an individual student, or several students.  Much of the data entered here will act as default data on STU195 Student Incident Details, where it can be modified to reflect the individual student’s involvement.  
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	Field
	Description

	School
	Will populate when ADD button is selected.

	Incident Number
	Will generate on SAVE of a new incident. Indicates the number of incidents for the school. Posts to STU193 Members Involved and STU195 Student Incident Details.

	External Code
	Auto-generates a number which is the number of incidents for the entire district. Used for state reporting to associate the code to a perpetrator (each perpetrator for that incident will be assigned that number).

	Resolved? Checkbox
	Indicates whether the incident has been closed. Will post to STU194 Incident List when enabled.

	Date/Time of Incident
	Date/time stamp – auto-populates when ADD is selected – can be overwritten. Will post to STU193, STU194, and STU195. This is a required field.

	Incident/Offense Type
	List item populates from SYS426 Incident Types. This is a required field. Multiple offenses may be attached to the incident – first select the primary offense. Primary offenses only will post to STU193, STU194, and STU195 – multiple offenses do not filter down. MULTI button – will call the Multiple Offenses canvas – select any additional offenses – use the BACK button to return to the main canvas – on SAVE, the text in the button will change to blue, indicating there are multiple items.

	Severity
	This is a view-only field. Will auto-populate when creating incident record if attached to an offense on SYS426. Will post to STU193 and STU194.

	Default Action
	This is a view-only field. Will auto-populate if attached to an offense on SYS426. Posts to STU195, where it can be modified for an individual student. EXCEPTION:  If security level = School user, and the attached Default Action does not equal “School Action” on SYS425 Action Types, a null value will post to STU195, as Central Office-level security is required to view “non-school action” items.

	Demerit Points
	This is a view-only field. Will auto-populate if attached to an offense on SYS426. Posts to STU195 and will be included in calculations on STU190 Student Incident Summary.

	Incident Site
	List item populates from SYS455 Incident Site Types. Identify the physical site where the incident occurred. Posts to STU193 and STU195.

	Incident Occurred Time
	List item populates from SYS288 Incident Occurred Times. Identify the time period of day during which the incident occurred. Posts to STU195.

	Police/911 Called?
	Displays a View Only canvas that describes what police procedures should be followed for this incident. The procedures that display populate from the Police Messages canvas on SYS002 Boards/Districts Detail.

	Reported By
	List item populates from SCH040 Staff Maintenance (includes all current year staff). Identify the person reporting the incident. Posts to STU195.

	Motivation
	If the incident/offense type selected above has the Motivation Req. checkbox 

enabled on SYS426 Incident Types, the list button will become enabled – otherwise, 

the item is disabled. List item populates from SYS335 Incident Motivation Types. 

Posts to STU195. MULTIPLE button – will call the Multi Discipline Motivation 

canvas – select any additional motivation – use the BACK button to return to the 

main canvas – on SAVE, the text in the button will change to blue, indicating there 

are multiple items.

	Action Assigned By
	List item populates from SCH040 (includes all current year staff). Identify the person 

assigning the action. Posts to STU195.

	Weapon Type
	If the incident/offense type selected above has the Weapon Involved checkbox enabled on SYS426, the list button will become enabled – otherwise, the item is disabled. List item populates from SYS287 Weapon Types. Multiple weapons may be attached – first select the primary weapon. Primary weapons only will post to STU195 – multiple weapons do not filter down. MULTI button – will call the Multiple Weapon canvas – select any additional weapons – use the BACK button to return to the main canvas – on SAVE, the text in the button will change to blue, indicating there are multiple items.

	Incident Description
	Enter a description of the incident/offense. This is a required field. Posts to STU193, STU194 (Description button) and STU195.

	Contact Date
	Date/time stamp – auto-populates on click/tab into field – can be overwritten. Indicate the date the incident was passed along for investigation.

