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Menu Access:

eSchoolPlus 4.0
Behavior (Discipline) Entry and Maintenance

Entering a Behavior Incident

Interventions > All > Office > Incident Detail

1. Select the @ (Add) icon.

4 Incident Detail Search [[hlng) Advanced |

+]
Q

Search Criteria

Search Results

Page| 1 of 1 250 v View 1 - 40 of 40
»
School Year Summer Incident Category Incident ID Building
School
201718 Mo 14 - Insubordination 581 16 - Buil
2017-18 No 18 - Bullying 580 16 - Buil

Important Reminder:

The fields required for State Reporting are listed below. However, depending on the district policy, all the
fields mentioned in this handout may or may not be used depending on the district policy. Itis
recommended that the entry be consistent within each building and across the district.

State Reporting Required Fields:

Offender’s Building

Incident Code

Incident Date

Offender

Reported to Police

Date Reported (to Police)

Police Department

Police Action

Action Code

Actual or Scheduled Duration for any Action Codes of Suspension or Expulsion

Note: For State Reporting purposes, all Incidents must have an Offender added with the Action
taken even if the Action Code is ‘07 — No Action’.
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2. By default, the Incident Detail page displays in Quick entry mode. Select Full, if desired, as shown
below. Note: The Quick entry mode can be modified to display the same fields as the Full mode.
It is recommended that the system administrator be contacted to discuss the fields that should
display when using the Quick entry mode.

Behavior Incident Add Screen

4 Incident Detail ([} - o/l Q

Unsaved Changes

4 Definition 4 Description

Building® Reported By*

| 16 - Building 16 ] . Staff

Type™ T1666MM Moore, Malachi Q
l 15 - Disorderly Conduct l 3 Reported To

Date* D - Dean of Students x | ¥
| 01302018 ] 5| Location

Category C - Classroom x |*

Gang Related

Time O
© Description
Timeframe Throwing paper at another student|

3. Enter the Incident information.

4. Add the offender by clicking @ (Add) in the Offenders panel.

Offenders Panel

» Offenders

5. Enter the offender ID number or Name to pull the information into the screen.
Enter Offender Information
Offenders

Student N Student ID Name Q

6. Enter the appropriate information on the Offenders Panel. The offense code and description will
automatically pull into the screen when the student’s name is entered. Entry of information in the
Category, Drug, and Weapon fields is now available.
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Offender Section of Incident Detail

Incident Detail | Quick 1T (] W Qe
4 Offenders (4]
Frack, Charles (Student ID: 16036) mRa
Offense Information
Is Student
Yes
Offense™

% 15 - Disorderly Conduct

Category

Drug

Weapon

Offense Actions

Action Code Scheduled Start Date W

. e [

7. Add the Action Code and the Scheduled Start Date. Note: If the school uses behavior attendance
and the Action selected is tied to an attendance code, a warning displays indicating that a date
can only be added for the action on the Offender Action screen. This will be discussed later.

Offense Actions

Action Code Scheduled Start Date i
25 - Warning x | v 01/30/2018 = O
. @ [

8. If a new/additional offender(s) for the same incident is to be added, click on the @ (Add) on the
Offenders panel and enter the appropriate information.

9. If applicable, add Incident Notes by clicking L+ (Add) on the Incident Notes Panel.
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Incident Notes Panel

Incident Notes +

i4 Charles was throwing paper at ... @]

Private

O

Note*

Charles was throwing paper at Jasmine.

10. Fields on the Police Panel should be populated when the incident requires the assistance of
police personnel. This information will pull in cycle 7.

Police Panel

Reported To Police I

Police Department Your City Police Department

Officer Name

Date Reported 02/02/2018 =

Complaint Number

Badge Number

11. The Victims, Witnesses, and Other Incident Information can all be accessed and information
added to the incident but this is optional for the district since this data is not tracked by the state.
Click on the add icon to enter the information needed.

Victims, Witnesses, and Other Incident Information Panels

e
Other Incident Information

7/9/2018
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12. Click = (Save) at the top of the page when the incident is complete. When Save is selected on
this page, changes made on any or all panels are saved. At this time an incident ID will be
assigned to the incident. The incident must be saved before adding the action on the incident if
the action code is tied to an attendance code in the system. The incident ID is helpful when
correcting an entry or adding additional information.

Incident Detail Page

4 Incident Detail | quick m OEI” Qo
I Incident ID 662 l Reported By* Staff v
Building® 16 - Building 16 T1666MM Moore, Malachi Q
Type® 15 - Disorderly Conduct x| Reported To D - Dean of Students % | ¥
Date™ D1/30/2018 = Location C - Classroom ® | *
Category v Gang Related ]
Time e] Description Throwing paper at another student

Timeframe

P Frack, Charles (Student ID: 16036) R a
4 Charles was throwing paper at ... w Reported To Police ¥
Police Department Your City Police Department
Private O
Officer Name
Note™ Charles was throwing paper at Jasmine
Date Reported 02/02/2018 =

Complaint Number

Badge Number

Other Incident Information

| )

Reminders: For State Reporting purposes, all Incidents must have an Offender added with the
Action taken even if the Action Code is ‘07 — No Action’. Action codes of Suspensions or Expulsions
require Durations be entered in the Offender Detail section of the discipline record.

