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OPENING THE DATABASE

On opening the databasgu will see this window:

Demonstration School
Behaviour Support Database

W '
Enter Database ‘-/ v

iy

Close Database

. . L . s i) iates and
DJThompson&Associates in partnership with Bradstow School www.djtassociates.co.uk = pree

If you know the database passwondickEnter Databasgotherwiseyou can exit by clickinglose Database
You will be prompted for the database password:

I |A] Database Password

Enter Password _

Enter the password and cli€ontinue

Theopening window will now be visible see next page.
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FINDING YOUR WAY ABRD

i Students & Incidents i

[ Add Incident l

[ Incident Analysis l i
Vll '
[ Risk Assessment l . ™

[ Reports l

[ Administration H Help l

@ Close Database

This openingvindow contains all the links to the various parts of the databasese the mouse to point to the
relevant button and click.

Button Action

Students &Incidents Opens the main database feiewingincident data

Add Incident Opensi KS &l RR 'y AYOARSYy(é G6AYyR2¢
IncidentAnalysis Opens the data analysiindow for analysing, charting and listing

incident data

Risk Assessment Opens the behavioural riskindow for inputting and processing risk
assessment information

Reports Opens thereports window

Administration This area is protected by an administration passwtirdpens the
utilities area for maintaining lists armgkrforming other administration
tasks.

Help Opens this user guid@f a suitable pdf reader is instadleon your
computer)

Close database Closes the database
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CLOSING A WINDOW

Throughout the database, the close buttanthe foot of thewindow will close the current
El— window and take you back to the previowsndow.

BEFORE YOU START

Before you adany incident records into the database, it is suggested that you spend some time on the following:

1. To enable you to make relevant selections from the ddown lists, ensure that the lists are giving the
choices that areight for your school. See the nesgéction to find out how to maintain the lists.

2. Once an incident record is created it cannot be deleted, although it can be archived so that it does not appear
in any list or analysis. A training version of the Behaviour Support Database is suppliets aacbinmended
that you spend time familiarising yourself with the functions of the database using this version before
AYyLIziGAy3 ye AGNBIf databageF 2 NY I GA2Y AyiG2 GKS YIAY

MAINTAINING THE LIST

TheAdministration button on theopeningwindow takes yu to the utilities areavhere you can maintain the lists and
LISNF2NY 20KSNJ YIAYGSylryOS FOUAGAGASaAD | Frgisyi@®R |y | RY
password yowsed to open the database.

i sovovon rones =
Enter Password r
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LISTS

Pages

The buttons in the List area each allow for the maintenance of lists from whicttisele may be made when
recording the details of an incidertlick on a button to open a list.

r
o [a)fa] g
v

Achievement Categories
Activities
Administration Actions
Antecedents

Behaviours - Environment

o o o 8 o

Intent

Locations

Outcomes

Reasons for Physical Intervention
Recurring Event Behaviours

Recurring Event Timeslots

Strategies - De-escalation
Strategies - Physical Intervention
Triggers

Type of Incident

Risk Assessment

Behawurs - Self Roles Consequence Scores
Behaviourgroups Setting Likelihood Scores
Consequence: Severity Levels
Ethnicity Site Actions
Groups Staff
N
Antecedents
Demands/requests
Difficult task/non preferred task
Restricted access to tangibles/activity/place
Transition (activity)/ending preferred activity
Transition (place)
Transition (staff)
Unclear
Unpredictable event/interruption
In each case:

TO DELETE AN ITEMORMRTHE LIST

Click on theRemovebutton. Confirm the deletion when prompted.
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TO ADD TO THE LIST

Click in the empty boat the bottom of the list and type your entry. Next time you open the list, the new entry will
have been resorted into its correct order.

TO MODIFY A LIST BRNYT

Highlight the text using the mouse then-tgpe.

