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Introduction

The first step in setting up the Behaviour Profiler to a functional state is setting up your team.
Your team should include all of the staff members in your school (teachers, educational
assistants, secretaries, etc.) We suggest that everyone who is in contact with students at your
school be part of the team. The reason you want to include everyone in your school on the team
is that everyone can observe improper behaviour which in turn may be reported to the office. In
addition, we believe that all staff have to work together to address misbehaviour.

Setting up Your Team
To access the Team Configuration area in the Behaviour Profiler, click on Configuration and
then on Team Configuration. This is shown in the next diagram:

1. Click on Configuration

&2 The Behaviour Profiler
Start ‘D-l:nrrﬁguration Students Reports Supervision Eﬁ Logout
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mf onfiguration IER AL F-'|- Mleetings mlf:-r:r-uuné Sanctions -gﬁgf.:unﬁ.ml-h Behaviours

2. Click on Team Configuration

When setting up your team you need to include 4 pieces of information for each member:
Surname, Name, Email Address and Title (teacher, custodian, etc.) Note that the email address
field is optional, but if you want to be able to send behaviour incident reports using electronic
mail to your staff, you will need to include this piece of information. Do not forget to click on the
Save button when you are done entering your team members. Technology being what it is, |
would recommend that you save after every 5th entry to ensure that you do not lose data. The
diagram below is the form used to enter team members with each field highlighted.

& 1 Team Configuration
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\ Name
Surname Email Address Title Activate switch

For most staff, with the exception of the administrative team, the only switch you want to
activate is the second last one as shown in the previous diagram. In most schools only the
administrative team are given login names and passwords to the Behaviour Profiler. The
diagram on the next page explains each permission switch.
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Permission Icons

Below you will find the list of permission icons along with a name for each. It is important for
you to understand how these permissions work with the Behaviour Profiler.

% Configure Team

;"./

Supervise Team

Global View

Apply a Sanction

Add an Observation

Modify/Delete a Sanction

Receive a Report

Activate a Team Member

Delete a Team Member
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Permissions Explained

We will now take a moment to look at each permission in more detail. Make sure you spend
some time understanding all permissions because some of them work in conjunction with others.
As a quick rule of thumb, administrators should be given all permissions while staff who are
permitted to log in should be given restricted access.

Configure Team

A user who has the Configure Team permission enabled has access to.the Team Configuration
menu. In addition, if that user has the Global View permission enabled, that user will be able to
see everyone’s password. If you do not have the Global View permission enabled you will see
***** for passwords. For example, you might want to have a-secretary enter all of your team
members, but you probably would not want her to be able to see your password. So you would
give her the Configure Team permission without giving.her the” Global View permission.

Supervise Team

A Usérwho has the Superwse Team permission enabled has access to the Supervision menu.
The Superhsmn menu gives the user as well as team members tools which are used to analyze
school wide datd!&a rule of thumb, only administration should have this permission enabled to
prevent team membefs‘from seeing each other’s profiles.

Global View

A user who has the Global View permission enabled can see information relating to the school as
a whole. A user who does not have the Global View permiséi'(‘)hcqg only see his or her own
observations. For example, if you have an attendance secretary who assigns detentions to. truant
students, you might want to give her access to adding a consequence witheut enabling -her to see
all observations. We recommend that only administrators have access to this permission.

Apply a Sanction

A user y ho has the Apply a Sanction permission enabled has permission to assign detentions,
commdi ity work or even set up an At-Risk meeting with the resource teacher.
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Add an Observation

A user who has the Add an Observation permission enabled can add observations to students.
In most schools these users include the principal, the vice-principal and an attendance secretary.

Modify/Delete a Sanction

A user who has the Modify/Delete permission enabled can erase or modify an observation from
a student. If the dser also has the Global View permission enabled that user can erase or modify
an observation/from any student including someone else’s observation. Be careful to whom you
assign.this permission.

Receive a Report

A user who has the Receive a Report permission enabled receives a daily report of all
observations logged during that day. A user with Global View permission enabled will receive
all observations logged in by everyone that day. A user who does not have this permission
enabled will only receive his or her own observations in that report. On a day for which there are
no observations, for example, on a Saturday, no reports are sent to anyone. We recommend that
reports be sent to the Athletic Director, to the Arts Director and to the Music Director so that they
are informed of which students are struggling. Remember the main goal of the Behaviour
Profiler is to help students who are struggling through better communication. Note that a user
does not have to log in to receive reports.

Activate a Team Member

The Activate Team Member permission must be enabled for all team members to see that
member in the observation list. Note that someone who only has this permission enabled cannot
log in to the system since he or she would not be able to do anything. In order to be able to login
a user must have at least one more permission enabled. In most schools, teachers do not login the
Behaviour Profiler, its use is restricted to the administrative team.

Delete a Team Member

The Delete a Team Member permission is not yet functional. It is eventually goingsto be used
to delete a team member from the system. We recommend that you leave this permission
checked off.

SECURITY TIP: Create your own account and delete the default “admin”.




/

Introduction

Now that you have configured your team members profiles, you must configure the sanctions in
the Behaviour Profiler. In this section we will use the words sanction and consequence
interchangeably.