	Investigated Date
	Date/time stamp – auto-populates on click/tab into field – can be overwritten. Indicate the date the incident was investigated.

	Investigator Type
	List item populates from SYS427 Investigator Types. Identify the position/role of the person conducting the investigation.

	Investigator Name
	Enter the name of the investigator.

	Badge/Case Id.
	Enter the badge number of the investigator, or the case number, if appropriate.

	Police Department
	Enter the name of the Police department conducting the investigation, if appropriate.

	Property Damaged?
	Check if there was property damage involved with the incident.

	Off Site Location Name
	Enter a non-eSis school name where the incident occurred if applicable.

	Reporting Code
	Enter an External code to be reported if applicable.

	Discipline Defaults - First Day
	Used to create a default disciplinary action. This is most useful when several students are involved – may be overwritten on individual students’ STU195 as needed. Date stamp – auto-populates on click/tab into field – can be overwritten. Must be a valid school date. Enter the start date of the action. The data is not retained in the field if the incident is re-queried.

	Discipline Defaults - Length
	Enter the number of days for the action.

The data is not retained in the field if the incident is re-queried.

	Discipline Defaults - Last Day
	Will auto-calculate based on calendar/school day designation on SYS425 Action Types. This is the end date of the action. The data is not retained in the field if the incident is re-queried.

	Members Involved Button
	Calls STU193 Members Involved. Used to attach perpetrators and/or victims to the incident – see below for details.

	Legal Action Button
	Calls the Incident Legal Information canvas. Used to record additional information if the incident/offense includes legal repercussions. Fields include: Court Decision Date:  date stamp – auto-populates on click/tab into field – can be overwritten. Legal Action Date:  date stamp – auto-populates on click/tab into field – can be overwritten – posts to STU194. Legal Action Description:  enter a description of the legal action involved.


STU193.FMX
Members Involved XE "STU193.FMX
Members Involved" 
Path: School > Incident Reporting > Students Involved 

Path: School > Incident Reporting > Incident Detail > Members Involved Button

This form is used to attach perpetrators and/or victims to the incident.  An incident record may have multiple perpetrators and/or victims. Query an existing incident number.

[image: image23.png]#ction Edit Block Field Record Query Help Window.

“a Merbers Invoved E

L —

Lasthame | FistName | PupiNo, | _statio |

I . R
I E— N S
—— 1+

Incident g
Record: 117 <osc>




	Field
	Description

	Incident ID
	Populates from STU196 Incident Detail. The number generated when the incident record was saved – view-only.

	Incident Date & Time
	Populates from STU196. This is a view-only field.

	School
	Populates from STU196. This is a view-only field.

	Severity
	Populates from STU196. This is a view-only field.

	Incident Type
	Populates from STU196. This is a view-only field.

	Incident Site
	Populates from STU196. This is a view-only field.

	Description
	Populates from STU196. This is a view-only field.

	Add Button
	Used to identify students, staff and others as perpetrators of the incident – the button will call a window which inquires about the “type” of perpetrator:Add Student – will call GETPUPIL Select Pupil – only students currently enroled in the school may be selected.  Query the student – when located, SELECT the student – STU195 Student Incident Details will be called – SAVE and EXIT the record – will call the Role Type list of values (LOV).  Select the role type, select OK – will be returned to the main canvas.  See the separate form description below for complete details specific to completing STU195. Add Staff Member – will display a LOV for the school (includes all current year staff).  Select the staff member, select OK – will call the Select Role Type LOV.  Select the role type, select OK – will be returned to the main canvas – see the “Perpetrators Block” description below for details. Add Other – returned to the main canvas for data entry – see the “Perpetrators Block” description below for details.

	Del Button
	Select the record to be deleted. Removes the STU195 record and updates STU190 Student Incident Summary.

	Desc Button
	Calls a data entry window.  Comments may be entered in this window, or in the “Description” field.

	Detail Button
	Used with already existing incidents – calls STU195 for the selected student. No action if the selected record is not a student.

