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Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.
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we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
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1 Introduction

1.1 Integris Behaviour Module

The Integris Behaviour module gives schools and educators an effective tool for Managing Student
Behaviour records. This encompasses Positive, Negative and Neutral behaviour. Users can
easily record behaviour records for one or more students. All users can view and edit student
records and record additional details for suspensions, isolations/withdrawals and other incidents.

A range of standard Behaviour reports, letters and advices are produced for easy stream lining of
departmental policy. Users can create their own customised Behaviour reports, letters and advices
via the mail merge facility. The production of statistical reports on behavioural data is also
obtainable.

The creation of Individual Behaviour Plans is made straightforward. It allows the user to select a
directory in which to create a new document or select a file to link to the document. Individual
behaviour Plans and behavioural records can be exported and imported from one Integris School
to another. The module will also update the Lesson Attendance Module with details of
suspensions and withdrawals.

1.2 Key Features

Integris Behaviour Module includes the following key features.

Enter a behaviour record of one or more students.

Record additional details for suspensions or isolation/withdrawals.

View behaviour history for a student.

Multi — student behaviour recording.

Displays totals for all behaviour types.

Produces summaries and statistical reports on behaviour data.

Create, view and maintain Individual Behaviour Plans.

Import and Export behaviour reports and totals between Integris schools.
Updates Lesson Attendance records for suspensions and withdrawals.
Facility to mail merge to school generated advices and letters.

The ability that allows users to log and maintain records of letters sent
Notify principal, parents and relevant staff of a behaviour incident via email.
The ability to change parameters to fit in with jurisdiction policies and school processes
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2 Getting Started

2.1 Adding the Behaviour Module
The Behaviour Module is loaded into INTEGRIS using the Add Module function. To install the

module:

e Select Control

e From the Control window double-click Add Module.

&

Contiol from the General sidebar.

dezcriptive titles showing which
functions are available.

In order to start a function,
pleaze double click on the
required ican.

i Control
r Instructions .
I the right hand panel, thers G, Aud
are a humber of icons with Q &,dd Module;

i Remove Module
& Import Parameters
. Preferences

' System Toolz

' UDI Definitions

' Users

e The Add Module window appears.

Lok, i IaEin j @I ﬁl
Ad-hac lbr CENSLISW Ibr LESSOMN_with_error.br
[s#] ADMIM.Ibr (58] CM.Ibe [s#] TIME.lbr

] £55E 55 Ibr ] Core Ior 8] TIMEREPORT 5.1k
[ EEHAYIOLR Ibr Careplus lbr TRAMREPORT Ibr
Chds.lbr EDWAREPS. Ibr YET Ibr

] CCtbe 8] LESSOM.Ibr

4]

File name:  [BEHAYIOUR. lbr

Files of type: [ Madules [ i)

33|
Open I
j Cancel |

e Double click on Behaviour .lbr
e A message should then appear advising that the module was loaded successfully:

Information

Feqistration Complete..

e Click OK.

ClVICa
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2.2 Logging on to Integris

e Click on the Integris icon on the desktop. KEE
e The user login dialog box is displayed:

School Management Solutions - Integrated Database
E.86.10[08/12/08) Extended Mode

tﬁ Uzer Mame ||
Password |
I ( m Login I Quit

Datafile Path: CAK DRIVETRAINING DATA FRESH T4
ZODENTRGDATANTRGOATAINNTEGRIS.OF1

¢ Inthe User Name field enter your user name.
e Press the Tab key. In the Password field enter your password.
e Click on Login or press Enter. You will then be allowed access to the system.

2.3 Locking/Minimising the Software on your Computer

The software contains a function that enables users to lockout other users while away from the
computer.

To lock the software click on File > Lock Terminal or use the shortcut of

<Ctrl> + <L>.

i Lock Detailz

This terminal was locked while being used by

I System Administrator

To unlock this terminal. please click on the 'Unlock’
button and supply the password for the user name
that is shown above.

[ Unloek ]

To unlock it use the Unlock button.
Enter your password when prompted.

Terminal Lock

Cancel | ()3 I

While Integris is locked, it is possible to access other applications by minimising Integris using the
Minimise button in the top right corner of the screen. =l

2.4 Accessing the Behaviour Module from Integris

Log on to Integris.

Click on the Behaviour button on the sidebar. The functions within Behaviour are displayed on
the sidebar. If you cannot see the Behaviour Tab in the sidebar, contact your Support Centre
regarding installation of this module, (details of how to contact your Support Centre are shown
on the back of this Manual).
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3 Behaviour Sidebar Functions
The Behaviour features of Integris are grouped on the Behaviour sidebar.

Behaviour
Management — Student Behaviour record data entry point. This
é allows for one or more students records to be entered. Creation of
Individual Behaviour Plans, standard or customised letters, reports
b anagement and advices, Behaviour incident notification via email.

Reports - Statistical Management reports for monitoring purposes.
Standard Letters and exports that need to be sent to district office
staff.

Parameters - The Behaviour module will give users the ability to
select and create their own codes to monitor and use in the
management of student Behaviour Records.

Feports
2

Farameters
Utilities — The system provides the ability to import and export
specified behaviour records between SIS schools and set defaults for
Utiliies template pathways, file storage, and Lesson Attendance
suspension/withdrawal codes.
CIVI Ca IntegrisBehaviourManual.dOC 11-Sep-14
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4 The Behaviour Module and Lesson Attendance links

When the Behaviour module is loaded all suspension and withdrawal information will be entered
using this module. Lesson Attendance records will be automatically updated if a suspension or
withdrawal is added in the Behaviour module. If a suspension or withdrawal needs to be changed
or deleted this must be done in the Behaviour module. Do not add suspensions or withdrawals, or
make changes to them, using the Lesson Attendance module once the Behaviour module is in use.

When a code is selected and a Behaviour record is entered this code will be used within Lesson
Attendance to record or update their attendance records. For instance if users chose the
Attendance Suspension Code of "Z" in system preferences, this will then be transferred to the
Lesson Attendance Module and when viewing the students Attendance records of that period of
time a "Z" will be recorded.

kdan Tue Wwied Thu Fri
1 student. 10FEE 11FEE 12FEE 13FER 14 FER
RefMNolFarm | Student Mame Jbd | PR abd | P b |Pra ftd [Pra] e [P |
18 10.1 |BI|:u:ur,FEel:ue-:|:a Ia’|.-’|2|2|.-’|£|£|£|2|2;|

In addition a comment will be added to the Lesson Attendance notes with details of the suspension
created in the Behaviour module.

Comment - Albert, Jackie - 13 A&

Suzpended 13/08/07 - 13,0807 ﬂ

In Lesson Attendance, version 2.2 and above, the suspension and withdrawal codes are
unavailable for selection if the Behaviour module is in use. It will not be possible to edit a
suspension or withdrawal record created in Behaviour in these later versions of Lesson
Attendance. This will ensure the data for suspensions and withdrawals in both Lesson Attendance
and Behaviour is synchronised.
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4.1 Links to Lesson Attendance v12.00.00 (New Zealand Only)

Note: This section applies to New Zealand users only.

4.1.1 Updating of the Activity Log

For New Zealand users only, whenever the Behaviour module automatically updates a marked
attendance code (not ™’ or “?’) within Lesson Attendance v12.00.00, an entry is made in the activity
log for each change. The reason is automatically populated by the system with standard text in

accordance with the following.

Action

Reason text

Marked attendance changed to the Attendance
Stand Down Code by the Behaviour module

‘Stood down via the Behaviour Module’

Marked attendance changed to the Attendance
Withdrawal Code by the Behaviour module

‘Withdrawn via the Behaviour Module’

Stand Down or Withdrawal behaviour record is
edited to a different action within the Behaviour
module

‘Edited via the Behaviour Module’

Stand Down or Withdrawal behaviour record is
deleted from within the Behaviour module

‘Deleted via the Behaviour Module’

4.1.2 Calculation of Half-day Attendance

The calculation of half-day attendance has changed in Lesson Attendance v12.00.00 and a new
algorithm has been employed. The Behaviour module now uses this new algorithm when it
instigates a re-calculation of the half day attendance.
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5 Behaviour System Preferences

The Behaviour module stores the default settings in System Preferences. There are two windows
associated with Behaviour System Preferences:

Within the Paths window users can set:

Default template for Individual Behaviour Plans
Default pathway for saving Individual Behaviour Plans
Default location for mail merge KST files

Default pathway for saving mail merge KST files

Within the General window users can set:

e Default codes for Lesson Attendance

Mandatory checks when entering student ‘Suspension’
Default setting for ‘Retain on Transfer’ check

Default Position (Notice Letter)

Default email address when sending a Behaviour export file

Note: Users will not be able to enter a behaviour record if System Preferences are not
entered.

5.1 Individual Behaviour Plan Pathways

In some instances users may choose to create an Individual Behaviour Plan. A Behaviour Plan
can be created in association with a Behaviour record or independently. When initiating the plan
users are launched into a word template. This template can be individualised by the user in word
and linked to Integris. Users must set up a default path to direct the storage of the document.

To set the Individual Behaviour Plan Pathways:

e Click on the Behaviour > Utilities icon.

e Double click on System Preferences option.

e The System Preferences window will be displayed.
e Click on the Paths tab.
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System Preferences

General Paths |

r Individual Behaviour Plans
Drefault template document for individual behaviour plans

II::'xk.e_l,la'xlNTEGHIS'\BEH.&VIDUH&IBF’_T emplate.doc: O
Default zave path for merged individual behaviour plans

II::\keys\INTEGFlIS'\EEHAVIDLIFl o,
- Mal Merge Letters

Default location of KST files

IE:Rkeys‘\lNTEGHIS'\EEHAVIDLIH'\KST filexs O,
Default 5 aved path for merged * KST files

II::‘\keys‘\lNTEGHIS\EEH.-‘-'MIDLIH"\KST file:z o,

0. Cancel |

To set the path for the Default template document for individual behaviour plans:

Click on the = icon.

Navigate to the location of the selected template.
Select the desired template document.

Click on Open. This will now set the pathway.

To set up the Default pathway for merged individual behaviour plans:

e Click on the S icon.
e Navigate to the location of the selected folder.
e Click OK.

5.2 Mail Merge Letter Template (KST) File Pathways

Users can set a default pathway for selecting a mail merge letter template (KST) and also a default

pathway for storing their merged KST files.

To set the Mail Merge KST File Pathways:

Click on the Behaviour > Utilities icon.

e Double click on System Preferences option.

e The System Preferences window will be displayed.
e Click on the Paths tab.

To set the path for the Default location KST template files:

e Click onthe == icon.
e Navigate to the location of the selected folder.
e Click OK.

To set the Default saved path for merged *.KST files:

e Click on the S icon.
e Navigate to the location of the selected folder.
e Click OK.
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5.3 Default codes for Lesson Attendance

To set the Default codes for Lesson Attendance:

e Click on the Behaviour > Utilities icon.

e Double click on System Preferences option.

e The System Preferences window will be displayed.
e Click on the General tab.

System Preferences

General | Paths I

Attendance Suspension Code Authorized Abzent Code

< Suspended ! Present ;l
Attendance Withdrawal Code

W withdrawn =

Fetain all new bebaviour records on Transfer [T Default Position [Matice Letter)
Suzpengion ¢ Excluzion Check v IDefaull Paosition

Export Email Address

I paabelich@rmap. com. au

(]9 I Lancel

5.3.1 Attendance Suspension code

Note: for WA Schools the default Suspension Code should be set to Z.

To set the Attendance Suspension code:
e Use the drop down list and select Z.
e Click OK to save this setting.

5.3.2 Attendance Withdrawal Code

Note: for WA Schools the default Withdrawal Code should be set to W.

To set the Attendance Withdrawal code:
e Use the drop down list and select W.
e Click OK to save this setting.

5.3.3 Authorised Absent Code

The code that is selected here is used if a suspension or withdrawal is deleted, or if the negative
action of a suspension or withdrawal is changed to some other action.

Note: for WA Schools the default Authorised Absent Code should be set to / for Present.

To set the Authorised Absent Code:
e Use the drop down list and select / Present.
¢ Click OK to save this setting.
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5.4 Default setting for Retain all new Behaviour Records on Transfer

Use the checkbox Retain all nes bebaviowr recards on Transfer W to automatically set the v Retain on transfer
check when adding a new Student Behaviour record.

Note: for NT and NZ the default setting is automatically set to ticked.

Note: for WA, if the Action selected is a Suspension then the ‘Retain on transfer’ check will
always be ticked regardless of the default setting.

5.5 Default Position (Notice Letter)

Use this to enter the Default Position to appear on the Notice of Behaviour Incident letter.

System Preferences

General | Paths I

Attendance Suspension Code Authorized Absent Code

IZ Suzpended ;I I.-" Present ;I
Attendance Withdrawal Code

[/ withdrawn [

Fetain all new behaviour records on Transfer [ efault Fosition [Motice Letter]

Suzpenszion / Exclusion Check v

IDefauIl Pozitian

Export Email Address

I paabelich@rmap. com. au

ok I LCancel |

This will then appear by default in the Position field when generating a Notice of Behaviour Incident
letter.

Notice of Behaviour Incident

~ Stationery Options

= Plain Paper = Pre-printed Stationerny

r Select Letter Destination
™ Send letter bo Parent/Guardian 1 anly.
™ Send letter to all marked as having Parental Besponsibility.

@ Send letter to all marked az Family Mail Marker,

- Requesting Staff Member
MHame | Q@sition |Default Pozition »

Letter Date |10 AUG 2007 |

Frint | Cancel |

5.6 Suspension/Exclusion Check

Use this check to force the user to confirm whether any of the following actions have been
whenever a student suspension is entered:

¢ Notification to parent of intent to Suspend
e Immediate suspension for serious breach
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Discussion of suspension with parent/student
Letter of notification to parents
Letter of notification to student
Development of Behaviour Management Plan

Note: The Suspension / Exclusion Check will be set to ticked by default.

If this box is ticked then when attempting to save a student suspension the following dialog will
appeatr:

x

™ Motification to parent of intent bo Suzpend

™ Immediate suspension for serous breach

[T Discussion of suspension with parent/student
[~ Letter of notification to parents

[~ Letter of notification to student

[ evelopment of Behaviour Managerment Plan

The user must check/uncheck at least one of the boxes in order to activate the OK button and save
the record of suspension.

5.7 Export Email Address

When exporting a Behaviour data report, the user has the option to email the resulting CSV file.
Use this field to enter a default email address for sending the export file to.

Ewxpaort Email Address

I zrnacheliE@map. com. au

Note: Export Email Address is not required for WA Schools.

Close the Utilities window by clicking the cross on the top right hand corner.
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6 Behaviour Parameters

The Behaviour Parameters define the operation of the module. There are a number of parameters
that will be initialised with a set number of codes.

W Behaviour - Parameters x|

- Instructions -
Y
There are a number of icons in s Behaviour Type —I

the right hand panel with @ Behaviour Sub Type
dezcriptive titles showing the 3 Behaviour Actions

functions available.
3 Muatification Details

@ Suzpenszion Conditions

Pleaze double click on the
lequir_ed icon bo ztart that
furiction. Q Lacation

6.1 Maintaining Parameters

Use the Parameters functions to define the lists that users see when entering data.

2

To access the parameters, click on the Parameters icon. | Parameters

Some Behaviour Parameters are pre-populated and may or may or may not be edited. Behaviour
Type, for example, contains 13 types all of which are locked and may not be edited. Behaviour
Sub Types however, may be added and edited by the school

Before starting to use the system, you may need to set up the parameters you intend to use. You
can use the same procedure to set up many of the parameters used throughout Integris as they
consist of a code, a school code and description. Some will have been set up for the school.

Each of the other parameters is set up using slightly different procedures dependent upon the
information that needs to be held. A separate section is given to each one later in this part of the
manual.

WARNING: Changing some Integris parameters will affect the integrity of the school’s data.
Contact your Support Centre if you are unsure prior to changing any parameters. (Details
of how to contact your Support Centre are shown on the back of this Manual).
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6.2 Adding/Editing Parameters — General Information

o From the Behaviour Parameters window, double click on the icon for the parameter you want to

update.

i Behaviour - Parameters x|

r Inztuctions

There are a number of icons in
the right hand panelwith
dezcriptive titles shawing the
functions available.

Pleaze double click on the
required icon ko start that
function.

@ Behaviour Type ﬂ
@ Behaviour Sub Tepe

@ Behaviour Actions

@ Matification Cretails

@ Suzpehzion Conditions

@ Location

[

The system displays the appropriate window. The following is an example of Behaviour Type
parameter set up in Behaviour Sub-Type.

e Click Modify parameter descriptions and add parameters &

Note: To ensure Behaviour Sub Types are attached to the correct parent Behaviour Type,
schools should check the Behaviour Type details first before adding.

e Enter the new Behaviour Sub Type details

Sub Type Fla

Add/Edit Behaviour SubType

Descriptiorn |Achievement - Community Lesel

Behaviour Type

ISignificant positive behaviour or major a... j

LCancel |

e Click OK

If the parameter is to be locked:

e Highlight the Sub Type

e Click Toggle Lock Status o
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Confirm Action |

o

:.p ‘You are about to change the ‘Locked' state of the selected parameter(s); proceed?

e Click Yes

e Repeat the above steps to create the further Behaviour Sub Types

Note: Editing options may also be accessed by right clicking on mouse. Parameters may
be selected and locked together.

6.3 Printing a list of Parameters

Clicking onto the Print Parameters icon = will produce a list of all the parameters.

Category Code

West Coast District High School

Behaviour Type, parameter report

Description

I

M2
N3
M4
M5
NG
M7
[RE]
[REE]
o1

P1

F2
P3

+ + + 11

Physical assault or intimidation of staff

Werhal abuse or harassment of staff

Fhysical assault or intimidation of ather students
Werhal abuse or harassment of students

Wilful offence against property

vialation of school Code of Conduct, behaviour management plan, classroo...

Suhstance misuse

lllegal substance offence

Megative behaviour - other

Meutral behaviour

Significant pasitive behaviour ar majar award

Merit ar good hehaviour award (often via assembly recagnition)
Positive behaviour - other

Active Locked
vES vES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES
YES YES

Example of the printed parameter report
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6.4 Deleting Parameters
i

e To delete a parameter click onto the Delete Selected Parameters icon
¢ A confirmation message will appear.

Confirm

@ Are pou sure vou want to delete the 1 selected records?

¢ Make the appropriate selection.

Note: The deletion of a parameter that is in use can have an impact on the schools data file.
Please contact your Customer Support Centre prior to deleting any Parameters.

Note: Some parameters contain a value ‘Not Specified’. Do not change or delete any
existing ‘Not Specified’ parameters.

6.5 Toggle active property

When you first set up your parameters, they are all active. If a school does not wish to use all of
the parameters, a parameter can be made inactive, thereby switching it off, so it is not available to
users. You can make an inactive parameter active again at a later date if required.

Note: you can only make a parameter inactive if it is unlocked and if it is not being used.

6.6 Making a Parameter Inactive

When viewing a parameter list, click on the line/s that you wish to make inactive.

e Click on the Toggle Active Property icon £

E¥: Toggle "ackive' Status

or, right click on the parameter and select

from the menu. The system displays a message asking you to

confirm this action.
e Select Yes to proceed. The system reverses the “Active” state of the selected parameter/s. The
value ‘No’ is shown in the Active column.
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6.7 Lock Status

Click on the Toggle Lock Status icon ¥ or right click within the pane and click Toggle

‘Locked’ status. Confirm that you wish to change the ‘locked’ status. The value in the Locked
column changes to 'NO'.

A confirmation message will appear. Click the appropriate button.

Confirm Action

@ “'ou are about to change the 'Locked' state of the selected parameter(s); proceed?

e To change the status back to ‘locked’, simply re-select the line and click on the Toggle Lock
Status button.

6.8 Defaults

The Suspension Conditions parameters have the option to set a default when applying a
suspension to a student record.

o When viewing the parameter list, click on the line that you wish to make the default entry.

The following example uses the Suspensions Conditions parameter: “Specific permission must be
gained to enter the school grounds.”

GO ma o=

Code | Description Defauly Active | Locked

anz Provided a program of wark to be completed during the susper: MO YES YES -
Specific permizsion must be gained to enter the school grounds YES  YES  YES

e Click on the Toggle default condition icon% .

e A confirmation message will appear:

Confirm Action 3

@ You are about to change the 'Default’ state of the selected parameter(z); proceed?
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7 Behaviour Type

The Behaviour Type parameter has a number of initialised codes. Three of these are Positive,
nine are Negative and one is a Neutral code.

