Tacoma Public Schools

Technology Services – Student Information

Incident Tracking and Reporting
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   1st     


 2nd
All suspensions, expulsions and other student discipline-related incidents must be entered into eSIS by school, not by the student(s) involved. The menu path is as follows: 
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Always use the above 

path to enter 

Incidents.  

1.  At the School Incident List screen, you can view or change incidents as needed.  To add a new Incident, 

click on the ADD button in the lower right.   
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In the Incident Description field,  include as much detail as possible to allow other viewers to ascertain the severity of the incident.  
Describe weapon (if applicable) completely (real or fake, size, etc.)  This information will be used for the yearly State Weapons Report.
If the police are called, check Police 911 Called.  When the next window comes up select the Cancel button.  Any narrative should be typed in the Incident Description field.
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Enter the Investigation Information (when applicable.)  This information can be entered as it becomes known.
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2.  Click the Save icon.

3.  Click on Members Involved to add students involved in the incident.

To add a student to an School Incident, click on the Add button for the appropriate section: Perpetrators, Victims, or Witnesses.
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At the next system prompt, choose Add Student. -- Do not type info here, you must Add.


At the Select Pupil screen, query the student, then click on Select.
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Note the Tabs on the right, Disposition, Parent Contacted, Other Action.  These  should be used to document as much information as possible on each reported incident.

Disposition
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Click on the disk to Save Changes, then click on the door to Exit.



At the Select Role type prompt, choose STUDENT, 
then click OK.


If multiple students were involved in the same incident, add them to this same incident as above.

4. 
When all parties involved have been added, click on Save, then the Exit door. At the next screen, click 
the Exit door again, and you will be at the Incident List where you can add another, separate incident 
for the school. 
Quick Guide for Incident Reports

1. 
If you are a multiple school user, lock on a school, otherwise, go to Step 2.

2.
Click on Reports, Incident Reporting, and choose Discipline Incident Detail Report. (Currently this report is available only to eSIS users with incident reporting write access.)
3.
Click on Run Extract for All Students

4.
Click on Run Report

5.
Select desired criteria as shown in the example screen below. 
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5.
Click the printer icon in the lower right corner of this screen. 
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Quick Guide for Incident Reports (continued)

Student Discipline/Actions
1.
Click on Reports, Incident Reporting, and choose Student Discipline/Actions. (Currently this report is available only to eSIS users with incident reporting write access.)
2.
Click on Run Extract for All Students

3.
Click on Run Report

4.
Select desired criteria as shown in the example screen below.
5.
Click the printer icon in the lower right corner of this screen. 
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The Incident Number, External Code, Severity and Default Action will be filled in automatically by eSIS.  





If a weapon is involved, DO NOT leave the weapon type field blank!





Text can be copied and pasted into the Incident Description and the Interview Narrative field on the Disposition tab from Groupwise or other text.





Add the incident to the school





If the Incident ID # is blank, STOP.  This incident is being entered incorrectly.





The Incident Attendance Reason will appear depending on Action Type.  This will populate the  Attendance Reason for each day of this action.











Attach the student to the incident








Text from the Incident will autofill.  Change to be student specific here.





Do NOT type info in this box.  Put in Incident Description.





Incident Types should be Both.
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