	Perpetrators Block 
	(Records display in the order in which they were added)

	Last Name
	If Student – will populate the surname after the student’s STU195 is saved. If Staff – will populate the full name after the selection – the system does not store staff first name/surname as separate fields. If Other – enter the surname.

	First Name
	If Student – will populate the first name after the student’s STU195 is saved. If Staff – will be null after the selection – the system does not store staff first name/surname as separate fields – full name will be displayed in the Last Name field. If Other – enter the first name.

	Pupil No.
	Will populate after the student’s STU195 is saved.

	Staff ID
	Will populate after the selection is made.

	Relation to School
	List item populates from SYS340 Victim Role Types – this is a required field. If Student – will populate the role after the selection is made. If Staff – will populate the role after the selection is made. Other – select the relationship.

	Grade
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Age
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Gender
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Ethnicity
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Exceptionality
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Description
	Comments may be entered in this field, or through the “Description” window by selecting the Description Button.

	Injury
	Checked if an injury/accident was associated with this incident on SCH220 Accident & Injury Details.

	Description
	Comments may be entered in this field, or through the “Description” window by selecting the Description Button.

	Victims Button Block 
	(Victim data is strictly informational – students are not counted as being involved in the incident)

	Add Button
	Used to identify students, staff and others as victims of the incident – as with perpetrators, the button will call a window which inquires about the “type” of victim: Add Student – will call GETPUPIL Select Pupil – only students currently enroled in the school may be selected.  Query the student – when located, SELECT the student – see the descriptions which follow for details (STU195 is not generated for student victims). Add Staff Member – same as for perpetrators. Add Other – same as for perpetrators.

	Del Button
	Select the record to be deleted.

	Desc Button
	Calls a data entry window.  Comments may be entered in this window, or in the “Description” field.

	Detail Button
	Calls STU199 Incident Victim Information.

	Victims Block 
	(Records display in the order in which they were added)

	Last Name
	If Student – will populate the surname after the selection is made. If Staff – same as for perpetrator. If Other – same as for perpetrator.

	First Name
	If Student – will populate the first name after the selection is made. If Staff – same as for perpetrator. If Other – same as for perpetrator.

	Pupil No.
	Will populate after the selection is made.

	Staff ID
	Will populate after the selection is made.

	Relation to School
	Same as for perpetrator.

	Grade
	If Student – will populate after the selection is made. If Other – same as for perpetrator.

	Age
	If Student – will populate after the selection is made. If Other – same as for perpetrator.

	Gender
	If Student – will populate after the selection is made. If Other – same as for perpetrator.

	Ethnicity
	If Student – will populate after the selection is made. If Other – same as for perpetrator.

	Exceptionality
	If Student – will populate after the selection is made. If Other – same as for perpetrator.

	Injury
	Checked if an injury/accident was associated with this incident on SCH220 Accident & Injury Details.

	Description
	Comments may be entered in this field, or through the “Description” window by selecting the Description Button.

	Save Button
	System standard – commit changes.

	Witness Button Block
	

	Add Button
	Used to identify students, staff and others as witnesses of the incident – the button will call a window which inquires about the “type” of witness: Add Student – will call GETPUPIL Select Pupil – only students currently enroled in the school may be selected.  Query the student – when located, SELECT the student – STU195 Student Incident Details will be called – SAVE and EXIT the record – will call the Role Type list of values (LOV).  Select the role type, select OK – will be returned to the main canvas.  See the separate form description below for complete details specific to completing STU195. Add Staff Member – will display a list for the school (includes all current year staff).  Select the staff member, select OK – will call the Select Role Type list.  Select the role type, select OK – will be returned to the main canvas – see the “Witness Block” description for details. Add Other – returned to the main canvas for data entry – see the “Witness Block” description for details.

	Del Button
	Select the record to be deleted. Removes the STU195 record and updates STU190 Student Incident Summary.

