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OPENING THE DATABASE 

 

On opening the database you will see this window: 

 

If you know the database password click Enter Database, otherwise you can exit by clicking Close Database. 

You will be prompted for the database password: 

 

Enter the password and click Continue. 

The opening window will now be visible ς see next page.
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FINDING YOUR WAY AROUND 

 

 

 

This opening window contains all the links to the various parts of the database ς use the mouse to point to the 

relevant button and click.   

 Button  Action  

 Students & Incidents  Opens the main database for viewing incident data 

 Add Incident  Opens ǘƘŜ άŀŘŘ ŀƴ ƛƴŎƛŘŜƴǘέ ǿƛƴŘƻǿ 

 Incident Analysis   Opens the data analysis window for analysing, charting and listing 

incident data 

 Risk Assessment  Opens the behavioural risk window for inputting and processing risk 

assessment information 

 Reports  Opens the reports window  

 Administration   This area is protected by an administration password. It opens the 

utilities area for maintaining lists and performing other administration 

tasks. 

 Help  Opens this user guide (if a suitable pdf reader is installed on your 

computer)  

 Close database  Closes the database  
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CLOSING A WINDOW 

 

Throughout the database, the close button at the foot of the window will close the current 

window and take you back to the previous window. 

 

BEFORE YOU START 

 

Before you add any 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 drop-down lists, ensure that the lists are giving the 

choices that are right for your school. See the next section 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 supplied and it is recommended 

that you spend time familiarising yourself with the functions of the database using this version before 

ƛƴǇǳǘǘƛƴƎ ŀƴȅ άǊŜŀƭέ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ǘƘŜ Ƴŀƛƴ database. 

 

MAINTAINING THE LISTS 

 

The Administration button on the opening window takes you to the utilities area where you can maintain the lists and 

ǇŜǊŦƻǊƳ ƻǘƘŜǊ ƳŀƛƴǘŜƴŀƴŎŜ ŀŎǘƛǾƛǘƛŜǎΦ ¸ƻǳ ƴŜŜŘ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ǇŀǎǎǿƻǊŘ ǘƻ ŜƴǘŜǊ ǘƘƛǎ ŀǊŜŀΦ This is not the 

password you used to open the database. 
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LISTS 

 

The buttons in the List area each allow for the maintenance of lists from which selections may be made when 

recording the details of an incident. Click on a button to open a list.  

 

 

 

In each case: 

TO DELETE AN ITEM FROM THE LIST 

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

Click in the empty box at the bottom of the list and type your entry.  Next time you open the list, the new entry will 

have been re-sorted into its correct order. 

 

TO MODIFY A LIST ENTRY 

Highlight the text using the mouse then re-type. 

 

LISTS REQUIRING A SPECIAL NOTEΧ 

 

BEHAVIOURS 

 

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 purposes. 

 

RECURRING EVENT TIMESLOTS 

These are used in recording events which are repeated throughout the day. You cannot delete any of the 24 timeslots 

but you can delete the contents and leave them blank ƛŦ ȅƻǳ ŘƻƴΩǘ ǿƛǎƘ ǘƻ ǳǎŜ ŀƭƭ нп. To delete the text, select it then 

use the Delete key on the keyboard. 

 

RISK ASSESSMENT LISTS 

These are described in the Risk Assessment section of this User Guide. 
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STUDENTS 

 

The Students & Incidents button opens a list of students: 

 

By default it only lists current students. The View All button opens a list of all students, including those who have left. 

The More button allows you to input and maintain more information about the student. This is optional: the only 

essential information is the name. 

 

The Group Membership area 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 groups are used when analysing incidents, making 

it easy to carry out an analysis by, for example, a year or key stage group. 

Other buttons on the list of students take you to the Incidents and Achievement areas described later. 
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STUDENT RECORDS 

 

ADDING A STUDENT 

 

Students may be added from within the Administration area by clicking Amend List of Students. 

 

 

The Add button takes you to the foot of the student list where a blank row is available to input the basic 

information.  

 

Having input at least a name, the More button allows you to input and maintain more information about the student. 

This has been described above. 

 

DELETING A STUDENT 

 

This is not recommended unless you have entered a student record in error. The Delete Student button on the list of 

students allows you to delete a student record. 
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ADDING INCIDENTS 

 

 

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

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

be blank. 

   

When you have selected a name, the incident input window opens: 
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HEADER AREA 

 

 

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

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

¶ The duration and input date are calculated automatically ς do not try and key them in 

¶ Most of the information requires selection from drop-down lists 

¶ The incident reference is added automatically. The version number is described later but a new incident will 

always be version 1. Subsequent amendments will be given later version numbers. 

 

RECURRING EVENT 

 

If you wish to record instances of an event recurring throughout the day, click the Recurring Event button. 