LISTS REQUIRING AGRAL NOTE

BEHAVIOUR

Behaviour Towards Environment

Behaviour Behaviour Group

Damage to environment El
Damage property Damage to environment El
Loud vocalisation Rules directed El

Behaviours will default to a Behaviour Group, but you can override the default be selecting your own. These too are
maintained via a list. Behaviour Groups are used to group similar behaviours together within the Risk Assessment area
and for analysis yrposes

RECURRING EVENT TIMESLOTS

These are used in recording events which are repeated throughout theYa@aycannot delete any of the 24 timeslots
but you can delete the contents and leave them blanE & 2 dz R2 y Qi . To delet thait@xtsededt S thent £ wH T
use the Delete key on the keyboard.

RISK ASSESSMENT LISTS

These are described in the Risk Assessment secfitiis User Guide.
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STUDENTS

TheStudents &Incidentsbutton opensa list of students

3

Current Students

l Incidents not yet committed l

Surname First Mames Date of Birth  Roll No.
ag Arrers ArEes 04/10/1985 0004 [ incidents | [ Achievements | [ Mmore ]
7O pTEEEE Creess 05/08/1993 0048 [ Incidents ] [Achievements ] [ More ]
60 Arrers Hreres 07/01/1987 0005 [ incidents | [ Achievements | [ More |
86 ATHers MEEees 23/10/1991 0065 [ incidents | [ Achievements | [ Mmore ]
FL prEEEE QFFEEE 02/02/1392 0049 [ Incidents ] [Achievements ] [ More ]
[ 1T 1

51 AEEEEE DEEEEE ne fanf1oa AN N i | Bl

View All

By default it only lists current stedits. TheView Allbutton opens a list of all students, including those who have left.

TheMore button allows you to input and maintain more information about the student. This is optional: the only
essential information is the name.

Student Information | AFTEEE pTEEE
Gender [SEIE E| Group Membership
Date of Birth 04/10/1985 Key Stage 3 E
Date Started 04/10/2003 Year?7 =]
Date of Leaving E
Roll No. 0004
Unique Learner No.
Other Registration No.
Ethnicity White British [~]

Religion
Statemented Needs
Authority Birmingham

Notes

TheGroup Membershiparea allows you to add a student to any number of groups. (Group headings are created and
maintained using the Group list in the Administration area.) These grawgassed when analysing incidents, making
it easy to carry out an analysis by, for examplggar or key stage group.

Other buttons on the list of students take you to theidentsand Achievementareas described later.
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STUDENT RECORDS

ADDING A STUDENT

Students may be added from within the Administration area by clickimgnd List of Stdents.

Change Organisation Name Amend an Incident Archived Incidents
Change Other Field Names Am|end List of Students Staff Name Change

'

| »

Amend Student List

Surname First Names Date of Birth  Roll No.
o e Jauriss o
70 ATEEEE CEEeEE 05/08/1993 0048
60 Aree R 07/01/1987 0005
86 Arse M 23/10/1991 0065
7100 nEkEEE NExExE nafnn oo nnaa [ a1

e b o ) [ 4

. TheAdd button takes youlto the foot of the student list where a blank row is available to input the basic
b #

information.
Amend Student List \
Surname First Names Date of Birth  Roll Mo.
—

Having input at least a name, tidore button allows you to input and maintain more information about the student.
Thishas been described above.

DELETING A STUDENT

This is not recommended unless you have entered a student record in eifbe Delete Student button on the list of
students allows you to delete a student record.
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ADDING INCID¥TS

| Students & Incidents |

[ Add Incident |

[ Incident Analysis |

[ Risk Assessment |

| oo |

| Administration | | Help |
(@] CcloseDatabase

New incidents may be added by clicking #ed Incident button on the opening screen.

The first, essential, task is to select the student name from a-dawn list. Until you do this, most of the window will
be blank.

