SCDE POWERSCHOOL INCIDENT MANAGEMENT-TRUANCY INCIDENT STEP BY STEP GUIDE

Coding a Truancy Incident in Incident Management

Instructions for Truancy Coding

e Truancy should be coded as an incident for the individual student. (not a group)
e Truancy must reflect the following definitions;
0 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)
0 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)
0 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)

e Incident Type-Truancy

e Date — Reflects the dates on which the student accumulated enough unexcused/unlawful absences
to cause him/her to become truant

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

e Time Frame — During School Hours

e During School Hours — DCL During Class

o Title — Truancy

e Location — Classroom

o Offender — Name of student who is truant

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

e Action code — (TRU1-Intervention Plan, TRU2-Family Court Referral, TRU3-Violation of Court Order
ALT — Referred to Alternative School Program, Referral)

Please note this incident was coded using the Chrome Browser.
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Creating an Truancy Incident

To access Incident Management from a school or district level, select Special Functions located on the
left hand side of the Start page.

PowerSchool

Functions Y

Alttendance

Daily Bulletin

Enroliment Summary =

Master Schedule

Dashboard

Special Functions ¢ )
Teacher Schedules

On the Special Function screen, select Incident Management for the main section of the page.

Special Functions

Function Descriptior

Assign IDs & Passwords Automatically assigns 1Ds and passwords (o students
Attendance Functions Performs attendance related functions.

Current Users Shows the names of those currently signed in to PowerSchool
Daily Bulletin Setup Adds and edits items on the daily bulletin.

Enroll New Student Adds a new student to PowerSchool.

Fee Functions Performs fee functions.

Group Functions Performs functions for the currently selected student(s)
Importing & Exporiing Transfers data into and out of PowerSchool

Incident Management Create, update, and deiete Incidents. <
Interfaces to other systems Links 1o other systems which can be used with PowerSchool
Search Attachments Searches Student Attachments

Search By GPA Searches students by GPA.

Search By Grades/Attendance Searches currently selected students by grades, citizenship, attendance, etc.

Search For Perfect Attendance Searches currently selected students for perfect attendance
Search Log Entries Searches student log entries.
Special Program Enroliment Display and select students currently enrollied in special programs.
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The incident List page is the home page of Incident Management. To create a Truancy incident, click the
Create New Incident button located on the right side of the Incident List page.

Welcome, kelly hoskins Help Sign Qut

PowerSchool

School: Test Middle School — Term: 14-15 Year

ncident List

Functions

* Incident List

Aftendance

Draily Bulletin
Enraliment Summary
Master Schedule Filter by: (] Date Range [ Incident Title (] Incident 1D [ Incident Type

Dashboard

Special Functions Search

~ Search Filter

Teacher Schedules

Incidents - Total Found: 5,945

System Reports B: Create New Incident
ReportWorks
o] Title Incident Date Schoal
28322 151 0372672010 D3:59 AM Spann Elementary School A
Stugent seareh 13183 151 11/28/2010 03:58 PM 5 El tary School
e 3183 5 1 59 pann Elementary School
Parent Search 6785 a7 D1/03/2011 09:14 AM Joseph Pye Elementary School
Enroll New Student 10442 023 D1/06/2011 10:00 AM Spann Elementary School
Mew Staff Entry _ i
an7ac A MA4124mA44 A2-0N NL Tt hliddAln Cabanl

Select Truancy as the incident type. Add the time frame, add Title, and add Location.

‘Welcome, kelly hoskins Help Sign Out
’

PowerSchodl

Schocl: Test Middle School — Term: 14-15Year

Attendance
Daily Bulletin
Enrolment Summary

-~ Incident Description

Incident Type Truancy™ El

Special Functions Incident Date £/23/2015 BB mwoorry Time: [@09:19 AM

Master Schedule
Dashboard

Teacher Schedules

Time Frame |Durin; School Hours* (] | DCL-During Class* [+]
Reports Time Frame
Syetern Reporte Comment

RepartWorks

512 characters left

Student Search Title |Truarcy

Staff Search Description udent missed three (2) consecutive days
Parent Search

Enroll New Student

Mew Staff Entry

Location | Classroom® IE‘

Mew Parent Entry

Location Comment ‘

512 characters left
Personalize

S Location Description [Slassroom
Applications

PrwerSehedular ——— T S S
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Adding Participant

To add a participant to an incident, start by clicking the green plus located at the top right of the
Participants section.

