Incident Management - Behavior Tracking In PS 10

Incident management is the component of PowerSchool that will be replacing the Conduct Reporting that was
used in WinSchool. In addition to a new reporting method the Behaviour Tracking template has been
standardized provincially so that both the Anglophone and Francophone sectors have identical behaviours and
actions. A fillable form is available on DataConnect for use by all districts.

Incident Management is an important tool for implementing Policy 703 in your school. It is essential for school,
district and provincial reporting purposes that all incidents are entered correctly and completely in PowerSchool.

Accessing Incident Management

There are two ways to access Incident Management. At level of the school for all incidents or at the level of the
individual student for a list of incidents in which they are involved as either Reporters, Victims, Offenders,
Witnesses.

Method 1: To view a list of all school behaviour incidents for all students in your school you would begin on the
PowerSchool Start Page in the left hand navigation in Functions click on Special Functions.

[ PowerSchool

Functions 2
Start Page

Attendance
Daily Bulletin
Enrollment Summary

Students Staff Parents
Master Schedule
Dashboard
Special Functions ||
Teacher Schedules

In the list of available Special Functions which are presented in alphabetical select Incident Management.

Special Functions

Function Description

Assign |Ds & Passwords Automatically assigns IDs and passwords to students.
Attendance Functions Performs attendance related functions.

Cument Users Shows the names of these cumently signed in to PowerSchool,

Daily Bulletin Setup

Enroll
Fee Functions Performs fee functions.

Generate Homeroms Generate Homemoms based on student enrolimentsiteacher sections.
Group Functions Performs functions for the cumently selected student(s)

Health Management Access and view student health records.

Importing & Exporting Transfers data inte and out of PowerSchool.

Incident Management Create, update, and delete Incidents.

This will open to current year’s incidents which at the start of the year for all districts will be none. Schools can
look at previous year’s incidents or can use the various date range views.
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Please Note: No Behaviour Data was imported from WinSchool because a new provincial data standard was
developed prior to the implementation of PowerSchool.

From this page you can begin an incident for any student in your school by clicking on the Create New Incident
button.

Incident Management

D ———
~ Incident Counts by Behavior Date Range [eViCyE=n I REETRE  7/132016to 702 2016

Current School Year

Prior School Year
Ert | Behavior *
1 Cument Month
d - . Prior Month
[@ There is no tile data for your cument settings ! Coment Week
Prior Week
Date Range Create New Incident

Method 2: To view incidents in which a specific student was either a Reporters, Victims, Offenders, Witnesses.
First select the student from the PowerSchool Start Page by either selecting them from a list of students whose
last name start with a selected letter, from a list of students in their grade level or with Smart Search enabled
starting to type their last name or selecting them.

Search by Letter of Last Name

Start Page

Students Staff Parents

BN advanced view Fiski List (7]
AE-\:DEFGH\JKLMNOF"JF:TU','.".'K‘r‘Z
K1 234567 8 M F Al SomdSeamhes Stord Selections

Current Student Selection (13) |

Student

Simpson, Skye
Slipp, Lukas
Sy o
Smith. Mava
Search by Grade Level

Start Page

Students Staff Parents.

Grade_Levelse | BN Advanced View FiekiList [7]

ABCDEFGHI JKLMNOPQRSTUVW

k123456 7[F]mM F A Stormdseaches Stored Sekestions

Current Student Selection (13)

Student
Avery, Jayda
Banks, Jennifer
Bear, Jaxon
Broad, Jack
Crabbe, Isaac
Deliberis, Jacob

ob
McKee, Jocelyn
Smith, Haley

Smith, John
Winsor, James

With Smart Search Enabled, you can start typing the student’s last name and a list of possibilities appear from
which you can select your student.
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Start Page

Students Staff Parents

| Smit

|

Smith, Haley
& Smith, John

Smith, Maya

G
§
A
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Bear, Jaxon

TIP: If you have not already enabled Smart Search you do so now. This is a one-time procedure which will make
finding students in your school much easier. Set-up > Personalize> Interface > Enable Smart Search >Submit

Setu

p Function
School Change password
System

Defautt sign in page

Personalize

Initial student screen

Interface

Enable task navigator

Smart Search Opfions
Enatle Smart Search

Include Inacfive Student/Staf Resufts

D i
Change cument password to a new one.
Sets the default sign in page.
Sets the initial student screen.

Sets interface options.

When starting an incident from the Student Page, scroll down to the Administration section in the left hand side

navigation and chose Incidents.

Administration

Log Entries

Suspension Report
PowerTools Report
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NOTE: Whether you Create a New Incident from the student’s Incidents Page or the school’s Incident
Management Page the steps that follow are the same. On the Incident Management Page, in the upper section
on the right click on Create New Incident

Incident Management

~ Incident Counts by Behavior Date Range Qe CUIRe=TEOANEIREEIRY  1/1/2016 to 8/4/2016

Incident Element | Behavior » n

1 Absentesism — unjustified 1 Disrespect

1 Physical bullying

S

This will open the Incident Detail Page on which you will have two sections to complete; Incident Description
and Incident Builder. Both parts MUST absolutely be completed for student(s) to be associated to an event and
for the reports to work properly.

Completing Incident Description

1. Completing the Incident Description begins with selecting an Incident Type, the name of this field can be
confusing. Use the pull down to determine if the incident is Administration initiated, Teacher initiated
or other staff initiated.

~ Incident Description

Incident Type

Incident Date Administration initiated |- @ 08:20 AM

Time Frame Teacher initiated =

Other staff initiated

2. Incident Date and Time are completed next. The filed for Time Frame is not used.

Incident Date 08/04/2016 Time: | @ 08:20 AM

Time Frame Mo codes have been configured.