At this point,you should spend some time analyzing your Code of Life to consider which
sanctions may be assigned to students for misbehaviour. Sanctions may be a simple warning to a
suspension. Most schools will have anywhere from 20 to 30 sanctions. Below are examples of

sanctions:
Warning Bus: Warning Sent Home
Detention Detention Learning Packet Reimbursement
Suspension Suspension Learning Packet Meeting: Teacher & Admin

The examples above are certainly not an exhaustive list, but provide you with some ideas on
what you may want to include in your system.

Configuring a Sanction

To configure sanctions, click on Configuration, then Configure Sanctions. This is shown in
the next diagram.

1. Click on Configuration

&7 The Behaviour Profiler
Start ‘ﬂ-Cu figuration Students Reports Supervision {_’f& Logout

1 o - - I o : - . i - o ;
Actions -'ﬁg M Team Configurstion =S Trilliur Import MC orfigure Detentions M;,L onfigure Community VWark

¥ Configuration IEP/A1-Risk Meetings o onfigure Sanctions ¢

2. Click on Configure Behaviours
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When configuring a sanction you need to input 3 pieces of information: a weighing (demerit
point), a category or a type and a description. This is shown in the next diagram:

[—\ Weighing Description>
&y |F?.ﬂ?ﬁf_i ¥| Wanming M O

The weighing can be thought of as demerit points for misbehaviour. The weighing can range
from 0 to 15, 0 being something that is trivial, and a 15 being something that is very serious. For
example, a warning could have a weighing of 1 while a suspension could have a weighing of 10.
It is important that you spend some time thinking about how you want to set up your weighing
because the Behaviour Profiler uses weighing in many of its reports. Note that you can always
go back and revise the weighing at a later date if necessary. The next diagram shows a student’s
profile along with its various observations and associated weighing.

34 |

Type

The red dots represent
the observations and
their height on the
graph represent the
weighing of each
incident. Weighing is
calculated by adding all
of the sanctions that
were given for an
observation.

Each sanction must be categorized in one of seven categories. Categories include Detention,
Suspension, Reflection, Confiscation, IEP/At Risk Meeting, Community work and other. Note
that most sanctions will fall under the Other category. The diagram on the next page depicts the 7
categories along with a brief description of each.

\The Administrator’'s Guide - 6




Types of Consequences

The IEP/At-Risk Meeting, Detention and
Community Work type sanctions provide
the user with a calendar to schedule
meetings. The Behaviour Profiler tracks
these meetings and reminds you if they are
not complete. These 3 sanction types need
to be configured further. There is a separate
document which addresses this issue.

IEF/A-Fisk Meeting
Lietention

Community Work

- The Other type of Sanction is used for any
~consequence that does not fall into the
~ other 6 types of consequences. Note that

~ most consequences will fall under this
~ category. - : -

\The Administrator’'s Guide - 7




Once you have decided on a weighing value and chosen a sanction type you need to provide a
short description. It is important to keep this description brief as it appears in a form every time
it is assigned. Making it too long will clutter your screen. We recommend 3 or 4 words,
maximum. The next diagram shows you the form, along with the various sanctions available to
each behaviour.

Yarming
Suspension Leaming Packet
Extra-cumicular . Warning
Detention Leaming Packet
Meeting: Teacher & Administration
Detention
Meeting: Teacher & Parents
Meeting: Administration & Parents
Student Performance Contract
Academic Detentions
Extra-curmicular: Suspansion

Suspension

Description of the sanction
in its associated form.

Note that you can always go back and make changes to information that you input into the
Behaviour Profiler. We recommend that you hit the Save button every time you finish entering
a sanction. After entering the sanctions, you should start configuring the behaviours.

=
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Introduction

The Behaviour Profiler allows you to assign detentions at various times of the day. For example,
you could have detentions at 8:00, 12:00 and 3:30. You can assign detentions up to three weeks
from the day on which you logged an observation. Once detentions are assigned, the Behaviour
Profiler creates a list of students who need to serve detentions and reminds you daily. The list
can be displayed in three different formats. In addition, the Behaviour Profiler keeps track of
those detentions statistically. Before you assign detentions you must configure the Behaviour
Profiler.

Setting up Detentions Times

You need to set up detention times before you can assign them to students. To set up detention
times, click on Configuration in the top menu, then click on Configure Detentions. This is
shown in the next diagram.

1. Click on Configuration

&2 The Behaviour Profiler
Start ‘iCnnﬁgu ation Students Reports Supervision f_‘ﬁ Logout

! = - iy T | '-_t =
Actions g M Team Confiquration =8 Trillium Impaort ml. onfigure Detentions Configure Community WWork

Configuration [EP/2-Risk Mestings Configure Sanctions ¢ Configure Behaviours

2. Click on Configure Detentions

The Behaviour Profiler lets you assign detentions to students in up to 5 different time slots. In
the following example, the school has detentions every day at 12:10, and once each week at 3:30.
Note that the demerit points for each detention time differ because the Wednesday at 3:30
detentions are two hours in length, while those at 12:10 are only 20 minutes long. Once your
detention times are set up, do not forget to click on the Save button.

