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Recording an incident 
1. a)The interface

The following image is the main i-Behave interface. This is the screen where you choose students, select a type of event, a description of the event and other criteria relating to it.
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b) Choosing a student 

To record an incident you first have to choose a student to report on.  To do this you can choose from either the teacher pane or the student pane to left of the i-Behave window.  The teacher pane displays all teachers, if you click on the plus sign [+] next to them you will see a teachers classes.  Clicking on their classes will show the students for that class. You can then double click your chosen student to add them to the right hand pane, ready for adding the incident.  If you have selected a student from a class list then the class information, subject name and teacher name will be added automatically. Therefore if you wanted to add a student for an incident not in your lesson or in another teachers lesson then you should choose a pupil from the bottom list – the student pane.
c) Choosing descriptions / actions taken/ required

The next task in order to complete a form is to decide whether this is a good / bad news news event (or whatever your system has called these events).  You do this by ticking the good / bad news selector radio button. Once this has been done you can start to choose the descriptions of the event. Until you have chosen good or bad new you will not be able to choose a description of the event or what your actions were.

After selecting a good or bad news event you can click the arrow next to the description box – you will see all of the good or bad news descriptors in the system for either good or bad news:
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You will notice that after the description the level of that event is written in brackets e.g. level 1 is L1 and so on.

Your choice of description will affect what choices you can make with regard to your actions. For example, if you choose a level 1 description then you will only be able to choose an action taken / required that is listed as level 1 – you will only be presented with the list of level 1 actions:
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After choosing actions taken / still required you can complete the other items on the form (if you wish – they are not mandatory). For example, select what time of day the event occurred and at what location.
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You can also add a comment for this event in the comment box as above. This can be any free text up to a maximum of 254 characters.

d) Informing parties of incidents

Once you have completed all relevant information on the form you need to decide which, if any, parties you need to inform of the event.  Instant notification is in the form of an email which lists all information on the form. You can choose any of the following by ticking them as below:
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In the above example the system would send an email to the teacher selected on this form, the form tutor of the student and the principal of the school.

If you click the Other Staff check box you will be presented with a list of all staff in the system and you can select as many as you wish to inform of this event.

If you choose to send an email by Parent Email the system will send an email to them if there is one present in the system, if there is not then Parent letter will automatically be selected so that a letter is generated for the parent.  By ticking Parent Letter you will have added a note to the system for a letter to be printed – this can be performed at a later date through clicking Admin menu – Print Parent letters. This should be completed periodically for the whole school.

e) Adding multiple students

You can complete a good / bad news record for more than one student at once. For example, if you wanted to reward several students for the same event (e.g. helping at open evening) you could complete this in one form.

To do this first complete the form as above for one of the students – then click the Linked Student button as seen below:

[image: image6.emf]


You will then be shown a list of all students in the school – you can tick as many students as you wish to record this event for. You can find a particular student by typing their surname in the box provided. Once you have chosen the additional students click Finished.

f) Recording the event

After completing all of the above sections you can record this event by clicking the Submit & Send Email button (with the green tick)
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2. Listing incidents

a) Incidents for a particular student

You can view a particular students complete behaviour record in the system by highlighting them (by left clicking on them) and then right clicking their name in either the teacher pane or student pane window:
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This will launch the following screen showing all of that students incidents:
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You can double click any incident to view / edit it:
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You could change the form at this point if you wish and then click update.
You could alternatively click the re-send button to re-email this form to all selected recipients.

You also have the option of deleting the incident completely from the system.

Back at the listing screen you can click the print or export buttons to print / export the currently listed report.
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b) Viewing all incidents

When in the main incident form (where you actually record the incidents) you can click the button in the far top left hand corner of the screen to launch the View Incidents screen:
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You will then see a screen similar to the screen for viewing a particular students incidents, it will not list any incidents however.
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In order to view incidents you should click the View/ Refresh button – this will list ALL incidents in the system.

c) Filtering Incidents by Criteria
If you want to filter this list you can tick any of the filter options shown above (for example “Filter by Year” or “Filter by Subject”.  This will reduce the number of incidents shown – for example ticking Filter by Year, choosing Year 7 from the list and then clicking the View/ Refresh button will only list incidents for Year 7 students:
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3. Reporting in i-Behave
a) Opening the Report Browser
You can open the reporting system in i-Behave by clicking on the second button in the top left hand corner – to View Reports / Analysis:
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This will open the following window which can be used to navigate to / run and configure reports in the system:
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b) Navigating reports
The reporting system uses web technology so navigating the reporting system is very similar to navigating web pages – you can click on any report listed to open it or you can click on any folder to view the contents.

You will notice across the top of the reporting window several management hyperlinks such as Properties – these can also be clicked on to view properties of the object you are in.  For example, you can click on a report to open it, but then can click on properties to see information such as its security permissions and the data source it uses.  You can also move the report by using the properties link.

c) Report criteria / parameters

Many of the reports that you click on require parameters in order to run. For example, a report based on all incidents for a particular year group will prompt you to choose the year for which you want to base the report on.  Also, most reports allow you to specify date criteria for the report – to show all incidents between to particular dates.  The following image shows an example of this:
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The start date will default to the start of this academic year, the end date to the end of this week. These can be changed to view shorter / longer time periods.

4. Scheduling email reports

You can schedule reports to run in the system. Therefore you can choose a particular report and pass it parameters to run at a particular time and be emailed to a particular person.
a) Creating a linked report

In order to set up a scheduled report you might want to create a linked report – that is a report that is a copy of an existing report, that has pre-saved parameters.  For example if you have a report called Head Of Year Report then you could copy this and call it HOY 10 and pass it a default parameter for students in Year 10.

In order to create a linked report first select the report you want to copy by clicking on it – this will run it. Then click the Properties hyperlink to view its properties:
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In the following screen you can click the button “Create linked report”:
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You can then type a name for the linked report and a description –an example name might be “HOY 10 Report”.  You can also change the location of this report. Click OK when finished.

You will then have to click on Properties again and then click Parameters to set up the default parameters for the report:
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Here you can supply your default values:
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Click Apply when completed.

Next, to schedule this reports execution click Subscriptions then New Subscription:
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b) Choosing Email Recipients

You will then be presented with the following screen – here you can choose what type of subscription (Email this report or save it to a file share):
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If choosing Email the report (as above) you can choose who to email it to (and any CC or Bcc’s), a subject line and some other options regarding the email.

c) Setting email parameters

You can also edit the default parameters for this report. For example you could change (or set if not previously) the default year group to report on or the dates of the report  - the parameters available change from report to report.  The following image shows where this can be edited:
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d) Setting a schedule

You can also create a schedule for this report by clicking on the Select Schedule button:
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In the following screen you can choose how often this schedule should be executed. For example, you could choose to email this report every Wednesday and Friday to the recipient (HOY 10?).
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Once you have chosen a schedule click OK, then click OK again to finalise the schedule.

5. Creating your own reports
a) Installing Microsoft Business Intelligence Development Studio
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Choosing a level 4 description….





Only presents you with level 4 actions taken (and actins required). In this way the school can determine what actions can be taken for a type of event.





Click a student to highlight them, then right click to launch a window with all of their events.