Lotation Descrgaon Timamcm

Pregssrosd by T Tnancanl bnpact (B
incident Bullder
Parthcipants O Imckdent Ebemants *
Reposters | . = Cxanpton
A Fe o Toan

Wictims
DOffendors
Witnesses

m [T pe—

After you click the green plus, a Search for Student window will open. You may search by Last Name,
Type, and Grade Level. Enter criteria and click Search.

Search for 5tudent, Staff, or Other Participants ®
Search Filter

Last Name: I‘cg;(
Type: | Students v
Grade Level: _-12th

# Only Active

Context: South Carolina Test High School v
Search

Results

Type First Middie = Last = School Gr  Gen

i | Dedra Cox South Carolina 12 | F
Test High School
(16 v <<first <viev B

n i, ©cieate Other | Ciose
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After you have found the correct participant, highlight his or her name in the Search Results box and
click the Add button.

Search for Student, Staff, or Other Participants

-
Search Filter
Last Name: :"cox
Type: :_.Students v
Grade Level: _- 12th v
¥ Only Active
Context: South Carolina Test High School v
Results
Type First  Middle Last School Gr  Gen
@ | Dedra Cox | South Carolina 12 | F
Test High School
[ 10 v| <<first <prev B
n @+ Create Other | Close

You must select the Role of attribute. Then Click Add Participant Attributes.

Add Participant Attributes - B

Attributes [

Select Role(s) ()
Offender ' No Comment* ¥ | =

P

i+ Add Participant Attributes
EEE————
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The participant should show up in the Offenders Box on the Incident Screen.

Location Description Caasoem

Prepared by .Acolcrnan Financial Impact ($)

* Incident Builder

Participants + Incident Elements +!
Reporters i-gﬁi——* | Deseripton

No records found

Victims
Offenders

Kristi Christing Hoskdes [ i}

Witnesses

Suberit Incident
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Adding Incident Elements

Three components of incidents may be added and edited in the Incident Elements section: 1) Behavior
Codes, 2) Action Codes, and 3) Object Codes.

Click on the green plus sign on the right to see a dropdown containing these three elements. Then click
on add Behavior.

= Incident Bullder
Participants % Incident Elements

Add Actien *
Reporters .':%" S g Despn PrvE—
s Bt
o ]
Vietims
Offendears
Leain Con ]
Witnesaas

All elements including behavior and objects must be associated with the participant (student) in the
incident.

Behavior Code must be dragged and dropped on top of the participant’s name. The Action must be
dragged and dropped on the top of the Behavior.

The following pages provide more details.

Please make sure you click Submit Incident

Select 151 Truant behavior from the dropdown menu.

LN 1 e —;

.-AG-A-!. -B-enavio-r T 018 Insppropriate :.u:enab:' *
019 incGetent Exposure™ e
Behavior Code 020 Major Disruption™

021 Mo Form Return™
022 Insppropriate Physic sl Contact”
023 Property Misuse™
024 Runmng™
Primary Behawvior 028 Sex Violation™
027 Threat™
D28 Throwing Obdects®
029 Urinatson”
| 030 Viclation of Class Rules*
“ 150 Cutting School*
4 157 Truam*
152 Habetual Trusnt™
153 Choonic Trueant*
160 Cutting Class®
170 Cuthing Acthvity*
1680 Tardy™
180 Cheatang™
200 O Limits”
210 Profanity*
220 Computer WViclation™
230 Tobacco Viclaton*
240 LoRerng™
250 Gang Attty
2€0 SBomb Threat™
270 Refusal to Obey/DefSant®
2T Fadlure 1o comply with Disc Action™
275 Fadure 1o Complete Work®
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Adding Behavior Code Comment

Click Add Behavior

L —

~ Add Behavior
Behavior Code | 151 Truant® ]
- Behavior Code [# crild apes © to 17 yesrs meets the defintion of a inzant when the child
&5 three consecutve unlewful sbsences or 3 total of five unlawdd
Comment ﬁm

260 characters left

—| Primary Behavior 0
tine H

Cancel /| /¥ Add Behavior
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View of Behavior added to Incident Elements.

~ Incident Bullder

Participants # Incident Elements &
Reporters ]“_'Em; - | Descrption |

Pehaior 9 1] 11 Triant* ril -

Victims

Offenders

Dedra Cox i

Witnesses

Cancel Subem Incden!

Click on the green plus sign on the right to add an Action Code to the incident.

= Incident Bullder
Fartic|pants
Reporters

Victima

Witnesses

Syt incaeil
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Each truancy entry must have an Action Code, Action Date Range, and Duration Code.