Behaviour Type

& o W B | o |

Cat | Code | Description Active | Locked
M1 Physzical azzault or intimidation of staff TES iWVES i
M2 Werbal abuse or harassment of staff TES iWES b
M3 Phyzical azzault or intimidation of other students YES iYES
M4 Werbal abuse or harazsment of students TES WES
M5 Wilful offence against property YES iWVES
HE Wiolation of school Code of Conduct. behaviour management pivES  iYES
N7 Substance misuse YES IYES
MHa lllegal zubstance offence YES iYES
R} Megative behawviour - ather YES iWVES

= o Weutral behaviour TES :WES

+ P1 Significant positive behawiour or major award TES iWES

+ P2 et or good behaviour award [often via azsembly recognition)iYES  iYES

+ F3 Puazitive behaviour - ather TES WES

a

[~ Only show active enties O recard(s] have been hidden  Total Parameters
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8 Behaviour Sub-Type

The Behaviour Sub-Type is linked to a Behaviour Type and allows schools to monitor different
aspects of that particular behaviour type.

Behaviour Sub Type

8§50 =
Cat | Tupe | Sub-Type Description Active Locked
+ P1 Pla Duke of Edinburgh Award YES (MO &
. M1 M1a “fith weapan YES MO
M1 M1b Safithout weapon YES MO
Ma MNaa Speed YES MO
M Mah Amphetamines YES MO

4]

il

[T Only show active entries

0 record(z] have been hidden  Total Parameters |5

Cloze |

The process of adding or modifying a Behaviour Sub-Type differs from that of other Behaviour
Parameters as each new Sub-Type must be associated with an existing Behaviour Type.

To add a new Sub-Type:

o Click on the Modify parameter descriptions and add parameters icon. @
e The Add/Edit Behaviour Sub Type dialog will appear.

Add/Edit Behaviour SubType

Sub Type

D'ezcription

Behaviour Type

SR

I'W'ith Weapan

IF'h_I,Isin::aI azzault ar intirmidation af staff [M1] j

k. LCancel |

Enter the Sub-Type code (maximum 5 alphanumeric characters).

[ ]

e Enter the Sub-Type code Description (maximum 50 alphanumeric characters).

e Select a Behaviour Type.

e Click OK to Save.
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To modify an existing Sub-Type:
¢ Highlight the Sub-Type in the Behaviour Sub Type window and Click on the Modify

parameter descriptions and add parameters icon. @
e Continue steps as for adding a new Sub-type.

Note: There is no limit to the number of Sub-Types that can be recorded against one
Behaviour Type.
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9 Behaviour Actions

The Behaviour Actions window is displayed below and shows the initialised codes for negative and
positive behaviour.

ST = O

Cat | Code | Description Active | Locked | Report 1| Report 2

- 5] Detention wES WES YES MO ;I

- | Intention to suspend YES IYES YES YES

- L Lozs of priviege YES IYES YES MO

- u] Other YES WES YES MO

- A Fieprimand YES IYES YES HO

- 5 Suzpended wES WES YES TES

- W fithdraweal WES WES YES TES

+ ndz+ Mot specified YES IYES YES MO

- nd's Mat specified YES O IYES YES HO

= niz=  iMaot specified YES IYES YES HO

[ -]

[~ Only show active entries O recordfs] have been hidden  Total Parameters |1D

Report 1=Behaviour Detailz and Individual Behaviour B eports

Report 2=0ther Behaviour Reports. These are restricted to 7 actions.

Cloze |

Currently the following Behaviour Action codes are provided and cannot be edited or deleted by

the user.
D Detention
| Intention to Suspend
L Loss of Privilege
O  Other
R  Reprimand
S  Suspended
W  Withdrawal
n/s+ Not Specified
n/s- Not Specified
n/s= Not Specified

Positive or negative Behaviour Actions may be added by the user.

Cat | Code | Description Active | Locked | Report 1| Repaort 2
+ HFP Houze Points YES iMNO YES MO ;l
+ MC Merir Certificate YES iMO YES MO

Users can set up as many default actions as they wish to appear on the Behaviour Details
Report (see section 18.1.1) or the Individual Behaviour Report (see section 18.1.2). These need
to appear as “YES” in the Reportl column. The toggling of Report Status can be done in two

ways
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e Highlight the action and click on the Toggle ‘Reportl’ Status icon 5 or, right click on the

parameter/s and select [ Toage Report 1'Status £ the menu. The system displays a message
asking you to confirm this action.

e Select Yes to proceed. The system changes the “Report” state of the selected parameter/s.
The value ‘Yes’ is shown if the parameter is included in the default set.

The Report2 column will allow a maximum of 7 actions to be selected and these values will default
to any other reports using Behaviour Actions. This can be done in the same way as mentioned

above, however selecting Toggle ‘Report2 Status < Teadle Repert 2'status  instead of ‘Report?’.

Note: Once a maximum of 7 parameters have their ‘Report2’ status set to ‘Yes’ (including
the three compulsory ‘Not Specified’ Behaviour Actions), you will not be able to set the
‘Report?2’ status of any other parameter to ‘Yes’.
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10 Notification Details

Motification Details

& ol W e | on |

Code | Descrption Active | Locked

AB Aboriginal Indigenous Education Officer [AIEQ] YES YES -
BC Behaviour Management Coardinatar YES YES —
CH Schoaol Chaplain YES WES

DP Dieputy Pritcipal YES WES

FT Form Teacher YES WES

S M anager Student Services (Distrct Office) YES WES

04 Outside Agencies YES WES

P, Parent YES WES

FO Palice vYES WES

PR Principal YES IYES

SC SAER Coordinator vE5 WES

SH School Murse TES WES

SP Schoaol Paypchalogist YES WES

55 Schoal Services Coardinator YES YES b
S Social Worker YES WES

YC  Year Coordinator VES  IYES =l

[T Only show active entries O recard(s) have been hidden  Total Parameters |1?

The Notification Details default to those displayed in the report sample below.

West Coast District High School

Notification Details, parameter report

Coie Description Active Locked
AB Aboriginal Indigenous Education Officer (AIEC) YES YES
BC Behaviour Management Coardinator YES YES
CH Schoal Chaplain YES YES
DF Deputy Principal YES YES
FT Form Teacher YES YES
ME mManager Student Services (District Office) YES YES
0A Cutside Agencies YES  YES
P Parent YES YES
PO Palice YES YES
PR Principal YES YES
aC SAER Coordinatar YES YES
SN School Murse YES YES
L Schoal Psychalogist YES YES
g5 School Senices Coordinator YES YES
SV Social Worker YES YES
b Year Coardinator YES  YES
nis Mot specified YES YES

Refer to section 6 for details on how to modify or add behaviour parameters.
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11 Suspension Conditions
The system comes with 2 active suspension conditions, both marked as default.

Suspension Conditions

%@@ﬂﬂ@: @m|

Code

Description

Defaul

Active

Locked

om
002

Specific permiszion must be gained to enter the school grounds
A program of work to be completed during the Suspension has

TES
TES

YES
YES

TES
TES

[T Only show active enties Orecord(s] have been hidden  Total Parameters

Note: For WA schools do not delete any from the list. Additional suspension conditions can
be added. Defaults can also be changed.

Refer to section 6 for details on how to modify or add behaviour parameters.
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12 Location

The Location parameter allows schools to monitor behaviour off site and at specific locations within
the school grounds.

location
G =

BUS  iSchoool Bus YES MO
HaLL :School Hall YES MO
MSG  iMain School Gates YES MO
FF Flaying Fields YES MO
nd's Mat zpecified YES iYES

[~ Orly show acitve entries. 0 record(s] have been hidden  Tatal Parameters IE

Cloze |

Refer to section 6 for details on how to modify or add behaviour parameters.
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13 Management of Student Behaviour

13.1Student Behaviour Management Window Options

A

Selecting the Management icon "= from the Behaviour sidebar provides access to the Student
Behaviour management data entry window.

Show only Roll Previou Find Next Print Send Plan Create
students with Status S Student Student Student Letter Customise
Behaviour Student Behavio d Letter
= — — —
 __/ — —
Bl Studen\chaviour / ﬂl Send an
Clear Browse l: ~~@ T Curren © i ST B - | Email
Jackie Albert (766 ) W
r Behaviour History N\ - \S/:;e\(ljv Mtall’l
Filter ICunent year ;I |.f-‘-.II ;I [+ Dizplay behaviour recard\eceived fram previous zchool [zhown in grey) D;taﬁg
+/- | Recorded Behaviour i N !
- SAUG 2007 \wilful affence againzt property 033 %-J—
Add
: : : : : Student

Behaviour

1|E

- Total to date this school Total to date previous schooks Edit
Withdrawals : 0 Sugpensions 0 [0.0) days [ Suspensions : 0 [0.0] days )\ Stuldent
- Details ;
Fieported By ks Elaine Abbatt Action: Lozs of privilege from [Periad O) until [Period 0] ehaviour
Appeal: Lppeal Status:
Behaviour Details |4 ction Details | Matification D etails I Appeal Details I Suspension Conditions I Log | Additional I Responze I Delete
Graffitt on desk. =] g;“hdeﬁ/?éur
Behaviour
| Sort
Options

Searchl— EII @ Fo
13.2Finding Students

Students can be found via the Find Student icon #  or Search field.

Search
The cursor will default to the Search field on opening the window. I

13.2.1 Student Find Tool

The student find tool operates in the same manner as within all other Integris Modules. (For further
details see the Administration Manager Manual)

-

13.3Print Student Behaviour Records

Student records can be printed from this screen. The Report that is generated will be the first entry
in the Behaviour History Screen. This will be highlighted by default when first entering the
student’s record. If another record needs to be printed, select the record required and then click
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the Print Student Behaviour icon. = All details pertaining to the particular record will be
displayed in the report.

Sunset Senior High School
Student Behaviour

Rebecca Bloor Year/Form; 10/10.1

Reported By: Craig Pringle Date: 11 FEE 2003

Behaviour CategordType Action

Megative (3)  Physical assault or intimidation of ather Suspension 3Days
students 19 MAR 2003 PM- 21 MAR 2003 PM

Behaviaur Details

Physical assault of another students.

See previous Behaviour records for previous incidents.

Rebecca assulted Michelle fipwith a knife, slashing e her arm and neck.
Mr Craig Pringle weas on duty and intervened.

Example of the Student Behaviour report

e For multiple records hold the <Control> Key down and click on the desired selection. An
information message will appear detailing how many selections have been made.

Student Behaviour |

.
\_1) You have selected 2 student behaviours to print, Please confirm to proceed,

R Cancel

13.4Send letter
&

Refer to section 17.1

13.5Plan
&

Refer to section 14.

13.6Create Customised Letter
&b
Refer to section 17.7

13.7Send an Email

Refer to section 17.9.

13.8View Main Student Details

Selecting the View Main Student details icon é opens the Student details screen in read only
mode. (See below).
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I
o cwen <4 @b A7 H|SlecaRtuOBBOnmESD

Jackie Albert (766 ) Year4 Form Room 4
r Addresz
Date of Bith  18JUMN 19537 9 darmion Drive, Phatie 1 9396 7005
Age 913 £ Mths FINEY WOODS, Phone 2
Gender Female WA, F
B999 h
Teacher(z] Mz J Garden Student Mab.
Family Representative [~
Fioam
PN E123456706004 -
B Q0000000 Car Registration
Central ID 99123456700000151 E Mail Address albert@iinet. net. au
r Contacts

Mame Phone Address Relation | Res | Par | Mail | Emig | Motes | Fee
Mr Paul &lbert 9396 7003 {9 Marmion Drive, PIMEY WOODS, W, EFather Yer (Yes No {1 e M -
Iz Rita &lbert 9396 7002 {9 Marmion Drive, PIMEY WOODS, Wa, EMather Tes i Wes (Vexr 2 Tes M
Mrz Penhole 9345 6767 i4'wizdom Lane, PINEY WOODS, WA, BiFriend Mo Mo iMao i3 Yex M
JEMMIFER Zolter-albert 9396 7008 {9 Marmion Drive, PIMEY WOODS, W, ESibling nda infa inda 0 Mo

>
4| | B

Res - Student Resident  Par - Parental Responsibility  Mail - Family Mail Marker  Emrg - Emergency

Search I El I I @ g

Note: the user may not edit the student’s details, change to another student, add a new
student or search for students from the Student Details window when accessed via the
Behaviour module.

e Click on the cross in the top right hand corner of the main Student details window to return to
the Student Behaviour window.

13.9Roll status
Currett j

Adrmizziong

Current

Former

Student records are available for all rolls.

Admissions

Current

Former

External (if this is checked on in General>Control>Preferences)

e Click onto the lookup menu and highlight the appropriate roll.

13.10Show only students with Behaviour Records

This # creates a browse set of only the students that have a Behaviour Record. Once the

Y

browse set has been created the icon changes to reflect this.
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e Click onto the Show only students with Behaviour records icon.
o To release the browse set click onto the icon again and the browse set will be released.

13.11Behaviour Sort

-

Al
A drop-down box with a default to All (all Behaviour Types) - appears across the top of
the toolbar. This is used in conjunction with the Show only students with Behaviour records
function (refer to section 13.10).

The options for this drop-down are:

All (all behaviour types)
Negative (all behaviour types)
Positive (all behaviour types)
Neutral (all behaviour types)

With the ! - Show all students set the drop-down box will have no affect on which students are
displayed.

The L - Show students with Behaviour records only works together with the drop-down box

as shown.

Drop-down Box Setting = Show students with G Show all students.
Behaviour records only.

All (all behaviour types) Show students with Behaviour | Show all students.
records only (any)

Negative (all behaviour types) | Show only students with Show all students.
Negative Behaviour records.

Positive (all behaviour types) Show only students with Show all students.
Positive Behaviour records.

Neutral (all behaviour types) Show only students with Show all students.
Neutral Behaviour records.

13.12Behaviour History

- Behawiour Hiztary

Filker | Current pear j |-f3-|| ;I

Options within Behaviour History are:

e Current Year — when this option is selected the Current Years records are displayed. This will
be for the current academic year that is set up within the Schools Diary.

o All years - when this option is selected all records are displayed for the current and previous
years.

Users can filter this selection further by choosing the Behaviour Types and Actions. The standard
options are:

o All

e Positive Behaviour

e Neutral behaviour
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Negative Behaviour
Detention

Intention to suspend
Loss of privileges
Other

Reprimand
Suspended
Withdrawal

The list will also include any further Actions added by the user under Behaviour > Parameters >
Behaviour Actions.

13.13Previous Schools Detalls

[+ Dizplay behaviour records received from previous school [showe in grey)

Integris provides the ability to import and export specified behaviour records between Integris
schools. This transfer method transfers all student data, which includes Behaviour records. The
data transferred will include the behaviour report details for all reports where the ‘Retain for
transfer’ flag has been set to * Yes’ within Student Behaviour Management add mode.

(For further details on Importing and Exporting Student Records refer to the Administration
Manager Manual)

Users have the option to include these records or not. If the records from a previous school are not
required uncheck the tick box and they will not be displayed.

The details of the incident will be displayed in the Behaviour History section of the screen in grey.

13.14Suspensions and Withdrawal

Totals are displayed below in the history list and are reflected in the current filter, which can be
applied to the history list. (This list will default to the current year — for all schools).

Total to date this school Total to date previous schools
’V Withdrawalz : 0 Suzpenzions : 0 [0.0] days ’V Suzpenzionz ; 0 [0.0] days

For students joining the school after the start of the year their Behaviour information from other
schools will only be available if it has been electronically transferred from another Integris School
or retrospectively entered manually if received on paper.

13.15Student Photo

Clicking on the camera EI icon at the bottom of the behaviour management screen allows the
user to view the student photo.

13.16 Retrospective entry of student Behaviour Records

To enter a student’s Behaviour record retrospectively.

e Select the student’s records
B ehaviour Higtory

Filker I.-'l'-.II years

e Click onto the filter and select[ j . This will allow users to select the

appropriate date for which the entry is to be made.

CIVI Ca IntegrisBehaviourl\/IanuaI.dOC 11-Sep-14
Page 13-6
© 2014 Civica Education Pty Ltd



e Click onto the Add Student Behaviour icon @ :
e The Student Behaviour Add screen will appear.

Student Behaviour Add

Rebecca Bloor (18) Year 10 Form 10.1

Reported By | Q. Date [3.0L 2004

™ Record received from previous school

Imcident Ma: |2 Tirme: |2‘|:1‘I Lacation INDt specified ;I
Behaviour | ;I [~ Retain on tramsfer
Aetion | _I ™ £ppeallodged against action

D ate I— gl

Fram I— | Period
Uni [ #&| Peid [ -]

Details |Acti0n| NotificationIAppeall Suspension Conditionslhdditionall Hesponsel

Status INot specified 'I

|

withdrawalz : 0 Suspensions : O [0.0) days Lancel |

Total to date thiz school Total to date previous schools
’V ’V Suspensions : 0 [0.0] days—‘ Ok |

e The software allows users to enter directly into the Reported By field or by clicking on the Find

Staff icon == to display a list of the current teaching staff to select from.
e Users can enter the date into the Date field directly or choose to use the date selector.

oo Seloctor
January 2001 . {lAlb I »lRl

R R EE [ L
1 2 |3 & |8 |[& | 7

g s o 11 iz 14
15 e |17 [ie 13 |20 |2
2 |23 |4 | |z |27 |z

23 |30 |3 1 2 B 4

ak
The Date Selector

Single red arrows enable the user to scroll through months, while double red arrows are for
selecting other years. The blue arrow takes the user back to the current date.

Click on the appropriate date and select OK. The system enters the selected date into the date
field.

13.17 Adding a Student Behaviour Record

Integris enables schools to hold a great deal of information about student Behaviour. The

accessed by clicking on the Add Student Behaviour icon

“

icon = to the right of the history list on the Student Behaviour screen. To locate a Student

ClVICa
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Behaviour Record use either the Search or the Find Student functions. (For details on how to use
these functions refer to the Administration Manager Manual.)

The student’s name will appear at the top left of the window, their Year and Form on the top right.

Student Behaviour Add

Rebecca Bloor (18) Year 10 Form 10.1
Reported By | 2, Date IB JUL 2004 I Record received from previous schoal
Incident Na: |2 Time |2‘| 1 Location INDI specified ;I
Behaviour I ;I I~ Retain on tiansfer
Aoy I ;I I~ | Appealladged against action
From I A% Period I - I Date I ﬂl
Until I ﬁ' Period I - I Statusg INol specified - I
Details |Acti0n I Maotification I Appeal I Suzpenzion Conditions | Additional | Responze |
Total to date this school Total to date previous schools
’V withdrawals : 0 Suspengions : 0 [0.0] days ’V Sugpensions : 0 [0.0] da_l,ls—‘ ak | Cancel |

Reported By |

The Reported By field is where a teachers name can be

recorded. Two options are available to users are:

e Type the Teacher’'s name directly into the field or Click onto the Find Staff = icon. This
opens the Staff Selection List window. The Staff List is drawn from Staff Details within
Administration Manager.

Staff Selection List

Staff Member

bz Elaine Abbatt -
bz Maria Theresa Alan
bAr bl ark. Alan

tdr Harriz Barclay

tr Carl Best

b1 Jozeph Brigg

bz Fiona Brooks

tz Jennifer Calvin

tAr Robert Charltan

bz Sandra Corner

kr Micholas Creed

kA1 Ewan Dale

kA william Davids

tr Donald Drake

kAt Tory Duke

tdr Travis Elliot

kAr Luke Evans

iz Edna Everage

s Amnanda Fisher

k1 Paul G abelich
LY. PN PRSI PN s e ;I

ok | Cancel |

e Click on the Staff Member required.
e Click OK.
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This will place the teacher’s name into the Reported By field.

Reported By |I'v13 Sandra Corner (=

13.18Incident Number

When adding a new Behaviour record, the next sequential Behaviour Incident number will
automatically be generated. Incident Mo: |14

So that separate behaviour records may be linked, the Incident number can be edited to be the
same as an existing Incident number.

e Click on the Incident No. field and type the desired number.
e If a number higher than the next sequential number is entered the following message will be
displayed:

Incident Mumber Warning x|

\Ej) Please enter Incident Mo, already used or press Enter to use the next sequential number,

The Incident number is displayed in the far right column (labelled ‘No.’) of the Behaviour History
on the Student Behaviour window.

~ Behawviour Higtory
Filker ICunent year j I.t’-‘n.ll j ¥ Diizplay behaviour records received from previous school [zhown in grey)

+/- | Recarded Behaviour Action Days | Appeal | RoT | Mo
15 5EP 2006 lllegal substance offence Fieprimand n'a TES

15 5EP 2006 :illlegal substance offence - Speed iLoss of privilege:nda

{15 SEP 2006 EF‘ositive behaviour - ather infa 3
1BSEP 2006 iMeutral behaviour infa H i2
14 SEP 2006 :Postive behaviour - other dhssemnbly awardinda (MO MO ]

-+ 1+ ' .

13.19Time of Behaviour Incident
When adding a new Behaviour record, the current time is automatically recorded for Time of
incident. 1™ [13% | Tp Time of Incident can be edited:

e Click on the Time field and type the desired time (using the 24-hour clock).
e If aninvalid time is entered the record will not save when clicking OK.

