INFINITE CAMPUS

STUDENT INFORMATION => BEHAVIOR
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To create a new behav​ior event & reso​lution:

1. Click New Event. 

2. Select the event name from the drop​down list. 

3. The date and time will pull current time from the server’s internal clock. This field may be changed if needed to reflect when the behavior actually happened.

4. Select the appropriate Location and Context.

5. Select the Behavior Admin Staff Name and the Referral Name from the drop down list.

a. Behavior Admin Staff:  The principal, assistant principal, or other staff member who met with the student to deal with the behavior event. The names in this list are based on that person’s staff assign​ment in Infinite Campus.
b. Referral Name:  The building staff member who reported the event. All staff members for your facility will show in this list unless “exclude from behavior referral” was checked.
6. The comments field is used to provide more information about the behavior event. These comments are visible on the Parent and Student Portal.  (This is not available on the Portal at this time, however you should keep this in mind when entering the comments.) This field can offer vital information for Student Records and can assist in correcting errors or providing explanations to the DOE.
7. Enter a role for this student in the behavior event.

a. O:  Offender

b. P:  Participant

c. V:  Victim

d. W:  Witness

Comments may be entered here as well; keep in mind that the parents and students will see your comments on the Portal.

8. Select a resolution for this event. The resolution date and time should be when this resolution will begin and the end date is the last day the resolution will be in effect.  Remember to enter an Auxiliary Code* (the number of days assigned) if you choose a state reportable resolution.  See complete explanation at the end of this document. 
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If a specific behavior event has multiple students involved (as in the case of a fight), other students may be linked to the same behavior event.
1. [image: image3.emf]Select the event in the list of behavior events.
2. Click the Add Student button.
3. In the pop-up window, search for the student who was also involved in the behavior event.
4. Select the role for the involved student and enter any comments.
5. Click Save.

Adding a Second Resolution 
If the behavior event will have multiple consequences, more than one resolution may be added.

1. In the student’s list of behavior events, select the student’s name that is attached to the behavior event.
2. Click New Resolution.

3. Enter the additional resolution for the event. 
4. When finished click Save.
*Auxiliary Codes

An Auxiliary Code must be entered for all state reportable resolutions.
1. ISS – Auxiliary Code must be greater than 0 and less than 20.  Use 99 if the days in ISS is less than one full day (i.e. single period, half day).
2. OSS – Auxiliary Code must be greater than 0.

3. Suspended off the Bus – Auxiliary Code must be a 1 if suspended for 10 days or less.  Auxiliary Code must be a 2 if suspended for more than 10 days.

4. Expulsion – Auxiliary Code must be a 1 if expelled beyond the end of the current term or semester.  If expelled for the year, use 2 as the Auxiliary code

Leave the Auxiliary Code blank for all other resolutions.
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