Select the Action Code Intervention Plan.

i Add Action »
l Action Code I Intervention Plan® ~
Action Code Comment [Each: cistrict rust develop & policy relsting 16 requirements for inervention, The Gesvict plan for

paproeeng students’ sitendance Must be in sccordance wih any agphcable statutes,

326 characters left

Action Date Range Begin Date End Date
il ek atimed dopietobiead
[6r2er2015 m [7r32015 [ [IPPRS

Action Taken Detail |

Actual Resolution Date [6r28r2015 " B oasamore)

Duration Code I El

I 512 characters left

! Assigned Duration i Actual Duration

Durafion Notes |Ftemaina&r of the school year

Action Change Reason |

Action Change Code Mo codes have been configured

512 characters left

|

View of Intervention Plan Added to Incident Elements.

~ Incident Builder
Participants 1% Incident Elements %l
genavar 8 [1] 151 Truant® 7 = .
[T Intervension Fian’ # -
Victims
Offenders
Diedrg Cox i
Witnesses

Subimd Incident

10
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After a Behavior has been assigned to an incident, drag and drop the behavior and action on top of the
offender’s name to report that behavior for that individual. The behavior and action appears under the
name of the offender and also remains listed under Incident Elements. (Please note that the behavior
must be dragged and dropped on the parcticipant name and the action must be dragged and dropped
on the behavior). The screen shot below is the correct coding for incidents.

Offender Name
Behavior (must be dragged and dropped on Participants name)
Action (must be dragged and dropped on the behavior)

All incidents must be coded this way to ensure that the behaviors line up properly in the South Carolina

Incident Query.
= Incident Builder

Participants % Incident Elements t

Reporters | Type . . Description

Benavir W [1] 151 Truani* 2 -

Victims

DOffenders

Dedra Cox B
= [1] 151 Truam*

&

L Intervention Plan® *

Witnesses

e | ot e |

If the student continues to be truant and reaches the level of Habitual Truant, please review the
additional steps below:

(Note: All Truancy incidents should be coded on one incident)

11
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Select the green plus sign located in the Incident Elements to add the 152 Habitual Truant behavior to
the current incident. Click on Add Behavior.

Add Behavior x
Behavior Code 152 Habitual Truant* ] .
Behavior Code A “habitual” truant is a child sge 12 to 17 yesrs who fails to comply with | |

the intervention plan developed by the school, the child. and the psrent A0 |

Comment 5) or guardian(s) and who sccumulstes two or more sdditionsl uniswlul

B isbsences. This child may need court intervention and an nitisl truancy —

57 characters lefl

Primary Behavior O |

[

n ¥ Add Behavior

12
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Incident with Habitual Truant added to the Incident Elements.

The Behavior must be dragged and dropped on top of the offender’s name to add this behavior to the

participant. The Action must be dropped on top of the behavior. See screen shot below:

Offender Name
Behavior (must be dragged and dropped on Participants name)
Action (must be dragged and dropped on the behavior)

- Incident Bullder

Participants | Incident Elements

Reparters :..'I?{"g i | Description
Behavinr &7 [1] 351 Truant*
Benavior 5 [2] 152 Habitual Truant®

Victims

Offenders

Dedra Cox &

L jay s fruane o

L Intervention Plan® ¥
Witnesses

View of Incident when 152 Habitual Truant is added.

= Incident Builder

Participants # Incident Elements
Reporters Type. - Destripion
Behaviar [3] 151 Truant®
Behavior 7 [2] 152 Habaual Truant®
Victims

L 31, ]

13

Submit incadent

Sutimit Incident
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Click on the green plus sign on the right to add another Action Code to the incident.

When coding the 152 Habitual Truant Code, districts can select additional options: i.e. Referred to
Alternative School Program, Referral, or Family Court Referral.

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

Family Court Referral is selected in the incident below:

Click Add Action

3 -

Add Action »
Action Code Eamily Court Referral® ~
Action Code Comment [f the intervention plan i5 not sucocesstul and further inguiry Dy schoo! officials fads to cause the

bruant stucent and’or panent(s) or guardian(s) to comply with ihe writhen intensenton plan or if ~

_hhe student snd'or pareni[s) or guardian{s] refuses to parucipate n mtervention and the student "
Bccumulates two or mone additional uniawful sbsences, the student = considered an “habitual”

110 characters ieft

Action Date Range Begin Date End Date
| 712212015 == 81312015 Bl puwooivryy)

Action Taken Detail

Actual Resolution Date |7r22i2015 E= pawoore e

Duration Code | [~

512 characters lefl

Assigned Duration | Actual Duration [

Duration Notes

Action Change Reason I
Action Change Code Mo codes have been configured,

512 characters left

= v+ Add Action

14
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View of Incident with Habitual Truant and Family Court Referral added to the participant.