	Desc Button
	Calls a data entry window.  Comments may be entered in this window, or in the “Description” field.

	Witness Block 
	Records display in the order in which they were added

	Last Name
	If Student – will populate the surname. If Staff – will populate the full name after the selection – the system does not store staff first name/surname as separate fields. If Other – enter the surname.

	First Name
	If Student – will populate the first name. If Staff – will be null after the selection – the system does not store staff first name/surname as separate fields – full name will be displayed in the Last Name field. If Other – enter the first name.

	Pupil No.
	Will populate after the student’s STU195 is saved.

	Staff ID
	Will populate after the selection is made.

	Relation to School
	List item populates from SYS340 Victim Role Types – this is a required field. If Student – will populate the role after the selection is made. If Staff – will populate the role after the selection is made. If Other – select the relationship.

	Grade
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Age
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Gender
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Ethnicity
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.

	Exceptionality
	If Student – will populate after the student’s STU195 is saved. If Other – e.g., student from another school – may be entered for information.


STU199.FMX
School Incident Victim Information  XE "STU199.FMX School Incident Victim Information " 
Path: School > Incident Reporting > Students Involved > Victims – Detail Button
Path: School > Incident Reporting > School Incident Detail > Members Involved Button > Victims – Detail Button
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	Field
	Description

	Action Type 
	Select the Action to be taken. List populates from SYS437 Victim Action Type. 

	Date 
	The date and time of the incident auto-populates. 

	Action Assigned By 
	Select the staff member assigned to the incident. 

	Referral Type 
	Select the Referral Type. List populates from SYS436 Victim Referral Codes. 

	Referral Date


	Enter the Referral Date.


Note: The Parent Contacted tab is the same as on STU195 Student Incident Details. 
STU195.FMX
Student Incident Details XE "STU195.FMX
Student Incident Details" 
Path: Common View > Incidents > Incidents as Perpetrator > Details Button
Path: School > Incidents Reporting > Students Involved > Perpetrator’s Detail Button
This form provides detailed information regarding individual students’ involvement in a specific incident, and the associated consequences and actions.  Much of the data which appears was entered as default data on STU196 Incident Detail, and may be modified to reflect the individual student’s involvement.  The form consists of four canvases.   

Action Taken – is used to detail the primary action.
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	Field
	Description

	Incident ID, 
	Populates from STU196 Incident Detail. 

	Incident External Code, Date
	

	Incident/Offense Type
	Populates from STU196. Select an alternative if required – this may alter associated fields – i.e., Action Type, Violent Act, Delete on Transition, Demerit Points. MULTIPLE button - will call the Multiple Offenses canvas – select any additional offenses – use the BACK button to return to the main canvas – on SAVE, the text in the button will change to blue, indicating there are multiple items.

	Motivation
	Populates from STU196 if entered. Select an alternative if required. MULTIPLE button – will call the Multi Discipline Motivation canvas – select any additional motivation – use the BACK button to return to the main canvas – on SAVE, the text in the button will change to blue, indicating there are multiple items.

	Violent Act? Checkbox
	Will populate if the incident type selected on STU196 is flagged as “violent” on SYS426 Incident Types. May be modified. Will toggle accordingly if the default Incident/Offense Type is modified.

	Delete on Transition? Checkbox
	Will populate if the incident type selected on STU196 is flagged as “delete” on SYS426 Incident Types. May be modified. Will toggle accordingly if the default Incident/Offense Type is modified.

	Incident Occurred Time
	Populates from STU196 if entered. Select an alternative time period if required.

	Incident Site
	Populates from STU196 if entered. Select an alternative if required.

	Weapon Type
	Only a primary weapon type will populate from STU196 if entered, and will be included in reports. Select an alternative if required. MULTIPLE button – will call the Multiple Weapon canvas – select any additional weapons – use the BACK button to return to the main canvas – on SAVE, the text in the button will change to blue, indicating there are multiple items.