13. Add any additional Offender Detail data such as Action Details, Guardian Notification, and Police
Action by following the instructions in the next section.

Adding the Offender/Action Detalil

1. Onthe Incident Detail page, in the Offenders panel, click the E Offender Detail.

b Frack, Charles (Student ID: 16036) i )
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2. If the Action Code was not added on the initial entry of the discipline incident, it should be added
at this point. Otherwise continue with the next step. On the Offender Detail Page click @ Add in
the Actions panel. Select an Action Code in the drop-down. A new section displays for the
selected action.

Gender M

Incident
w

4 Offender Detail - Charles Frack ( Student ID: 16036 ) OCRWQ &b O

Incident 18 - Bullying » 18 - Bullying
Incident ID 590 Age 14:01
Incident Date 117872017 Grade 07
Building 16 - Building 16 Classification
Category Hispanic/Latino Mo
Ethnicity
Incident Time 12:00 AM
Race W - White
o CliEiee © Federal Code 6 - White

Frack, Charles (Siudent ID: 16036)

» Witnesses [+] Categories Action Group Total Duration
Drugs 1SS 0 DAYS
Weapons SUsP 0 DAYS
Weapon T o EXPELLED 0 DAYS ADD
- O D-HALL 0 DAYS

Actions

Action Code

Charges and Convictions Notified v nusl Mues
Charges Filed By Guardian i)
Notified
Charges Filed
With Notify Date 1170872017 ]
Charges How Notified P - Phone x |*
Convictions Referred To A - Assistant Principal x |*
Police Action -
Responsible Q
Administrator
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3. Complete the action fields as needed. Note: Only one action code per offender may be added
due to state reporting requirements. Enter the final action for the incident.

Actions

4 01 - In-School Suspension (0.00 Days) Action o
Code
4 General 4 Fines
Appropriate Action Levels  Any Fine Code
Responsibility Building 16 - Building 16 % |w Fine Amount
Action Camyover O Cost
Disposition Code N\
Outcome Code For State Reporting, Duration fields are
Assignment Building required for action codes of
01,02,03,04,11,12,13,14,15,16,17,18,19.
4 Dates /
| Actuai Duration 3 | [ scneduied Duration 3 |
Reason for Difference Date Determined th
Scheduled Start Date sz Scheduled End Date i

4. |If Applicable, in the Notified panel, select value for the Police Action. The code of AR — Arrested
will pullin Cycle 7.

Guardian

Notified

Notify Date 11/08/2017 =
How Notified P - Phone % (¥
Referred To A - Assistant Principal x |*
Police Action | N
Responsible Q
Administrator

5. Select (Save) at the top of the Offender Detail Page to complete the entry.

Note: If the school uses behavior by attendance and if the action selected is tied to an attendance code,
an attendance window will open; review the attendance information that will be created. Select the

exclude checkbox for any periods that would not require an attendance entry. Click '= (Save) to create
the attendance records and close the window.

6. Select € (Back) to return to the Incident Detail Page.
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Common Errors and How to make Corrections

Cognos Report for Finding Behavior Errors

Menu Path: Public Folders > Student Management System > Discipline

Report Name: APSCN State Reporting Error Check on Discipline Records Report

Incorrect Offense Code Entered

This is a two-step process and will have to be updated in 2 places. The original Type code will be listed in the
Incident Detail area and the Offender’s area under the Offense Information.

Menu Access: Interventions > All > Office > Incident Detail
1. Select Simple mode to search for the Incident, then click < (Load).

2. Click the incident link.
3. Inthe Type field select the drop down to change the Offense Code as needed.

Incident Detail [(Eiad Ful (+] waoo

Definition Description
Incident ID 591 Reported By* Staff
Building™ 16 - Building 16 T1666MM Moore, Malachi Q
IType" 14 - Insubordination x v l Reported To
Date* 111082017 2] Location C - Classroom % | ¥
Category v Gang Related O
Time (o] Description Throwing paper at another student.

Timeframe

4. Expand the Offender panel, delete the existing Offense code, and pull the Offense code to match
the code enterd in the Type field.

5. Click = (Save) to update the record.

Offender not entered or Incorrect Offender
Menu Access: Interventions > All > Office > Incident Detail

This may pull a list of incidents sorted by the most current.

1. Select Simple mode to search for the Incident, then click < (Load).
2. Click the incident link.

3. Inthe Offenders section of the screen perform the appropriate step(s) below:
a. Add the correct offender if left off original incident. Click on @ (Add) in the Offender’s
Panel. Search for or select the offender using the fields in the drop-down.
b. If incorrect offender, click Il (Delete) for the incorrect offender, which results in a line

being drawn through the entry. The deleted offender will be removed upon Save. This
also deletes additional information, such as, the Action.

B [SINE
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c. If anew offender should be added to replace a deleted offender, click on the @ (Add) in
the Offender’s Panel. Complete the record by adding the Action information as described

in other areas of this document. Click '= (Save) to complete the entry.
4. Select @ (Back) to return to the Incident Detail Page and verify the entry/update.

