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Incident Management Coding

 All discipline and truancy data must be reported in Incident Management 

System for the 2020-21 school year.

 Data from Incident Management will be used to compile the state and federal 

reports listed above, it is critical that all data entered be reviewed and 

verified for accuracy.

 It is important that all discipline and truancy data are coded in Incident 

Management only.

 Use only Truancy^ or Discipline^

 Federal Reporting:

 Gun-Free Schools Act 

 Persistently Dangerous Schools 

 UMIRS (Uniform Management Information Reporting System) 

 Every Student Succeed Act Discipline Data Reporting  

 Table 5 Reporting as required by the Office of Exceptional Children 
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Table 5 Reporting Components: 

 Unilateral Removals to an Interim Alternative Educational Setting by School 
Personnel by disability, race/ethnicity, Gender, ESL (Action: Removal Type = 
IAES + Removal subcode = Unilateral)

 Number of Children

 Number of Removals for Drugs (Behavior)

 Number of Removals for Weapons (Behavior + Object)

 Number of Removals for Serious Bodily Injury (Behavior)

 Removals to an Interim Alternative Educational Setting Based on a Hearing 
Officer Determination Regarding Likely Injury by disability, race/ethnicity, 
Gender, ESL

 Number of Children (Action: Removal Type = IAES + Removal Subcode = HRO)
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 Out-of-School Suspensions or Expulsions by disability, race/ethnicity, Gender, 
ESL (Action: Removal Type + Removal Sub-Code)

 Number of Children with Out-of-School Suspension/Expulsions Totaling 10 Days or 
Less (DurationDayValue)

 Number of Children with Out-of-School Suspension/Expulsions Totaling >10 Days 
(DurationDayValue)

 In-School Suspensions by disability, race/ethnicity, Gender, ESL (Action: 
Removal Type + Removal Sub-code)

 Number of Children with In-School Suspensions Totaling 10 Days or Less 

(DurationDayValue)

 Number of Children with In-School Suspensions Totaling >10 Days 
(DurationDayValue)
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 Disciplinary Removals (Action: Removal Type + Removal Sub-Code)

 Total Disciplinary Removals by disability, race/ethnicity, Gender, ESL (Student ID + 
Incident ID)

 Number of Children with Disciplinary Removals Totaling 1 Day

 Number of Children with Disciplinary Removals Totaling 2-10 days

 Number of Children with Disciplinary Removals Totaling >10 Days

(DurationDayValue)

 Children Subject to Expulsion by Children with Disabilities Ages 3-21 and Children 
without Disabilities, Grades K-12

(Instructional Setting + Incident Date + Removal Type)

 Received Educational Services During Expulsion

 Did Not Receive Educational Services During Expulsion

(Removal Sub-Code)
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School grounds

School Events

School Transportation
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 To access Incident Management from the school level, select Special Functions 

located on the left-hand side of the Start page. 
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 On the Special Functions screen, select Incident Management from the main 

section of the page.  
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 To access incidents by the individual incident go to the student pages select 

Incident.
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 Can create either “Create Quick Incident” or “Create Detailed Incident”
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Required Fields:

 Incident Type

 Date

 Time

 Time Frame

 Title

 Location

 Offender 

 Victims- Bullying or Level Physical 

Injury 

 Participant Attributes – Physical 

Injury

 Behavior Codes 

 Action Codes 

 Action Date Range 

 Duration Code 

 Object Codes 

 Subcodes Dropdown  
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 All incidents coded must have an offender associated with the incident.

 All incidents coded must have a behavior associated with the offender.

 All incidents coded must have an action associated with the behavior.

 All removals must be coded with removal type, subcode if applicable, and 

duration. 
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How should I code incident for the following scenario?

 Two students involved in a fight at one high school, but one student attends 

another high school in the district.

 Code as one incident at the high school in which the incident occurred

 Code all participants under the one incident

 Make sure you assign the role offender(s) and victim(s) for each participant

 Make sure you code the behavior for each participant

 Make sure you code the action taken by associating it to the behavior for each 

participant

 Make sure in the attributes you code the school for each student.
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How should I code incident for the following scenario.

