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SystenOverview

The Behaviour @stem is designed to allow staff to record and track student behaviour over Tihneesystem is
designed to bdully customisableso different types of behaviour can be recordéa addition, consequences for

poor behaviour can be recorded in the system and rules can be created to control which members of staff can set

these consequences.

— O b4
& Home Page - Behaviour Sy= 3 4

€ (@ localhost:51841 @ Q Search wBa ¥+ # &

_ e e e 1 N I:’

Behaviour System

Report View Behaviour Graph
Behaviour Record Behaviour

ﬂ !
Report Behaviour View Behaviour Record Graph Behaviour

There are no notices to display.

Add ltem to Noticeboard

@ 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figurel - The system main menu.
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Logging into the System

By default, the system has a buiitt Adminstrator accaint. During the initial installation, this accouwill have been
disabled. Contact your ITegartment at your school if yolave not been provield with alternative credentials to
use to the system.

To login to the system, enteryouremail & a4 +yR LI dag2NR Ay (KS FAStRa |

- O X
3* Login - Behaviour System X |

&« O localhost:5 1841 /Account/Login?ReturnUrl=%2F c Search 1,'.? B ¥+ A @ =

Login

To access the system, please log in below:

Email

administrator@behavioursystem.co.uk

Password

[ Remember me?

Forgot your password?

@ 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure2 - The login screen for the system.
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Forgotten Passwords

LT &2dz KIS FT2NEB20G0GSy @2dzNJ LI aag2NRE Of AOLAy3I malKS o
address. Assuming an account can be found in the systemdantiail addresentered,a temporary password will

be sent to you. You will be forced to change your password to something more memorable when you next sign in.

&' Forgotyour password? - Bel x4

€ (O localhost:51841/Accou nt/ForgotPassword c Search

Forgot your password?

Enter your email address below. If an account exists, a new password will be sent to you.

administrator@behavioursystem.co.uk
Send Password Reset Email

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure3 - Forgot Password Screen
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SysteniNavigation

Shown below is the main menu for the system.

1 Report Behavioug This screen lets staff report behaviour into the system.
1 View Behaviour RecoiThis screen lets you view an individualdzR Sy 1 Qa 06 SKI @A 2 dzNJp
1 Graph Behavioug This screen lets you view behaviour by individuals or by groups of students.

If enabled, the staff noticeboard is shown at the bottom of this screen. Staff can leave messages which are visible t
allotherusersofthéi @ 3G SY® ¢KAa TFdzy OlAzylftAide Oy 06S RA&lIO6f SR

¢tKS aSiGiAay3da aAONBSy Aa @grairoftsS i dzA SNBR GAGK GKS a!
[ 23¢ A s

2
(i Fobgoiitdithe bktehkusdd 2 K2dAf R Of AO] G(KS GSEAGE AO2y

I G

Figure4 - Settings Screen and Log Out Buttons.

— O x
&' Home Page - Behaviour Sy= > =

€ () localhost:51841 c Q Search wBe ¥ A& @

_ e oo e 1 i I:.

Behaviour System

Report View Behaviour Graph
Behaviour Record Behaviour

E
Fod
/£ .
A : IH |
3 | il
! » L
Report Behaviour View Behaviour Record Graph Behaviour

There are no notices to display.

Add Item to Noticeboard

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure5 - The main menu of the system.
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Initial System Setugnd Setup Wizard

To configue the system a setup wizard has been designed which should guide you through this process.
This wizard should be revisited at the start of each academic year to ensure that the data entered is still accurate.
In addition, if at any point the system detec¢ksere is a misconfiguratigm message will be shown to staff.

Contact your system administrator at your school. This system requires additional configuration and may
not function correctly

Figure6 - The message shown to other users when system configuration is required.

When the message shown igure6 is seen by staff, they should inform the dedicated member of staff responsible
for the maintenance of the system. This member of staff can then login with an Administrator role.

0/0 Referred Incidents To Deal With

System setup is incomplete: 1 /12 required tasks have been completed. Click to view these tasks

Figure7 - The message shown to Administrators when system configuration is required.

Whilst logged in as an Administrator, clicking the message shotigume7 will take you to this setup wizard where
the steps to resolve the issue will be explained.
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Clicking the message at the top of the screen as an Administrator takes you to the Setup Wizard.
Each step should be completed in order from top tottom.

Oncea task has been completed the task will turn green to indicate that configuration is complete. Once all tasks ar:
green, the configuration is finished and the configuration message at the top of the screen will disappear.