512 characters left

3. Deciding in your school to have a naming convention for Incident Title can be helpful when viewing a list
of incidents or scanning to locate your incident again. There are searches and reports available so this is
not necessary but is helpful in larger schools with multiple people making entries.

Title |P|a)-ground Fight
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4. Description is a text box where the school can provide a narrative description of the event. There is no
character count limitation. Schools are advised that completing the description does not eliminate the
need to complete the Incident Builder which is used to populate Behaviour Reports and associate
incidents to student names.

5. Location is a pull-down menu of locations in a school where behaviour incident might occur. This is a
standardized provincial list. If a school administrator feels a location should be added to this list, they
should raise this with their District Lead, who could bring this to Policy and Planning. Any location added
would be added to all schools in all districts.

Location 'rJ

Location Description | Assembly
Bus
Bus Loading Zone
Cafeteria
Prepared by Classroom
Co-curricular activity
Commen area
- Incident Builder | Computeriab
Extra-curricular activity
Gymnasium
Participants Hallway
Library
Office
Off-site
Other (specify)
e 1 arking Lot ]
Scheol grounds / Play Ground
Science lab
Skilled trades areas -

Reporters

6. Location Comment: Additional Information can be added but is not required.
7. Location Description is a text field where you can add additional information about the location. For
example, where off site did the incident occur or in which parking lot. There is no character count

limitation.

8. Prepared By: should be the name of the administrator who is handling the behaviour. The data entry
name will show as Created By on Reports.

9. Financial Impact: Can be added if a school chooses but is not required.
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Completing Incident Builder

1. InIncident Builder select the GREEN plus sign to add students.

= Incident Builder \
]

Participants

To locate a student, Type ONLY their last name and assure you have selected Student as the Type.
You have the option of narrowing your search with the grade level but it is not required. If Uncertain
of the spelling of the last name, you can search without any name entered and it will bring back a list

of all students, from which you can choose.

| Search for Student, Staff, or Other Participants
Search Filter
Last Name: Bailey
Type: I Students r
Grade Level: All v
< Only Active
Context: ASD-W 9-12 v
—
Results
Type First Middle Last School Gr Gen
@  Cameron Bailey ASD-W 912 12 F
& | Drew Bailey ASD-W 912 10 il
@  Emily Bailey ASD-W 3-12 10 M
10 - 1

Note: Typing last, first for example Bailey, Emily would result in no records found. The name MUST

only be last name.
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3. Click on the name of the appropriate person from the search box, the bar will turn a darker blue
and the ADD button will appear. Click on ADD

Results
Type First Middle Last School Gr Gen
@ Cameron Bailey ASD-W 9-12 12 F
& Drew Bailey ASD-W 912 10 M
i | Emily M

4. When you click ADD, you will be prompted to give that person a Role. Click the down arrow and
select theappropriate role and then click Add Participant Attributes (tip: a person can have
multiple roles inan incident. Select the GREEN plus button to add more roles).

Note + Attributes not configured

Select Role(s) [

Reporter * [No subcedes defined -
Reporter
Offender
Witness

5. Follow steps 1-4 for each additional participant you want to add in to the incident.

6. All participants should have Incident Elements added. On the right side click the GREEN plus sign
next to Incident Elements.

Incident Elements ()

Type - Description ’

Mo records found.

7. You will need to add an Action and Behaviour. It does not matter what order you add themin.
To add and Action:

Incident Elements PrTraa

Add Object @
Add Eleha\.riurﬁ
Add Attribute

Type - Description

Mo records found.
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8. You only need to fill in the Action Code which is a provincial standardized list. Choosing certain
codes may open an additional drop-down menu if communication was part of the action and
Action Date Range fields and then click ADD ACTION (other fields are optional)

Add Action

Action Code

Parent contact

M I

Action Date Range

by heme visit
by letter

End Date

Action Taken Detail

Actual Resolution Date

Duration Code

Assigned Duration
Duration Notes

Action Change Reason
Action Change Code

Ly TTIEELTIL

by phone

Parent contact

Actual Duration

No codes have been configured.

a. To add a Behaviour:

Incident Elements

(el

Type

Description

Add Action W
Add Object ©

Mo records found.

Add Behavior' |

i

i. Click on the Add Behaviour field
ii. Selectthe appropriate Behaviour Code and this will prompt you to also

Add Attribute ™

complete a sub menu item. Select the appropriate item and then click
Add Behaviour.
9. You will now have a list of items under the Incident Element menu.
10. Click and drag each item to the correct person.
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Reporters Type «  Description
Action * Out-of-School Suspension (specify duration) !_}__’I (=)
Action ¥ In-school suspension (specify duration) EZI =]
m/{"? [1] Fighting [ZERE]
LN
Victims
The Behavior can be
created once and dragged
Offenders to multiple students.

Dawson Babineau
L111 Fighting
L out-of-School Suspension (specify duration)

The Action even if the
same must be created
multiple times for each
student to which it will
apply

Cole Steeves
111 Fighting
Lin-school suspension (specify duration)

Witnesses

Emily Abbott 5}

11. Once complete Click on SUBMIT INCIDENT

12. Changes to an Incident
If additional information comes to the attention of the school, incidents can be modified.
For example if the principal found out that Emily was hit during the fight, then her name
could be added to Victim. When changes are made the Rational should be noted for future
reference

- Change Reason

Use this field to record rationale for the changes being made

Approximately 2048 characters left

13. The Attendance Related Actions is not a NB used functionality.
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