 Three Students are involved in a fight at one 

high school.
 Code as one incident

 Code all Three participants under the one incident

 Make sure you assign the role offender(s) and/or victim(s) for each participant

 Make sure you code the behavior for each participant

 Make sure you code the action taken by associating it to the behavior for each 

participant
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Any incidents involving more 

than one student, occurring 

at the same time and same 

location is coded as one 

incident. Examples-Fighting, 

Drug Distribution, 

Aggravated Assault

All Pending Expulsion or 

Recommend For Expulsion 

must have a final action 

coded.



Incident Management Coding

 All SUX-Pending Expulsion should be resolved before the 180th day reporting 

(Expulsion, Alternative School, OSS, Overturn Expulsion or other outcome).

 All SPC-Pending Parent Conference should be resolved and updated before the 180th

day reporting.

 When coding 789 Weapons you must coded a sub code and action taken. (Subcodes 

780,781, 782, 783, 784, 785, & 786)

 All weapons incidents must have a final action. All of the following are weapons 

incident:

 781-Handguns

 782-Rifles

 783-Other Firearms

Please note that a call to parent is not a final action for the incidents listed above.
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 Do not use students' names in the title or Suns ID.

 Toy bullets, toy guns, toy cap guns, toy pellet guns should be coded as 789 

Weapons-OBJ Misc. Objects. Do not code as 781,782,  & 783.

 BB Guns should be coded as 789 as Other Weapons-sub code Other Weapon-

sub code 780-Other Weapons.

 783-Other Firearms – examples- devices designed to expel a projectile, 

grenade, explosive

 Fireworks should be coded as 010 Fireworks.(page 40 IM Guide)

 780-Other Weapons- examples- razor blade, ice pick, Chinese star, chain, 

brass knuckle, billy club, stun gun, mace, tear gas, hatchet, Taser, pepper 

spray
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 No student should have 12 incidents in one day coded.

 Incidents must be coded with participant attributes for each student.

 Tardies are not considered Truancy. The tardy code of 180 should be used for 

excessive tardies.

 Truancy should be coded as an incident for the individual student. (not a 

group)

 A call to parent cannot not be used as an action for Truant, even on the first 

incident. An Action must begin with “TRU1-Intervention Plan”.
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 Truancy must reflect the following definitions; 

 A “truant” is a child, ages 6 to 17 years, who meets the definition of a truant when 

the child has three consecutive unlawful absences or a total of five unlawful 

absences (151-Truant) 

 A “habitual truant” is a child, ages 12 to 17 years, who fails to comply with the 

intervention plan developed by the school, the child, and the parent(s) or 

guardian(s) and who accumulates two or more additional unlawful absences. (152 -

Habitual Truant) 

 A “chronic truant” is a child, ages 12 to 17 years, who has been through the school 

intervention process, has reached the level of a “habitual truant”, has been 

referred to Family Court and placed on an order to attend school, and continues to 

accumulate unlawful absences. (153-Chronic Truant) 
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 Requirements:

 Incident Type-Truancy

 Date — Reflects the dates on which the student accumulated enough 

unexcused/unlawful absences to cause him/her to become truant.

 Truancy Duration — Time frame for which the intervention plan is in place

 Time Frame — During School Hours

 During School Hours — DCL During Class

 Title — Truancy

 Location — Classroom

 Offender — Name of student who is truant

 Behavior — (151 Truant, 152 Habitual Truant, 153 Chronic Truant)

 Action code — (TRU1-Intervention Plan, TRU2-Family Court Referral, TRU3-

Violation of Court Order
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 An incident that is coded as an Aggravated Assault  should have a physical 

injury coded.
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If the incident does not 

have an element under 

the offender, the incident 

is improperly coded 
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 Reminder: Behavior Code must be dragged and dropped on the top of the 
participant’s name. The Action Code must be dragged and dropped on the top of 
the behavior.

 Offender Name
Behavior (must be dragged and dropped on Participants name)

Action (must be dragged and dropped on the behavior)

 Additional Behavior (must be dragged and dropped on Participants name)
Action(must be dragged and dropped on the behavior. 