&% Setup Wizard - Behaviour S, % =+

€ @ localhost:51841/Setup 1 ¢ Search B ¥ & @

Behaviour System eport sraph 0/0 Referred Incidents To Deal With

Main Menu Setup Wizard

Setup Wizard

To setup the behaviour system, please ensure all tasks below have been completed. 3 / 12 required tasks have been completed.

If you have previously completed this wizard and are starting a new school year, please check each item listed below to ensure details remain
accurate.

Configured: System Name and General Settings

Enter a name for the system, select a colour scheme and adjust other general system preferences

Edit General Settings

Configured: Setup Email Account

An email account is required for the system to send email notifications to staff and for staff to be able to reset their passwords. You may need to
ask your IT Administrator for help to fill in this information

Edit Email Settings

Create Roles for Staff

Each member of staff at your school needs to be assigned into a group to manage their permissions. Create groups like: Administrators, Senior
Staff, Teachers.

Manage System Roles

Figure8 - The system setup wizard.

Information about each of the screens shown in this setup wizard can be found in the next section of this
document.

Once you have finished in each section, you can return to the setup wizard by clicking on éhlessarer at the top
of the screen to complete the next task.
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General Settings
The General Settings screen has the following options:

T

Display Name

0 The name of the systeriWe would recommend changing this to your school name.

Colour Scheme Options

o Variouscolour scheme options. Changes can be seen instantly as colours are picked.

Enable Staff Noticeboard

o When this is enabled, staff can leave messages which are visible to all users in the system on the

home screen of the system.

Prevent Behaviour Being Reded at a Weekend?

0 When enabledstaff cannot accidently record a student for poor behaviour at a weekend.

Allow Saff to be Recorded as Victims?

0 When enabled, staff can list themselves as a victimto an incident.

Display Student Photos

0 When enabled, photos of students are displayed on both the report screen and when looking at a

& ( dzR Beyfavioudlog, providig the student photos have been placed in a special folder.

Submit Error Logs?

o0 To improve future versions of this product, error logs can automatically be sent to the developer of

this system. Information such as the user's name, email address and a tdatescription will be
transmitted in these logs. In all cases this information will be used only to improve this system and
then the logs destroyed. This feature can be enabled or disabled by ussripéickbox.

€«

& System General Settings - B+

@ localhost:51841

earch

Behaviour System

Setlings / System General Settings

System General Settings

System Display
Name

Behaviour System

System Header E
Colour

System Header

Text Colour

Set System Button
Colours to Header
Colours?

System Link IE'
Colour

System Active Link E
Colour

Enable Staff
Noticeboard?

With this feature enabled. staff can leave messages on the homescreen of the system.

Display Student
Photos?

With this feature enabled, student photos will be displayed within the system.

Figure9 - TheG
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Email Settings

This screen allows the system email account information to be filled in. You may want to ask your IT administrator
for help with these settings if it has not already been completed for you.

These settings are uridely to change once setup. Consult your IT administrator if you are unsure.

1 Email Server:
0 Usually somethingike: mail@yourdomainname.com
1 Email Address:
0 Wewould recommendbehaviour@yourdomainname.com
i Email Password:
0 The password for the email account sjfeed above.
1 Port Number:
0 The port number required to send email.
1 SSL Required:
o If SSL Encryption is required, this box should be ticked.
hLidAaAz2ylrtte +y SYFAf | RRNBaa Oy 0SS SYyiSNBR Ay seitk$
to this address.

&' System Email Settings - Beh ¢ =4

€& o localhost:5184 1/5ettings/EmailSettings?SetupWizard=true [ Search
g 9 P

0/0 Referred Incidents To Deal With

Settings / System Email Settings

System Email Settings

Email Server localhost
Email Address administrator@behavioursystem.co.uk
Email Password XTI YYT Y
Port Number 465 >
$SL Required? 0

(Optional) Send
Test Email To:

Save Settings Cancel

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

FigurelO- Email Settings screen.
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System Roles

¢KS &deaiSy ltt2pa dzaSNR G2 0S Faaz20AFiSR gA0GK 2yS 2
Roles can be used to group members of staff and to allow different groups to set diftenresgquences

As an example:

. 2dz O02dzZ R KIF@S I a¢SIOKSNE NRES FyR a{SyA2NI {(I FTF¢

Teachergouldset the following consequences for poor behaviour:
1 Missed Playtime
1 Phone Call Home
Senior Staff could set all the consequences above, but also skilibwing consequencef®r poor behaviour
9 Internal Isolation
i External Exclusion

Alternatively, you could decide that all members of staff can setcangequence, in which case you wabsimply
ONBIFGS 2yS w2tS OFff SR dofségbeRcesensury tRat dll cotisBdu@née& Guybe dehy G A
this group of users.

