Instructions to add a new behavior referral

To begin a behavior referral, click on Behavior = Behavior Referral and then select New

1.

The date/time defaults to the current date/time. Adjust these to match the incident date/time.
Type in a short description of the incident. Example: Fighting in the hall.

Do not put student names in the title.

Select the appropriate administrator to notify

Select the location of the incident

Fill out the details field if there are two or more students involved and you need to describe the
incident in more detail.

There will be a place to describe the student’s role in the event

Click on Add Event/Participant

Eﬂehiwinr Referral I
[ save Draft [ Submit 3 Delete | ] New

Incident Referral Editor
Date/Time Location Context

Incident Detail Information o
This =ection stores information specific to the incident and y ired on all participants behawior tab.

*Alignment *Date of Incident *Time: of Incident
Discipline - 08272012 | ) 0548 AN
*Title *Motify (CTRL-click or SHIFT-click
Fut a =hort description of the incident here. @ to select multiple)
Context Eun!:ler—Salm, Claudia
Davis, Rebecca
v DETENTION, LUMCH
Context Description Etmund, Janet
Zenner, Adam
*Location
2c: On Campus: Classroom - @
Location Description Damages
¥
Detailz
Use the details area to put a longer description of the incident.  This field can be used to describe an incident involving -

more than one student.

Eventz and Participants
This =section will store event and participant information. Event Details will be shared across participants. Participant Details will onby
be displayed on that person’s behavior tab.

Add Event/Participant

Page 1 of 2



7. Select the event type from the drop down. Minor behaviors have been added to the drop down.

8. Type in part of the students name and click on search.
9. Select a student from the drop down.

Event and Participant Details

Event Details
*Event Type:
CELL: CELL PHOME/PERSONAL ELECTRONICS VIOLATION -

Demerits: 0 Category: Serious

Weapon

Participant(s) Details

Add Participant o
Fitter: Participant Mame:

Current Student - buh

ASHLEI BUHROWY (Gender: F Grade: 12 Age: 18)
BRMTANY BUHROW (Gender: F Grade: 10 Age: 15)
SADIE BUHLER (Gender: F Grade: 12 Age: 17) Save Draft Close

10. Select the student’s role in the event. Example: Offender, participant, victim.
11. Type in a description of the student’s role in this event.

Repeat steps 8 — 11 to add additional students to event.
12. Click on Save Draft.

Participant(s) Details

+| ASHLEIBUHROW (Gender: F Grade: 12 Age: 16) Hide Details
Role:
Offender
Injury Injury Description Medical Service
1 No |njur5r - Provided:
Detail=:
Ashlei was texting inappropriate messages during class to her friends -

Add Participant

Filter: Participant Hame:
Current Student -

12

Sawve Draft Close

13. Click on Submit Referral.
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