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 draggeda and dropped on the behavior.

= Incident Bullder

Participants # Incident Elements
Reporters

' )

Victims

w3 ol

Witnesses

View of Incident once submitted.

= Incident Builder

Particlpants @ Incldent Elements
Reporters

Victims

g
S BEH

[ Gocer | oote | Suomt nosent |

- Change Reason

15
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Click on the green plus sign on the right to add another Action Code to the incident.

If the student continues to be truant and violates the court order, follow the steps below to add Chronic
Truant Behavior Code.

Select 153 Chronic Truant Code to Add the Behavior to the incident above.

Click Add Action

Add Bahavior E
Behavior Code 153 Chronic Trusht® ]
Behavior Code P ShTeres Iruans & & SrEd ged 12 10 17 yEaE who Na Dien Trough
Ehe schon! FRenENGTn DIOCRSS. N85 Teached he Sevel of o Tabnusl®
Comment Eraant. has been refermed o Famiy Court and plaoed on sn order io i

ditend schodl. 500 oofiinued. 1S aotumuiste urvsehl Ebaences. Shauld
4 characbars kafl

Primary Behavior O

| “ & - Add Bahavior

View of Incident with the Chronic Truant Code Added

= Incident Builder

Participants # Incident Elements [
Reportars I Description
Behavior 9 11157 Truans @ -
Behavior & 121 152 Habitual Truant =
Behavior 9 [9] 153 Chronic Truants frr) =
Victims
Offenders.
Dedra Cox

12] 152 Habltual Truanit
“Family Count Reterral®
Ly 151 Truant

=intervention Fian®

*S 5ol

Witnesses

Celete | Submi Incident

16
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Click on the green plus sign on the right to add another Action Code to the incident.
Select the Violation of Court Order from the drop down menu.

Click Add Action

Add Action ®
( Action Code I Viclation of Court Order* |
Action Code Comment f thie interventon plan is nat successful and further inquiry by school officisls fads to couse the

t student andior parent(s) or guardian{s) to compdly with the written intervention plan or if ]
P‘n student sndlor parentfs) or guardisn(s) refuses to participate in intervention snd the student .,
imccumulstes two or mone sddifional unlewiul sbsences. the student is considered an “habitual”

110 characters left

{ Action Date Range Begin Date End Date

i ’W = | W B paaoorvvy)
Action Taken Detail |
Actual Resolution Date I'szzEEs—' B wsaoonr

! Duration Code l E'EI

512 characters left

Assigned Duration | i Actual Duration

¢ Duration Notes

Action Change Reason |

|
Action Change Code Mo codes have been configuied

512 characters ieft

n Cancel ¥+ Add Action ’

View of Incident with 153 Chronic Truant and Violation of Court Order Added.

- Incident Bullder

Participants |# Incident Elements i

- WS e |
setavr B 1} 451 Trant 2 = |
senavir 7 12} 152 Habial Truant® # = ‘
Benavar § [3 153 ¢ st 7 -

Yt Action X Viotation uf Courl Order® # =

} 152 Habitual Truant*
Family Court Referralt
S0 Truant

inrvention Prat

O )

Witnesses

Deite || Suomt incident

17
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View of Incident with all Three Actions of Truancy Coded.

Make sure you click Submit Incident button to save or update incidents.

~ Incident Builder

Particlpants & Incident Elements

Reporters [ETr— o Description
—E;r-a\':cr 8 K
senavior Fi
enavior +

Victims

.S %S SH

Cancel

Please note that a PowerSchool automatically reorders the incidents if you use Internet Explorer as
the browser once the incidents are submitted, but the information is coded correctly.

This incident is coded using the Chrome browser.

Incident Management Contacts:

Student Intervention Services
Aveene Coleman, Education Associate, 803-734-3057 or
acoleman@ed.sc.gov

Kim Smith, Education Associate, 803-734-8113 or
kwsmith@ed.sc.gov

Technology Services

LEA IT Support Staff may submit an IT Support Request
https://eservices.ed.sc.gov

Special Education Services

Fred Edora, Education Associate, 803-734-0388 or
fedora@ed.sc.gov
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