13.20Location

Users can record the location where the Behaviour incident took place. When adding a new
Behaviour record by default the Location drop down list will be disabled and the Location will be

set to ‘Not specified’, -223on | Not specifed =1 The Location drop down list will

be enabled once ANY Behaviour type is selected in the Behaviour field.
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Student Behaviour Add

Jackie Albert (878 ) Year4d Form Room 4

Feparted By | i, Date |21 SEP 2006 | [T Record received from previous school

Incident No: |15 Time |1?:42 Location  |Moat specified =
Bike Shed a

Behaviour | Negative behaviou - ather =l Man SCDG ates
. i [uld :E:FIE:I::l ([
Action I =l Playing Figlds =
School Hall -
From I Periad I - I UaE EE]

Lrakil I Period I vI Statuz INDt specified 'I

A Location can now be selected. The Locations that are displayed in the list are generated from
Behaviour Parameters. (See section 6 - Behaviour Parameters)
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13.21Behaviour Type

A Behaviour Type can now be selected. The Behaviour Types that are displayed in the lookup
menu are generated from Behaviour Parameters. (See section 6 - Behaviour Parameters)

The selections of Behaviour types that the system is initialised with are:

Merit or good behawviour award [often via azzembly recognition)
Positive behaviour - ather

Sighificant pozitive behaviour or major award

lleqal substance offence

Megative behaviour - other

Phyzical azsault ar intimidation of other students

Phyzical azzault ar intimidation of staff

Substance misuze

Verbal abuze or harazsment of staff

Werbal abuze or harazzment of students

Yiolation of school Code of Conduct, behaviour management plan, classoom or school ules
Wilful offence against property

Meutral behaviour

The list will also include any Behaviour Sub-Types added by the user in Parameters.
If a Behaviour Type has Sub Types displayed in the list, then the Behaviour Type Description will

be displayed as bold. If the Behaviour Type does not have Sub Types displayed in the list, then
the font will remain normal (ie not bolded).

| Student Behaviour Add

121 AAAA ( 888) Year12 Form 12.3
i Reported By | Q, Date |24 JAN 2012 Fiecord received from previous school
Incident Moz |23 Time |11:00 Location | Mot specified -
Behaviour | “

[ Betain on transfer

Mernt or good behaviour award [often via azsembly recognition)

Positive behaviour - ather

Sigrificant positive behaviour or major award

lllegal substance offence

Uil Megative behaviour - other

Phyzical azzault or intimidation of other students

Behaviour Det| Physical azzadlt or intimidation of staff

Substance misuze

WVerbal abuse or harassment of staff

Werbal abuse or harazsment of students

Yiolation of school Code of Conduct, behaviour management plan, classroom or school rules
Wiolation of school Code of Conduct, behaviour management plan, classroom or school miles - Green zlip
Yiolation of school Code of Conduct, behaviour management plan, classroom or school iiles - Dizruplive
Yiolation of school Code of Canduct, behaviour management plan, classroom or schaol miles - Defiance

Wilkul offence against property

Meutral behaviour

Action

From

Total to date this echool Total to date previous schools
YWithdrawals -0 Suzpenzions 0 [0.0] days Suzpenzions : 0 [0.0] days I ak l [ Cancel l

If the Behaviour Type (or Sub-Type) is negative then an Action must be entered (see Section 13.22
Action)

An Action is optional for positive or neutral Behaviour types. A positive or neutral Behaviour record
may be saved at this stage as there is no requirement to enter any further information.
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13.22Action

Behaviour Actions are drawn from the Behaviour Parameters. (See section 6 - Behaviour
Parameters)

If the Behaviour Type is Negative the Action menu will be populated with negative Actions only.

Behaviour IIIIegaI substance offence
Action
Detention
Fram Intention to suzpend
. Lozz of privilege
Ll Mot zpecified
Jetails | ctiod Dther
Reprimand
Suzpended
Withdrawal

If the Behaviour Type is Positive the Action menu will be populated with positive Actions only.

Behaviour IMerit or good behaviour award [often via assembly recognition] = |
&ition B3

Agzzembly award
Fram Houze points j'

If the Behaviour Type is Neutral the Action menu will be populated with neutral Actions only.

e Select the Action required from the drop down list.

Behaviour I‘Jinlatinn of Cade of Conduct, beh. man. plan, c;l I™ Retain on transfer

#ction |ntentian to suspend ™ &ppeal ladged against action

Frorm I Period |0 004 Drate: I g
.0 daps

Uil I Period I 1] Statuz I Mot specified j

If Suspended is the selected Action for a negative Behaviour Type then refer to section 13.23 -
Suspensions for details on additional prompts and entry of information required.

CIVI Ca IntegrisBehaviourl\/IanuaI.dOC 11-Sep-14
Page 13-12
© 2014 Civica Education Pty Ltd



13.23Suspensions

Suspension conditions only apply to Negative Behaviours. If users enter details for a Suspension
and then change the Behaviour Action the suspension information that has been added will be

deleted.

i Student Behaviour x|

o mouent - P ESHF DS .

Rebecca Bloor (18 ) Year 10 Form 10.1
- Behaviour Histary
Filker IEurrent wear ;l IAII j [V Display behaviour records received from previous schoal (shown in grey)
+/- | Recorded Behaviour Action Days | Appeal | RoT | Mo
10 &G 2007 huyzic Al or intimidation of statf zpended 1.0 MO MO 2 E |
r Total ko date this echool Total to date previous zchools
Withdrawalzs - 0 Suzpenzions 1 [1.0] days ’7 Suzpenzions : 0 [0.0] days
r Details
Reported By:  Mr Mark Alan Action: Suzpended from 8 AUG 2007 [Penod H) until 8 AUG 2007 [Period 5]
Appeal: Appeal Status:
Behaviour Details |4 ction Details | Motification D etails | Appeal Detailsl Suspension Conditionsl Log IAdditionaII Hesponsel
Attacked Mr Smith with a hockey stick. ;I
[ -]

Search I EI I iy I

13.23.1 Default Suspension Conditions

When a suspension is chosen users will be prompted if they would like to select the default
suspension conditions:

Default Conditions

If Yes is selected the Suspension Conditions that were checked as a default in Parameters will be
checked on.

If No is selected the user has the option to select from the available Suspension Conditions by

checking the required option.

13.23.2 Suspension From and Until

From [15 MaFR 2004
Uil [15 MaR 2004

When Suspended is the selected Action, the From and Until fields need to be completed. This is
to record how long the Negative Behaviour Action will be enforced. Users can enter the date
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directly into the date field or use the date selector. (For details on how the use the Date Selector
see section 13.16)

If the date entry is invalid a warning message will appear describing the error date. If the date is
invalid the OK button will be greyed out, not allowing users to proceed with the entry.

From Date

The schoal iz nat open on 14 JAN 2003, Please enter a new date.

Note: the From and Until Fields can be used for all Behaviour Types.

13.23.3 Suspension Period

After a date range has been entered Integris allows users to enter the period in which a
Suspension or Withdrawal is to be used. Users can enter the period the student is to commence
the Negative Behaviour consequence and when the last Period of the consequence will be.

Period I‘I
Period |5

The Last period of day
If you wish to change the selection and the student is returning on the same day uncheck the
check box and an information message will appear.

-
\‘l/] ‘ou are indicating that this student will be returning to class on the 'Until Date' to be entered.

Enter the period that the student is returning.

13.23.4 Suspension Date Overlap

If users enter a suspension for the same day as an existing suspension then a Date overlap with
Existing Incident Record warning will appeatr.

i Jackie Albert has a Suspension record bekween 15 MAR 2004 and 15 MAR 2004,
~s This record cannot be saved because of an overlap with these dates.
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13.23.5 Suspension Total to date

Suspensions are displayed as Total to date this school. Details are also recorded for
Withdrawals. Withdrawals are totalled by occurrence. The time is not indicated.

Within suspensions the totals reflect how many suspension and how many days the student was
suspended for within that particular suspension.
These totals are accumulative.

- Total to date thiz school Total to date prewvious schools ——
Withdrawalz : 1 Suzpenzionz 1 2 [B.5] dayz ’V Suzpenziohz : 1 [2.0] daps

[

The totals are displayed in the history list and reflect the current filter applied to the history list (by
default ‘current year — all schools’). If ‘All Years’ is chosen this will reflect in the totals displayed.

Users have the option when entering a suspension to Retain on Transfer. (See section 13.24 —
Retain on Transfer)

Special Considerations

Total Days is derived from the From and Until dates or periods. Records from a previous school
can be incorrectly recalculated if the term structure or closure days differ between the current and
previous schools. Therefore records from previous schools or for a previous academic year cannot
be edited. To cater for errors, records from previous schools can be deleted, subject to users’
access rights. (For details on users’ access rights refer to the Administration Manager Manual).

For students joining the school after the start of the year their behaviour information from other
schools will only be available if it has been electronically transferred from another Integris school or
retrospectively entered manually if received on paper with the student’s records.

13.23.6 Number of School Days (NT Schools Only)

When run in NT mode, the Student Behaviour Add/Edit window will display an additional field for
withdrawals and suspensions entitled ‘Number of School Days’ as illustrated below.
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Student Behaviour, Edit

Michael Roper (2012068 ) Year 07 Form 7RG2 (Green)
Reported By |Mr Peter Collins i, Date |20JUN 2012 Fecord received from previous schoal
Incident Mo: | 15289 Time |13:55 Location ||:Durtyard v

Behaviour | Azzault - Physical Assault on Student(s] v Fistain an ransfer

Action |Suspended » (Mumber of School days: 5 [ ] &ppeal lodged against action

Fram BJUN 2012 Peiiod [P3 w 45 days Date

Until 15JUN 2012 Period |45 w Last period of day Status | Mot specified A

Behaviour Details |Action Details | Notification Details | Appeal Detailz | Suspension Conditions | Additional | Response

Michael hit another student with a metal ruler.

Total to date thiz zchool Total to date previous zchools
iithdrawals 0 Sugpenzions 11 [4.5) days Sugpengions ; 0[0.0) days I ak. l [ Lancel l

Using the ‘From’ and ‘Until’ dates entered by the user, the system calculates the number of days
the school is open during this time, based on the school diary.

Only school open days are counted. All days for which the school is closed (for any reason) are
omitted from the calculation.

There are no links between this new field and any other module (other than the school diary).

The Periods chosen by the user on the Student Add/Edit window are not taken into account for this
calculation. Any part of a day is counted as a whole day.

The field is always displayed as a whole number of days (e.g. 3 days rather than 2.5 days).

Note: This field is hidden for WA Schools.
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13.23.7 Suspension/Exclusion Check

When a record of suspension is saved the user is prompted with the following checks:

Wi Suspension Check x|

[T Maotification to parent of intent to Suzpend ;I
[T Immediate suspension for serious breach

[T Discussion of suspension with parent/student
[T Letter of notification to parents

[T Letter of notification to student

(R C =elopment of Behaviour M anagement Plan

[F Cancel |

The user must check/uncheck at least one of the boxes in order to activate the OK button and save
the record of suspension.

W Suspension Check

x|
[T Motification to parent of intent to Suspend ;I
¥ Imrmediate suspension for serous breach
[T Dizcussion of suspension with parent/student
[T Letter of natification to parents
[T Letter of notification to student
Developmert of Behaviour Management Plan

[

] Cancel |

Note: for WA the checkboxes are automatically checked in the Letter to District Office (refer
section 17.6) and therefore must be presented to the user for verification. (See example
below)

Actions taken in terms of this suspension:

Motification to parent of intent to Suspend
*  |mmediate suspension for serious breach
*  [iscussion of suspension with parent/student
Letter of natification to parents
Letter of notification to student
®  [Development of behaviour management plan

oooomO =
EEEECOER =

If the user edits the Behaviour record and selects another Action that is not a suspension, a dialog
box with the following message will be displayed:

Suspension Check =]

\?/-. Suspension Check information added to the record will now be removed. Click 'ves' bo continue,

e Click Yes to save the Action change.
e The suspension checks will be cleared.
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13.24Retain on transfer

Users have the option to choose to save a particular student record.
This option allows users to retain a behaviour record when Importing and Exporting student
behaviour records. The default option is set in Behaviour > Utilities > System Preferences.

If users require the record to be transferred via the electronic school to school transfer in the future

then tick [ Betain an transter

Note: for WA schools this is defaulted to ticked on, for all suspensions.

13.25Appeal lodged against action

Integris allows users to record if there is an appeal lodged against a Suspension. The function will
only be enabled when a Negative Behaviour Type is selected. Once this is selected this option is
made available.

To record an appeal a check needs to be placed in the Appeal lodged against action checkbox.

¥ &ppeal lodged againzt action

Date l—

Statuz  |In progress ;I
Mot zpecified

iditionz | Heiecfed
Succeszsful
13.25.1 Appeal Date

The date that the appeal was lodged must be entered. This can be entered directly into the field or
by using the Date Selector.

13.25.2 Appeal Status
The Status of the Appeal can also be selected. Users can select from the lookup menu.

Not Specified
In Progress
Rejected
Successful

Once the Appeal lodged against action is checked on the default selection of In progress is placed
in Status.

13.25.3 Appeal Details

The Appeal Details tab also becomes active once the Appeal lodged against action checkbox
has been selected. Details of the appeal can be entered.
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Behaviour |F‘hysical azzault or intirmidation of ather students ;I ol et i

Action |5uspended ;I [+ Appeal lodged against action

Fram |14M.~’-\F! 2008 Period IFD 'I 1.0 dayz Date IEM.&H 2006 |
Uil [14 MaF: 2008 Peiod [F5 =] ¥ Lastpeiodofday | Status [Inpromess 4|

Detailslhctionlanification Appeal |Suspension Eonditinnslﬁdditionall Hespnnsel

&ppealing against suspension az student incomectly identified] ;I

13.26Behaviour Details

Once the fields that are required have been selected, if users have entered a Negative Behaviour
Type of either Suspension or Withdrawal some text must be entered in the Behaviour Details
section. Each record has a free entry text (of up to 32000 characters) for the currently highlighted
behaviour record.

Users can cut and paste detail of Behaviour records from other applications such as Word. Users

can use the Edit functions on the top tool bar. = Edit
Keyboard shortcut functions to copy and paste are, <Ctrl> + C to copy and <Ctrl> +V to paste.

Detail: |Actiu:|n | Maotifization I Appeal | Suzpension Conditions | Additional | Responze I

On Monday 13th at Lunch time Rebecca was asked by Mrz Gifford bo move away from a situation involving her fiend. Rebecca was :I
abusive toward Mrz Brown and did not comply with the instruction)

[

13.27Action Detalils

The Action Details field is for users to enter information regarding the Action taken for or during the
recorded Behaviour incident. This field is a free-entry text (of up to 32000 characters). This is not
a default screen and users can close the Behaviour record without entering any details into this
screen.

Details Action |Notificatiun|ﬂ«ppea|l Suzpenzion Ennditiuml.&dditinnall He&ponsel

13.28Notification Details

The Notification Details screen allows users to select from a list of professionals that need to be
notified about the particular Behaviour incident. This list is drawn from Behaviour Parameters. (To
add or edit the list see section 6 - Behaviour Parameters).

CIVI Ca IntegrisBehaviourl\/IanuaI.dOC 11-Sep-14
Page 13-19
© 2014 Civica Education Pty Ltd



Detailsl.f-‘«ctinn M otific-ation |Appea|| Suzpension EDnditinnslAdditinnall Flespu:unsel

[~ Abariginal Indigenous Education Officer [AIED) -
[T Behaviour Management Coordinatar

[~ Deputy Principal

[T Form Teacher

[T Manager Student Services [Distict Office]

T Mat specified

T Outside Agencies

[T Parent

[T Police ;I

Once a record has been created the selection list will only display what was selected initially.

DetailslAction M tification |Appea|l5uspensinn EDnditiDnsILng |AdditinnaI|Hespnnse|

¥ Faorm Teacher ;I
¥ Head of Year

¥ Manager Student Services [District Office)

¥ Manager Student Services [Schoal]

-]
13.29Suspension Conditions
Note: the label for this tab will vary according to jurisdiction.
NT NZ UK WA
Re-entry Conditions Stand Down Conditions FT Exclusion Conditions Suspension Conditions

Suspension Conditions can be set as a default in Suspension Condition Parameters. One or more
of them may be applicable to the current suspension. Suspension Conditions marked as default
will automatically be offered on selecting the Suspended action (see Section 13.23.1 - Default
Suspension ).

r Details
Beported By: M Torw Duke Action: Suspended from 25 SEP 2006 [Period 1] until 26 SEP 2006 [Period 2]
Appeal: Appeal Status:

DetailsIActionINntification Appeal Suspension E:DﬁditiomlLog Ihdditionallﬁespnnsel

¥ & pragram of waork to be completed during the Suspension has been provided ﬂ
¥ Specific permission must be gained to enter the schoal grounds

13.30Log

Functionality is available to record and save behaviour letters created for the student. Refer to
section 17.8 for details.

13.31Additional Behaviour Types

The user may enter additional Behaviour Types to associate with a particular behaviour record.
For example if a student used an illicit drug and then vandalised a class room, the main Behaviour
Type would be drug abuse but associated Behaviour types may be vandalism, abuse to staff and
abuse to other students.

e Click on the Additional tab.

e Afull list of Behaviour Types and Behaviour Sub-Types as specified in Behaviour Parameters
is displayed. (Sub-Types are shown as indented in the list).
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e Tick the checkbox for each additional Behaviour Type or Behaviour Sub-Type required.

Student Behaviour Edit

Rebecca Bloor (18) Year 10 Form 10.1

Reported By IMr Robert Charltan 3, Date I? JUL 2008 | [~ Record received from previous school

Incident Mao: |13 Time |1‘I:‘Id Location INDt specified LI
Behaviour IIIIegaI substance offence - Amphetamines ;I (gl Bt itz

Actioh ISuspended j ™ Appeal lodged against action

o |1 AUG 2006 Period I‘I 'I 4.0 days Date I E|
Uritl |4AUG 2006 Period |5 & I ¥ Last period of day Status INot specified v I

DetailsIActionI NotificationIAppeaII Suzpension Conditions Additional |F|esponse|

[~ N1 -Physical assault or intimidation of staff -
r M1 & - With weapon
- M1b - Without weapon
¥ N2 -‘erbal abuse or harassment of staff
[T M3 - Physical azzault or intimidation of ather students
¥ M4 -Verbal abuze ar harazzment of students
[T M5 -wiliul offence against property
[~ ME - Vialation of zchoal Code of Conduct, behaviour management plan, clazsmoom ar schoal ules
[T N7 - Substance mizLse ;I
Total to date thiz school Total to date previous schools
[ ‘withdrawals : 0 Suspensions : 6 [17.0) days ’V Suzpensionz : 0 [0.0] da_l,ls—| Ok I Cancel |

13.32Response

The user has the ability to record whether the parent/guardian has responded to the Behaviour
advice sent.

Click on the Response tab.
Tick the Parent Response checkbox.
The free text field becomes active.

Enter details on the Parent response.

Rebecca Bloor (18) Year 10 Form 10.1

Reparted By |Ms Jenrifer Calvin i, Date IW AUG 2006 | [™ Record received from previous school

Incident Heo: |12 Timne |21:US Location INDl specified ;I
B ehatviour |F'h_l,lsica| aszzault or intimidation of other students ;I ] Ehsfe i i

Action |Suspended _| [~ Appeal lndged againzt action

Fram |21 AUG 2006 Period |1 < 0.5 days Date I ﬁl
LIl |21 AUG 2008 Period |2 *I W Last period of day Status INot specified 'I

Detailz | .-’-‘«ctionl Matification | Appeall Suzpension Conditions I Additional Fesponse |

v Farent Response
O Friday 18th August Rebecca's father declined to an invitation to meet with the school principal. ;l
-
Total to date this school Total to date previous schools
[ withdrawals : 0 Suspensions : 5 [13.0] days ’V Suspensions : 0 [0.0) days—‘ 0K I Cancel |
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13.33Multi-student Behaviour recording

A Behaviour record can be created for a group of students in a current browse set. The existence

of a Subset is indicated by the Subset icon @

13.34Multi-student Entry

Users can record a Behaviour Record for multiple students.

changing from grey to red.

e Users need to select the students through the Find Student tool & .

e Create the Browse set.

e Click on the Add Student Behaviourl:
e A selection message will appear.

Add student Behaviour

\?/ Select "es' bo add a behaviour record to all students in the browse set or 'Mo' to add to the current student.

e Torecord the details for the browse set of student click

e A Group Behaviour Warning Message will appear. This is a remmder that students selected
may have different Period Structures and therefore each record should be checked at the
conclusion of the Add process to ensure any period differences between students are catered

for.

1 Group Behaviour Add Message

Warning

Where a behaviour recard iz added for rmultiple students
the peniod structures may not be the same for each
student.

Flease check each individual record after the original
record has been saved to ensure the comect periods are
dizplaved for each student.

& list of the students in the current browse list iz shown
bielow.

g

Preferred Mame  Surmame Year/Form

Ben Andersan 10401 -

Rebecca Blaor 10401

Cara Daltan 10401

Lance Em 1040

Kirsten Fullgrabe 104101

Hanna Hill 1001

Rohyn Felley 10101

Bryce Lackie 104101

Ernily Letwis 10401

] I ™ r
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¢ The number of students in the selected subset will be displayed at the top of the Student
Behaviour Add screen and the Subset indication icon will change from grey to red.