Demerit Point value

e Configure Detentions’ schedule

4 Manday Tuesday “Wednesday Thursday: Frday M T~ |'“'"I
11 0 [ ] E = = O =) 2 120000
L [l [ = | [ [ - & 13 30

a PEagilita Ol o o 0O fo— o
410 O el O O O 0 = - L]
3|0 Cl | / | C B a=——— il

X@ Save K
Time at which the

) . . Day of the week in which
Five possible time slots

you have detentions detentions occur




Configuring a Detention Sanction

Once the detention times are scheduled, ensure you have included a detention sanction in the
sanction list before assigning a detention. If you have already done so, the next steps can be
bypassed. Adding a detention sanction is accomplished by clicking on Configuration, then
choosing Configure Sanctions as shown in the next diagram:

1. Click on Configuration

&2 The Behaviour Profiler
Start fConfiguration Students Reports Supervision (= Logout

Actions 4&’“7-;-9 m Configuration 'ZT-}‘_" Trilliire Irport qu?ar.ﬁgg&_ﬂele ftiomns Mﬁnnﬁuule Cornrmurmity Yotk
Configuration [EPMA-Risk Meetings {mlﬁnnﬁt e Sanchions ﬁ”iunﬂgum Behaviours

2. Click on Configure Sanctions
Define the sanction as Detention or whatever else you might want to name it, then give it a

description, ensuring you choose “Detention” from the drop down menu. This is shown in the
next diagram:

1. Give your sanction a hame

9 Dietention »  Detertion ol
o = I am signed one or more detentcions. =

L 2. Give your sanction a description

Reflexion
IEF{A-Fick Meestin

Community Wark
Confiscation
Suspension

Ciiher

3. Select “Detenion” from the drop down menu

The next step involves assigning the Detention sanction to various behaviours. For instance,
you might assign detentions for truancy, being late or wearing a hat in the school.

\
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1. Select the Detention sanction

\

T

Assigning a Detention Sanction to a Behaviour

To assign the detention sanction to a behaviour click on Configuration, then Configuration o
Behaviours. You should see a list of various behaviours that you would have defined in a
previous session. To edit a particular behaviour you then need to click on the pencil icon besid
the behaviour name. This is shown in the next diagram:

1. Click on Configuration

&t The Behaviour Profiler
Start 'Eamgumﬁug Students Reports Supervision & Logout

Actions #’KJ .n'eam Configuration ‘{Lrll_!': Trilliurn Import mmm‘ams Detentions m.llnrmgure Community YWork
Configuration IEPALRisk Mestings #'!";mthu:ﬂi.enmum ﬁ?” LConfigurs Blehaviours
2.*Click on Configure Behaviours

5 Configure Behaviours
We  Acton Descnphon
1 #* Bullying
2 Flghting
3 _.f Opposition to Authority
4 Headgear
5 Clathing
[ Plagiarism
T Drugs & Alcohial - Influenice
2 Yiugs & Alcohel ; Passesslon

3. Click on the pencil tool to edit the behaviour

The behaviour along with the sanctions should appear. Choose the Detention behaviour then
Save your changes by clicking the Add button. This is shown in the next diagram:

AL Add a Naw Bahaviour
m,:mu‘ﬂ |"-l-'1‘]._|dr|'
Student Evpectahons

[ will remwows @y head gesr ®%em 1 &% in che sohoolk,

[ 'h;u'iullq
E |_'.!| Exire cumcoar : Wamng
1 [:] Bun: Wwming

[0 [3] HeK Back Rspoet CandTaratatic
B [3] SentHoms Beborwon

[1 [3] SentHome  Weppropres Gl
o [E Bue Suspension

[ [5] Fisgansm  Fsl Ofemce .
Fl [5] Cankcatien [ 5 Mesiing Teactai & Passnte
Firai Apsemenm Lettar Fl ] Mesing Adminisiraiion & Parents
Fullyng Fisit Offirce [ 7] Second Abiasiasiom Lalie
Builying: Second Cfnce [1 8] Plagmss Second Clanto
Sudent Pedgmaince Contrac 0 [ Acdemic Deienliom
Eriaumcdar 5ulparnaian F [15] Blunipeirri i

1] Paloe Winseniion 1 [11 Charpe

LY

| 7] Suipsariian Lasming Packel
O 2] RAumawsemaon

0 [ Ambgy

e =SrCiedapiion Leaming Packa

S Pammisiraiarn

2. Click the Add button
to save your changes
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Introduction

Now that you’ve configured your team members and sanctions, you must configure behaviours.

Like sanctions, most schools will have anywhere from 20 to 30 behaviours. The best way to
configure behaviours is to examine your Code of Life, then list the behaviours you encounter
most often at the office. They could range from being late to class to vandalism. As you define
behaviours you will attach sanctions which can be applied to them. Below is a list of behaviours
that you might want to include in the Behaviour Profiler:

Bullying Opposition to Authority Attendance
Fighting Smoking on School Board Property Language
Vandalism Inappropriate Use of Technology Bus Report

The examples above are certainly not an exhaustive list but provide you with ideas on what you
may want to include in your system.

Configuring a Behaviour

To configure behaviours click on Configuration, then Configure Behaviours. This is shown in
the next diagram.