I Incident Ref m Version 1

No student selected

When you have selected @ame, the incident input windowpens:

[ e I incident Ref [JIETERl Version 1
Date Setting E Type E|
Start Time hh:mm Site Severity El
End Time hh:mm Location E Intent E|
Duration Activity E TEETTE
Present | Antecedents havi C | De-Escalatit | Pl |Admin | Notes. | Rscial_fﬂullvingl Other | Links |
Member of Staff Reporting E| Also signed by E| E|
Students Present Staff Present L

Also
Involved

I Undo l IAdd Another

To commit this incident record REMOVE THE TICK
tth be available for al

Record: M4 » M b [ o Filter [[Search
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‘HEADER AREA

Select a Student |§| | PFFEEE pFEEEE I Incident Ref Version 1

Date Setting IZ| Type IZ|

Start Time hhzmm Site E Severity E

End Time hh:mm Location IZ| Intent IZ|
Duration Activity [~]

Recurring
X Ref Input  01/06/2011 Event

|Drnnn+|nn+ dente | pabouiane e roanenc | Do © [EXS] [as [ndmin [nioatae | paciaiioine [nthor [iinke

f The date should be in the format dd/mm/yy (e.g. 1/4/11:April 2011)

I Start and end times should be in the format hh:mm (e.g. 13:30 = 1.30 p.m.)

1 The durationand input date arealculated automatially ¢ do not try and keyhemin
1 Most of the information requires selection from drajown lists

1 The incident reference is added automaticalllge version number is described lateut a new incident will
always be version 1. Subsequent amendments wiljlvenlater version numbers.

RECURRING EVENT

If you wish to record instances of an event recurring throughout the day, clicRelarring Evenbutton.

Recurring Events pFEEEE prEses Date  01/06/2011  IncidentRef 5303
0000 01:00 0200 0300 0400 0500 0600 O7:00 (OB 0900 20:00 1100 212:00 1300 21400 1500 16000 17:00 (18000 19:00 [ 2000 21:.00 [2200 23.00

to to to to to to to to to to to to to to to to to to to to to to to to
00:59 01:59 0259 0359 0459 0559 (0659 0759 (0859 0959 159 1159 12:59 1359 1459 1559 | 1659 1759 [18:59 1959 2059 21:59 [22:59 23.59

g

0 oo o /o o o o 0o 1 2 3 s |EJ 2+ 2 o oo o 0o oo o

Bohaviaur [=] ===

1 Select a recurring event behaviour from the drdpwn list

1 Enter the number of occurrences in thelevant time slotg; these are colour coded depending upon the
values input

9 Lists of behaviours and the time slots are maintained in the Administration area.
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‘TABBED AREA

Present | Antecedents | Behaviour Consequencesl De-Escalation | Pl |Admin | Notes | Racial/Bullying | Other | Links |
Member of Staff Reporting |Z| Also signed by |z| |z|
Students Present Staff Present

=] B =] =]
Alsa
Involved

The tabbed pages provide opportunity to input more information, mostly using-down lists. Two tabs requiring

more explanation ar®©ther andLinksg see below.

|6GOTHERTAB

| Present | Antecedents | Behaviour | Consequences | De-Escalation | P.I. |Admin | MNotes | Racial,a"BuIIving| Other | Links

Input By
Weather

How/When Parents Notified

Referred to SMT
Referred to Key Worker
Parents Notified

Body Map

OOOooaoomoO

¢KS G20KSNE (Glo O2yidlAaya & GSEG
then availableghroughoutthe database.

0@l Set the hfadingg) wilich &ré

The headings are set in the Administration area, on@ange Other Field Namédist: see overleaf.

