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EEnntteerriinngg  BBeehhaavviioorr  EEvveennttss  
Window  Information  
Entering Behavior Events 

 
 
 

Only one Event per incident.   
If there is more than one student involved,  

“Add the student to the same Event”.  

EEnntteerriinngg  WWeeaappoonn  IInnffoorrmmaattiioonn  
    
 
 
 
 
 
 
 
 
 
 
 

 
 

Any Code with (na 06-07) DO NOT USE 
School Year 2006-07. 

 
 

 
1. From the Behavior tab, click the New Event   

icon.  A Behavior Event, Behavior Role and Behavior 
Resolution table will appear. 

2. Click *Event Name drop down arrow for a list of the 
behavior codes, then select the behavior code for the event.  
This list of events is the behavior code assigned to the 
student’s behavior when describing the Event. 

 
 

3. Click in the *Event Date field and type the date or click the 
calendar icon next to the date field and click on the date of 
the event.  Click in the *Event Time and correct if it does 
not represent the time the event occurred.  The *Event 
Date will default to the current date and time.  This 
information should be changed if not correct information. 

 
Weapon 
4. If necessary to record, select the weapon from the drop-

down list. 

 
Violence Indicator 

5. Check Violent Indicator box if the event was life 
threatening.  

 
Behavior Admin Staff Name 
6. Select the name of the person authorized to take action 

from the from the drop-down list. 

 
Referral Name 
7. Click on the drop down arrow next to the Referral Name 

field, and then select the name of the person who referred 
the student to the office. 

 
 
 

Weapon Options: 
B: Firearm Facsimile 
E: Fixed Blade Knife (Less than 3 inches) 
I:  Handgun 
H: Object/Substance to inflict death/serious 

body injury 
C: Pellet Gun/BB Gun 
G: Pocket Knife (More than 3.5 inches) 
J:  Shotgun/Rifle 
F: Spring loaded Knife 
D: BB Gun (na 06/07) 
A: Firearm (na 06-07) 

Behavior Event
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Behavior Event Comments: 
1. Location 

 
Example of Comments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Behavior Event Location 
8. Click on the drop down and select the Location. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Comments 
9. Enter any Comments that need to be entered for this event, 

using the correct formatting method. 
 
 

(Hit Alt+L  to spell check) 
(Mac not included) 

 
 
Bus Referral 
 
 
 

1. All bus incident information will be entered in the 
Event Comment header area.  Bus number, first initial 
and last name of staff referring incident must be 
included.  This information can be found on the Bus 
Misconduct Report. 

(Example: 109LSmith or 109lsmith) 
2. Bus incidents and bus loss of privileges should have 
a Resolution of “Referral”.  In the event issues 
continue from the bus to the building, a “New 
Event” must be entered.   
3. If a student is suspended off the bus, list the Start 
Date as the official day student is suspended from the 
bus.  The date may be different than the day of the 
incident. 
4. Enter the End Date as the official day the 
student’s suspension ends.  Schools will assign these 
dates when a decision has been made for the suspension 
to begin and end. 
 
Note:  
Bus and School building Events must remain 
separate.   

 
Continue to complete the Role section of the Event. 
 

 

Behavior Event: 
Classroom 
Student was trying to disrupt the class by touching another 
student and making comments. 