	Reported By
	Populates from STU196 if entered. Select an alternative if required.

	Narrative
	Populates from STU196. May be modified without affecting the original entry on STU196 and any additional students involved.

	Incident Detail Button
	Calls the original STU196. This button appears only when using the incident reporting method at the school level.

	Letter Type
	Used in conjunction with School>Design Letters. Select the “Suspension” category. Select the Print button to generate the letter.

	Printed? Checkbox
	Will enable after the letter has been generated.

	Print Button
	Generate STU710P Letters.

	Save Button
	System standard – commit changes.

	Action Type
	Populates from STU196 if a default value exists. EXCEPTION:  If security level = School user, and the attached Default Action does not equal “School Action” on SYS425 Action Types, a null value will post to STU195, as Central Office-level security is required to view “non-school action” items. May be modified. If null, select the required action. If multiple actions are required, proceed to the Other Action canvas.

	Date
	Populates from STU196. This is the original date/time stamp of the incident, and may be modified.

	First Day
	Populates from STU196 if entered. Validates against SYS425 Action Types – Calendar day vs. School day. May be modified.

	Length
	Populates from STU196 if entered, and if “Length” is designated as “required” on SYS425. May be modified.

	Last Day
	Will auto-calculate based on calendar/school day designation on SYS425. This is the end date of the action.

	Demerit Points
	Auto-populates if attached to the selected offense on SYS426. May be modified.

	Action Location
	List item populates from SYS426 Incident Types. Select the physical site where the action is to take place.

	Alternate Program Placement
	Enable if the student is being placed into an alternate program (information only).

	Action Assigned By
	Populates from STU196 if entered. May be modified.

	Incident Attendance Reason
	This field is displayed only when a new record is being created, and the “Action Type” selected has “Create Att = Y” on SYS425. List item populates from ATT200 Attendance Codes. Select the default attendance code to be used when generating absence records for the student. Absence records are created only for courses which have a credit value > 0 or that appear on the report card.

	Referral Type
	List item populates from SYS435 Action Referral. Select the type of referral the student is receiving in conjunction with the action, if required.

	Referral Date
	Enter the date the referral was made, if applicable.


Disposition – is used to record the student’s return to school, if applicable.
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	Field
	Description

	Re-Entry Date
	Enter the date the student returned to school, if applicable.

	Disposition
	List item populates from SYS415 Action Disposition.

Select a follow-up action if required.

	Interview Narrative
	Enter any details, if applicable.

	Actual Time Served
	Enter the number of days of actual time served, if different from the number indicated on the Action Taken canvas.

	Reason for Change Code
	Select the reason that the student was allowed early re-entry.

Populates from SYS165 Reason for Change.


Parent Contacted – is used to record the school’s initial parent/guardian contact.
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	Field
	Description

	How
	List item populates from SYS341 Contacted How. Select the method used to communicate with the parent/guardian.

	Date
	Date/time stamp – auto-populates on click/tab into field – can be overwritten. Enter the date that the parent/guardian was informed of the incident and/or action.

	Parents/Guardian Name
	Select the “ ? “ button to call a parent/guardian list of values (LOV). All parent types connected to the student will be selected, displaying the name, home and work telephone numbers. A maximum of two parent/guardians may be selected.

	By Whom
	Enter the name of the person who made the contact.

	Hearing Date and Time
	If there is a Hearing for this incident enter the date and time of the Hearing.


Other Action – lists the primary action and is used to attach multiple actions/consequences for the same incident to the student.  
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	Field
	Description

	Date
	Populates from the Action Taken canvas. This is a view-only field.

	Action Taken
	Populates from the Action Taken canvas. This is a view-only field.

	Demerit
	Populates from the Action Taken canvas. This is a view-only field.

	First Day
	Populates from the Action Taken canvas. This is a view-only field.

	Length
	Populates from the Action Taken canvas. This is a view-only field.

	Detail Button
	Calls the Action Taken canvas for the selected record.