Each member of staff in the system needs to be added to at least one role.

¢ KS RSTLI dzEf G NP tiich alldws adessyortteSeNihgd stieéns, cannot be deleted dnanged.
You can add as many users to this role though as required.

&% System Roles - Behaviour 5 X =+

€ @ localhost:571841/ApplicationRoles ¢ Search

Behaviour E,ﬁf»—‘ m Report View Graph 0/0 Referred Incidents To Deal With

Settings / System Roles

System Roles

Create New Role

Name

Administrator

Senior Staff Edit | Details | Delete
Teacher Edit | Details | Delete
© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figurell- Roles screen.
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Manage User Accounts
This screemllows users in the systeto be managed.

¢2 ONBFGS I yS¢ dzaSNE Of nd@iter thekuSersderhal &itrésS§ Theydndl be sanSaNE 0
randomly generated password in an email which they can use to access the system.

't SNyl GA@Stesx &@2dz Oy ONBIGS Ylyeée dzaSNB |G 2y0S o¢@
shows tle example format required to import users into the systérhis requires two fields:

f Users Name
M Email Address

Once you have createat imported yourstaff, you need to ensure that each user has at least 1 role specified.

You can disable auseraccount ®@E I YL S AF | YSYOSNI 2F adGl¥F €SI &3Sa ¢
FYR dzyGAO1AYy3I G KBdzaQlyy olf tSRZ QRIVRY ONRf Sa F2N SI OK Y
option.

.::." Manage Users - Behaviour & 3 +

€ | @ localhost:51841/Account/Users c Search wBa ¥ /& @ =

Seftings ' Manage Users
Manage Users

Create New User | Import Users

Enabled Users

The following user accounts are enabled. These members of staff can use the system

Name Email Role(s)
Administrator administrator@behavioursystem.co uk Administrator Edit | Details
© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figurel2- Manage Uses Screen
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Manage Periodsf School Day
This screen allowgou to setup the different time periods of the school day.

/I £tA01 &/ NBIGS bSg t SNA2RéE (G2 ONBFOS 0KS RAFTFSNByd
across the school day.

Once you have createdll the periods, ensure that the order of the periods is correct in the section shown at the
bottom of this screen. If a period does not appear in the right place, drag it up and down in the list. This will ensure
that when reportingoehaviour the periods appear in chronological order rather than in a random sequence.

LT GKS a0OK22f RI& adzmaSldSyiafte OKIFIy3aSasx e2dz Oy RAA
checkbox. You can also-aerange the order of lessorshould there suddenly be more lessons after lunch for

example.

3 View Periods - Behaviour 5 % 4

€ (@ localhost:51841/Periods c Search wBa ¥ & @

0/0 Referred Incidents To Deal With

View Periods

Create New Period

Name Enabled

Before School Edit | Details | Delete
Lesson 1 Edit | Details | Delete
Lesson 2 Edit | Details | Delete
Lunchtime Edit | Details | Delete
Lesson 3 Edit | Details | Delete
Lesson 4 Edit | Details | Delete
After School Edit | Details | Delete

Change Order of Periods

Drag each item to move it into the correct order below:

Before School
Lesson 1
Lesson 2

Lunchtime

Figurel3- Managing Periods of School Day.
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Manage Resolutions
This screen allows you to manage the different consequences which can be used to resolve pooubehavi

¢2 ONBIFIGS || NBazfdziAzys OftAO1l &/ NBFGS bS¢ wSazf dziaiz
decide which role(s) can set this consequence.

l'a YSYGA2ySR 0ST2NBZ AF @2 dz réld ard wantedl th&SfotwikgSdtidp: NBt S |y

Teachergould set the following consequences for poor behaviour:
1 Missed Playtime
9 Phone Call Home
Senior Staff could set all the consequences above, but also set the following consequences for poor behaviour:
9 Internal Isolation
1 External Exclisn

This would mean that the resolutions would need to be configured in the following way:

Resolution:  Missed Playtime Role(s): Teacher, Senior Staff
Resolution:  Phone Call Home Role(s): Teacher, Senior Staff
Resolution:  Internal Isolation Role(s): Senidstaff

Resolution:  External Exclusion  Role(s): Senior Staff

{K2dzZ R A0 6S RSOARSR | NBazfdziazy OFy y2 f 2agdfichNI 6 S
you can also change which role(s) within the system can set this consequiéncedza A y 3 G KS al vyS a
c Search wBe ¥ & @ =

0/0 Referred Incidents To Deal With

Resolutions
Create New Resolution
Resolution Name Enabled
Missed Playtime Edit | Details | Delete
Phone Call Home Edit | Details | Delete
Internal Isolation Edit | Details | Delete
External Exclusion Edit | Details | Delete
© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figureld - Manage Resolutions Screen
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Manage Behaviour Types
This screen allows you to manage the different types of behaviour you track in the system.