] Student Behaviour Add
@ 9 Students Selected G
e To view the students’ names in the subset, click onto the View students in browse set icon

-5

e This will display a list of student’s names.

I:l Current Browse 5et @
Reference  Sumame Prefemed MNamne ear Form  Date of Bith
3 Andersan 0 21 &FR 1338 -
18 Bloar Rebecca 10 101 i13AUG 1938
43 Daltan Cara 10 101 (EMOW 1933
58 Em Lance 10 :101 :18FEE 1938
73 Fullgrabe Firsten 100 101 21 AFPR 1992
88 Hill Harna 104101 (155EP 1998
108 == Rahyn 10 101 (155ERP 1998
128 Lackie Bryce 10 4101 15 5EFP 1938
143 Lewiz E miily 104101 (155EP 1998
] I 3

When the details have been entered a Student Behaviour Add Status, Behaviour Save Log will
be displayed.

|:| Student Behaviour Add Status @

Behaviour Save Log

Behaviour incident recorded for Ben Anderson -
Behaviour incident recorded for Rebecca Bloaor

Behaviour incident recorded for Cara Dalton

Behaviour incident recorded for Lance Em

B ehaviour incident recaorded far Kirsten Fullgrabe

Behaviour incident recorded far Hanna Hill

Behaviour incident recorded for Rokben Kelley

B ehaviour incident recorded for Bryce Lackie

Behaviour incident recorded for Emily Lewis

4 1 2

Lloze

e Click Close to close the log.
¢ The Group Behaviour Warning message can then be closed
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13.35Editing Behaviour Records

e To edit a Behaviour record, select the record that requires editing.

e Click onto the Edit Student Behaviour iconi. This will open up the Student Behaviour
Edit window and allow users to make adjustments.

e Any changes that users make to a Student Behaviour Record for either a Suspension or
Withdrawal will also be reflected in the Lesson Attendance Module.

Note: Records imported from another school or external system cannot be edited and a
message will be displayed.

Student Behaviour X

-
\“l) Yau cannot edit a student behaviour incident frarm a previous schoal.

13.36Editing a Behaviour Record from a Previous Year

A user granted the access rights to Edit Previous Year Records will be able to edit any behaviour
incidents which were entered prior to this academic year.

Note that any changes to the From and Until dates of suspensions for previous schools or
previous years will not affect any attendance data within Integris. Attendance data will need
to be manually modified to ensure that it accurately reflects the student’s attendance at the
school.

On selecting a record from a previous year and clicking on the edit icon il the following
message will be displayed:

Student Behayiour |

\?‘) Are you sure you wish ko edit a behaviour record From a previous vear?

Click Yes to continue to edit the record or No to cancel.

13.37Display Behaviour Records from Previous School

Users may wish to view Students details frlom a previous school. This option is set as the default.

¥ Display behaviour records received from previous school [showe in gre_l,l]i
|

Records from a previous school will be displayed in grey.
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B student Behaviour

@ |@ Current

-

WA= Y

-

x|

Jackie Albert (766 )

Year4 Form Room 4

- Behaviour Histary

2 alG 2007

_"-.-'-.-"i|fl_l| offence alain:z:t property

: of |:|li'-.-'i|E¢|Ei rnéa

it

"I

<|E

Filker IEunent year ;I I.-’-‘«II ;I [ Dizplay bebaviour records received from previous schoal [ghown in grey)
+/- | Recorded Behaviour Action Daysz | Appeal | BoT | Mo
134UG 2007 :Physical azzault or intimidation of staff Suzpended 1.0 MO MO 3

=
2
o a|

If the records do not need to be displayed then remove the tick in the Display Behaviour
Records from Previous School check box and the previous school records will no longer be

displayed.

{BADd |G HPdadN -

" |@ Current -

x|

Jackie Albert (766 )

Year4 Form Room4

r Behaviour Histary
Filter

;I ™ Dizplay behaviour recards received from previous schoal [shown in grey)

RAREX

Behaviour

I Current pear

- | Recorded

sical assault of inbimidation of sk
Pwfilful offence against property

RN Y 5 Ay W | oD e o2

13.38Deleting a Behaviour Record

Users who have Administrator access rights are able to delete either the student’s complete
behaviour history or an individual behaviour record.

To delete the records:

¢ Highlight the selected record(s).

e Click on to the Delete Student Behaviour 1 icon.

¢ A confirmation message will appear.

Student Behaviour Delete

e Selecting Yes will remove the record(s).

Once a student’s records have been deleted they will no longer appear in the Show only students
with Behaviour Records if this function is selected.
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14 Creating an Individual Behaviour Plan
&

In some instances users may choose to create an Individual Behaviour Plan. A Behaviour Plan
can be created in association with a Behaviour record or independently. When initiating the plan
users are launched into a word template. This template can be customised by the user in word
and placed into Integris. Users must set up a default path to direct the storage of the template.

If this path is not set, users will see a prompt asking them to establish the pathway.

Individual Behaviour Plan x|

-
N_l) A new plan cannot be added because the default template plan has not been defined in the Svstem Preferences,

14.1Set Up of Individual Behaviour Plan Template

For template creation, users will need to create their own, for instance in Word. To include student
details, three fields can be bookmarked within the template.

14.2Bookmarks for Student details

The Behaviour Module is designed to populate three bookmarks in the Behaviour Plan template
(i.e. Microsoft Word document). The names of the bookmarks need to match the following:

StudentName
PlanDate
ReviewDate

Users can create their own template and include these bookmarks in any location as desired and
the Behaviour Module will replace these bookmarks with the relevant information.

Users can still create a template without any of these bookmarks and use the Behaviour Module to
create the plan for students. In this instance the Behaviour Module will not populate the information
as described above.

When the users have created a template this will need to be placed in a folder in a shared location.
This will allow for the creation of a default path.
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14.3Adding an Individual Behaviour Plan to a student behaviour record
e To access the Individual Behaviour Plan function click onto the Plan icon@

The Student’s First Name and Legal Surname will appear on the top task bar. Note that the Legal
Surname and First Name are drawn from Student Details.

The options available in the Individual Behaviour Plan appear in the top tool bar.
To add a new behaviour Plan:

e Click onto the Create New Plan ‘é icon.

The Add Individual Behaviour Plan window will be displayed and several fields will need to be
completed:

e Date Created — this will default with today’s date.
Document Name — For example this could be the student’s first initial and surname.

e Document Path- this is set in the System Preferences (see section - Setting the pathway for the
‘Default template document for individual behaviour plans’.)

¢ Review Date — A future date when the plan should be reviewed.

¢ Once these have been entered click OK.

Note: If the Document path is not set correctly warning messages will be displayed
prompting users to set these in the System Preferences.

Individual Behaviour Plan

Document Template

i The Plan Document Template setup in the Behaviour Preferences is invalid, Please correct this before attempting to
-, create a plan.,

e If the pathways have been set correctly the Individual Behaviour Plan template will launch and
be displayed on the bottom toolbar displaying the document name the user entered. The fields
that have been bookmarked (see section 14.2 - Bookmarks for Student details) will be
populated. These are Student Name, Plan Date and Review Date.
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14.4Editing an Individual Behaviour Plan Name

To edit the details for a Behaviour Plan, such as the Review date or Entry date;

¢ Highlight the entry you wish to edit.
e Click on the Edit Plan 7 icon. This will open the Edit Individual Behaviour Plan window.

Edit Individual Behaviour Plan

Date Created |‘|5 MR 2004

Document Mame IJ Albert, doc

Dacument Path IC:\KEYS\INTEGHIS\BEHAVIDLIH'\ S,

Fewview Date |‘|5 JUN 2004

LCancel |

The only details that can be changed are the Date Created and the Review Date.
Enter the new details.

e Click OK.

14.5Linking an Individual Behaviour Plan or other Word document

Users can link an existing Individual Behaviour Plan or other related document that have been
created previously. The document needs to be saved into the Behaviour folder. This creates a
record of the document and allows users to view and edit directly from the Behaviour Module.

To link this document:

e Click on the Link Plan icon B on the Individual Behaviour Plan toolbar.

Link Individual Behaviour Plan

Date Created ||
Document Name I
Documnent Path I O
Review Date I

0K | LCancel |

Click on the' == icon to navigate to the saved Word file location.

[ ]

e Select the required document.

o Click Open.

e This will now be recorded in the Link Individual Behaviour Plan document Path.
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Link Individual Behaviour Plan

Date Created |‘|5 MAR 2004

Document Mame IHeaIth Benefits of Quitting. doc

Document Path IE:\keys\INTEGFHS'\Behaviour 3,
Rewview D ate ||

0K I Cancel
e Click OK

Linked documents can be launched, viewed and edited via the Edit Plan Details icon. E

14.6 Deleting Individual Behaviour Plans

In the event that users wish to delete an Individual Behaviour Plan reference or the plan document:

e Select the document that you wish to delete.

« Click on the Delete Plan icon & |

¢ A message will be displayed:

Individual Behaviour Plan

e Click Yes to remove the plan references.

Individual Behaviour Plan |

9P The selected Behaviour Plan references have been deleted From the Behaviour module, Do wou want to delste the
\Qj phrysical document?

e Click Yes to delete the reference and the document from the Behaviour Plan folder.
e Click No and this will only delete the reference to the document.
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14.7 Edit an Individual Behaviour Plan details

Once an Individual Behaviour Plan has been created users may wish to edit the details.

To edit the document:
e Highlight the reference.

Individual Behaviour Plan - Rebecca Bloor

G 4/l m O

Diocument Created D ate Review Date

0 .

Click on the Edit Plan Details icon
The document will be launched.
Make the required changes.

Save the changes.

14.8Printing an Individual Behaviour Plan

e Select the Behaviour Plan you wish to print.

e Click on the Print Plan = | icon.
e This will send the plan directly to the printer.
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15 Importing and Exporting of Behaviour records

Integris provides the function to import and export specified behaviour records between Integris
schools and import behaviour records from other systems.

The data transfer will include the behaviour report details for all reports where the ‘retain for
transfer’ flag is set to ‘yes’. This would include all data, including the additional suspensions and
withdrawal information but with the exception of reporting staff member name, the Notification
comments.

There are two methods of importing student behaviour records:

15.1Integris School to School Transfer Method

Student behaviour records are transferred within the standard School-to-School Import and Export
functions. If a student is moving to a new school and their records are to be exported, their
behaviour records will be transferred also. For further details refer to the Administration Manager
Manual.

15.2Import Behaviour Data from an external system

The Import Behaviour Data from an external system is a utility that imports data from another
system in a csv format. To be able to import the data some pre conditions need to be met.

1) The import file is a comma separated value file (i.e. csv).

2) The Behaviour codes and Action codes in the import file will be compared with the existing
Behaviour Codes, if there is a successful match the details will be added to the student. If the
match is unsuccessful the description will be checked and details will be added to the student
using the existing codes.

15.3Fields available for Import

Student Ref (SIS Ref No.)
Student Surname

Student First Name

Date Recorded

Reported by (first name surname)
Behaviour Code (SIS code)
Action Code (SIS code)
Behaviour Details text
Action Details text

From Date

To Date

No. Days Suspended

The last 3 would only be for actions that were suspensions.
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15.4Mandatory import fields

The following fields are mandatory. If data for any of the following fields is not specified, the system
will report an error and the record will not be imported. The user will be required to correct the
errors, revalidate the data, and if there are no errors, complete the import.

1) Student Ref

2) Surname

3) Firstname

4) Date recorded

5) Behaviour code

6) If an Action code of Suspended (s) exists then from date, to date and total days suspended
are mandatory

15.5Validation Rules

The following rules will apply when validating the imported data.

1) Behaviour code

The imported behaviour description will be compared with the existing behaviour description. If
there is a successful match the description of the imported behaviour code and description will be
set to the existing behaviour code and description.

For example if the imported behaviour code was ‘N4’ (Verbal abuse or harassment of staff) and the
existing code was ‘N2’ (Verbal abuse or harassment of staff), the imported code ‘N4’ would be
transferred to the existing one ‘N2’ on the student’s record.

If there is not a successful match the record will be imported and set to the existing behaviour code
‘N9’ (Negative Behaviour — other).

2) Action code

The imported action code will be compared with the existing action code. If there is a successful
match the description of the imported action code and description will be set to the existing action
code and description.

For example if the imported action code was ‘L’ (Loss of privilege) and the existing code was ‘A’
(Loss of privilege), the imported code ‘L’ would be transferred to the existing one ‘A’ on the
student’s record.

If there is not a successful match the record will be imported and set to the existing action code
‘n/s=" (Not specified).

If the action code is ‘S’ then the ‘from’ date, ‘until’ date and ‘no of days suspended’ must be
provided. Otherwise an error will be generated and the import process terminated.

3) Student Ref (SIS Ref No)
The Student Ref number must match an existing Integris student reference number. Otherwise an
error will be generated and the import process terminated.

4) Surname
The Surname in the import file will be compared to the surname in the database and the user
warned if there is a mismatch. This will be regarded as a warning only, and the import will continue.

5) First name
The First name in the import file will be compared to the first name in the database and the user
warned if there is a mismatch. This will be regarded as a warning only, and the import will continue.
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6) Date Recorded
The date recorded cannot be a future date. Otherwise an error will be generated and the import
process terminated.

7) From and Until date
The ‘from’ date recorded cannot be a future date and has to be earlier than the ‘until’ date.
Otherwise an error will be generated and the import process terminated.

15.6Importing behaviour data from an external system

e Once the pre conditions have been met and the csv file is ready for importing open
Behaviour>Utilities.

e Double click on Import Behaviour data from an external system. The Behaviour Incident
Import window will be displayed.

Behaviour Incident Impork

Import File
(o}
Data |Import Logl
Stu. Bef | Sumame First Mame [ate Recorded | Reported By | Beh. Code | Action Code

[— |

-
1 | »
Prritit Irnport Log | Walidate | [rnpart Qancel

e Click on the Select Import file icon.
e Navigate to the import file location.
e Select the import file and click OK.

CIVI Ca ImegrisBehaviourI\/IanuaI.dOC 11-Sep-14
Page 15-4
© 2014 Civica Education Pty Ltd



Behaviour Incident Import
Impart File
CHISERSADMATHIESOM ALUSTRALIANVDESKTOPYTAMARS BAMDY CSW Q.
Data |Import Log
Stu. Bef  Sumame First Mame [Date Recorded Reported By Beh. Code  Action Code
9 Bandy Tamara 20FEB 2014 Mz Jennifer CakiM7 R
< >
Frint Import Log Walidate Impaort LCancel

e Select the imported data to be validated and click on the Validate button.

e [f any validation errors occurred a warning message will be displayed:

e View the Import Log for any validation errors that need rectifying. For example:

i Behaviour Incident Import

Import File

CADOCUMENTS AND SETTINGSALOCALADMINSMY DOCUMENTSSBEHAYIOUR. TT o)

1| Data Import Log

Line Mo. Description

Opening file CADOCUMENTS AND SETTINGSSLOCALADMIMN Y DDELIMENTS\BEH.-’-‘NIDLIFA
=% W glidation commenced at 1 FEE 2004:21:24.56

1 The Behaviour Code " " for Student 7EE iz invalid

lidation completed at 1 FEB 20042 .56 with 1 errorz. Import cannot proceed until theze

-
1 | 3
FErrint Import Log | Walidate | Impart | Cancel |

e If no errors occurred the Import button will become active.
e Click the Import button and the selected correctly validated records will be imported.
e Alog of the import can be printed by clicking on the Print Import Log button.
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16 Behaviour User Access Rights

Each user account has an accompanying set of access privileges that need to be activated. The
way in which these are set, defines the parts of the system to which each user is allowed access.

To set the user access rights for Behaviour a user would need the appropriate level of access to be
able to set up and manage user accounts if this is available:

e From the General sidebar select the Control icon.
e Double click on Users
e Double click on the User Name of the user whose privileges you wish to set. Alternatively, click

once on the appropriate User Name and then click on the Set User Access Rights icon = :

e The system displays the Access Control window, showing a list of the modules your school
uses.

e Each installed module on your system is represented by a folder on the tree at the left-hand
side of the window.

e Select the Behaviour folder by clicking on the Folder to the left of the word Behaviour.

Access Control

I::I ........ General

------------ Reparts

........... Utilities
[ Curriculum
[j] -------- Lezson Attendance
(- Timetabling
[:j -------- Trangitional Reportz
L VET

e Whether or not a specific facility of the module is accessible by the selected user is defined by
the presence of a “Y” or an “N” in the access column. In the example below, the user does not
yet have any access Delete Behaviour records.

Security [tem Ancess

Arccess Student Behaviaur

Add Behaviour Recordz

Delete Behaviour Recard

Delete Multiple Behaviour Becords
Edit Behaviour Records

M anage Behaviour Plan

Frint Behaviour Recaords

Send Behaviour Letters

=

B e
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e You need to set up access rights to each component of the system you want the user to be
able to access. Each folder in the access control tree contains a list of components of the
module.

For further information on setting user access rights refer to the Administration Manager Manual.
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17 Behaviour Letters, Advices and Emails

The production of Suspension Notices for the District Office is available through the Reports menu,
as for other Behaviour Management Reports. All other letters, advices and the email functionality is
available from the Student Behaviour Management screen.

17.1Send Letter Function

The send letter function is available by clicking on the Send Letter icon &2 in the Student
Behaviour window.

The type of letter or advice option provided will depend on the type of behaviour selected.
For a positive behaviour type the options provided are:

e [nternal School Advice-Behaviour Incidents and Commendations
e Commendation Letter 2

For a negative behaviour type other than a suspension the options provided are:

e [nternal School Advice-Behaviour Incidents and Commendations
e Notice of Behaviour Incident
e Suspension Considered

For a suspension the options provided are:

e [nternal School Advice-Behaviour Incidents and Commendations
e Notice of Behaviour Incident
e Suspension Notice

For a neutral behaviour type the option provided is:
e [nternal School Advice-Behaviour Incidents and Commendations
To access the letters and advices:

e Select a single behaviour record

e Click on the Send Letter icon. &
e The Select Letter/Advice window is opened.
e Select the letter or advice required.
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Select Letter/Advice

Intemal 5chool Advice - Behaviour Incidents and Commendations ;I
Matice of Behaviour Incident
Suspenszion Motice

e Click OK
e Complete the printing options (this will depend on the type of letter or advice selected.)
e Select the report destination

17.2Internal School Advice- Behaviour Incidents and Commendations

In the Behaviour Management screen select the student for whom you wish to produce a letter or
advice. The Internal School Advice- Behaviour Incidents and Commendations can be used for
Behaviour Incidents of any type. Its intention is to produce a hard copy, which is distributed within
the school.

To print out the Advice:

e Select the record for which the letter or advice applies.

Click on the Send Letter icon. &

The Select Letter/Advice window is opened.

Select the Internal School Advice-Behaviour Incidents and Commendations.
Click OK.

e Select the referring Staff Member, this can be typed in directly or use Find Staff = icon to
access the Staff list.

e Enter the Letter date by either entering the date in directly or using the Date Selector.

e Click Print.

Internal School Advice

Stationery Options

Refering Staff Member
Mame |Ms Maria Theresa Alan (o}

Letter Diate |5 DEC 2007

[ Frint ][ LCancel ]

e Users then have the option to preview or send the document to the printer.
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BEHAVIOUR INCIDENT NOTIFICATIONICOMMENDATIONS

INTERNAL SCHOOL ADVICE
Ben Anderson Year 10 / Form 10.1
Referring Staff Member: Ms Maria Theresa Alan 5 December 2007
O Abariginal Indigenous Education Off ... 0 Behaviour Management Coordinatar O Deputy Principal
[ Form Teacher [ msnager Student Services (District .. O mat specified
O oudside Agencies O Parent O Palice
O Principal O stER Coordinstor O school Chaplain
O =chool Murse O =choal Paychologist O =chool Services Coordinator
O social Worker O vesr Coordinstor
Behaviour Category N8 lllegal substance offence

Behaviour Details
Ben was caught using an illegal substance in the Science Lab.

BActions
Withdrawn from class and sent to Administration.

Naotification Comments
Parent

Pualice

Principal

Suspension Details

& program of work to be completed during the Suspension has been provided
Specific permission must be gained to enter the school grounds

suspension Period: 4 DEC 2007 Home Room - 4 DEC 2007 Lesson 5
Dwration: 1.0 Days

Please contact me should you wish to discuss this further.

Example of Internal School Advice
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17.3Commendation Letter Two
The Commendation Letter can be used for any Behaviour Incident with a Positive Behaviour Type.

=

e To generate the advice enter the Positive Behaviour then select the Send Letter icon.
e Select Commendation Letter 2 from the Select Letter /Advice window.

Select Letter/Advice

Internal School Advice - Behaviour Incidents and Commendations ;l
Carnmendation Letter 2

|

ak. Cancel |

e Click OK

- Stationeny Options

% Plain Paper = Pre-printed Stationeny

r Select Letter Destination
= Send letter to Parent/Guardian 1 anly.
" Send letter to all marked as having Parental Besponsibility.