	Add Button
	Calls a blank Action Taken canvas. Enter the additional data as described previously. On Save, the Other Action canvas (tab) label will indicate the number of actions in parentheses – i.e., Other Actions (2).


STU194.FMX
School Incident List XE "STU194.FMX School Incident List" 
Path: School > Incident Reporting > School Incident List
This view-only form provides an up-to-date listing of all incident records for the school.  All current year incidents will be displayed when the form is initially called.  New incidents may also be generated from this point.
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	Field
	Description

	School
	School-level security users will have access to their school only. Central-office level security users and higher will have access to all schools in the district.

	Current Year/All Years Radio Buttons
	Default is “Current Year” incidents. Select “All Years” to obtain a complete list. Used in combination with “All”, “Resolved” and “Unresolved” radio buttons.

	All Incidents Radio Button
	Will display all incident records for the selected year.

	Resolved Incidents Radio Button
	Will display only incident records which have been identified as resolved on STU196 Incident Detail for the selected year.

	Unresolved Incidents Radio Buttons
	Will display only incident records which are still active for the selected year.

	Query Button
	All current year incidents will be displayed when the form is initially called. Use the query button after making “year” and “incident” selections above to requery the database.

	ID
	A system-generated number, created each time a new incident is entered. Populates from STU196.

	Incident Date
	The date/time stamp of the incident. Populates from STU196.

	Incident Type
	Populates from STU196.

	External Code
	If an External Code is associated with the Incident Type, it displays here for reference use.

	Sev
	Incident severity. Populates from STU196. Is attached directly to default actions.

	Incident Site
	Populates from STU196.

	Legal Date
	Populates from STU196.

	Students Involved
	Indicates the number of students attached to the incident who have a STU195 Student Incident Details record. Populates from STU193 Members Involved.

	Resolved Checkbox
	If enabled, indicates the incident has been closed. Populates from STU196.

	Description Button
	Calls a view-only window for the selected record. Populates from STU196.

	Incident Details
	Calls STU196 for the selected record. See the form description below for details.

	Members Involved
	Calls STU193 for the selected record. See the form description below for details.

	Add Button
	New incident records may be generated from this form. Calls a blank STU196.

	Print Button
	Functionality unavailable at this time.

	Exit Button
	System standard – exit the form.


STU190.FMX
Student Incident Summary XE "STU190.FMX
Student Incident Summary" 
Path: Main Menu > Change Student > Incidents
Path: Common View > Incidents
Path: Demographics Toolbar > Incidents Button
This view-only form provides an up-to-date listing of all incident records attached to a student.  The “Summary by Action Type” block provides “Current Year” and “To Date” statistics.  The “Student Incidents” block lists each action.  (One incident may have several actions.)  
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	Field
	Description

	Action Type
	Populates from STU195 Student Incident Details. One incident may have several actions.

	# of Incidents – To Date / This Year
	Auto-calculates the number of incident records with the specified action type, history and current school year.

	# of Days – To Date / This Year
	Auto-calculates the number of days assigned to the specified action type, history and current school year.

	Acts of Violence – To Date / This Year
	Auto-calculates the number of incident records attached to the selected action type that are considered violent acts, history and current school year.

	Demerits – To Date / This Year
	Auto-calculates the number of demerit points received for the specified action type, history and current school year.

	Offense Date
	Populates from STU195.

	Offense Type
	Populates from STU195.

	First Day
	Populates from STU195.

	Length
	Populates from STU195.

	Action Type
	Populates from STU195.

	School
	The school which reported the incident.

	Total Incidents
	Indicates the student’s total number of actions. One incident may have several actions.

	Detail Button
	Calls STU195 for the selected record.

	Add Button
	Calls a blank STU195. NOTE:  If a new incident is created here, it will not be included in the school’s list of incident records (STU194 Incident List), as there is no way to attach an Incident ID to the record.  The new record will, however, be included in this form.