 

¶ Select a recurring event behaviour from the drop-down list 

¶ Enter the number of occurrences in the relevant time slots ς these are colour coded depending upon the 

values input 

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

 

 

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

more explanation are Other and Links ς see below. 

 

άOTHERέ TAB 

  

 

¢ƘŜ άƻǘƘŜǊέ ǘŀō Ŏƻƴǘŀƛƴǎ ф ǘŜȄǘ ōƻȄŜǎ ŀƴŘ ф ǘƛŎƪ ōƻȄŜǎ ǿƘƛŎƘ ŀǊŜ άǳǎŜǊ ŘŜŦƛƴŜŘέ ς you set the headings, which are 

then available throughout the database. 

The headings are set in the Administration area, on the Change Other Field Names list: see overleaf. 
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If any of the boxeǎ ŀǊŜ ƎƛǾŜƴ ǘƘŜ ƴŀƳŜ ƻŦ ά{ǇŀǊŜέ, the name will be left blank on the incident input window. This is the 

case with a number of the boxes in the above example. You will see the effect if you compare this list with the view of 

ǘƘŜ άhǘƘŜǊέ tab on the previous page. 

 

LINKS TAB 

 

This performs two functions. The View Amendment History is described later when the procedure for amending an 

incident is described. 

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 or incident form that has been scanned in, or a strategy plan or photograph. 
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To set up a link: 

 

¶ Type a document description 

¶ Click the folder button and browse to select the file ς the full path and filename will appear 

To open the document: 

¶ Click on the link ς the document will open in its own programme 

 

VERY IMPORTANT: COMMITTING THE INCIDENT 

 

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

 

IT IS IMPORTANT TO UNDERSTAND THE PURPOSE OF THIS TICK. With the box TICKED: 

¶ You can close the incident, and subsequently re-open it to make changes or complete the input 

¶ BUT the incident has not been committed 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: 

¶ ¸ƻǳ Ŏŀƴƴƻǘ ǊŜŀŘƛƭȅ ƳŀƪŜ ŎƘŀƴƎŜǎ όōǳǘ ǎŜŜ άAmending an Existing Incidentέ ōŜƭƻǿύ 

¶ The incident has been committed to the database and is now available for analysis 

!ƴȅ ƛƴŎƛŘŜƴǘΣ ǘƛŎƪŜŘ ƻǊ ƴƻǘΣ ƻƴŎŜ ƛƴǇǳǘ Ŏŀƴƴƻǘ ōŜ ŘŜƭŜǘŜŘ ōǳǘ Ŏŀƴ ōŜ ŀǊŎƘƛǾŜŘ ŀǿŀȅΦ {ŜŜ άArchiving an Incidentέ 

below. 

 

MAKING CHANGES TO AN UNCOMMITTED INCIDENT 

 

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

From the opening window choose Students & Incidents: 

 

Click the Incidents not yet committed button at the top of the list of students: 

 

Open your incident by clicking the Open button (the other button will print it): 

 

Now you can amend the incident or add more information: 

 

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. Removing the tick commits it but makes it unavailable 

for any further changes in this way. 
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VIEWING INCIDENTS 

 

From the opening window choose Students & Incidents: 

 

The student list will open: 

 

Clicking the Incidents button alongside the student name will open a list of any incidents recorded for that student: 

 

Clicking the View button will open the incident for viewing. The Print button will open the incident record in print 

preview mode. 

 

AMENDING AN EXISTING INCIDENT 

 

In order to preserve a full audit trail, once 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 maintaining a history of versions. 

To do this, from within the Administration area click Amend an Incident: 
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When the next window opens, select the incident for amendment from the drop-down list or by typing the incident 

reference into the box, then click Create new version of incident for amendment. The selected incident will appear in 

the Incidents for amendment list: 

 

Click Open to open it for amendment. Note that the version number has changed: 

 

The incident will remain in the Incidents for amendment list until it is committed. 

Only the latest committed version will appear in the list of incidents.  

 

VIEWING EARLIER VERSIONS OF AN AMENDED INCIDENT 

 

To view previous versions, open the incident as described in Viewing Incidents (above).  

Go to the Links tab of the incident and click View Amendment History: 

 

A list of all versions of the incident will open: 

 

Previous versions may be opened for viewing or printed using the View or Print buttons. 
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DELETING AN INCIDENT 

 

In order to preserve a full audit trail, incidents 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 INCIDENT 

 

To archive an incident, from within the Administration area click Archived Incidents: 

 

From the Archived Incidents screen, click Archive an Incident at the foot of the screen: 

 

From the list of incidents, click Permanently archive this incident: 

 

¶ Tick the Tick to archive box and key in a Reason for archive 

¶ When you close the window with the box ticked, the incident 

will be permanently archived 

 

 












