& Send letter to all marked as Family Mail Marker,

r Signing Staff Member
M arne IMS Anna Greaves i, Position IEIass Teacher

r Senior Staff Member
Mame IMS Maria Theresa Alan 2, Position |De|:|ut_l,l Principal

Lelter Diate [19 FEB 2003 |

Brint | LCancel

Users can then select the following options:

e Stationery Options — plain paper or Pre-printed Stationery.
e Select Letter Destination — the default will be Send letter to all marked as Family Mail Marker.
e Select Signing Staff member

e This field can be reselected by using the S

Position directly into the field.

icon. Alternatively type the appropriate name or

e Select the Senior Staff Member using the S icon.

S icon. Alternatively type the appropriate name or

e This field can be reselected by using the
Position directly into the field.
e Enter the Date of the Letter by either typing it in directly or using the Date Selector. The default

date will be the current date.
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West Coast District High School

1120 Hay Road
PERTH WA 6005

Telephone 9412 3456
Fax 9423 6980

Ms Albert

9 Marmion Drive

PINEY WOODS WA 6999
Dear Ms Athert

We are pleased to let you know that Jackie has been a commendable student at school
today.

Award - Aussie of the week
We appreciate the personal efforts and cooperaticn of students who seek to enhance the
positive environment of our school. We would like to acknowledge the contribution your child

has made to the school's pursuit of excellence.

Yours sincerely

Mr Tim Jones Mr Carl Best
Class Teacher Deputy Principal
15 March 2004

Example of Commendation Letter Two
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17.4Suspension Considered Advice

When the Intention to Suspend action is selected, a Suspension Considered advice can be
generated to notify the parents/guardian of the student’s impending suspension.

Select Letter,/ Adyice

To generate the advice enter the action Intension to suspend and then select the Send

Letter icon. &
Select Suspension Considered from the Select Letter /Advice window.

iSuzpenzion Considered

Intermal School Advice - Behaviour Incidentz and Commendations :I
Matice of Behaviour Incident

[~

ok, Cancel |

Click OK

Users can then select the following options:

Stationery Options — plain paper or Pre-printed Stationery.
Select Letter Destination — the default will be Send letter to all marked as Family Mail Marker.
Select referring Staff member — this field defaults with the Principal’'s name. This field can be

reselected by using the Find Staff S icon. Alternatively type the appropriate name or
Position directly into the field.

Select the Contact Staff Member using the Find Staff <. icon.

Type the Position of the Contact Staff Member e.g. Teacher.

Enter the Date of the record by either typing it in directly or using the Date Selector. The
default date will be two school days after the current date.

The schools telephone number is the default. If another telephone number is required this can
be directly typed into the field.

The Letter date will default to the date at the time of creating the letter.

Users then have the option to preview or send the document to the printer.
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West Coast District High School

1120 Hay Road
PERTH WA 6005

Telephone 9412 3456
Fax 9423 6980

Mrs Bloggs

7 Anzio Court
LEEDERVILLE WA 6010
Dear Mrs Bloggs

The information that | have received suggests that your child, Merika, has breached the
school's Code of Conduct by behaving in the following manner:

Graffiti of senior girls toilets using a permanent black marker pen.
As a consequence of this behaviour, a period of suspension from school is being considered.

You are invited to contribute to the decision making process by expressing your views with
regard to the alleged behaviour of your child and the consideration that your child be
suspended from school.

Please contact Mr Carl Best, Deputy Principal on 9412 34586 by 4th February 2004 to
discuss:

® Merika's behaviour at school;

® factors that may have contributed to the behaviour;

® the range of possible consequences for the behaviour, and
® an ongoing behaviour management plan for Merika.

Yours sincerely

Dr Tania O'Regan
Principal

2 February 2004

Example of Intention to Suspend Letter

CIVICAa
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17.5Notice of Behaviour Incident

The Notice of Behaviour Incident is available for any Behaviour Incident with a Negative Behaviour

Type.
e To generate the advice enter the Negative Behaviour and then select the Send Letter icon.

&

e Select Notice of Behaviour Incident from the Select Letter /Advice window.

Select Letter/Advice

Intermal School Advice - Behaviour Incidents and Commendations -

iMotice of Behaviour Incident
Suzpension Considered

H

ak. LCancel |

e Click OK.
e The Notice of Behaviour Incident window will be displayed:

MHotice of Behaviour Incident

r Stationery Optiong
* Plain Paper £ Pre-printed Stationery

i Select Letter Destination
= Send letter to Parert/Guardian 1 anly.
¢~ Send letter to all marked as having Parental Fiesponsibility.

% Send letter to all marked a: Family bail Marker,

~ Requesting Staff Member
MName | i, Position Il:lass Teacher

Letter Date [19 FEB 2003 |

Brint | LCancel

User can select the following options:

e Stationery Options — Plain paper or Pre-printed Stationery.
e Select Letter Destination — the default will be Send letter to all marked as Family Mail Marker.

S icon.

e Select requesting Staff Member. This field can be selected by using the Find Staff
Alternatively type the appropriate Name and Position directly into the field.

e Enter the Date of the record by either typing it in directly or using the Date Selector. The
default date will be the current date.

e Click Print.

e Users then have the option to preview or send the document to the printer.
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West Coast District High School

1120 Hay Road
PERTH WA 6005

Telephone 9412 3456
Fax 9423 8980

Mrs Bennett
12 Minilya Loop
SUBIACO WA 6009

NOTICE OF BEHAVIOUR INCIDENT
Tracey Bennett Year 9/Form 9.3
Dear Mrs Bennett
West Coast District High School is preparing students to become responsible and educated
citizens valued by the broader community. | wish to draw your attention to the following
specific incident that is of concern.
Details of the specific incident of concern:
Bullying-Verbally abusing and physically threatening another student in art class afier the othe

student sat in thelr seat.

You are invited to discuss this matter with me. Please complete and sign the attached
acknowledgement slip and return it o me within two days.

Yours sincerely

Mr Carl Best

Class Teacher

15 March 2004

8 Notice of Behaviour Incident - Acknowledgement Slip
Please return to: Mr Carl Best

I acknowledge receipt of the Notice for Tracey Bennett dated 15 March 2004.

Parent/Caregiver Comment:

(Signature of Parent/Caregiver) Date

Example of Notice of Behaviour Incident Letter
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17.6Suspension Notice
This Letter is available for any Behaviour incident with a Negative Behaviour Type and with a
suspension action.

e To generate the advice enter the Negative Behaviour and Action Suspended then select the

Send Letter icon. &
e Select Suspension Notice from the Select Letter /Advice window.

Select Letter/Advice

Intemal 5chool Advice - Behaviowr Incidents and Commendations ;l
Matice of Behaviour Incident

[Suzpension Maotice

[ |

(]9 Lancel |

e Click OK
e The Suspension Notice window will be displayed.

Suspension Notice

r Stationem Options

= Plain Paper % Pre-printed Stationeny

i Select Letter Destination
= Send letter bo Parent/Guardian 1 only.
 Send letter to all marked as having Parental Fesponsibility.

i+ Send letter ta all marked as Family Mail Marker.

- Refeming Staff bMember
i amme |Dr Tania 0'Fegan i, Position IPrincipaI

r Contact Staff Member

MName |h-1r Harriz Barclay =, Poszition |Head of Department
Telephane |941 2 3456

Leiter Date [19 FEB 2003 |
Frint I LCancel |

Users can then select the following options:

e Stationery Options — plain paper or Pre-printed Stationery.
e Select Letter Destination — the default will be Send letter to all marked as Family Mail Marker.
e Select Referring Staff member — this field defaults with the Principal’s name. This field can be

G

reselected by using the icon. Alternatively type the appropriate name or Position directly

into the field.

e Select the Contact Staff Member using the < icon.
e Type the Position of the Contact Staff Member- Teacher.

e Enter the Date of the record by either typing it in directly or using the Date Selector. The
default date will be two school days after the current date.
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The schools telephone number is the default. If another telephone number is required this can
be typed directly into the field.
e The Letter date will default to the date at the time of creating the letter.

e Click Print.
e Users then have the option to preview or send the document to the printer.

West Coast District High School

1120 Hay Road
PERTH WA 6005

Telephone 9412 3456
Fax 9423 6980

Mr Bailey
17 Solander Close
SUBIACO WA 8009

Dear Mr Bailey

Your child, Steven, has been suspended from attendance at West Coast District High
School. The suspension is a consequence for the following behaviour/s:

lllegal Substance- Ms Corner was on duty and found the student with three others smoking
marijuana behind the Maths biock. '

The period of suspension is from 15 March 2004 (Period 1) until 17 March 2004 {Period 4}, a
total of 3.0 school days.

Steven has now been suspended for a total of 0.0 school days this year.
The following conditions apply to this period of suspension:

A program of work to be completed during the Suspension has been provided,
Specific permission must be gained to enter the school grounds.

When Steven-returns to school, an individual behaviour management plan will be negotiated
to determine management strategies and future consequences for behaviour.

Please contact Mr Carl Best, Deputy Principat on 9412 3456 if you wish to discuss the
pericd of suspension, any conditions imposed, or the management of Steven's behaviour at
school.

Yours sincerely

Dr Tania O'Regan
Principal

156 March 2004

Example of Suspension Notice Letter

C IVI Ca IntegrisBehaviourManual.dOC 11-Sep-14

Page 17-12
© 2014 Civica Education Pty Ltd



17.7 Create Customised Letter

The Create Customised Letter function utilises the KST mail merge letter facility familiar to Integris

Users.

17.7.1 Creating a Behaviour KST Template

To create a KST template to mail merge student behaviour information into:

Start > Microsoft Word

Select File > Open

Navigate to C:\keys\INTEGRIS\MMTPL\LETTERS
Select Files of Type All Files
Double click on BEHAVIOUR.KST (See example below)

Note: This document lists all school related, student related and behaviour related fields
which can be used when creating a mail merge letter from within the Behaviour module.
Fields can be copied and pasted into a letter template.

RM Management Solutions
Behaviour Management Mailing Fields

11 September 2014 (note — this is a Word Date field. It can be used in your letter templates)

RN\

Known Name(UK) <KnownName>
Preferred Name(Australia) <PreferredName>
First Name <FirstName>
Second Name <SecondName>
Surname <Surname>

Legal Surname <LegalSurname>
DOB <DOB>

Age <Age>

Year/Class (UK) <Year/Class>
Year/Form (Australia) <Year/Form> Student Details
Class (UK) <Class>

Form (Australia) <Form>

Class Tutor 1(UK) <Tutorl>

Class Tutor 2(UK) <Tutor2>

Form Teacher 1(Australia) <Teacherl>

Form Teacher 2(Australia) <Teacher2>

Year <Year>

SEN Stage <SENStage>

House <House>

Ethnicity (UK) <Ethnicity>
Indigenous Status <Indigenous Status>
(Australia)
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Permission to Call Dentist
(Yes/No)

Medical Condition 1
Medical Condition 1
Emergency Notes
Medical Condition 1
Flagged status (Yes/No)
Medical Condition 2
Medical Condition 2
Emergency Notes
Medical Condition 2
Flagged status (Yes/No)
Medical Condition 3
Medical Condition 3
Emergency Notes
Medical Condition 3
Flagged status (Yes/No)
Medical Condition 4
Medical Condition 4
Emergency Notes
Medical Condition 4
Flagged status (Yes/No)
AddresseeName
Addresseelnitials

AddresseeFirstName

<Permission Call Dentist>

<Med Con 1>
<Med Con 1 Notes>

<Med Con 1 Flagged>

<Med Con 2>
<Med Con 2 Notes>

<Med Con 2 Flagged>

<Med Con 3>
<Med Con 3 Notes>

<Med Con 3 Flagged>

<Med Con 4>
<Med Con 4 Notes>

<Med Con 4 Flagged>

<AddeeName>
<Addeelnitials>
<AddeeFirstName>

AddresseeSurname <AddeeSurname>
AddresseeSalutation <AddeeSalutation>
AddresseeTitle <AddeeTitle> These fields are updated when “Send
AddresseeAddress (Block) <AddeeAddress> to Family Mail Marker” is selected.
AddresseeAddress (Split) <AddeeAddShortBlock>
<AddeeAddTown>
<AddeeAddCountyState>
<AddeeAddPostcode>
<AddeeAddCountry>
ConNamel <ConNamel1>
Conlnitials1 <Conlnitials1>
ConFirstNamel <ConFirstNamel>
ConSurnamel <ConSurnamel> .
ConSalutationl <ConSalutation1> 1%t Contact as displayed in contacts
ConTitlel <ConTitlel> list on the student browse window.
(Contacts are displayed in
Emergency order)
ConAddress1 (Block) <ConAddress1>
ConAddress1 (Split) <ConAddi1> To produce details for other contacts change
<ConAdd1Town> the “1” in the field name to the appropriate
<ConAdd1CountyState> number e.g. <ConName2>
<ConAddl1Postcode>
<ConAdd1Country>
ParNamel <ParNamel1>
CIVICa .doc
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Parlnitials1
ParFirstNamel
ParSurnamel
ParentSalutation1

ParentTitlel
ParentAddress1 (Block)

ParentAddress1 (Split)

ParName2
Parlnitials2
ParFirstName2
ParSurname?2
ParentSalutation2

ParentTitle2
ParentAddress2 (Block)

ParentAddress2 (Split)

Behaviour Type Code
Behaviour
Behaviour Sub type

Behaviour Sub-Type
Description
Behaviour Action

Behaviour From Date
Behaviour To Date
Behaviour From Period
Behaviour To Period
Behaviour Details
Behaviour Action Details
Behaviour Total Days
Behaviour Suspension
Days

Behaviour Reported By
Behaviour Natification
Behaviour Appeal Status
Behaviour Appeal
Behaviour Report Date
Behaviour Time

Behaviour Additional Sub
Types
Behaviour Location

<Parlnitials1>
<ParFirstNamel>
<ParSurnamel>
<ParSalutation1>

<ParTitlel>
<ParAddress1>

<ParAddi1>
<ParAdd1Town>
<ParAdd1CountyState>
<ParAdd1Postcode>
<ParAdd1Country>
<ParName2>
<Parlnitials2>
<ParFirstName2>
<ParSurname2>
<ParSalutation2>

<ParTitle2>
<ParAddress2>
<ParAdd2>
<ParAdd2Town>
<ParAdd2CountyState>
<ParAdd2Postcode>
<ParAdd2Country>
<BehTypeCode>
<Behaviour>
<BehSubType>
<BehSubDesc>

<Action>

<From Date>

<Until Date>

<From Period>

<To Period>
<Details>

<Action Details>
<Total Days>
<Suspension Days>

<Reported By>
<Notification Details>
<Appeal Status>
<Appeal>
<ReportDate>
<Time>
<AddSubTypes>

<Location>

Parent/Guardian 1 Details

Parent/Guardian 2 Details

CIVICAa
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Behaviour List of
Suspension Conditions

<Suspension Conditions>

School Address <SchoolAddress>
School Address (Split) <SchoolAdd>
<SchoolAddTown>
<SchoolAddCountyState>
<SchoolAddPostcode>
<SchoolAddCountry>
School Name <SchoolName>
District Name (Australia) <DistrictName>
Head Teacher Name (UK) <HeadTeacherName>
Principal Name (Australia) <PrincipalName>
Head Teacher Title (UK) <HeadTeacherTitle>

Principal Title (Australia)

<PrincipalTitle>

Head Teacher Salutation

<HeadTeacherSalutation>

UK

I(Drin)cipal Salutation <PrincipalSalutation>
(Australia)

LEANo (UK) <LEANo>

District (Australia) <DistrictNo>
DfESNo (UK) <DCSFNo>
School Number (Australia) <SchoolNo>
LEACode (UK) <LEACode>
District Code (Australia) <DistrictCode>
Exam Centre Number (UK) <ExamCentreNo>
School Type <SchoolType>

School Control

<SchoolControl>

Curriculum Group

<CurricGroup>

Intake Year

<IntakeYear>

Leavers Year <LeaverYear>
Maximum Intake <MaxIntake>
Number on Roll <RollCount>
Telephone 1 <TelNol>
Telephone 2 <TelNo2>
Fax <Fax>

School E-Mail Address <SchEmail>

e Open a New Blank Document in Word
Insert the school logo by navigating to Insert > Picture > From File and navigating to the

location of a school logo on your network and choose Insert

o Insert the date by selecting Insert > Date and Time, select the format

fields from the BEHAVIOUR.KST document

Create the letter template (an example is provided below) copying and pasting the relevant

¢ If any of the merge fields are not in the same font as the rest of the letter then change them

e Choose File > Save

e Navigate to C:\keys\INTEGRIS\MMTPL\Letters

o Enter the file name “INSERT FILE NAME kst (it is VERY IMPORTANT that the file name
includes the quotation marks and the .kst file extension)
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e Close the Word document
¢ Close the .kst document

17.7.2 Utilising the Create Customised Letter Function

Once a behaviour KST template has been created and saved the Create Customised Letter
function can be utilised with the template for mail merging individual or groups of student behaviour
records into letters.

To create a customised letter or advice:

e Click on Behaviour > Management.
e Select a Student and highlight a relevant Behaviour record.

e Click on the Create Customised Letter icon. ‘%g
e The Mailing Options window will open.

Mailing Options

&, letter will be zent to wford uging a kst template

[™ Send to all Contacts marked as Farmily bail b arker

] LCancel

e |If required, tick the Send to all Contacts marked as Family Mail Marker. (The default to Send to
all Contacts marked as a family mail marker check is un-ticked and in this case the letter will
only be sent to the specific parent/guardian whose merge fields are included into the KST
template).

Note: this checkbox should only be checked if the ‘Addee’ fields are included in the KST
template that will be used for the merge.

e Click OK to proceed, or Cancel to exit the Custom letter creation process.

e You will be prompted to Select a letter template (KST file). The default path for Behaviour
KST files is defined in Behaviour > Utilities > System Preferences > Paths.
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| Look jri. | (3 BEHAVIOUR e e = e

@ Sample Incident 1 kst
@ Sample Incident2, kst

Desktop

_

Fp Documents

"

by Computer

File name:; || j Open I
- Cancel |
- F

Files of type: ILettel Template Files [*kst)

e Select the required template.

e Data defined in the KST merge fields will be extracted from the highlighted behaviour record
and saved in a WORD document created from the template. The name of the WORD
document will be formed from the KST filename, date and time. The default path for saving the
WORD document is defined in Behaviour > Utilities > System Preferences > Paths

x

This document will be saved to the defaulk saved * kst path Ciikeys\ INTEGRISIEEHAYIOUR ST files!, specified in
Behaviour =LUklities =5yvstem Preferences,

e Click OK

The window will navigate to the default behaviour letter template location (Refer to section 5.2 for
set up.)

e Double click on the desired KST behaviour letter template

Information E

This document will be saved to c:\KEYSYINTEGRIS\MMTPLI\LETTERSY, specified in General = Control = Preferences,

e Click on OK to proceed.

You will be prompted whether to send details of the letter to the Student’s Behaviour log.(Refer to
section 17.8)
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Option %

Do you want to send details of this letter bo the Student's Behaviour log?

| Yes | [ ) ]

e Click Yes if you wish to save details of the letter to the Student’s Behaviour Log.

Detailsl.-’-‘-.u:tiu:unl Nu:utifiu:atiu:unl.-’-'-.ppeall Suspension Conditions  Log |.-'-‘-.u:|u:|itiu:-na| | Hespunsel
|24 SEP 2006 C:Akeps\IMTEGRISABEHAVIOURMEST filesh\Behaviour24_03 06 125002 doc ﬂ

e The letter will merge with the student information
e The merged letter will be displayed on the bottom toolbar

17.7.3 Creating Customised Letter for Multiple Behaviour Records

The following output will occur when multiple behaviour records are selected:

e When a single student is selected and multiple behaviour records are highlighted, a letter will
be created for each incident (record). All letters will be stored in the one document.

e |f a browse set of students is selected, a letter will be created for the latest Behaviour incident
recorded for each student. All letters will be stored in the one document.

e The letters will merge with the student information

e The merged letters will be displayed on the bottom toolbar

If the letter has been logged this can be viewed in the Behaviour Log tab.

DetailslActiDnINotificationl.-’-‘«ppeallSuspension Conditions Log |Additi0na|lﬂesp0nse|

4.JAN 2007 C:hkepsh\IMTEGRISABEHAYIOURNS ample Incident] 04_07_07 133340.doc ;l
AJAN 2007 ¢ ChkepshINTEGRISNBEHAYIOURNS ample Incident204_01_07 134101 .doc

4| | B

To view a logged letter:

e Highlight the hyperlink for the letter and double click to open
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17.8Log Letters

When Letters are produced from the Behaviour module the user is given the option to save details
of the letter in the Behaviour Log.

Detailsl.’-‘«ctinnlNotificatinnl.-’-\ppeallSuspension Conditions Log |a’-‘~dditional|He3pnnse|
17 SEP 2006 | Letter af Behaviour Incident =

.
1| |

After producing the letter the following dialog is displayed:

option i

Do wou want to send details of this letter to the Student's Behaviour log?

e Click Yes to record the details of the internal letter sent.

e The date and name of the letter will be stored under the ‘Log’ tab of the Student Behaviour
Management window.