The incident below was coded using Chrome.

Offender Name 

              Behavior (must be dragged and dropped on Participants name) 

                      Action (must be dragged and dropped on the behavior) 
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Actions must be associated with the Behavior for the 

removal and duration to generate on reports and the IM 

Query.
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What’s New for 2020-21?

Withdrawal Pending In-

School Suspension

This code should be 
used if a student 
withdraws before 
serving the In-School 
Suspension for an 
incident.



Incident Management Coding

•BTA – Behavior Threat Assessment 

•RPC – Restorative Practice ConferenceAction Codes

•WPS – Withdrawal Pending in School Suspension

Action Subcode for 
WPI – Withdrawal 

Prior to Intervention

•HMP – Homebased Placement

•ODP – Out of District Placement

Action Subcodes for 
ATP – Alternative 

Placement

•154 Truant Previous School/District

•Behavior Subcodes for 650 - Intimidation

•WRT – Written

•VRB – Verbal

Behavior Codes
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What’s new for 2020-21?

 Action Code

Restorative Practice 

Conference

restorative conference 

can be used in lieu of 

traditional disciplinary.

https://www.iirp.edu/defining-restorative/restorative-conference
https://www.iirp.edu/defining-restorative/restorative-conference
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 What’s New for 2020-21?

 Add Subcodes to 650 

Intimidation

 Verbal

 Written
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What’s New for 2020-21?

Alternative Placement

Subcode

Homebased 
Placement

Out of District 
Placement

This code should be used if 
a student is placed on a 
homebased placement or 
placed in Out of District 
Placement.



Create Detailed Incident

Recommended - Enter description of incident

Recommended –

Enter who 

prepared the 

incident

REQUIRED 

FIELDS

REQUIRED
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REQUIRED

Required – mandatory 

for Bullying and 

Physical Injury

Click the + sign to 

add Participants
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Search for student 

at school

After finding & selecting student 

click Add.

School Name
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REQUIRED

REQUIRED
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After adding the Participant 

Attribute and Physical Injury is 

involved click the + sign again and 

Add Physical Injury and the 

Subcode
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Create Other will allow you to 

create an Offender to add

Offender does 

not go to the 

school and 

cannot be 

found in the PS 

database



Create Detailed Incident



Create Detailed Incident

Click the + sign to 

add:

• Behavior

• Action

• Object
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Recommended – Create 

Behavior first then 

drag and drop on 

student Offender 

name. 
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REQUIRED

Required – One behavior must be 

identified as the Primary Behavior 

of incident

Harassment or Bullying based on 

Religion & Sexual Orientation
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Drag and drop behavior on the 

Offenders name

Student Name
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Drag and dropped correctlyStudent Name
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Recommended – Create 

Action second then 

drag and drop on 

incident Behavior.
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REQUIRED

Duration Code – is 

required upon a student 

removal from class 

(detention, ISS, OSS, EXP)
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If the expulsion occurs 

because of a school 

district Zero Tolerance 

Policy. Select “Yes” 

under the Action 

Attributes
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Drag and drop Action on the 

Behavior

Student Name
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The Action was dragged and dropped 

correctly on the Behavior
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Create Quick Incident - Discipline



Create Quick Incident - Discipline

To add multiple participants (Another Offender, Victim, Witness, Reporter)
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Create Quick Incident - Discipline

Hover and click the pencil icon 

for the Offender name.



Create Quick Incident - Discipline

REQUIRED

REQUIRED



Create Quick Incident -Truancy
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Create Quick Incident - Truancy

Hover and click the pencil icon 

for the Offender name.



Create Quick Incident - Discipline

REQUIRED

REQUIRED



Create Quick Incident - Truancy

If the student continues to be truant and reaches the level of Habitual Truant. NOTE: 

No student under the age of 12 should be coded as Habitual Truant. 

Truancy Contract - An additional 

intervention once an attendance 

intervention plan is already in place.
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Level Data State Validation
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Level Data State Validation



Questions???