02ES
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Change Other Field Names
\

Change Organisation Name Amend an Incident

Amend List of Students

Archived Incidents

Staff Name Change

Text Field 1
Text Field 2
TextField 3
Text Field 4
Text Field 5
Text Field &
Text Field 7
Text Field 8
Text Field 9
Tick Box 1
Tick Box 2
Tick Box 3
Tick Box 4
Tick Box 3
Tick Box 6
Tick Box 7
Tick Box 8

Tick Box 9

Other Field Names

Weather

How/When Parents Notified
Spare

Spare

Spare

Spare

Spare

Spare

Referred to SMT
Referred to Key Worker
Parents Motified

Body Map

Spare

Spare

Spare

Spare

Spare

Ifany oftheboxd | NB 3IA O3Sy

0 KS ¢&taliido $élprevious page.

i K nafle WilSbe Rffbladk{oh dheNidBident input window. This is the
case with a number of the bxes in the above exampl&ou will see the effect if you compare this list with the view of

LINKS TAB

This performs two functions. TRdew Amendment Historys described later when the procedure for amending an

incident isdescribed

The other function is to allow you to create up to six hyperlinks to other documents held on the computer/network:

possibly a body map ancidentform that has been scanned in, osaategy plan or photograph.
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| Present | Antecedentsl Behaviour | Consequences | De-Escalation | Bl |Admin | Notes | Racial/Bullying | Other Lmks __________ |
View Document Links - double-click on file name to open
Amendment
History

To set up a link:

Document Links - click on file name to open

Body Map G:\Archive\bodymap.txt

1 Type a document description
1 Click the folder button and browse to select the filéhe full path and filename will appear
To open the document:

1 Click on the link the document will open in its own programme

VERY IMPORTANTOMMITTING THE INEGINT

At thefoot of the incident input window is a tick box:

To commit this incident record REMOVE THE TICK

Until you do, you can return to the incident record to make changes
but the incident will not be available for analysis.

IT IS IMPORTANT TOIDERSTAND THE PURPOS THIS TIOKIth the box TICKED:
1 You can close the incident, and subsequentippen it to make changes or complete the input

1 BUT the incident has not been canmitted to the database: it will not be included in any list or analysis
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With the TICK REMOVED, once you close the incident:
1 .2dz OFyy23G NBI RAf &Améndindan Busting 1Bcflént OSdR sa0S S
1 The incident has been committed to the database @ndow available for anadis

lyed AYyOARSyid>Z GAO1SR 2Nl y2ix 2y O0S AY LAddivin@anyhyideik 06S RSt
below.

MAKING CHANGES TO WNCOMMITTED INCIDENT

Until you remove the tick and thus commit the incident, you caturn to it to make changes. To do this:

From the opening window choostudents & Incidents

E Students & Incidents |

[ 1

Click thelncidents not yet committedoutton at the top of the list of students:

Current Students

[ Incidents not yet committed

Surname First Names Date of Birth Roll No.

L 1L 1

Open your incident by clicking ti@penbutton (the other button will prir it):

These incidents have not yet been committed for analysis and can be amended
:chident Version Incident Date Mame Date Added
5302 1 27/05/2011 @ AF+eeE preees 01/06/11 10:12 | Open | [ B ]
5303 1 01/06/2011 = A=**=** prsess 01/06/11 10:14 [ Open ] [ B ]
5304 1 01/06/2011 = p=s=== prsess 01/06/11 10:46 [ Open ] [ B ]

Now you can amend the incident or add more information:

Student |3| ATEEEE prrees Incident Ref RN Version
Date 2 # Friday Setting [~] Type ]
Ctart Tien hbhernen Cit, '_| Crnanritiy '_|

The tick box at the foot of the screen fulfils the same function as that described above. As long as the incident is ticked
you can amend it but it remains uncommitted to the database. Réngpthe tick commits it but makes it unavailable
for any furtherchanges in this way.
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VIEWING INCIDENTS

From the opening window choostudents & Incidents

i Students & Incidents i

The student list will open:

rY
Current Students
’ Incidents not yet committed ]
Surname First Names Date of Birth  Roll No.
48 Asreer ATees 04/10/1985 0004 [ incidents | [ Achievements | [ More |
70 A Crrees 05/08/1993 0048 [ incidents | [ achievements | [ more | 3
B0 AFEEEE L¥EEEE n7/nif19a87 nnns [ Lnridante | | | B, 1