For customised letters, the name will reflect the path and file name of the letter. To view a
customised letter:

e Double-click on the customised letter label.
e The customised letter will open in MS-WORD.

17.8.1 Deleting Log Files
To delete a logged file:

e Select the log file to delete:

Eehaviour Detailz I Action Detailsl Motification Details | Appeal Details | Suspension Conditions  Log |.t'-‘«dditional| Hesponsel

] 04 {.d
04_01_07 134101 doc

31aN 3007
T il
. . . . . j Delete log
e Right click the mouse to bring up the following window
The following message will be displayed:
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Delete Log |

\:EJ Do wou wish ko delete the selected Log entry?

e Click Yes to delete or No to cancel
If Yes is selected the following message will be displayed

Log Deleted |

The selected Log has been deleted. Do you wish to delete the physical document?

e Click Yes to delete the physical document or No to cancel

If Yes is selected the following message will be displayed:

E

Physical log deleted

e Click OK

17.9Send an Email

The Behaviour module can send an email or emails with attachments.

To send an email:

e Click send an email icon =

e Inthe To field either type an email address directly in the field or click on the To icon E to
locate any related email addresses to the student record.
e [f using the To icon the associated email addresses will be retrieved e.g.:

Fleaze select "Back”,

Back Q ohce you have selected
LI the required addreszes

e Select the email address(s) (additional addresses can be selected by holding the <Ctrl> key)

then click the Back icon M

e Type a subject in the Subject field e.g. Intention to Suspend
e Click on the Message tab to enter a message
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Albert@ozemnail. com. au

Tu@[

Fram IWCPS @iinet.net.au

Subject |T_l,l|:|e zubject here

&5 Message |{f§ Attached Files

Tupe meszage here ;l

[

=] Send I Cancel |

To attach files:

e Click on the Attached Files tab

Click on 1 and navigate to the file location. E.g.

maspinalli@zw, com. au

Tnm

From [\ CPS @inat net. au

Subject |Intention to Suzpend

& Message < Attached Fies |

File Mame
C:vBehaviour keps\INTEGRISA\BEHAWIOUR \Aspinal 5050207 RTF

|~
W

= Send H Cancel ]

e Click Send
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17.10Suspension Notice — District Office

This Suspension Notice - District Office is available from the Behaviour > Reports menu in the
Letters Folder. Users are required to input a date range into the View Suspensions List Criteria
section. The report will include all suspensions commencing within the date range.

|| 0 T S| e

Cuztom Reports

1  Management Reports
4 Letters
&Y 1spension Matice - District Off
1 Exports
@

s

:I r Referring Staff Member

Iame |Mr Carl Best

s, Position | Prinzipal

r Contact Staff Member

Mame | M1 Robert Charlton

i, Paosition |Deput_l,l Prircipa,

Telephane |941 2 3456

 Wiew Suzpension List Criteria

From Date |17 JUL 2008 | Until Date [24 SEF 2006 |

™ Display Suspension list aver Date Fange for specific letter selection,

Letter D ate |24 SEP 2006

I Include Behaviour Sub-Type information

Print I LCancel I

e Open the Behaviour — Reports by clicking on the Reports icon on the Behaviour sidebar.
e Click on the Letters folder and select the Suspension Notice — District Office.

Note: the dates entered in the From Date and Until Date fields relate to the incident dates of

suspensions.

e Enter the range of incident dates.

o Place atick in the box next to Display Suspension list over Date Rage for specific letter
selection. (This produces a Suspension Letter Selection List — see below. If the tick is left off,
all of the Suspension Notices will automatically be generated for the selected incident date
range.)

Enter the Letter date.
If required, place atick in the box next to Include Behaviour Sub-Type information
Click Print.
The following screen will be displayed if Display Suspension list over Date Rage for specific

letter selection was selected:

Suspension Letter Selection List

Surname | First Mame | Year | Form | Reported By Recorded Behaviour

Alkitik, Adam 9 91 trJoseph Brigg  :21 SEP 2006 :llegal substance offence - Amphetamines “
Bloar FRebecca 10 101 ihdrHaris Barclay (8 5SEP 2005 :Physical azzault o intimidation of other students e
Bloar FRebecca 10 101 ihdrHarmis Barclay (15 FEB 2006 :lleqal substance offence - Amphetamines

Bloar FRebecca 10 101 ibdr Tarw Duke 1 5EP 2006 :Physical aszault or intimidation of staff - Without weapor
Bloar FRebecca 10 101 itz Jennifer Calvine 17 ALUG 2008: Physical azzault or intimidation of other students

e Select the students a Suspension Letter — District Office needs to be generated for and click

OK

ClVICa
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e Users then have the option to preview or send the document to the printer.

Note: the checkboxes under ‘Actions taken in terms of this suspension’ are automatically
populated from the Suspension/Exclusion checks presented when saving a suspension.

Notification to Dis. ct Education Office
STUDENT SUSPENSION FROM SCHOOL

IDENTIFICATION DETAILS

School: West Coast District High School District: West Coast
Student Name: Jackie Albert Date of Birth: 18 June 1997
Year of Schooling: 4 Sex: Female
Parent Name: Ms Rita Albert Indigenous Status Not Aboriginal or TSI
Home Address: 9 Marmion Drive PINEY WOODS, WA, 6999
Telephone: 9396 7008
SUSPENSION DETAILS
Suspension Category: N3 Physical assault or intimidation of other students
Date of incident: 3 January 2007
Reason for suspension: Punched Sally Smith

Conditions attached to the suspension:
A program of work to be completed during the Suspension has been provided,
Specific permission must be gained to enter the school grounds.

Staff contact: Mr Carl Best, Principal, 9412 3456

Suspension Dates: From: 4 December 2006 (Period 1) to: 4 December 2006 (Period 2)

Return to School: 5 December 2006

This suspension: 1.0  School days

Total this year: 0.0 School days

Actions taken in terms of this suspension: Y N
e Notification to parent of intent to Suspend m} |
e Immediate suspension for serious breach u m]
e Discussion of suspension with parent/student a ]
e Letter of notification to parents m} n
® Letter of notification to student (m] =
e Development of behaviour management plan m} |

Mr Carl Best

Principal

3 January 2007

Page 1

Example of Notification to District Office
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18 Reports

The Behaviour Reports can be accessed by clicking on the Reports icon on the Behaviour Sidebar.

Reports
Four folders are available which include:

e Management Reports (Refer to section 18.1)
e Letters (Refer to section 17.7)
e Exports (Refer to section 0)
e Custom Reports (Refer to section 18.4)
Behaviour - Reports
X[ AT S| |e=
@ .Iuimjnageru t Reports
6 Letters Management Reports -
3 Expats hTf\Lednesdayr,TSrdJadnugw zudut? othe censol it
ese reports are desioned to provide the school with the
Q3 Custom Fieports functionality to view Behaviour data.
The setup options for each report differs and may or may not
include the ahility for setting the reporttitie and footer, sorting,
date ranges, student searching and speciality toggles.
Kl
Frint I Cancel

18.1 Management Reports

The Management Reports consists of a number of standard reports that schools can produce to
view either individual behaviour records or statistical comparisons.

The Reports that are available are:

e Behaviour Details — The intention of this report is to provide the stored behaviour incident
details and actions for a selected student(s) in a hard copy report.

e Individual Behaviour Report — The intention of this report is to provide full details of selected
behaviour incidents for a student (s) on a one page per incident basis.

e Student Suspensions Summary — The intention of this report is to provide details of
suspensions for selected students(s) from a historical perspective.

e Behaviours — Statistical Overview- the intention of this report is to provide a comprehensive
statistical overview of the behaviour details held for selected students and groups for a given
data range.
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e Suspensions — Statistical Overview — This report is similar to Behaviours — Statistical
Overview but is based solely on those behaviours that have resulted in confirmed suspension
actions.

e School Summary — Number of Suspensions — This report shows the number of suspensions
for each Year group and gender. The report also shows the number of suspensions for each
suspension category.

e School Summary — Number of Times Suspended - This report provides a breakdown by
Year and Gender of the number of students, and the number of times they have been
suspended.

e Suspension Status - This report provides information for suspensions that are in progress for
the specified date. It displays the student’s name, year, suspension start date and end date,
the number of days the suspension is for and the date the student will return to school.

e Detention Statistical Overview — This report will provide a comprehensive statistical overview
of the number of detentions on a period by period basis for a selected student or group within a
given date range.
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18.1.1 Behaviour Details Report
The Behaviour Details report is available for any Behaviour type.

Within the report it refers to the referring staff member and the date that the report was generated.
Details that are included in this report are:

Student Name

Year Group

Form

Reporting Date Range
Date Incident Reported
Type/Sub Type
Location

Reported By

Action (-, + or =)
Behaviour Details
Action Details
Suspension Details will appear if the incident has been recorded as a suspension.

The Main title can be tailored to the user’s needs and individualised page footer can also be
inserted.

Users can select to have a page per student. This is the default setting. If this is not desired
uncheck this option.

¥ Page per Student
The Options tab allows for the selection of an Incident Reported Date range:

e From and Until

The primary sort options are:
Surname

First Name

Year

Form

Gender

Reported by

Location

The secondary sort options are:
e Date
e Behaviour Type
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Behaviour - Reports

|| LT S| ®|e=

4 Management Reports ;I
D Behaviour Detailz Feport
D Individual Behaviour Report

[ 5tudent Suspensions Summan

[E] Behaviours - Statistical Owervie
] Suspensions - Statistical Overvi

r Titles

Main Title I Behaviour Detailz Report

Page Footer I

V¥ Page per Student

Optians |Student Selectionl 13 Behaviour Type(s] /10 Action[s]l

E] School Summary - Number of § r Incident Feported Date
[E] 5choal Surmmary - Mumber of T Fram |1B My 2011 | Lntil I‘IB Mg 2011 |
[E] Suspension Status S
0o o Statistionl Cvarvi Primary Sort
etention Statistical Overview Vear ;I SortFiald v |
1 Letters Farm 3 _I
FY F
@ Ewots Reponed e
1 Custom Reports Logation Y 2 | FirstName -
;I -
Secondary Sort
’7(:' Date " Behaviour Type ‘
K — ;I_I
Print I LCancel |

The Student Selection tab allows users to select the students they wish to generate the report for.

Behaviour - Reports

€| T S|

9 Management Reparks ;I
B e chaviour Details Report

D Individual Behaviour Report

r Titles

tain Title IBehaviour Detailz Report

Page Footer I

D Studert Suzpension: Summary
D Behaviours - Statiztical Overvie
D Suspensions - Statistical Overvi
D Schoaol Summary - Mumber of 5
D Schoaol Summary - Mumber of T
D Suzpension Status

D Detention Statistical Overview

1 Letters
1 Exports
1 Custom Reports
-
A I I »

V¥ Page per Student

Option: Student Selection 13 Behaviour Twpels) / 7 Actionz) |

Select Students by

Ref Ma.| Surmame

Student Find

i

Group
Teaching Set
Year Group

Year Farm

1]

Select Saved Query

The options available are:

e Student Find - when the student Find option is required uses can access the student search

window by clicking on the Add Studentsgl icon.

e To delete a particular student selection click on the Remove Students EI icon.

e To delete the student list click on the Remove All Students@l icon.

ClVICa
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e Form —to select all forms click on the Select Allﬂl icon and this will highlight all forms. If
users wish to make a random selection hold down the <Ctrl> key and select the required forms.

e Year Group —to select all Year Groups click on the Select All ﬂl icon and this will highlight
all Year Groups. If users wish to make a random selection hold down the <Ctrl> key and
highlight the required Year Groups.

e Group — select the Group Type, and then highlight the group required.

Select Studerts by ||3r.:.u|:.

[

Group Tupe |2I:II]2 Behawviour ;I '@I |
Group Group Type
Prirmary 2002 Behaviour :l
Secondary 2002 Eehaviour

1]

- il

e Teaching Set — select the Year Period and Subject. To select all Teaching Sets click on the

Select All ﬂl icon.

Select Students by | Teaching Set d

Timetabling Year 2003 [~ | Gnd Ref [1152003 =]

Subject I g ;I Ay |
Code Drescription Subject
Dong_2 Long_2 Englizh 11 =
D05 1 LS 1 Engligh Literature 11
Do07_1 Loo7_1 Senior English 11 o
Don7_2 Looy_2 Senior English 11
L2001 L2001 Accounting 171
D236 1 D226 1 Digital Media 11
D23e_2 D236 2 Digital Media 11
D236 3 D236 3 Digital Media 11

591 1 D291 1 Food Technology 11 _ILI
4 K

The Behaviour Type(s)/ Action(s) tab allows users to select the Behaviour Type(s) and Action(s)
that will be reported on. The defaults are:

e Behaviour Types - all 13 default Behaviour Types as defined in Behaviour > Parameters >
Behaviour Types.
e Actions — all default Behaviour Actions as defined in Behaviour > Parameters > Behaviour
Actions with Reportl status set to Yes.
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Behaviour - Reports

%] 0T 3| |e=

4 Management Reports ;l

[ Student Suspensions Summar,
] Behaviours - Statistical Overvie
[E] Suspensions - Statistical Qvervi
[ Schoal Summany - Mumber of 5
[E] Schoal Summary - Mumber of T
[E] Suspension Status
[E] Detertion Statistical Dverview

1 Letters

1  Exports

1 Custom Feports

il

K —

Titles

Main Title IBehaviour Dretailz Report

Page Footer I

V¥ Page per Student

DOptions | Student Selection 13 Behaviour Type(z] /10 Action(s)

Behaviour Tupe

Action

+ Pogitive behaviour - other

+ Significant positive behaviour or major aw
- llegal substance offence

- Megative behaviour - other

- Physical azzault or intimidation of other sty
- Physical assault or intimidation of staff

- Substance misuse

-"erbal abuse or harazsment of staff
-Yerbal abuse or harassment of students
-Wiolation of school Code of Conduct, beh:
- Wiliul offence against praperty

= Meutral behaviour

R R K R R KR R R KR R K

-

+ Merit or good behaviour award [often via;l

v Detention

w Mot specified [-]
W Other

v Reprimand

v Suspended

v withdiawal

R R R K ke

'lll

4l

¥ Mot specified [+

v Intention to suspend
w Losz of privilege

w Mot specified (=)

B

'lll

Print I

LCancel |

e To deselect a Behaviour Type, uncheck the relevant checkbox.
e To deselect an Action uncheck the relevant checkbox.

For example, if only negative Behaviour Types are checked and the only Action unchecked is
‘Suspended’ then the Behaviour Analysis Report will only display records for Negative Behaviour
incidents where the Action is NOT suspended.

To print the report:

e Click on the Print button.
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West Coast District High School

Behaviour Details Report

Selection criteria: $tudert Find - 2 / Behaviour Type - Al F Actions - Intention to suzpend, Suspended, Withdrawal

Albert, Jackie

Year/Form: 4/Room 4

Date Range : 1 October 2007 to 5 February 2008

Date Type ! Sub-Type |Location Reported By Action {-, + or =) Behaviour Details Action Details

18 0OCT 2007 M3 JPG Mr Carl Best Withdrawal -) Jackie was caught punching two students Remaoved from class and sent home for
Junior Pla 1910T1-191012 | inthe head. the remainder ofthe day.

26 MOV 2007 M4 CLASS M= Elaine Abhott Withdrawal -) Jackie was using unacceptable language Withdrawn fram the classroom and
Classroom 2611 T1 - 26/11 12 | to other students inthe class. supervised by Administration.

Alkitik, Adam Year/Form: 9/9.1

Date Type ! Sub-Type |Location Reported By Action {-, + or =) Behaviour Details Action Details

18 OCT 2007 MY s Mr Carl Best Suspended ) Adamwas caught using an illegal Taken straight to Administration by Mr
Science La 1910T1-14910 substance in the Science Lah. Best.

4 DEC 2007 | M1 CLASS Mr Carl Best Withdrawal -) Adam was very abusive to the Mr Best. He Withdrawn fram class to the Admin area
Classroom 041212 - 041212 | then began throwing writing implements at | for the marning.

Mr Best.

An example of a Behaviour Details Report

18.1.2 Individual Behaviour Report

The intention of this report is to provide the full details of a selected behaviour incident for a
selected student or students on a one page per incident basis.

Details that are included in this report are:

Student Name

Year Group

Form

Student Photo (optional)
Reported By

Date

Incident Number

Time of Incident

Location

Behaviour Type (Sub-Type)
Action (and period of suspension if applicable)
Behaviour Details

Action Details

Notification Details

Appeal Details

Suspension Details
Additional Details

Parent Response

Mew Query

To select the students for this report, users can access the Find Tool by the
button. When the selection is made this information will be displayed in the cell adjacent.

[}

ISEIected Subszet 1 entry
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Behaviour - Reports

|| LT S| ®|e=

4 Management Reports ;I
D Behaviour Detailz Report
D Individual Behaviour Report
[ 5tudent Suspensions Summan
[E] Behaviours - Statistical Owervie

] Suspensions - Statistical Overvi
[E] 5choal Summan - Mumber of 5
[E] 5choal Surmmary - Mumber of T
[E] Suspension Status
[ Detertion Statistical Overview
1 Letters
1 Exports
1 Custom Reports

r Titles

M ain Title Ilndividual Behaviour Report

Page Footer I

r Students

I ;I Mew Querny |

i Incident Reported D ate

From |2 FEE 2011

Until - [16MaY 2011 |

r Behaviour Type £ Action

13 Behaviour Type(s) |‘| 0 Action(z) |

[~ Student Photo

+ Positive behaviour - ather

+ Significant positive behaviour or major award

- llegal substance offence

- Megative behaviour - other

- Physical azzault or intimidation of other students
- Physical azzault or intimidation of staff

- Substance misuse

-*erbal abuse or harassment of staff

L A S TR S SO o

RV KRR R

+ Merit or good behaviour award [often via aszembly recognition] -

M

K I—— ;ILI

| LCancel

The Incident Reported Date can be entered either directly or by using the date selector.

To display the Student Photo on the Individual Behaviour Report tick the I StudentPhoto. checkhox.

The Behaviour Type(s) tab allows users to select the Behaviour Type(s) that will be reported on.
The Default is all selections are checked on.

The Action(s) tab allows users to select the Action(s) that will be reported on.
The Default Actions for reporting are defined in Behaviour > Parameters > Behaviour Actions.
These are activated by the YES option for Reportl in Parameters.

To select or deselect any of these options, click into the adjacent box.

To print the report:

e Click on the Print button.
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West Coast District High School

Individual Behaviour Report
L1
EomiE

Rabesooa Bloor

FEArForm: 104101 rcident Mumber: 9

Drabe: 15 FEE 200E Time of Incident- 13:00

Faparbed By Rir Harrs Sarchay Lizcatan: Mot speciisd

Esshandiour T (Sub-Type} Aotion |-+ o)

Wagathes 8 (WD) mpal substancs offsroe (Arprslaines) Fuzpended (=) 20 Ceays)

5 FES 2006 (Ferlod 1) - 17 FEB 2006 (Ferod 7)

Eshardiour Celalis

PFabecra’s classmales neporied Tat she had taken speed Rebeccs was caught smashing windows In The canfeen

Acion Detalls

Rzbecra wil be susparded o school for the nee bawo cays.

Hodicalion Detalls

Eshaicur Maragement Coordinator
Forrn Teacher

Parent

Polce

Frincipa

Suspersion Detals

A program of mork oo be complebed durng the Suspension fas besn provided
Spechic permission must be gained i srler fe school grounds

Additional Celails

"iltal offerce against property

Example of Individual Behaviour Report
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18.1.3 Student Suspensions Summary

This report will provide details of a suspension for a selected student or students from a historical
perspective.

8| LT S| e

&4 Management Feports ﬂ - Titles
D Eehaviour Details Report b gty Title IStudent Suzpensions Summarny
D Individual Behaviour Report Page Footer I
D Studer ummar
D Behaviours - Statistical Overvie Options |Student Se|ecti0n| 9 Behawviour T}'DB[S]I
D Suspensions - Statistical Overv i Incident Reported Date
Bl School Summary - Number of 5 From |3JAN 2007 | Until |3JAN 2007 |
D Schaal Summary - Mumber of T Gt
D Suspension Status ear . CortField ‘vl
] Detention Statistical Overview Murnber of Times Suspended
Form 1 | Surname - ;I
[ Letters Gender 1 Fan
Fe
D Exports 2_ Irst Name
3 Custom Reports
r additional Constraints
W Minimumn number of Suspensions I 1
™ Minimum number of days Suspended I i}
Secondary Sort
x [ i Date " Behaviour Type i Teacher ‘
4| | »
FErrint I LCancel |

Included details are:

Selected criteria

Date range

Student name

Year

Form

Date

Number of days of suspension
Behaviour Type (Sub-Type) Code
Brief Details of Incident

Reporting Teacher

Total number of suspensions
Total days of suspension within the date range.

This report allows users to determine what criteria they would like to report on. The Main title can
be tailored to the user’s needs and individualised page footer can also be inserted.