	Del Button
	Delete the selected action. If only one action is attached to the incident, the student’s incident record is deleted.

	Navigate Button
	System standard – calls the Navigate To form.

	Exit Button
	System standard – exit form.


STU202.FMX
All Incident List (School and Student Incidents) 

Path: Main Menu > Incident Reporting > All Incident List
On this screen you can view both School and Student Incidents. You may use the radio buttons to view All Incidents, Resolved School Incidents & Student Incidents, or Unresolved School Incidents for the Current Year or All Years. You also have the ability to see the Description of a selected incident or to navigate to STU196 Incident Detail.
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	Field
	Description

	School
	School-level security users will have access to their school only. Central-office level security users and higher will have access to all schools in the district.

	Current Year/All Years Radio Buttons
	Default is “Current Year” incidents. Select “All Years” to obtain a complete list. Used in combination with “All”, “Resolved” and “Unresolved” radio buttons.

	All Incidents Radio Button
	Will display all incident records for the selected year.

	Resolved School Incidents & Student Incidents Radio Button
	Will display only incident records which have been identified as resolved on STU196 Incident Detail for the selected year.

	Unresolved School Incidents Radio Buttons
	Will display only incident records which are still active for the selected year.

	Query Button
	All current year incidents will be displayed when the form is initially called. Use the query button after making “year” and “incident” selections above to requery the database.

	ID
	A system-generated number, created each time a new incident is entered. Populates from STU196.

	Incident Date
	The date/time stamp of the incident. Populates from STU196.

	Incident Type
	Populates from STU196.

	Sev
	Incident severity. Populates from STU196. Is attached directly to default actions.

	Incident Site
	Where the incident occurred. Populates from STU196.

	Legal Date
	The legal Action Date. Populates from STU196.

	Students Involved
	Indicates the number of students attached to the incident who have a STU195 Student Incident Details record. Populates from STU193 Members Involved.

	Resolved Checkbox
	If enabled, indicates the incident has been closed. Populates from STU196.

	Description Button
	Calls a view-only window for the selected record. Populates from STU196.

	Incident Details
	Calls STU196 for the selected record. See the form description below for details.

	Members Involved
	Calls STU193 for the selected record. See the form description below for details.

	Add Button
	New incident records may be generated from this form. Calls a blank STU196.

	Print Button
	Functionality unavailable at this time.

	Exit Button
	System standard – exit the form.


Creating Student-Level Incidents

Recording incidents at the school level involves completing one form per student.  This method of reporting does not generate STU194 Incident List. The following forms, which have been discussed above, are included in Student-Level Incidents: STU190 Student Incident Summary, STU195 Student Incident Details, STU326 Student Notes/Incidents and STU162 Student Supervision.

STU326.FMX
Student Notes/Incidents XE "STU326.FMX
Student Notes/Incidents" 
Path: Note/Incident button in the Demographic toolbar of the START Main Screen
This view-only form provides an up-to-date listing of all incident records for the student.  (The form also includes student notes.  The Note function is not discussed in this document.)  The ability to create an incident record exists here also, as there is an Add button.  Please refer to STU195 Student Incident Details.
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	Field
	Description

	Date
	Populates from STU195 Student Incident Details.

	Type
	Indicates either Incident or Note.

	Description
	Populates from STU195 or STU176 Note Detail.

	School
	The school which entered the incident or note record.

	User
	The user id of the person who entered the incident or note record.

	Detail Button
	Calls STU195 or STU176 Note Detail for the selected record.

	Add Note Button
	Calls a blank STU176 Note Detail.

	Add Student Incident Button
	Calls a blank STU195 Student Incident Details. Refer to STU195 Student Incident Details under the “Creating Student-Level Incidents” section for details on how to complete the form.

	Navigate Button
	System standard – calls the Navigate To form.

	Exit Button
	System standard – exit form.