1. Click on Configuration

&2 The Behaviour Profiler
Start {yConfiguration Students Reports Supervision (& Logout

"" e . = = it E . x
Actions ; -ﬁgi M Team Configuration St s Trillium [mpon MI. onfigura [etentions ﬁz_ﬂ.ﬂgl onfigure Connersmity Yok
I ) _ i . = f N
-:Pwli‘nmiquratml: IEF{ALRizk WMestings #%I. onfigure Sanctions #-.'m-‘mum Behaviours

2. Click on Configure Behaviours

There are two steps in defining a behaviour: the definition part and the assigning sanctions part.
This is shown in the diagram on the next page.




/ 2. Provide the student expectations
1. Provide a short description

4 Add s Hew Behaviour
Descripion | |
Suden Dpediions,
Vo
SEnciong ingeid
O [1] Waming [ [2] Suspession Leaming Packsl
O [2] Extrs-cusmicitsr  Weening O [2] Rembaresensn
O [d] Bus Waming O [2] Apocsgy
[0 [2] Hold Back Fapor CandTimatable [0 [ Detention Leamiog Patke
[0 (3] Banl Homwe : Eshamiour [ [A] Mesting Teacher & Adamasiraton
0 [3] Senl Homa - Inapprapnate Clothes O [_‘;!.] Cigtemion
0 [5_| Bus : Suspension O [5] Pessnn Saarch
[0 [B] Plagansm: Frst Cance [0 [5] LeckerBoarch
[0 [B] Conkscation [0 [5] Mesing Teache: & Poeonis
[0 [6] FirstAbsentesism Letter [0 [6] Weetmg Administration & Pareis
[ 6] Bulypng: Frst Cfence [0 [7] Second Absenkeesmm Letinr
[ [B] Bulying: Sacond Ofiénce [0 [B] Plagaism : Second Offence
[0 [&] Sludeni Perormance Conract [0 [8] Acedsme Detentions
o 1'1I:|F Eslrs-tumiculsr: Suapension | [11]] SuspErainn
[0 [100 Pokce Intemention /D [10] Charge
b m K H
L 3. Choose all sanctions that apply

4. Click Add to save the new behaviour

As for sanctions, the description should be brief since it appears in a drop down menu. This is
shown in the next diagram.

Drugs & Alcohol - Influence
Drugs & Alcohol : Possession
Electronic Devices

Frghting

Fire Alarm and Evacuation
Headgear

Innapropriate Use of Technology
Lenguage

Late

Locker

hdoral Tone
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It is important that you provide a student expectation description because it is included in each
staff report. This is shown in the next diagram.

Expectation ofi affand class on lime Ifl am lass than {5 minules (ale | rapor
student :class i am mora than 15 minutes late | repor lo the office

The last step in creating a new behaviour is to attach sanctions to it. For example, the truancy
behaviour could have the following sanctions attached to it:

Warning

Detention

Detention Learning Packet
Suspension

Suspension Learning Packet

\
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(3]
(3]
i

(B]
(]
(#]
(1]
[10]

work.

SANCHONTS | fmax 18]
(1]
(2
[
[2]

Wiarning

Extra-cumicular | Waming

Blus: WWarning

Hold Back Repart CardTimetable
Sunl Homa - Bohaviour

Senl Hormé © Inappropeiate Clothes
Blies - Suspesisaon

< Cnnﬁscatin

Bullying First Clance
Bullying: Second Ofence
Sluderd Pedormance Contract
Eutra-cumoular: Suspension
Police Intesvention

A sanction along with
its weighing value.

6]
7]

(£
4]

C O ¢ O 0 o

You can assign a maximum of 15 sanctions to each behaviour. To select a sanction, click on the
checkbox beside it. The number beside the sanction is the weighing value you assigned to it
when it was defined. Note that you can edit any behaviour by adding or removing a sanction
from it. The next diagram depicts the sanction assignment section of the Add Behaviour form.

Buspension Leaming Packet
Reimbursament

Apology

Distention Lasming Packal
Meating: Teacher & Administration
Diatertan

Peraon Search

Locker Seanch

Meating Teachar & Parents
Mestmg: Admirmstration & Pasents
Second Abgeriensm Lattar
Plagiarism = Second Offence
Academic Daterlions

@ [10] Suspension
{10} Charge

Click on each check box to assign a sanction
to the current behaviour. You can assign a
maximum of 15 sanctions to each behaviour.

Once you are finished defining a behaviour, do not forget to click the Add button to save your

& Add

\
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4 TOP SECRET Behaviour

The TOP SECRET behaviour can be used by an administrator who has the Supervisor
Permission assigned.

The type of observation that you would put in the TOP SECRET behaviour is one that is
sensitive. We recommend keeping this information separately and not in the Behaviour Profiler
but if you wish to use it is available.

Note that TOP SECRET behaviours cannot be emailed to staff.

The diagram below shows the steps in setting up the TOP SECRET behaviour.