The Options tab allows users to select the incident reported date
e Enter a 'From and Until' date range

Primary Sort options are available:

e Surname and First Name (default sort fields)
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Other options are:

Year

Number of Times Suspended

Form
Gender

The Secondary Sort options are:

Date (default)
Behaviour Type
Teacher

Additional Constraints:
Minimum number of Suspensions

e Minimum number of days Suspended

Secondary Sort:

e Date
e Behaviour Type
e Teacher

The Student Selection tab allows users to select which students or student group the report is to
be generated for.

K| AT & ||

S Management Reports ﬂ r Titles
D Behaviour Detaiks Report Main Title ISludenl Suszpenzions Surmmary
] Individual Behaviour Fepart Fage Footer I
[E] Behaviours - Statistical Dvervie Options Student Selection |3 Behaviour TPPE[S]I
D Suspenzions - Statistical Overyi
D Schoal Summary - Nurber of 5 Select Students by 5
D Schaoal Summary - Nurber of T
[ Suspension Status Ref Mo.| Sumame  [Foe Year Farm
[ Detention Statistical Overview Vear G'WD :I [I||
[ Letters =
1 Exports J
1 Custom Reports
il
| : | _>l_I
Select Saved Cuery j
« | LIJ
FPrrint I Cancel

The options are:

e Student Find
e [Form
e Year Group
C IVI Ca ImegrisBehaviourl\/IanuaI.dOC 11-Sep-14

Page 18-12
© 2014 Civica Education Pty Ltd



Student Find
When the student Find option is required, users can access the find tool by clicking on the Add

Students [+] icon.
e To delete a particular student selection click on the Remove Students EI icon.

e To delete the student list click on the Remove All Students ﬁl icon

Form

To select all forms click on the Select All ﬂl icon and this will highlight all forms. If users wish to
make a random selection hold down the <Ctrl> key and highlight the required forms

This can be filtered by Group Type.

To select all groups click on the Select All ﬂl icon and this will highlight all groups. If users wish
to make a random selection hold down the <Ctrl> key and highlight the required forms

Year Group

Options Student Selection |9 Behaviaur T_l,lpe[s]l

Select Students by Year Group j

Year Group <y |

[T I NN

10
1
12

4| | »

To select all forms click on the Select All ﬂl icon and this will highlight all forms. If users wish to
make a random selection hold down the <Ctrl> key and highlight the required forms

Behaviour Type(s)

The tab required users to select a particular negative Behaviour Type. The default setting has all
negative Behaviour Types on the list selected.

To deselect an item, click into the check box.
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B[ LT S| |ew

=4 Management Feports || Titles
D Behaviour D etais Feport Main Title I Studert Suzpensions Summany
[l Individual Behaviour Repart Page Foater I
Summary
[E] Behaviours - Statistical Overvie Dp[ignsl Student Selection 3 Behaviour Type(s)
D Suspensions - Statistical Overv T Tagal substance oifencs ;I
D Schoal Summary - Mumber of 5 ¥ - Megative behaviour - other
[ 5 chaal Sumrmary - Mumber of T ¥ - Physical aszault o intimidation of ather students
D Suspension Status W - Physical azzault or intimidation of staff
P ) - ) ¥ - Substance misuze
(] Detertion Statistical Dverview ¥ -‘erhal abuse or harassment of staff
1 Letters W -Verbal abuze or harassment of students
01 Expor W - Viclation of school Code of Conduct, behaviour management plan, classrc
& Hports v - willul offence against property
Custom Reparts
- =
N »

FBrrint I LCancel |

To print the report:

e Click onto the Print button

West Coast District High School

Student Suspensions Summary

EwlecHon crileda: Student Find - 2 / E=haviour Tyoe - &l

Date Range: 23 September 2005 to 23 September 2006

Rebecca Bloor YVear/Form: 100101
Date Mo. days | Type (Sub-Type|Brief descriplion of incident Reporting Teacher
15 FEB 2006 20 3 (Nab) Rebecca's classmates reported thaf she hadta.. | Mr Hars Barclay
17 AUG 20068 1.0 3 Rebecca gave John Smith a black eye during re... | Ms Jennifer Calvin
1 SEP J004 0.5 1 {M1b) Rebecca fold her histony teacher that she would... | Mr Tony Duks
3 Suspensions 3.5 days in the date range

Example of Student Suspensions Summary Report
18.1.4 Behaviours - Statistical Overview

This report will provide a comprehensive statistical overview of the behaviour details held for a
selected student or group within a given date range.

Details included are:

e Selection criteria
Name

Year

Form

Behaviours — Positive:

1 — Significant positive behaviour or major award
2 — Merit or good behaviour award (often via assembly recognition)
3 — Other positive behaviour
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e Negative:

1 — Physical assault or intimidation of staff
2- Verbal abuse or harassment of staff
3- Physical assault or intimidation of other students
4-Verbal abuse or harassment of students
5- Wilful offence against property
6- Violation of school code of Conduct, behaviour management plan, classroom or school
rules
7- Substance misuse
8- lllegal substance offence
9- Other (negative behaviour)
e Other codes

Actions — codes:
S - Suspension
D - Detention
| — Intention to suspend
L — Loss of privilege

O — Other
R — Reprimand
W- Withdrawal

e Totals - are given on an individual student bases and accumulative for example over a Form or
Year group. The totals for each student are displayed alongside the student's name. The
accumulative totals and averages are displayed at the end of each group and for all selections
at the end of the report.

e Averages are calculated to one decimal place.

For example if the Total=3, this is divided by the total number of students in the selection e.g. if
there were 14 students selected the calculation would be 3 divided by 14 = 0.2 (Rounded to 1
decimal place).

e A number of options for displaying totals and averages can be selected. The default is to
include individual student information. If this is not required, click into the check box.

[T Include Tatals and Averages for the selected students.
¥ Include individual student information.  (show totals and awerages only)

I_ Iniclude the code key. iprovides descriptions for all behaviour typas and actions)
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Code Key - provides description for all behaviour types and actions.

Behaviour - Reports

W LTS e
4 Management Reporks ;I r Titles
[ Behaviow Details Repart M ain Title IBehaviours - Statistical Qverview
[ Individual Behaviour Repart Page Footer I
[ Student Suspensions Summary
i Optione: |Student Selectionl
[ Suspensions - Statistical Overvi r Incident Reported D ate
[ School Summary - Number of § Frem |23 SEF 2008 unii [235EP 2006 8}
[ Schaal Summary - Number of T St
[ Suspension Status e ;I SortField o I
[ Detertion Statistical Overview Form
1 Letters Gender 1 | Surname = d
03 Exponts 2 | First Mame -
1 Custom Reports
LI -
I Include Totals and Averages for the selected students.
W Include individual student information.  ¢show totals and group Sverages only)
4 _'ILI I_ Inelude the code key. (provides descriptions for all behawiour types and actions)

FErrint |

LCancel I

On the Student Selection tab users can select the required students or group.

Behaviour - Reports

9

LT &)=

& Management Reports ﬂ Titlers
D Behaviour Details Repart tain Title IBehaviours - Statistical Dwerview
D Idividual Behaviour Repart Page Footer I
El Student Suzpenzions Summary
3 - St . Options  Student Selection
El Suzpenzions - Statigtical Overi
|:| School Summary - Mumber of 5
D Schoal Sumrmarny - Mumber of T Select Students by Student Find
|:| Suzpension Status Ref Mo, | Surname Year Form
D Detention Statistical Overview Year Group ;I Ell
1 Letters
1 Exports H (] |
1 Custom Feports
il
1 | 3|
Select Saved Query j
1 | 3|

The options are:

Student Find
Form
Year Group
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Student Find
When the student search option is required uses can access the find tool by clicking on the Add

Studentsgl icon.
m}

e To delete a particular student selection click on the Remove Students _I icon.

e To delete the student list click on the Remove All Students ﬁl icon.

Form

To select all forms click on the Select Allﬂl icon and this will highlight all forms. If users wish to
make a random selection hold down the control key and highlight the required forms

Year Group
To select all Year Groups click on the Select All ﬂl icon and this will highlight all Year Groups.

If users wish to make a random selection hold down the control key and highlight the required Year
Groups.

To print the report

e Click onto the Print button.
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West Coast District High School

Behaviours - Statistical Overview

Selection criteria: Form - Room 4

Date Range: 10 October 2002 to 30 March 2003

Behaviours Actions
ositive egative Other
Name Year/Form |Sex | 1 |2 [ 3 [Tot |1 [2 |3 |4 |5 [6 |7 [8]9 |[Tot S D | L W
Albert Jackie 4/Room 4 E 2] 2 4 1 2] 3] 6 2 4( 30) 1 1
Bailie Doyen 4/Room 4 M 1 1 ( ) 1
Dunstan Jennifer 4/Room 4 F 1 1 ( )
Edwards Julie 4/Room 4 E 1 1 ( )
Farmer Kristof 4/Room 4 M 1 1 ( )
Gray Thi reth 4/Room 4 M 1 1 ( )
Jones Tim 4/Room 4 M 1] 2] 1 4 1 1] 3 2 7 1( 0.5) 1 2 2 1
Marshall Kristy 4/Room 4 E 1 1 ( )
Moor Chris 4/Room 4 M 1 1 ( )
North Mathew 4/Room 4 M 1 1 ( )
Price Tiffani 4/Room 4 E 1 1 ( )
Sorrell Sarah 4/Room 4 E 1 1 ( )
Varricchio Kim 4/Room 4 E 1 1 ( )
Williett Elizabeth 4/Room 4 F 1 1 ( )
Totals 1]15] 3| 19 1 1 1] 6] 5| 14 2 5( 35) 1| 3 2 3
Averages 011[11102[01410.1 0.1 0.1l 041 041 10l 0.1 04( 03)l 0.1l 021 01 0.2
Final Total [ afas] afao[ a] [ o] [ [ T 1] e s[ 1a[ 2[[ s( as] 1] 3] o Y
Final Averages loalialoolaaloal” Toal T [ Toaloaloal 10l 01l 0ac 0a] 01l 02l 01f [02]
Bless this house Page 1
Produced on 19th February 2003 at 13:00 Behaviour > Reports > Management Reports. Behaviours - Statistical Overview
West Coast District High School
Behaviours - Statistical Overview
Selection criteria: Form - Room 4 Date Range: 10 October 2002 to 30 March 2003
Behaviours Actions
Positive Negative
1 | P1 | significant positive behaviour or major award 1 N1 | Physical assault or intimidation of staff s Suspended
2 | P2 | Merit or good behaviour award (often via assembly 2 N2 | Verbal abuse or of staff D Detention
3 P3 Other positive behaviour 3 N3 | Physical assault or intimidation of other students 1 Intention to suspend
4 N4 | Verbal abuse or of students L Loss of privilege
5 N5 | Wilful of fence against property o Other
6 | N6 | Violation of school Code of Conduct, behaviour management plan, classro.. R | Reprimand
7 N7 | Substance misuse w Withdrawal
Other | Neutral behaviour 8 | N8 |Illegal substance offence
9 [ N9 [ Other (negative behaviour)

Example of Behaviours — Statistical Overview report

18.1.5 Suspensions — Statistical Overview
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The purpose of this report is very similar to the Behaviours — Statistical overview but is based
solely on those behaviours that have resulted in a confirmed suspension action. This report will
not include the action of Intention to suspend.

Included details are:

Selection criteria
Date Range

Name

Year

Form

Gender

Suspension Reasons

1 — Physical assault or intimidation of staff

2- Verbal abuse or harassment of staff

3- Physical assault or intimidation of other students

4-Verbal abuse or harassment of students

5- Wilful offence against property

6- Violation of school code of Conduct, behaviour management plan, classroom or school
rules.

7- Substance misuse

8- lllegal substance offence

9- Other (negative behaviour)

e Totals - are given on an individual student bases and accumulative for example over a Form or
Year group. The totals for each student are displayed alongside the student's name. The
accumulative totals and averages are displayed at the end of each group and for all selections
at the end of the report.

e Averages are calculated to one decimal place.

e A number of options for displaying totals and averages can be selected. The default is to
include individual student information. If this is not required, click into the check box.

v Include Tatals and Averages for the selected students.
¥ Include individual shudent information. show tetals and averages anly)

|7 Ihzlude the code ke, (provides descriptions for suspensions)

e Code Key- provides a description of the suspensions.
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8| AR T S| |

4 Management Reports ;I r Tites
[ Behaviour Details Fepart Main Title ISuspensions - Statistical Overview
[ Individual Behaviour Report Fage Footer I
[l Studert Suspensions Summan,
[l Behaviours - Statistical Overvie Options |Student Selec[ionl
r Incident Reparted D ate
From |23 SEF 2005 unii [235EP 2005 | ()
[l Schoal Summary - Humber of T “Sart
[ Suspension Status e ﬂ Sort Field ~ |
[E] Detention Statistical Dverview Fiarm
6 Lettess Gerder i Surmame - ;I
2 | First Name -
1 Exports —
1 Custom Reports
ﬂ -

[ Include Totals and Averages for the selected students.

¥ Include Individual Student Infarmation. ¢show tetals and group averages anly)

-
4 I I Ll—l |_ Include the code ke}l. (provides descrptions for suspensions)

Frint | LCancel I

On the second tab users can select the required students or group.

Options Student Selection |

Select Students by

Student Find -
e
orm

Year Group

Fief Mo, | Surname Year Farm

4| | 3

Select Saved Quem j

The search options are:

e Student Find (default)
e Form
e Year Group

Student Find

e When the Student Find option is required uses can access the find tool by clicking on the Add
Studentsgl icon.

e To delete a particular student selection click on the Remove Studentsﬂl icon.

e To delete the student list click on the Remove All Students ﬁl icon.

Form
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To select all forms click on the Select All ﬂl icon and this will highlight all forms. If users wish to
make a random selection hold down the control key and highlight the required forms

|| LT S|

4 Management Feports d r Titles
D Behaviour Details Feport Main Title ISuspensions - Statistical Owerview
[ Individual Behaviour Report Page Footer I
[ Student Suspensions Summary
[ Behaviours - Statistical Overvie Optionz  Student Selection |
[ e | Overyi

[ Schaal Summary - Number of 5
[ Schaal Summary - Number of T
[ Suspension Status

Select Students by Fomm j

[ Detertion Statistical Overview
1 Letters
1 Exports
1 Custom Reports

B Fitt
arden

Print I LCancel

Year Group

To select all Year Groups click on the Select All ﬂl icon and this will highlight all Year Groups. |If
users wish to make a random selection hold down the control key and highlight the required Year
Groups.

To print the report:

e Click on the Print button.
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West Coast District High School
Suspensions - Statistical Overview

Selaction crtera: Year - 10

Date Range : 15 March 2004 to 15 March 2004

Suspension Reagsons
Mame YearForm |Sex | 1 2 3 4 5 5 7 g 8 | Total | Total Days
Steven Bailay 10102 hi 1 3.0
Britt Laughton 10102 F 1 1 3.0
Sara Michols 100102 F 1 1 3.0
Brandon Fercival 10102 h 1 1 3.0
Totals 4 41 120
Averages 1.0 1.0 2.0
Final Totals 4 41 120
Final Averages 1.0 1.0 3.0

Code | Descrption
M1 | Physical assault or intimidation of staff
Mz 1verbal gbuse or hargssment of staff
N3 |Phvsical azsault or intimidation of ather student:
N4 |‘erbal abuse or harassmert of students
5 [uhilful offence anainst property

6 |‘olation of school Code of Conduct, behaviour management plan, classroom or school niles
7 |Substance misuse

Mg |lllegal substance offence
ME  |Megative behawiour - other

A |0 | g [ | e 2 | —

Example of Suspensions-Statistical Overview Report

18.1.6 School Summary-Number of Suspensions

The purpose of this report is to summarise the number of suspensions within the school. It
presents a whole school view, with a year and gender breakdown.

Included details are:

e Student selection - All students, Non-Aboriginal Students or Aboriginal Students. Current Roll
(default), Former Roll, External Roll, Admissions Roll.

e Date Range

e Gender totals — Male, Female

e Year

e Total for a year and gender group

e Total of days suspended for each year and gender group

e Overall totals for gender group and all selected

e Code key
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Note: For NT Schools an additional column will appear on this report entitled ‘Total Sch
Days’. This summarises the data for the ‘Number of School Days’ field displayed on the
Student Add/Edit window. See section 13.23.6 on page 13-15 for further details of this field.

Behaviour - Reports

8| LT & W=

S Management Feparts
El Behaviour Details Report

Exports

coe

Custom Reporte

~|[r Titles

El Individual Behaviour Report

El Student Suzpensions Summary
El Behaviours - Statistical Overvie
El Suzpengions - Statistical Overvi

School Summary - Mumber of S
El School Surmary - Mumber of T
El Sugpengion Statug
El Detention Statigtical Overview
Letters

s

Main Title ISchool Summary - Mumber of Suspensions

Fage Foater I

- Selection

& Al students " Monstbarigingl students " Abariginal students
¥ Curment Roll

[~ Former Rall

[~ Estemal Rall

I Admizzions Bol

r Incident Reparted D ate
From ISD MAR 2010 | Unkil |3EI MaAR 2010 |

¥ Include the code key at the end of the repart

To print the report:

Brint I Cancel

Select the required roll(s)
Select the Incident Reported Date Range
Click on the Print button.

Enter the Selection option using the radio button (All students is the default)
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West Coast District High School
School Summary - Number of Suspensions

All Students - Current Roll Date Range : 30 MAR 2010 to 30 MAR 2010
Suspension Reasong
Year | Sex 1 2 3 4 5 o] 7 a 9 Total | Total Days
g 1] 1 1 1.0
F 0 0.0
) 1 1 20
1o F a o.a
hd 1 1 2 3.0
Total F a o.a
All 1 1 2 a0

Code | Descrption
M1 | Physical assault or intimidation of staff
M2 |“erbal abuse or ha@ssment of staff
M3 | Physical assault or intimidation of other student=s
M4 |erbal abuse or hamssment of studernts
M5 |ilful offence against propertsy
M [“dolation of school Code of Conduct, behawviour managemert plan, classmoom or school nles
M7 | Substance misuse
M2 |lllegal substance offence
M3 [Megative behawiour - other

=1 = ] PR LY N Y Y

Example of the School Summary-Number of Suspensions Report for WA schools

Darwin Sample School
School Summary - Number of Suspensions

All Students - Current Roll Date Range © 1 JUN 2012 to 31 AUG 2012
Suspension Reasons

Year | Sex 1 2 3 4 o 5] 7 8 9 Taotal | Taotal Days | Total Sch Days
ht 4 4 0.0 16
o7 F 4 4 45 16
ht 3 3 13.0 16
oa F Z 2 10.5 11
il 0 0.0 0
09 F 3 1 4 23.0 24
ht 7 Fi 13.0 32
Total F ] 1 10 33.0 a1
All 16 1 17 51.0 83

Code | Description
N1 | A=sauk
NI |Intimidation, Bullying, Hamssment
N2 | Dangerous Act
N4 [Wlfeapons Offence
Property Offence
N6 [‘Jdolation of Agreemert
N7 [Substance Mizuze
M2 [lllegal Substance Offence
MO | Negative Behawiour

a0 i | | el —
== |
&

Example of the School Summary-Number of Suspensions Report for NT schools

18.1.7 School Summary — Number of Times Suspended

This report presents the school with an overall school view with a Year and Gender breakdown.
However this report is based on the number of times a student is suspended.
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This report includes:
Student selection - All students, Non-Aboriginal Students, Aboriginal Students

Date Range

Gender totals — Male, Female

Year

Number of Times Suspended — 1 to over 4
Total for a year and gender group
Overall totals for gender group and all selected

Behaviour - Reports

K

£kl ] G| |ew

=3 Management Feports

D Behaviour Details Report
D Individual Eehaviour Feport
D Studert Suzpensions Sunimar,

D Behaviours - Statistical Overvie

D Suzpensions - Statistical Owervi
D School Summary - Humber of 5

B

r Titles

kain Title ISchooI Summary - Mumber of Times Suspended

Page Footer I

r Selection
& 4| students = Non-aborigingl students  Aboriginal students

D Suzpenszion Status

Letters

Exports

eoo

Custom Reports

4 |

School Summary - Hurmber of T

D Detention Statistical Overview

i Incident Reported Date

From |4 FEE 2008 | Until [6J0M 2008 |

Cancel |

To print the report:

e Enter the Selection option using the radio button (All students is the default)
e Select the Incident Reported Date Range
e Click on the Print button
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West Coast District High School
School Summary - Number of Times Suspended
Il Students Date Range : 4 February 2008 to 6 June 2008
Mumber of Times Suspended
Year | Sex 1 2 3 4 =4 Total
7 M 1 1
F 0
5 M 7 1 g
F 3 1 1 8
9 M 8 3 14
F 10 4 2 3 36
10 M 21 2 in 2 1 41
F 5 4 2\ 2 29
Y 1 4 \ g
F 0
12 | Z
F 0
\
M 40 20 3, \ 8 5 76
Tatal F 18 18 18] 12 10 73
Al a8 a8 18] N 15 1419

Example of the School Summary-Number of Times Suspended Report

Please Note: The “Total” columns are calculdted by multiplying}be number of times
suspended to each number in the corresponging row. In the example above 1 Year 10 male
has been suspended 3 times so a total of 3 sjispensions are reported.