To create a new type of Behaviour, click NB I §S bSg . SKIF@A2dzNJ ¢@LIS€ @
As an example:

Behaviour Type: Bullying

1 This is the name of the type of behaviour being reported.
Comments Required: True

9 Staff will be forced to enter some comments about what happened before submitting the report.
Has Victims True

91 Decides if staff can specify one or more students as victims for this incident
Victims Required: True

1 (Only used when Has Victims is true). Decides if staff must specify a victim, or if it can be left blank.
Email Class Teacher(djalse

1 Determines if the class teacher should get an instant email notification about the incident.
Email Head of Years(djalse

1 Determines if the head of year should get an instant email notification about the incident.
Resolutions: Missed Playtime, Phone CHibme, Internal Isolation, External Exclusion

1 The resolutions (consequences) which are applicable for this behaviour.

& Behaviour Types - Behaviou: X ==

€ @ localhost:51841/BehaviourEvents [} Search w B ¥ & @

Behaviour System Report  View 0/0 Referred Incidents To Deal With [EEESEHEL R RGNS e

Seftings / Behaviour Types

Behaviour Types

Create New Behaviour Type Manage Sub-Categories = Manage Resolutions
Behaviour Type Sub-Categories: Comments Email Class Email Enabled Resolutions:
Required? Teacher(s)? Head of
Year(s)?
Bullying Missed Playtime Edit | Details | Delete
Phone Call Home
Internal Isolation
External Exclusion
Missing PE Kit Phone CallHome  Edit | Details | Delete
© 2017 Phillip Munn - Behaviour Sysiem Software Version: 1.0.0.0

Figurel5- Manage Behaviour Types screen.
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Manage Behaviour Typ&SubCategories)

In addition, some typesf behaviour might have sud 4 SI2 NA S&d o ¢ K S Oy ©6S ONZBI |
UK IGNZ BES® I WRS

z

Sub/ I 1 SA2NARSaé¢ odzitzy 4 GKS (2L 27
desired category name.

as
3 Ia

As an example:

Bullying mighhave the following sulcategories:

M1 Verbal
1 Physical
M1 Online

This means when staff report thtype of behaviour, staff are requiréo pick one of these subategoriedduring the
creation of report.

This information can then be used distinguish incidentéurther.

Settings ' Behaviour Types

Behaviour Types

Create New Behaviour Type Manage Sub-Categories Manage Resolutions

Behaviour Type Sub-Categories: Comments Email Class Email Enabled Resolutions:
Required? Teacher(s)? Head of
Year(s)?
Bullying Verbal Missed Playtime Edit | Details | Delete
Physical Phone Call Home
Online Internal Isolation

External Exclusion

Figurel6- An example of a type of behaviour with SDategories.

haviour Type Details - Bel X 4=

calhost:51841

€ Events/Details/2
Behaviour Systenr e e Graph 0/0 Referred Incidents To Deal With [IEESSRESIRPEREITEEI

Setiings / Behaviour Types | Behaviour Type Details

Behaviour Type Details
Behaviour: Missing PE Kit

Behaviour Type  Missing PE it
Sub-Categories:

Comments Required?
Has Victims?

Email Class
Teacher(s)?

Email Head of Year(s)?
Enabled

Resolutions:  Resolution Name:
Phone Call Home:
Gan be set by:
Senior Staff
Teacher

Edit Behaviour Type [EEERUNIEY

©2017 Phillp Munn - Behaviour System Software Version: 1.0.0.0

Figurel?7 - The details option shows you the resolutions and which roles within the system can set this punishment.
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ImportingStudents

This task needs to be performed on a regular basis to ensure that new students who join the schootesed
within the behaviour systemUnfortunately, currently it is not possible to link this system with external systems
sud as Capita SIMS make this happen automatically.