STU162.FMX
Student Supervision XE "STU162.FMX
Student Supervision" 
Path: Common View > Supervisions
Though this form is not directly linked to Incident Reporting, schools may choose to complete this additional form as needed.  
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	Field
	Description

	Supervisor’s Name
	Enter the name of the person providing the supervision. This is a required field.

	Phone Number
	Enter the telephone number of the supervisor. This is a required field.

	Type of Supervisor
	List item populates from SYS372 Supervisor Types. Select the position/role of the supervisor. This is a required field.

	Supervision Type
	List item populates from SYS371 Supervision. Select the type or frequency of the supervision. This is a required field.

	Start Date
	Enter the start date of the supervision. Must be a valid school date. This is a required field.

	End Date
	Enter the end date of the supervision. Must be a valid school date. This is a required field.

	Conditions
	Enter any details of the supervision

	Add Button
	Calls a blank form for an additional type of supervision. If multiple supervision records exist, the scroll bar in the block becomes enabled.

	Del Button
	Deletes the active supervision record.

	Navigate Button
	System standard – calls the Navigate To form.

	Save Button
	System standard – commit changes.

	Exit Button
	System standard – exit form.

	Blank Field
	Enter the contact date. Must be a valid school date.

	Add Button
	Activate a new field to enter an additional contact date.

	Del Button
	Delete the selected contact date.


Query Functions

Queries includes two queries pertaining to incidents: 

· STU651 Query Student Incidents/Referrals

· STU325 Query Student Notes/Incidents

The security-level of the user will determine the availability of records – School-level security users will have access only to records for their school, Central Office-level security users will have access to records for all schools in the district.

See Queries documentation for details.

Reporting Features

SCH450P.FMX
Incidents By School XE "SCH450P.FMX
Incidents By School" 
SCH450R.REP
Incidents By School XE "SCH450R.REP
Incidents By School" 
This report lists by date and school, incident/offense types with student names and narratives.  It also includes a summary section (broken down by school type) providing the number of incidents recorded in each school month.  Security level will determine the school type and/or schools included.  The report may be generated for a specific month or all year.

SCH455P.FMX
Incidents By District XE "SCH455P.FMX
Incidents By District" 
SCH455R.REP
Incidents By District XE "SCH455R.REP
Incidents By District" 
This report lists by date and school, incident/offense types with the number of associated records.  Security level will determine the schools included.  The report may be generated for a specific month.

STU196P.FMX
Incident Analysis XE "STU196P.FMX
Incident Analysis" 
STU196R.REP
Incident Analysis XE "STU196R.REP
Incident Analysis" 
This report provides statistics by school (in a grid layout) of incident/offense types, with date, age and gender breakdowns.  Security level will determine the schools included.  The report is generated for a specific date range.

STU243R.REP
Notes and Incidents Query XE "STU243R.REP
Notes and Incidents Query" 
This report is generated directly from STU325 Query Student Notes/Incidents, and reflects the date range selected for that query.  The report lists by student, note and incident record dates and description.  Security level will determine the schools included.

STU325P.FMX
Notes and Incidents XE "STU325P.FMX
Notes and Incidents" 
STU325R.REP
Notes and Incidents XE "STU325R.REP
Notes and Incidents" 
This report lists by student, detailed note and incident record data.  It includes a summary page which lists by date, all students who have a note/incident entry, with the date and description.  Security level will determine the schools included.

STU327P.FMX
Student Disciplines/Actions XE "STU327P.FMX
Student Disciplines/Actions" 
STU327R.REP
Student Disciplines/Actions XE "STU327R.REP
Student Disciplines/Actions" 
This report lists by action type and school, students and their associated incident/offense, action dates/days, and whether the incident/offense is flagged as “violent”.  Security level will determine the schools included.  Choose to sort by alpha, grade, or homeroom.  Select a specific action type or all.  The report is generated for a specific date range.
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 “As a general rule the most successful man in life is the man who has the best information."

Benjamin Disraeli 
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