For “>4” suspensions, the actual number of suspensions is multiplied so in the example

above the Male and Females in Year 10 have both had 5 suspensions recorded.
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18.1.8 Suspension Status

This report provides details of those students who are currently on suspension and those who are
expected to return from suspension for a given date.

The report includes:

Name of Students on Suspension for a specified date

Name of Students that are returning on the specified date

Name of students that were on suspension on the day prior to the specified date
Year and Form

Suspension Start and Finish Dates for each student

Total of Days for the suspension.

8| DTG @ e

9 Management Reparks ;I  Titles
[E] Behaviour Details Repart Main Title ISuspension Status
[ Individual Behaviour Repart Page Foater I
[ Student Suspensions Summary
[ Behaviours - Statistical Overvie r Sort
[ Suspensions - Statistical Overvi Form ;I Sort Field v |
[E Schaal Summary - Number of 5 ear 1| Sumame P
[2 Schaal Summary - Mumber of T 2 | Furst Mame -
D Suzpension Status:
[ Detertion Statistical Overview
1 Leters LI -
1 Exports
1 Custom Reports Date for Suspension status infarmation IM
-
< o
Print I LCancel

To print the report:
e Enter Date for Suspension status information
e Click on the Print button.

West Coast District High School
Suspension Status

Students on Suspension as of Monday, 15 March 2004

Marme Year Form Start Date Finish Date Davs Date of Return
Steven Bailey 10 10.2 145 Mar (F13 17 Mar (F4Y 3.0 18 Mar (F1)
Britt Laughton 10 10.2 15 hlar (P13 17 hlar (P43 3.0 18 hiar (P13
Sara Nichols 10 10.2 15 Mar (F1) 17 Mar (P4) 3.0 18 Mar (P13
Brandon Percival 10 10.2 15 Mar (P13 17 Mar (P4} 3.0 18 Mar (F1)

Example of the Suspensions Status Report

Note: This Report includes the names of students whose last day of suspension was the
previous day to the date selected in the Report window.
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18.1.9 Detention Statistical Overview

The objective of the report is to allow the user to obtain analysis on the number of detentions for a
particular period in the day.

B[ LT S|

3y  Management Feparts ;I r Titles
D Behaviour Details Report Main Title IDetention Statistical Overview
[ Individual Behaviour Report Page Foater I
D Student Suzpenzions Summar,
D Behaviours - Statistical Overvie Optionz |Student Se|ec[ign|
D Suspensions - Statistical Overv r Incident Reported D ate
[ School Summary - Mumber of § Frem  [20CT 2006 | Until |3 NOV 2006
D School Summary - Mumber of T “Sart
[ Suspersion Statu Ve =] Sort Field — I
B D etention Statistic i Farm
6 Letters Gender 1 | Surname - ;I
2 | First Mame -
1  Exports
3 Custom Reports
>
4| | »
FPrrint Cancel

This report includes:

Student selection criteria

Date Range

Student Name

Year

Form

Gender

Number of detentions each period per student

Total number of detentions over all periods each student
Totals for all selected students

Row and column totals of the detentions.

To print the report:
e Select the incident reported date range.
Select the Student Selection tab users can select the required students or group.

The options are:
e Student Find
e Form

e Year Group
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K| AT S|

=

ceo

4

M anagement Reparts ;I
|:| Behaviour Details Report

D Individual Behaviour Repart

|:| Student Suzpenzions Summary
D Behaviours - Statistical Overvie

|:| Suspensions - Statistical Dverv
D School Summarny - Humber of 5

D School Summary - Mumber of T

El Suzpenzion Statuz

B 0 etention Statistical Dverview

Letters
Exportz

Custom Reports

ol

Titles

Main Title IDetention Statistical Overview

Fage Foater I

Options Student Selection |

Select Students by

Student Find -

e

Ref Mo. | Sumame e ‘Year

Farm

Year Group

l ' |

Select Saved Query

Pritat I Cancel

Student Find
When the student search option is required uses can access the find tool by clicking on and make

the Add Studentsg icon.

e To delete a particular student selection click on the Remove Studentsﬂl icon.

e To delete the student list click on the Remove All Students ﬁl icon.

Form

To select all forms click on the Select All ﬂl icon and this will highlight all forms. If users wish to
make a random selection hold down the control key and highlight the required forms

Year Group

To select all Year Groups click on the Select All ﬂl icon and this will highlight all Year Groups. If
users wish to make a random selection hold down the control key and highlight the required Year
Groups.

Click on the Print button.
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West Coast District High School

Behaviour - Detention Statistical Overview

Selection criterlac Shudent Find - A

Date Range : 23 September 2005 to 23 September 2006

Period

MName YearFarm |Sex| 1 2 B 7 ] g 10 | Total
Adam Alkitik 549.1 it 1 1 2
Penelope Allen SiRoom 5 F 1 1 2
Tamara Allen 2Room2 | F 1 1
Kyle Amber 2iFoom 2 I 1 1
Furt Anderson 3/Room 2 I 1 1 2
Rachasl Andrews 11/11.1 F 1 1

Grand Total | 6 3 g

Example of Detention Statistical Overview Report

Note: For primary schools using AM/PM, the first two columns will be populated only.
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18.2 Letters

Clicking on the Letters folder will display the list of available letters.

Behaviour - Reports
(K| 4T S ||

Management Reports ;I

Letters -
Thursday, 4th January 2007
These letters are designed to provide the school with the

functionality to create standard letters and advice, hased on
Behaviour data.

D Suzpenzion Maotice - Digtrict OfF
Exportz

cep e

Custom Reports

.
1| | E

Frint I LCancel |

Currently the Suspension Notice —District Office is the only letter available from the Letters folder.
(Please refer to section 17.10 for details.)

Other letters are available from the Behaviour Management window. (Please refer to section 17 for
further details.)

CIVI Ca ImegrisBehaviourI\/IanuaI.dOC 11-Sep-14
Page 18-31
© 2014 Civica Education Pty Ltd



18.3Exports

The Exports section under Behaviour > Reports, provides the ability to export in CSV format, a
Behaviour Analysis Report or a Behaviour Suspension Notification.

18.3.1 Behaviour Analysis Report

This export feature will generate a CSV format file containing totals for Behaviour types and
Actions recorded against each student in the browse set over a specified date range.

To create and export the Behaviour Analysis Report:

Open Behaviour > Reports.
Double-click on Exports.

Click on Behaviour Analysis.
The following window is displayed.

B[ DT S|

1  Management Reports ;I
[0 Letters Behaviour Export {CSV)
3 Exports
RREF b s viour Analysis
5 Behaviour Suspenzion Motificat
3 Custom Reports From  [21 SEP 2005 Uniil - [21 SEP 2008

Export File

I CAREYSWMTEGRISWOutB oxhBehaviour. C5Y Browse |
Cluemy

' I _Newaw |

[~ Email File:

.
“ | »

FErrint I Cancel |

e The default path for the Export File field will be as defined in the General > Control >
Preferences > General tab. The default file name is Behaviour.CSV

e Use the Browse button to select a new Export File path. Enter a new file name if required.

e Use the New Query button to select a browse set of students to report on OR select an
existing query from the Query drop down list.

e Data will be collated from Behaviour Incidents that fall between the From and Until dates.
Users can enter the date directly into the date field or use the Date Selector. (For details on
how the use the Date Selector see section 13.16).

e Click on Print to generate the CSV export file.

The file can now be emailed from the location as an attachment.
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To Email the file:

e Check the Email File check box | | CmailFiE

The following window will be displayed with the file automatically attached:

To 1) r

From |WCF’5 @iinet.net.au

Subject |

&5 Message > Altached Filesl

File M ame

C:AKEYSAMTEGRISYWOuE oxhBehaviour C5V

1

=

of

&5

(=] Send |

Cancel |

e Inthe To field either type an email address directly in the field

e Type a subject in the Subject field

e Click on the Message tab to enter a message

Albert@azemail. com.au

To@[

From |WCF’S @iinet.net.au

Subject IT_l,lpe subject here

&5 Message |41=9 Attached Files

Type meszsage here ;I
[ -]
(=] Send I Cancel |

e Click Send to dispatch the Email.
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Name, RegGroup, Sex, Year, P1,P2,P3,N1,N2,N3,N4,N5,N6,N7,N8,N9,N10,N11,N12,D,I,L,0,R,S

Jackie Albert,9/9.1,F%,9,1,0,2,4,0,0,0,5,0,6,6,0,0,0,0,3,4,2,4,5,4
Billy Strange,9/9.1,M,9,0,0,0,0,3,4,2,4,0,0,0,3,3,4,2,4,2,4,3,4,2
Fiona Davidson,9/9.1,Ff,9,0,0,0,0,0,3,4,2,4,5,0,3,3,4,2,4,2,0,3,0,3
Jess Victa,9/9.1,F,9,0,0,0,0,0,0,3,4,2,4,5,0,3,3,0,3,3,0,3,0,3

An example of the Behaviour Analysis Report.

If the date range is invalid a warning message will appear.

Student Summary

\ll) Mo data could be Found that matches the specified criteria,

18.3.2 Behaviour Suspensions Notification Export

This export feature will generate a CSV format file containing student suspensions for a set of
students over a specified date range. The CSV file will automatically be sent to a specified email

address e.g. Head Office.

The following fields are included in the export file:

Field

Incident number

UPN

Student First Name

Student Middle Name

Student Surname

DOB

Gender

Indigenous Status

Grade

School Code

School

School Type

Principal

Teacher

Year

Term

Date of incident

Reported by

Suspension Start Date

Start date Period

Suspension End date

End date Period

Total days suspended

Place

Time

Behaviour Type

Behaviour Subtype

Behaviour Subtype
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additional

Behaviour Actions

Notification Details

Suspension conditions

Behaviour Details

Action Details

Appeal Details

Appeal Date

Appeal Status

SEN Stage

Note: For NT Schools an additional field is included after the SEN Stage. This field is the
‘Total School Days Suspended’. The data is taken from the ‘Number of School Days’ field on
the Student Add/Edit window. See section 13.23.6 for further details.

To create and export the Behaviour Suspensions Notification CSV file:

Open Behaviour > Reports.

Double-click on Exports.

Click on Behaviour Suspension Notification.
The following window is displayed.

|| # T & ||

1 Management Reports ;l
3 Letters Behaviour Suspension Notification Report
3 Exports
T Behaviour Analysis
RS T =hiaviour Suspension Motifica - Incident Reported Date
1 Custom Reports Fraom Im Lntil Im
Export File

|C:\KEYS\INTEGHIS\DUTBDX\BehSusNDt.CSV Browse |

Query

! o _Hewiuen |

™ Dizplay behaviour recards received from presvious schoal

I~ Inchude all behaviour recards [including suspenzions]

-
4 | 3

Brintt I Cancel |

e The default path for the Export File field will be as defined in the General > Control >
Preferences > General tab. The default file name is BehSusNot.CSV.

e Use the Browse button to select a new Export File path. Enter a new file name if required.

e Use the New Query button to select a browse set of students to report on OR select an
existing query from the Query drop down list.

e Data will be collated from Behaviour Suspensions that fall between the From and Until dates.
Users can enter the date directly into the date field or use the Date Selector. (For details on
how the use the Date Selector see section 13.16).
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e Tick the [~ Dizplay behaviour records received from previous school checkbox to include suspensions
received from previous schools that still qualify the selection criteria.

[ Include all behaviour recards [including suspensions)

e Tick the checkbox to include all behaviour records

(including suspensions) that still qualify the selection criteria.

e Click on Print to generate the CSV export file.

The CSV export file will automatically be sent to the email address as defined in Behaviour >

System Preferences > General > Export Email Address.

If a file already exists in the location the following message will be displayed:

5
P This export File:CAREYSVINTEGRISYOUtED:x \BehSushot, C5Y already exists

\._..

[0 ywou wank to overwrite?

e Click Yes to overwrite or No to cancel
If Yes is selected the follow message will be displayed:

Behaviour Suspension Motification Export |

.
\!j) The File is being exported to : CYKEYS INTEGRIS| CutBox\BehSusMot, C5Y

e Click OK

The following message will be displayed:

Behaviour Suspension Notification Export x|

Export complete. File can be found at: CHKEYSVINTEGRIS|OutBox:\BehSushiot. CSY

e Click OK

The file can now be emailed from the location as an attachment.
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Note: If either of the following error messages is displayed...

P N - -]
°

3
- | ) Must supply a SMTP server {arg 1) o | ) Etror establishing a connection with the server

or

...please check the email settings at the following three locations;

1. Export Email address (where you are sending the export too)
Behaviour > Utilities > System Preferences > Export Email Address

2. SMTP Server (your mail server that you are using to send the email)

3. Default from email Address (the email address that it will be sent from)

General > Control > Preferences > eMail / Web
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18.4Custom Reports

Within the Behaviour Reports users have the option to save reports as a Custom Report. This
allows users to tailor and reuse a particular report with the settings and required fields in place.
The reports that can be saved as a custom report are

e School summary — Number of Suspensions
e School summary — Number of Times Suspended
e Suspension status

18.4.1 Saving a Custom Report

To save a custom report:

e Modify the standard report settings as required.

¢ Inthe Reports window, click on the Save as a Custom Report button. 4

e The system displays the Report Title window. By default the name displayed on this window
will be the name of the report that was used as the template.

e Enter a name for the modified report.

Report Title

Pleaze enter a title for the report

Excurzion Form

Cancel | Ok I

e Click OK. The system saves the new report and places it in the “Custom Reports” folder.

9 Custom Reports
lEl Ewample Custom Feport
D Excursion Form

Note: this report will only be available to the user who created the custom report and to
users with system administrator status. To make the report available to all users, see the
following section of the manual.

18.4.2 Sharing a Custom Report

To share the report and make it available to other users

e Open the Custom Reports folder.

e Select the custom report to be shared.

e To share the custom report with other users click on the Allow Custom report to be used by

others icon ol

e If you wish to amend a shared report, edit it and save the changes. The shared access can
only be removed by deleting the report.
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18.4.3 Renaming a Custom Report

To rename a custom report:

e Open the Custom Reports folder.
Select the custom report to be renamed.

g

Click on the Rename Custom Report icon_* .

The system places a box around the report name and highlights the current text.
Enter the new name for the report.

Press <Enter>.

18.4.4 Saving a Report to File
To save a report to file

¢ \When the report has been sent to screen Click on the Save icon ol . The system displays the
Name of Report File window.

¢ Navigate to the location where you want to save the report.

e Enter a name for your report.

e Click on OK. The system saves the report in the chosen location.

18.4.5 Deleting a Custom Report

To delete a custom report
e Open the Custom Reports folder.
e Select the custom report you wish to delete.

e Select the Delete Custom Report icon w on the toolbar.
e Select Yes to delete.

Note: the standard reports supplied with the system cannot be deleted.

18.5Report Security

There are three main steps in setting up user access to Behaviour Reports:
1. Allocate report security access rights to appropriate users;

2. Set the report security profile;

3. Activate Report Security.

Access Control

([} General d r |
‘j Adrin No default masks are available for this security area. ‘
' Admissions
Emergency Security [tem Access
Reports Access Reports Y d
Speed Edit ocoes AcHos Manaow

L Lblbis,
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18.5.1 Setting the Report Security Profile

This function is only available to users who have had access rights allocated in Control > Users.

In the Reports window, click the Report Security icon o to open the Report Security

window.

Report Security

O
~ Users ~ Rieports

Uzer Mame Fiepart Folders

: P —p—

ADMIN [ Roll Reports

ALAN [ Form Lists

BEST [ Check Lists

BRIGG [ Saved Check Lists

CORNER [ Graphs d|

FISHER

GUISEPPE Feport Mame Access

HEAVEN Activities Fepart * =]

PETERS Medical Conditions x

SCHADM Medical Details x
Doctor/Practice List x
Birthday Repart b4
Students with o Address x
Studentz and their Teaching Sets b4
List of UDls x

Users shown in bold have
Administrator Status. Grnt /| Dery X_|

i) '8 | LCancel |

The Report Security window has two operating modes:

Allocate Reports to Users and;
Allocate Users to Reports.

Either mode can be used to allocate report access.

When the window is first opened it is operating in the first of these modes. The operating mode can

be changed by use of the toolbar buttons at the top of the window.

0z e

Once the report access profile has been set up as required, clicking OK will save the security
settings. Alternatively, the Cancel button will close the window without saving your settings.
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18.5.2 Allocate Reports to Users

In this operating mode, the left-hand side of the window shows a list of active users in the Integris
data file. Users with Administrator Status (who have access to all reports) are displayed in bold.
Only one user from this list may be selected at any one time.

Report Security

O
m zers - Feports
Uzer Mame Report Folders
g E——
[0 Letters
[ Custom Reparts
BRIGG
BRODKS =
CORMER
EDWA Fepart Name Access
FISHER Eehaviour Details Report b4 ;l
GABELICH Individual Behaviour Report b4
GRUMMET | Student Suzpenzions Summary x
GUISEPPE Behaviours - Statistical Overview x
Haw Suzpenzions - Statistical Overview X
HEAWVEM School Summary - Mumber of Suspenzsions X
HUGHES Schaoal Summany - Number of Times Suzpended X
HURRELL Suzpension Status b4
MACTWELL
MOORE = H
Users shown inbold have
Administrator Status. Girant_ Deny X |
(]9 LCancel |

The right-hand side of the window displays a list of report folders, and a list of the reports present
in the selected folder. Multiple selections are permitted in this reports list. To select more than one
report name, hold the <Ctrl> key and click on the report names in the list. Click Grant or Deny to

change the user’s access.

Ticks and crosses are displayed to indicate whether the selected user has access to a report.
Double clicking can toggle these. Alternatively, access can be granted or denied to a selection of
reports at once by selecting several entries in the report list and using the Grant and Deny

buttons.
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18.5.3 Allocate Users to Reports

In this operating mode, the left-hand side of the window shows a list of report folders and a list of
the reports present in the selected folder. Only one report from this list may be selected at one
time.

B
~ Reports r Users
Feport Folders User Mame Access
B Management Reparts ABBOTT X ;I
[ Letters ALAN X
[ Custom Reports BEST X
BRIGG X
CORMER X
LI FISHER X
GUISEFPE X
H&Y o
Report M
Bereviou Detsl Fepon HEAVEN X
senaviour Uetalls meport
Individual Behaviour Report TURNER x
Student Suzpensions Summary
Behaviours - Statiztical Dverview
Suspenzions - Statistical Overview
School Summary - Mumber of Suspensions
School Summary - Mumber of Times Suspended
Suspension Status
LI Grant | Deny |
(1] | Cancel |

The right-hand side of the window displays a list of active Integris users. Users with Administrator
Status are omitted, as they have full access to all reports. Multiple entries may be selected from
this list.

Ticks and crosses are displayed to indicate whether a user has access to the selected report.
Double click on a user name to toggle (change) access rights. Alternatively, access can be granted
or denied to a selection of users at once by selecting several entries in the user list and using the
Grant and Deny buttons.
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18.5.4 Activate Report Security

Once the required access settings for reports have been set up in the Report Security window,
Report Security can be activated (If it has not already been done). This is achieved by ticking the
Report Security Active checkbox in the Preferences window (General > Control > Preferences >
Security tab). See the screen shot below.

Preferences

Year Groups | Feports | Advanced | Exports | Sibling Management
General Security | Pathz I Defaults I etail A wieb

b amimum number of login attempts |3_

Extended password checking |7

Mumber of daps before pazzword expires 65

Finimum password length Ig—

Allow multiple user sessions -

Report zecurity active I~

When Report Security is active, the following banner will be displayed in the Reports window if a
user attempts to select a report to which they do not have access.

B LTS e
=1 Management Feports ;l

D Behaviour Details Report
|:| Individual Behaviour Report

Student

|:| Behaviours - Statistical Overvie
El Suzpenzions - Statiztical Qwervi
D School Sumrmarny - Humber of 5
|:| School Summary - Humber of T
El Suzpenzion Statuz

3 Letters

Custom Reports

.
4| | 3

FPrrint I LCatcel |

Users who have Administrator Status automatically have access to all reports. By default, Report
Security is inactive in a new or upgraded data files.

18.5.5 Custom Report Security

Custom reports are only included in the Report Security system if they are shared. Unshared
reports are only available to the user who created them, whereas shared reports are visible to all
users in the system. Shared custom reports are initially only accessible by their creator and users
with Administrator Status
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20 Support
20.1WA

Should you require support please contact the Customer Service Centre (CSC) at the Department
of Education.

Contact details below:

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

Email (CSC)
customer.service.centre@education.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

20.2NT

Should you require support please contact the following:

DEET SAMS Support

Email sams.deet@nt.gov.au

Or Call DEET Hotline 8999 3531

Or Fax SAMS/DEET 89995611

Or Web Site http://www.latis.net.au/sams/
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