Clicking the Incidents button alongside the student name willrog list of any incidents recorded for that student:

List of Incidents | AEeEE prses
::cfident Version Date Time Setting Activity Type
e

1485 1 01/09/2010 14:00 School Leisure/Play Pl
2107 1 27/06/2005 09:30 School Circle time/Communicat Mon-Pl
2067 1 20/06/2005 13:15 School Leisure/Play Pl
1999 1 24/05/2005 11:00 School Travelling on minibus Pl
1775 1 18/03/2005 11:35 Care Group class activity Pl
1634 1 07/02/2005 16:15  Care Persaonal Care Pl

Clicking theView button will open the incident for viewing. TH&rint button will open the incident record in print
preview mode.

AMENDING AN EXISTINKGCIDENT

In order to preserve a full audit tilaonce an incident has been committed to the database it cannot be readily

amended. If changes are necessary, a routine within the Administration area creates a new version of the incident for

amendment whilst archiving the original version and maintagré history of versions.

To do this, from within the Administration area clisknend an Incident

Change Organisation Name Amend an Incident Archived Incidents
Change Other Field Names Amend List of Students Staff Name Change
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When the next window opens, select the incident for amendment from the dtown list or by typing the incident
reference into the box, then clidRreatenew version of incident for amendmentThe selected incident will appear in

the Incidents for amendmentist:

Select incident for amendment Izl ’ Create new version of incident for amendment

Incidents for Amendment
Ref Version Created Name Incident Date / Time

5145 2 01/06/2011 11:24:35 K*#++* yrssss 12/06/2007 17:00

ClickOpento open it for amendment. Note that the version number has changed:

Student E| R Incident Ref [ESTE] Version

The incident will remain in thencidents for amendmentist urtil it is committed.

Only the latestcommittedversion will appear in the list of incidents.

VIEWING EARLIER VERE OF AN AMENDBICIDENT

To view previous versions, open the incident as describ&tiewing Incidentgabove).

Go to theLinkstab ofthe incident and clickiew Amendment History

| Present | Antecedentsl Behaviourl Consequencesl De-Escalation | Bl |Admin | Notes | Racial/Bullying | Other |L|nks

View Document Links - double-click on file name to open
Amendment

History
=

A list of all versions of the incident will open:

Histo ry Incident Ref 5149

Version Incident Date Date Added Archived?
1 12/06/2007 29/08/07 09:50 Replaced by amended version on 01/06/2011 By Admin 5149
2 12/06/2007 01/06/11 11:24 ] CURRENT INCIDENT RECORD 5305

Previous versions may be opened for viewing or printed usiny/iée or Print buttons.
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DELETING AN INCIDENT

In order to preserve a full audit trail,éidents cannot be deleted. Instead they can be archived so that they are not
normally visible, and will not be included in any analysis.

Earlier versions of amended incidents are automatically archived.

ARCHIVING AN INCIDEN

To archive an incident, fromithin the Administration area clickrchived Incidents:

Change Organisation Name Amend an Incident Archived Incidents
Change Other Field Names Amend List of Students Staff Name Change

From the Archived Incidents screen, cliaichive an Incidentat the foot of the screen:

N2

Archived Incidents

Name Time Setting Activity

FEEEE EEkEEE . i
5182 0 D 16/06/2007 14:15 Care Leisure/Play Pl
v. 1

Replaced by amended version on 25/05/2011 By Admin

5140 KEEEEE PEFEEE 12/nR/2007 1700 Cara I aicnra/Dlav o] —

i Archive an Incident 1 l Refresh the List ]

From the list of incidents, clidkermanently archive th|s incident

9 Tick theTick to archiveboxand key in aReason for archive

1 When you close the windowith the box ticked the incident
will be permanentlyarchived



































