&% Import Students - Behaviou: X 4

Settings | Students |/ Import Students

Import Students

Example template(s) are shown below. Save the file as an Excel file with a xls or xIsx extension and upload it below.

Download Excel Template

The following fields are required:
« Firstname: The firstname of the student.
s Surname: The surname of the student.
« Req: The form group / class the student is associated with.
« Adno: A unigue admission number identifying the student.
» Year: A number, the yeargroup of the student. Use 0 for students in reception.
« Gender: The students gender. This can be M/F or Male/Female or any other text.
« DOB: The date of birth of the student.

Additional custom fields can also be imported by specifying a titie for the field name in the first Excel row. Each students data must be on a single row
within the Excel document.

Excel File to Import:

Browse. ..

Import Students

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figurel8- Importing Students.

An Excel template is provided which shows the required format for student information:

Ab - § 2
A B C D E F G
1 |Firstname Surname Reg Adno Year Gender DOB
2 |lames Smith Badger Class 12456 1 1 01/01/2010
3 Charlie Smith Perl Class 456789 2 F 01/02/2010
4

Figurel9- The format student records should ingported into the system with. Headings must match. Each student should be on its own line.
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Once you have exported students into Bxcel document in this format you can browse to the file by clicking

. N2gasSxé FyR (KSy Oburo®] GKS GLYLRZNI {ddRSydat¢

You should import all students into the system at once, rather than by individual year grolipe. system
automatically detects students who exist in the system and do not appemathe Excel document.Students who
are missing from the Excel fileesassumed to have left the school and will automatically be marked aslbfStaff
will no longer be able to report these students, but their behaviour records are kept in the system for historical
purposes and can still be viewed

Seftings / Students / Import Studenis

Import Students

« Success. Added 60 students, updated O students and marked 0 students as off-roll

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure20- Uploaded Students Confirmation.

Custom Fields in Student Data
The system also supports uploading an unlimited number of custom fields when importing student information.
Columns other than the mandatory ones specified in the templatebsaadded ashown below in blue.

These fields will then be shown within the system and can even be used when producing graphs. You can therefore

compare the number of reported incidents of poor behaviour against these fields.
As an example, you might wiato import:

i Free School Meals
91 SEN Status Code

D9 - Fe
A B e D E F G H |
1 |Firstname Surname |Reg Adno Year Gender |DOB Free School Meals? SEN Status Code
2 |lames Smith Badger Class 12456 1 M 01/01/2010 FALSE
3 | Charlie Smith Perl Class 456789 2 F 01/02/2010 TRUE SPLD
4
5

Figure21- Importing additional fields into the system.

If you decide to use custom fields, ensure the name of each column within Excel is sensible as this will be shown

onscreenwithin the system. In addition, each student record must still be on a single row in the Excel file.
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Assigning Heads of Year Groups

The system can send instant email notifications to members of staff who are responsible for a year group as soon &
a stucknt is reported for poor behaviour.

/| £t A0l G9RAGE ySEG G2 SFEOK | SN DNRdzZLJ FyR aLISOATFe YS
needs to be added for each Year Group.

These members of staff will only receive an instant email watifin if the behaviour type specifies this should
KFELILISYy® wSTSNI G2 G§KS &S00 K4fd addithralinfotmatiorsdn Bis 2aure, S| N& 0 &

&% Vear Groups - Behaviour Sy= 3 4+

€ @ localhost:51841/YearGroups c Search wBa +$§ & © =

Settings | Year Groups

Year Groups

Assign members of staff who are responsible for each yeargroup. When an incident occurs involving a student in a yeargroup, these members of
staff can be notified.

Create New Year Group

Year Group Head of Year(s)

Year R No staff specified Edit | Details
Year 1 No staff specified Edit | Details
Year 2 Mo staff specified Edit | Details
Year 3 Mo staff specified Edit | Details
Year 4 No staff specified Edit | Details
Year 5 No staff specified Edit | Details
Year 6 Mo staff specified Edit | Details

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure22 - Assigning Heads of Years in the system.
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Assigning Class Teachers

Like Heads of Yeahd system can send instant email notifications to members of staff who are responsible for a
class of students as soon as a studsmneported for poor behaviour.

/ £ A 01 &9 RA dlassand Spedify memberS of 4 who should be notified. At least 1 member of staff needs
to be added for each class.

These members of staff will only receive an instant email notification ibéaviour type specifies this should

KISy wSTFSNI G2 GKS &S0 A4fcdaddit®ndllinfofmatiort oh thia featuiel O K S ND &
- O X
&% Classes - Behaviour System 3 -+
€ (@ localhost:51841 /Forms c Search wBa +$§ & © =

Classes

of staff can be notified.