1. Make sure you have Supervision Rights./\ Fﬁ

2. Click on Configure Behaviours

&1 The Behaviour Profiler

Stant Y Configuration Students Reports  Supervision Logout

Actans - it W Tewn Corigurion "4 Telbum import oA Corkqurs Dotantingy b Canfque Camrursly ot
»50y -

Canfguiatan IER&-Riak Mestngs m’;rﬁ'ph Spnimig #rl:llrl'l i v i:“wm

AL Add a New Behaviour )
Descriphinn
Sludent Expectalions

Sanctions  {max 15

O 1] Wamng 0O [2) Su=spemsion Leaming Packet

O [2] Estia-comculad Waming [0 2] Reinterssment

0 2} Bus Wamng O 2] Apseay

71 |2} Hold Back Report CandTimetabls 0 [2] Ostenbion Learmng Packst

0 [3] Sent Homa - Behmaour 1 [3] Meating: Teacker & Admimesiraton
O ]3] Seni Home  lmappropriale Clothes O 3] Detenlion

O [5] Bue - Seepanaion 1 I5) Person Seaich

0 |5| Plagaram  Firsl Ofance | |5| L opdkar Saarch

O |5] Coniscation 1 [|5] Meating Teschar & Pamnis

1 B} First Absentesiom Letter 1 6] Meeting: Adminestraton & Faronts
| |E| Bulying Firsl Dfisecs | m Second Absar|ssinm Lalls

1 [8] Bubying: Second Dferce 1 8] Plaganem Second Ofence

O |8} Student Paformance Confract O 8] Acades Detentaans

| |E| Retention Tl |'1-|:I| Extra-cumcular: Sspenmon

| |1|:|| Suspenmon l |1|:I'| Polce Imerenton

£l

|1|:|| Chargs amoking

7l {4 TOP SECRET When selected. only mambers wilh supsnasian fights will be able to see and tse
1his Eanvinir

B o

3. Select TOP SECRET behaviour

\
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Introduction

Before you can input an observation you must have configured your team, sanctions and
behaviours. In addition, if you are using Trillium to import your students, you should have
imported them into the Behaviour Profiler before you start adding observations.

Observations Explained

One of the most powerful attributes of the Behaviour Profiler is its ability to track students.
Every time a student is referred to the office, someone needs to input an observation. The
information in an observation includes a student, an observer, a date, a description of the
observed behaviour, a judge (administrator), sanctions and whether parents were informed or
not. The next diagram illustrates this.

Behaviour

User’s Guide - 1
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Finding a Student

To add an observation you must find the student on a list. To find a student first click on
“Students”, then the first letter of his or her last name, then the first letter of his or her first name.
A list of students matching the search criteria will appear. Note that clicking on the + sign beside
the Z is the equivalent of choosing all letters in the alphabet. The following diagram shows how
to do this searching.

1. Click on Students

_.'.!’:t The Behﬁ;rnﬁlar 2. Click on the first
Stat Configuration YFSTUdsnty Reports Supervision (% Logout letter of the Surname
actons "0 £nd o Studen 8 The IERIALREK Lt
%y | Find a Student
Seachad Sumare ABCDEFGHIJKLMNOPORSTUVWIYZ +

Seachedbame ABCDEFGHIJKLMNOBRORSTUMWIY &%

3. Click on the first
letter of the Name

Sy, | Results (Surname = & Mame =m | [5)

Mo, AcHong+ Al ETH:, NaTw i Chmirvaiion (DemeiPanls  enibeanan
R S 10 - osxn? 250

2 =a 11« 20062007 aso EF
R = = 12 - 20062007 0o

4 s = {01 - 20052007 540 EF

LR T S — e —— 12 - 00607 650

fi

"RQT 11 - 20sxn7 040
4. Click on the eyes to open the student's file

Let’s take a closer look at the search results since there is much information included on the
screen. At a quick glance, you can determine the gender of the student, his or her grade, the
number of observations so far this year and whether the student is identified or not.

&@ The Behaviour Profiler student is identified or not
Start Configuration YrStudents Feports  Supsrvision [ Logeut

sctane P8 £nd o Studen S0 The IEFAL TGk Lin

gender Ty | Find a Student
SearchedSumame ABCDEFGHIJKLMNOPORSTUVWXYZ S

= Se m = oo WIS SEER e W o B N xS
¥ Sumame, Name Obsenvation ! Demetit Points |ejenﬁricm?/
=T = 10 J20082007 210
A 11 20062007 0f0 IEF
| — =7 12 -f20062007 0ra
e == 10 20062007 510 IER
Ol aaE=—m 12 120062007 610
O = = 20062007 0/0

1
) L
j A number of observations
grade

current school year




A Student’s File

the eyes beside the student’s name.

The age and the grade
level of the student

The student'’s picture
with the year it was
taken

e,

-

{, Martel, Jordan jage 17, grade 11)

Let’s take a moment to look at a student’s file. Remember to get to this file you need to click

/\ -

M G
A graphical representation
of each observation over
time along with its severity.

The higher the red dot the
more severe the incident

. . LTI 04719 Fepprxeiri e of Tevtechagy
student is at-risk e "

{Corepcier Bunenes | Liboy)

ma—z@a
r The student’s birthdate
:- & 3 P & 5 &
F PP RART 7
1EP-S au sk BMA00E 052006 jumaar in ardnte 3 B 200095 i
An indication if the &l = Chservution | Iterention Bancliing g

» dwrng

Next step icon Behaviour Category

or identifi N e Mo ¢ ey
L E]
1 SrTARREEET L. W b - i

F g .i....-.j'::. i Imh-:':.l ":::ﬂ j = E E EFE B ®E

Pimasiiog 3401
4 , B -:; l-u i - .
| TS s et S :
vy | I78] | ]
Observation number Type of learning activity *
) o that was happening when *®

Edit observation icon

the incident occured

[ |
Time o o Sanctions
l ( Description of the incident l
3 20081111 0424 ILH d&ﬁq:h&nsn:‘m-ﬂ-eﬁ:meddar\es
j LARR SHLA 10 > im : * i 2008-11-13 - i 1 dayis) ﬂ-
ANl [Resding | 210]

Number of demerit points

The first two letters of the
first and last name of the
observer (usually a staff
member)

Date and first two letters
of the first and last name
of the judge (principal or

vice-principal) who logged

the incident

\

Location where
incident occurred.