Action Not Entered
Menu Access: Interventions > All > Office > Incident Detail

Select Simple mode to search for the Incident, then click = (Load).
Click the incident link.

In the Offenders panel, select the [2 Offender Detail. The Offender Detail page displays.
Enter the new action, durations, and dates as described in other areas of this document.

Click B (save).

o rpw DR

Incorrect Action Entered

Menu Access: Interventions > All > Office > Incident Detail

Select Simple mode to search for the Incident, then click < (Load).

Click the incident link.

In the Offenders panel, select the @ Offender Detail. The Offender Detail page displays.

In the Actions panel, click on m (Delete). This results in a line being drawn through the record.
Click on the @ (Add) to enter the correct Action Code on the Incident.

Click on B (Save).

L

Duration Not Entered on Action Code Requiring Duration

Menu Access: Interventions > All > Office > Incident Detail

1. Select Simple mode to search for the Incident, then click = (Load).
2. Click the incident link.

3. Inthe Offenders panel, select the (2 Offender Detail. The Offender Detail page will open.

4 Actions [+]
01 - In-School Suspension (0.00 Days) ]

4. In the Actions panel, expand the Action subpanel and in the Dates area, enter the correct

Duration.
Dates
l Actual Duration 3 l lScheduIed Duration 3 l
Reason for Difference Date Determined @
Scheduled Start Date 02/06/2018 iz Scheduled End Date 02/09/2018 )

5. Click & (Save).
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Incident Added to Incorrect Building Number

Since Offenders can be added to an incident from other buildings, caution should be taken to make sure
the incident building is the same as the offender’s building. In the event the building is wrong the user
must delete the incident and re-enter it in the correct building.

Menu Access: Interventions > All > Office > Incident Detail

1. Select Simple mode to search for the Incident, then click < (Load).
2. Click the incident link.
3. The Incident Detail page will open.

Incident Detail | auick G (+) W Qo
Definition Description

Incident ID 662 Reported By* Staff

Building* 16 - Building 16 T1666MM Moore, Malachi Q

Type* 14 - Insubordination x | v Reported To D - Dean of Students x |v

Date* 01/30/2018 = Location C - Classroom x |v

Category v Gang Related O

Time c] Description Throwing paper at another student.

Timeframe

4. select (Delete). A message will appear to confirm the deletion of the incident.

Delete Incident X

Are you sure you want to delete this incident?

Yes No

5. When the records have been removed, re-enter the incident data with the correct information.
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Police Notified Not Entered

Police Panel should be populated when the incident requires the assistance of law enforcement.
Menu Access: Interventions > All > Office > Incident Detail

This may pull a list of incidents sorted by the most current.

Select Simple mode to search for the Incident, then click < (Load).
Click the incident link.
In the Police section of the screen enter the required values.

Click Save.

Police Panel

Reported To Police ™| l

Police Department Your City Police Department

E A

Officer Name

Date Reported 02/02/2018 ﬁ

Complaint Number

Badge Number

Police Action Not Entered

Police Action field should be populated when the incident is reported to the Police. Police Action of AR —
Arrested is collected in cycle 7.

Menu Access: Interventions > All > Office > Incident Detail

This may pull a list of incidents sorted by the most current.

1. Select Simple mode to search for the Incident, then click = (Load).
2. Click the incident link.
3. From the Offender Panel select the B Offender Detail icon.
4. In the Notified Panel, enter the appropriate Police Action.
5. Click & save.

Guardian

MNotified

Motify Date 11/08/2017 22

How Notified P - Phone X

Referred To A - Assistant Principal ®

Police Action |

Responsible Q

Administrator
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Error Correction on an Individual Student

Menu Access: Interventions > All > Student > Behavior Incidents

1. If the correct student is not selected, use the Student Search option to find the student. Select
Simple mode to enter search criteria, and select € (Load).

4 Student Search [Esiy"EW Advanced | B o

Search Criteria r @
4 Simple Search Criteria @

Last Name Brookheimer State Reporting ID

First Name Building 16 - Building 16 x |*
Middle Name Grade *
Student ID Counselor

Gender ® Any O Female O Male Current Status x Active *

b List Field Selection ®

2. Inthe Search Results, click on the student’s name link.

3. Inthe Behavior Incident List for the student, select the entry to be corrected by clicking on the

Incident link for the incident.
\

©Q

4 Behavior Incidents

< >
School Year+ Summer School Incient Category Building Location Incident Date/Time  Incident Role
2017-18 N 18 -Bullying SM - Social 16 - Building 16 C - Classroom 1/22/2018 1:19 PM  Offender
Media/Online
2017-18 N 15 - Disorderly Conduct 16 - Building 16 L - Lunchroom 1/8/2018 Offender
2017-18 N 19 - Fighting 16 - Building 16 10/16/2017 8:50 Offender
AM

4. Onthe Incident Detail Page or Offender Detail Page make the necessary corrections. See
earlier sections of this document for more detail.

5. Click & (Save).
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