Create New Class

@ 2017 Phillip Munn - Behaviour System

Class Name Teachers(s)

Badger Mo staff specified Edit | Details
Kestrel Mo staff specified Edit | Details
Mole No staff specified Edit | Details
Otter Mo staff specified Edit | Details
Owl Mo staff specified Edit | Details
Rabbit Mo staff specified Edit | Details
Squirrel Mo staff specified Edit | Details
Woodpecker Mo staff specified Edit | Details

Software Version

Assign members of staff who are responsible for each class within the school. When an incident occurs involving a student in a class, these members

1.00.0

Figure23- Assigning Class Teachers in the
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Weekly Email Settings
The system can send select staff a weekly summapglodviour by email each week.

To enable this option:

T ¢AO01 GKS a2SS{1fte& 9YIFAf 9yl of SRKé 2LIA2Yy D
1 Specify the time theext email should be semtby default this will be Friday &pm.
1 Specify one or more users who the email should be sent to.

LT &2dz R2 y28G ¢tydG G2 dza8S GKA&a FSIGdNBzZ RAalofS
- O X

& Weekly Email Settings - Beh X ==
e © localhost:5184 1/Settings/WeeklyEmailSettings?SetupWizard=true c Search wBa +$ @ © =

Behaviour System

Settings | Weekly Email Settings

Weekly Email Settings

Email Last Sent: 11/08/2017 12:24:39

Weekly Email O
Enabled?

Send Next Email 18/08/2017 12:24:39
At:

Specify the next time the email should be sent. Emails will be sent every 7 days from this date.

Send Email To:

Save Settings Cancel

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure24 - Weekly Email Settings

20| Page



Behaviour System User GuidgVersion 14.0.0
Completing the Setup Wizard

Once all the configuration steps have been completed, each item within the setup wizard will be green.
If an item is not green, click on the associated button and the error will be shasnally thigs red text.

4% Setup Wizard - Behaviour S X -

€ (@ localhost:51841/Setup E1 & Search wBe +$§ & © =

Main Menu | Setup Wizard

Setup Wizard

To setup the behaviour system, please ensure all tasks below have been completed. 12 / 12 required tasks have been completed.

If you have previously completed this wizard and are starting a new school year, please check each item listed below to ensure details remain
accurate.

Configured: System Name and General Settings

Enter a name for the system, select a colour scheme and adjust other general system preferences

Edit General Settings

Configured: Setup Email Account

An email account is required for the system to send email notifications to staff and for staff to be able to reset their passwords. You may need to
ask your IT Administrator for help to fill in this information

Edit Email Settings

Configured: Create Roles for Staff

Each member of staff at your school needs to be assigned into a group fo manage their permissions. Create groups like: Administrators, Senior
Staff, Teachers

Manage System Roles

Configured: Create User Accounts for Staff

Each member of staff at vour school needs a user account to access this svstem. Manaae and create user accounts for members of staff

Figure25- The completed setup wizard.

z

/| SNIFAY O2yFAIdzNI GA2y & YAIKG OlrdzasS GKS f1ad 2LIA2Y
screen. An example failure might be:

T You have specified 2c/ 8 S1j dzS§y OS G9EGSNYy It 9EOft dzaAz2yé¢ Oy 2yf
yet no staff in the system have this role. There is therefore no user in the system who can set this
punishment.

The button(s) next to Overall System Check will expéaénerror and direct you towards the appropriate area of the
system to resolve this type of configuration mistake.
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Accessing the Setup Wizard After Initial Setup

As mentioned previously, we recommend at the start of a new school year yaun e setyp wizard and review

all options in the system are still configured correc8ydSy A F SI OK aAGSL) A4 GDNBSy¢d
2dz Oy 00S&aa GKS aSiddzd AT I NR o0& OfAO1AYy3a a{SilidAry

GKS o0fdz§ a{SidzLd 2 AT FNRE odzitizy

In addition, if you know the setting you want to changgou can directly jump to the appropriate screen by using

one of the buttonsshownbelow.

&% System Settings - Behaviour X | 9+

€ © localhost:5 184 1/5ettings c Search ﬂ’ A ¥+ i © =

Main Menu | System Settings

System Settings

After system installation, or at the start of a new school year please run the Setup Wizard to ensure all details in the system are configured
correctly.