Communication with the
parents or guardians
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Adding an observation is done in three parts: document an observation, assign a consequence
and send a report to the observer. The observer is the person who sent the student to you. For
example, when a teacher sends a student to the office, that teacher is the observer. You can
sometimes be both observer and judge.

Adding an Observation

When you document an observation, the first step is to choose an observed behaviour from the
drop down list, then choose the observer of that behaviour; finally, document the incident. This
can be accomplished in a variety of ways. Students who are sent from class could be sent out
with some sort of dismissal sheet or you could have teachers email the incident to you. Once you
are done entering the information click on Save. The next diagram shows the form and its
associated parts.

1. Choose a behaviour

i Observationfintervention 2. Choose an observer

Observed | Headgesar

Eehaviour | B e = ——
Chbserver:—————
Observation
f,} S007-03-1 Eyan was wvearing I.n.s hat in the hall -:w;n:u?;
today. I have reminded Ryvan a nuwber of times
} that hats are not allowed in our sSchool.
;ﬁ Save

L

Optional Information

Below the observation form you will find an optional area where you can document the location
of the incident and what type of learning was happening prior to that incident.

4. Click the save button
3. Provide a description of the incident

There are many reasons you might want to collect this information. For example, if a student is
being sent out frequently during reading activities, that student might be struggling with reading.
The location of the incident can also help you pinpoint problem areas in your school. You might
want to increase supervision in those areas.

What was going on prior to the incident

- optionnal -
Activity <= Choose an Activity b

Location =- Choose a Location -

Where did the incident occur?

\




Communication lcons

There are many ways you can communicate with parents. The Behaviour Profiler provides you
with 8 different icons to indicate how you communicated with parents. The next diagram defines
these various forms of communication.

* @ a =3 =) G

O C= © & Ol O @ @
S %) 0 n w o ) c
o @ o) © o) o S
o S S o S = 3 D
o ~ ~+ -} ~ o 3 =)
® @ ® o)

3 S o — 3 (=
3 3 -
o o o (0] o) > o

c =4 -+ Q
> 3 ct (g I (@)
S s = @ = 8 = =
= = ° 5 o) > Iy
=t = = = Q@
~ o
S ~+ S = = ~+
2 5 : ° 2

N
% 3 o ®
~ 2 ] go]
5 - = -
[9) ~ o
> o
-+ -+

Notes:

\
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The next step in logging in an observation is to choose the consequence(s). The consequences
that appear on the next form are those that you have assigned to this behaviour. Once you have
chosen the consequence, you plan for a next step if the behaviour reoccurs. Finally, you indicate
if you communicated with the parents or not. Below you will find the Consequence(s) form
along with its various components.

1. Choose the applicable consequence(s).
Dh:nrv:tlogﬂumlun "-Cnnngulm:nj:]

Tnderipbioa Diesenpbion of conssquencs Type
= « Waming Othes
- 2 Buspension Leaming Pachet Reflaction
o £  Estra-cwmcutar ; WWarming Othes
& 2 Detentoon Legming Packal Rellection
il 3 Serdt Homie : Bahaviour Chher
> Datarfan Detention .
- 5  Corfiscation Confizzation 2. Plan for the next time
1 & Mesting: Admiresiration & Parents Diher the behaviour reoccurs.
& 10 Entra-cwncular, Suspensian Confiscalion
" 0 Suspenszion Suspensian

Mex! 8lep i The pext time thac Ryan weara his hac in the
thall T will eonfiscece ic for 3 days.

Carnrmunication ﬁ o 0of o 8 o= ok osrF o®

Save
\ 3. Indicate if parents or guardians were contacted.
4. Click the save button

You probably noticed that some consequences have a checkmark beside them, while others
have a pencil. The consequences that have a pencil beside them are those that require
additional information. For example, if you choose the confiscation consequence, the
Behaviour Profiler will open up a screen to ask for a description of the item, along with a
return date for it. In addition, the Behaviour Profiler keeps a list of all confiscated items
along with their return dates under the Report menu. The next diagram shows the confiscate
form.

1. Provide a description of the confiscated item.

Observationfintervention ~ Consequence(s) ¥y Copffiscation

Descrption: | Blue Het with Bird on i

Returned date: |2007-03-03
Fobruary - 2007 Nl arch « 2007
m BE wion Tue Wed Thu Fri Sat BRI Mon Tue Wed Thu Fri [BEEIR] Mon Tue Wed Thu Fn
= B s 7 312 i85 ¢ 7 8 5 2 13 W 15 16
= 2000000000000
Aupril - 2007
Eri Bt BaE son Tue Wed Thu Fr [EE)
8 2 3 + 5 ¢ 8
o 0 TR 5 A o AL o - L 0 L S

o] | |

Status: §
“Ilon. Tus Wed Thu Fe “-ﬂ Mgn Tuas Wed Thu
() oonnsetes BN 19 20 21 22 23 HIIES) 5 27 8
2 S e R e B 2 S o R O 0 A v B e T - B o L

- -

C 2. Choose a return date

wr information
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4 Sending the Report

The last step in logging an observation is sending the report to the observer. You can first
preview your observation by clicking Teacher’s Report. Then you can click on one the @ signs
to send the report electronically to one or multiple users. Finally you can click on the printer icon
to print it on paper. The next diagram shows the preview report form along with its various
components.

Email Report Email Report

to one user w to multiple users

Preview Report

Print Report

fuy {17 yrs old, Grade 12)

Intervenor : — -

Observed Behaviour : Late

Observation: was late 1o his perod 1 (TCFICEMCE) class this morning. He
claimes that he got a ride in late:

Expectation of student ;| affernd class on ime. ¥ | arm less than 15 minwles ale | report o my class
If | arm mave than 15 menutes late | repot [0 the office

Consequence(s) :« Waming
Communication 1@ = nona

Trw Badavicur Frofiter iy e Boffo me creadion - § 3007

The Next Step

The report contains a lot of information. You probably notice that one piece of information is missing
though: the next step. We feel that this information should not be shared with staff. It should be
information that is kept between the student and the administration. Note that when you log in a next
step you will see a blue exclamation mark beside the observation description. If you move your mouse
over that exclamation mark, the next step text will appear. This is shown in the diagram below:

The next step icon
along with its description

\
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Deleting an Observation

You may sometimes want to delete an observation. If you have the proper permission set (see
document on assigning team member for discussion on permissions) you can delete
observations.

To delete an observation, find the student for whom you need to delete an observation. Then,
click on the pencil beside the observation you want to delete, click on the blue recycling box and
choose Yes from the confirmation screen. This is shown in the next diagram.

" Observationfintervention  Consequence(s) Teacher's report (@ &%

Observed Headgear v

Behaviour : Faguetie, Laurent (vice-principal) v
Observer

ODSEWEIEI on . - .
% ZI]EI?{IH ﬂ'l |Ryan was wearing his hat in the hall again

today. I have reminded REyan a number of ©Cimes

that hat®s are noc allowed in our school.
Save

1. Find the observation you want to delete and click on the blue recycling box. >

Observation/intervention =~ Consequence(s) Ry Effacer

?

2. Choose Yes from the confirmation screen.

Cloning an Observation

Above the recycling there is a stamp icon. This is used when you are entering the
same observation for a number of students. For example, your attendance
secretary might be assigning detentions for a numbers of students. Instead of
rewriting the same observation over and over again she could use the clone
function to copy the observation from one student to the next.

\
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The Microscope

Once a student has 4 or more observations, the microscope icon appears beside the
students’ name.

Click on the microscope to see a graphical
representation of the students’ data

Paorti

(NG RN (age 17, grade 12)
FO08— 9

: . ; : ! & ] & A ! ]
g & &£ & & & ¢+ & I @wF ¢ ¥
IEP _ At-Risk 2004-2005- _ 2005-2006 _ 20062007 _ 2007-2008 _ W) 2008.2009: 6

When you click on the microscope icon, the Behaviour Profiler displays the data
for that student in graphical form. This is shown in the example below.

K\/ Behaviours
< = " Referrals by Infraction =
§a0
2 i
: 11
;m -

f ﬂ J’ ‘s"i ﬁiﬁg

4"* f'\ ,&*" s" o P p -*if_ﬁ.i,ﬁ‘:{{fi;fﬂﬁ{{ﬁ{;{ﬁﬁggf

Observers/\» I
.|,1.|:1::-"'I

\
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3. Crop and resize the picture to fit your needs.

\
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Photos

A student’s photograph can be uploaded to the Behaviour Profiler by clicking on
the camera beside the eyes.

Browse to the location of the picture on your computer and select it. You can then
resize and crop the picture to fit your needs prior to uploading it to the Behaviour
Profiler. Note that the Behaviour Profiler only accepts jpg and gif format which
are less then 1MB in size.

# =% "pla, Alaire, Nathan (age 20, grade 12|
-

1. Click on the camera icon. R
T S T R S S o
S F F F F & F Y 4 F F
e A dm 0047005 _ 9052008 _ PMGI0T W f7men 4 W meeaaee- o
[T o i Cibmarvation | iniwariien Sarctiom [

— o ", Allnire, Nathan (age 20, grade 12|

2. Find the file location on your computer.

Update the student’s piciure
Shep 1 Upload wour pichese

C\pro-edtDiapisraun CorelD rewiGades =1 Marcsds bl [ Browes Subme Query '|

Allaira, Mathan [age 20, grads 13)

Update the studan's piciun

Slep 2 - Crop your image

4. Upload the picture to the Behaviour Profiler.

|___ Updaie he sizteai s prshire 1
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Assigning a Detention to a Student

Now that you have defined your detention times, created your detention sanction and assigned it
to a behaviour, you can now assign detentions to students.