Setup Wizard 5

Manage Students:

View or Edit Students | Import Students = Manage Classes

Manage System Users:

Manage Users =~ Change My Password Manage System Roles

Manage Behaviour:

Manage Behaviour Types = Manage Resolutions

Manage School Settings:

Change Periods | Manage Heads of Year

Manage System Settings:

General Seftings = Homescreen Message | Email Settings =~ Weekly Email Settings

Manage Email Templates:

Edit Master Email Template = Edit Report Email Template

View System Logs: v

Figure26 - Accessing the Setup Wizard or changing settings after the initigh secomplete.
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Reporting Behaviour
CNRY (KS YIFIAY YSydzz Of AO0] GwSLERNI . SKI JA2dzNE @

T 9YGSNI Fye LRNIA2Y 2F (KS aiddzRSydQa ylYSo
0 Select the student from the dredown list. Their picture will be shown if this feature is enabled.
Select the behaviour which yaue reporting: E.g. Missing PE Kit
The event date, by defaudtis set to the current date. If this is wrong, click to change this.
Select the period of the school day which the event occurred in.
Optionally enter a comment.
Select a desired resolution:g= Phone Call Home
o LF adFrFTF R2 y20 KIFFS LISN¥YAaairzy G2 asSi I NBa;
o This incident will then be sent to another member of staff to set the desired consequence.
9 Optionally add a comment about the resolution teetincident.
T / £tA01 awSLE2NI . SKI @A 2 dzNE @

= =8 =4 =4 =4

Certain types of behaviour (as specified by the system administrators) may additionally require a behaviour sub
OFGS3I2NEI FT2NIOKe ¥AIOSKE alaAz 6 BAFBISOATASR 2 Nappgek Ol A Ya
depending on the behaviour and settings specified. In addition, for some types of behaviour, comments may be
mandatory.

& Report Behaviour - Behavio: % 4+

€ (@ localhost:51841/Reports/Create ¢ Search wBa ¥+ & ©

Logged In As: Teacher 1

Main Menu / Repori Behaviour

Report Behaviour

Student Abbie Kimble [Squirrel]
Student Photo:

Behaviour Missing PE Kit o
Event Date 11/08/2017

Pericd Lesson 2 hd
Comments

No image found for: Abbie Kimble

Resolution Phone Call Home ™

Resolution
Comment

Report Behaviour

© 2017 Phillip Munn - Behaviour System Software Version: 1.0.0.0

Figure27 - Report Behaviour Screen.
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Viewing Behaviour Records for a Student

From the main menu, 8101 &G +ASg . SKI @A 2dzNJ wSO2 NRE @

T 9YGSNI Fye LRNIA2Y 2F (KS aiddzRSydQa ylYSo
0 Select the student from the dregown list. Their picture will be shown if this feature is enabled.

Reports of behaviour will be shown in a list onscreen filtered by the current sgbanl To view historical data,
change the school year in the dralown menu. Only 20 records are shown at a time. You can use the arrows to
navigate through pages if required.

Records can be deleted from this screen if they were created in error by BlickinK S &5 Sf S Sé 06 dzi
¢2 OAS6 Y2NB AYF2NYIGAZ2Y lo62ddi Iy AyOARSyds Ot A0l

tKAad aONBSy OFly 0SS LINAY(lSRhaddsiley 3 GKS at NAyidé odzidzy
In addition, all records for the current year can be exported by®pres/ 3 G KS G9ELIZ NI (2 9EOS

&% Student Behaviour Records - % = 4+

€ @ localhost:51841/Reports o Search

Behaviour System Report Sraph 17/61 Referred Incidents To Deal With

Main Menu Student Behaviour Records

Student Behaviour Records [ e |

Student: | Annie Andrews [Badger]

Student Photo:

School Year: 2016/2017 ~

No image found for: Annie Andrews

Full Name Behaviour Type Reported By Event Date

Annie Andrews Late to Lesson Teacher 2 23/08/2017 Details | Delete
Annie Andrews Bullying Teacher 3 14/08/2017 Details | Delete
Annie Andrews Bullying Senior Staff 1 19/07/2017 Details | Delete
Annie Andrews Bullying Teacher 4 30/06/2017 Details | Delete
Annie Andrews Bullying Teacher 1 22/06/2017 Details | Delete
Annie Andrews Fighting Senior Staff 2 14/06/2017 Details | Delete
Annie Andrews Fighting Senior Staff 2 01/06/2017 Details | Delete

Figure28- Viewing behaviour for a student.
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/] tAO01TAY3 GKS 458Gl Af&aé odzitizy ySEG G2 Iy AyOARSyl
This includes:

Detailed information about the student including anystom fields.
Victims (if applicable).