To assign a detention to a student, you must first log in the observation for which a detention
could be warranted. For example, in my school being truant could warrant a detention. Once you
have logged in the observation, click on Consequence(s), then click on the pencil beside the
Detention sanction. This is shown in the next diagram.

1. Once you have logged in an observation,
click on Consequence(s)

Observationfintervention " Consequence(s Teacher's report (@@ &%

Inscription B Diescription de la conséquenses Type
| 1 Warning autre
P 2 Suspension Learning Packel reflexion
(| 2 Extra-cumcular : Warning autre
tg? 2 Detention Leaming Packet reflexion
| 3 Mesting: Teacher & Administration autre
P g Detention retenue
] 5 Meeting: Teacher & Parents autre
l Meeting: Adrministration & Parents autra
l 2. Click on the pencil beside e
& " the Detention sanction. Ry
7 0 E _ confiscation
7 10 Suspension sUspension

A screen with a calendar should appear. In that screen you can log in detentions by clicking on
the appropriate date and detention time.

\

\A User’'s Guide - 11




/

In the example below, the student has a detention at lunch that had been defined in another

observation. That is why you see an open book under one of the dates. Therefore, you would
have to assign the detention in a slot where there is no open book.

SN

.
=

=

=

I can only assign detentions on the dates
and times where there is a checkbox available

Observationiintervention Cuns;qﬁs} W Retenue & T

Howember- [2008] Howembe Drecember
@hmmn Tee Wad Thu i [Ea0EER] Mdn Tua Wad Thu Fo [Sal BER] tdon Tue Wad Tho Fi [B3F
- Rl 23 24 [5sl

2 29 30 1B 4+ 5 6§ 7 8
18 = T e =T [« O [ 1 El FoR o s s (E T
] A il

12000 2

03:30:00  §

Save

Once you are done assigning the

. . The student already has a
detention(s) click on Save

detention assigned on this date
Tracking Detentions

The Behaviour Profiler keeps track of detentions for your school. To see a list of students who
have detentions today, click on Reports.

Click on Reports to see a list of students
who have detentions on a particular day

&2 The Behaviour

ofiler
Start Configuration

Students fYrReports Supervision & Logout
Actions . ﬁ['ﬂlﬂ!"ﬂ!—ﬂ'ﬁ and Meglings E"F{Eﬂﬂ s allurlréﬁkﬂ!e;t.iﬂbk;b @EAJMH

The next diagram shows the detention list screen and its components.
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Another interesting way to display students who have detentions is to use their photographs. In a
larger school where the teacher might not know everyone, a picture of the student might be very
useful. The detention list using pictures is shown below.

4 Detention report (2007-2-21)

Wad Thu

wre kel

moer B g o e 3
'
i

ke
e Bl e s

o 10 12

~
P
o

e W 12:10:00
03:30:00

((1.00:00,00

(] 000000

((1.00:00.00

Signefure % g

— D5 LaPA - T3 B LAPA — T LAPA
12 12 40

Missed Detentions

It is inevitable that students will forget about their detentions. When students are absent from
their detention I usually see them right away. | assign them a second detention and move the
missed detention to the next day. To do this quickly, I go to the detention report, click on the set
of eyes beside the student and edit the observation and sanction. Using this method to change a
detention from one day to the next is as simple as five clicks.

— & The eyes (edit)

\
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/ Names of students who have detentions Status of the detention:
unknown, served or absent

along with their grade and gender

The date for which
( the list is displayed

4= Detention report (2007-2.21)

= z o % ==\ Febua[2007] ==
H At Sumane, N == L
s % u: biling Wknghin B o Tus wed Teu Fi SRR
1 el R === @ O @ ad-| it R @
i e ——— - s P51 IO TR
2 — -i: |_._| [ — G = o = ; {i] e e
3 = ? O 1 e —— o o 3] # B a2l = &
4 — o [T 11 e a—— & = O JalsomEgsnEs ss e
5 e [ig | [——— O O m |8 = ¥ L B o8 m
& —a |7 11— £ & ) Joday =
i — o | 1) O & o ﬂ' L -
W 121000
|yl 121000
o Save [ 1033000
Initials of the person who [.00:00.00
assigned each detention [ 000000
[ ooean0n
Time at which the detention Kignatfure |48 g

occurs )

Detention list format

Number of students who J
need to complete a detention

You can display the list of students who are serving detentions in three different formats. The
format used in the previous diagram is the one | would use if | had access to the Behaviour
Profiler in the detention room. | would take attendance on the computer and save the changes
right away. The diagram on the next page is the format that | use when a teacher does detention
duty for me. | print out the list and the teacher asks the students who are present to sign the

page.

4% Detention report (2007-2-21)
M ,;r == February [2007] ==
Mo, % Actens Sumarne, Mame S? AL B win tos wed. oy o7 (RN
- FRl T e A
1 Lara :"—? i0 & x : . -
A2 n#oxmus
2 owea O 0. - # B & .21 g a =
S - S A
3 s Sy T2 RS R e B |
Today
4 LARA 1T 1 — —— é PR
~= W 121000 7
S SEh el EC [10330.00
B b O (7125 (1000000
L on00a0
7w O d'0 (000000
Wuu iy di
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