Comments from staff on the incident.
Actions taken (resolutions) which were used to resolve the incident.

= =4 =4 =4

&' Report Details - Behaviour = % 4

€ (@ localhost:51841/Reports/Details/176 @ Q Search

17/61 Referred Incidents To Deal With

Main Menu | Student Behaviour Record | Report Details

Report Details: Annie Andrews - Late to Lesson [ & |

Full Name  Annie Andrews
Gender  Female Student Photo:
Year Group At Time YearR
Current Year Group YearR
Class Name Badger
On Roll
Behaviour Type Late fo Lesson
Event Date  23/08/2017
Period Period 2
Reported By Teacher2
Reported Time  11/08/2017 18:24:39

Edit Report | Delete Report

No image found for: Annie Andrews

Comments:

Mo comments have been made on this report.

Add Comment

Actions Taken:

Resolution Name Resolution Comment Resolution Time Name

Resolved Example resolution comment. 11/08/2017 18:24:39  Teacher 2 Edit |
Delete M

Figure29 - Detailed information about an incident.
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Referred Incidents
When a membr of staff reports behaviour, but does not have permission to set the desired punishment, the word

GOWSTSNNBERGBE A& aKz2gy YSEG (2 GKS LldzyAaKYSyid 2y GKS
Resolution Select Resolution E
Select Resolution
Resolution Removed from Lessons
Removed from Playground
Comment [Referred]: External Exclusion
Referred]: Internal Exclusion

Referred]: Sent to Head of Year

|Referred - 3ent to Head Teacher

Figure30- An example of a Referred Incident.

When the reportis created using one of these resolutions, the incident is passed to other members of staff in the
system who can set this punishment. Referred incidents can be seen at the top of the screen by these members of
staff by clicking the yellow notification #te top of the screen.

& Referred Incidents - Behavic % =+

€ (D P localhost:571841/Referredincidents

Main Menu / Referred Incidents

Referred Incidents

You have the following roles assigned to you:
« Senior Staff

Showing items 1 through 20 of 30 »

E1 ¢ Q Search

- O

wB +$ A& Q@

Below are incidents which have been referred to be dealt with by yourself or other members of staff with the same role(s) as you.

X

~
30 Referred Incidents

Full Name Behaviour Type Reported By Reported Time

Edward Dribble Bullying Teacher 4 11/08/2017 18:24:24 View Incident & Set Resolution

Edward Dribble Bullying Teacher 2 11/08/2017 18:24:25 View Incident & Set Resolution

Jane Brown Bullying Teacher 4 11/08/2017 18:24:25 View Incident & Set Resolution

Annie Andrews Bullying Teacher 2 11/08/2017 18:24:25 View Incident & Set Resolution

Louise Fisher Bullying Teacher 3 11/08/2017 18:24:27 View Incident & Set Resolution

Louise Fisher Bullying Teacher 4 11/08/2017 18:24:27 View Incident & Set Resolution

Jane Brown Bullying Teacher 4 11/08/2017 18:24:28 View Incident & Set Resolution

Jane Brown Bullying Teacher 2 11/08/2017 18:24:29 View Incident & Set Resolution

Louise Fisher Bullying Teacher 1 11/08/2017 18:24:30 View Incident & Set Resolution

Annie Andrews Bullying Teacher 3 11/08/2017 18:24:37 View Incident & Set Resolution

Annie Andrews Fighting Teacher 4 11/08/2017 18:24:38 View Incident & Set Resolution

Jane Brown Bullying Teacher 3 11/08/2017 18:24:44 View Incident & Set Resolution

1 ouise Fisher Bullving Teacher 4 11/08/2017 1824°44 fiew Incident & Sef Resolution e

Figure31-wS FSNNBR LYy OARSy(Ga odzil2y aK2gAy3d don NBEFSNNBR AYyOARSy(la:sd
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¢2 RSHt GAGK Iy AyOARSYyGS OfAO] G+AS6 LYOARSYy( s {86
When the incident appears, the comments section will showthddd&S R 02y aS1ljdzSy O0So | aAy 3
wSagfdaiA2yé GKS O2yasSlidsSyos Oy GKSY 65 asdid hyos i

This will remove the incident from theferred incident list shown at the top of the screen.

Users wih the Administrator role can see all referred incidents in the system, regardless of which groups of staff are
required to deal with the incidents.

Figure32 - Referred Incident Details
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