Behaviour Qupport Database
User Guide

|| Behaviour Support Database - [Behaviour Support Database] g@
i3 Fle Edt Insert Records Window Help Type aquestion forhelp o & X
Your Organisation Name
Behaviour Support Database
l User Guide l | Incidents ] Incident Analysis

Behavioural Risk

Close Database

|

\ Pl Analysis |

Developed by D 1 Thompson & Associates in partnership with Bradstow School, Broadstairs
Tredits
Facilitated by British Institute of Learning Disabilities L

enguiries@ditassocistes co.uk wabehaviour-database.org i‘i{
e
Copyright {£) D 1 Thompson & Associates and Bradstow School 2003-7 Bradstow School

Developed by D J Thompson and Associates
in partnership with Bradstow School, Broadstairs
enquiries@djtassociates.co.bkvww.behaviourdatabase.org

This ctabase has been facilitated Byitish Institute of Learning Disabilities
01562 72301® enquiries@bild.org.ub www.bild.org.uk

Note: As part of the installation process minor changes may be made in order to customise the database to eneetds ofindividual
purchasers Your copy of the database might look different to the illustrations in this guide.

7091

© D J Thompso& Associatesind Bradstow Scho@0037. All trade marks are ackwledged.
Users are reminded of their Data Protection responsibilities.


mailto:enquiries@djtassociates.co.uk

Behaviour Support Database User Guide Page’2

Contents
THE OPENING MENU SCREEN ... ..ottt ettt e e ee e 4
CLOSING A WINDOW ...t e e e e e e ens 4
L I O L TP 5
1S £ TR 5
To delete an ItEM fTOM The TISL......oceeiiii et e eeee e e e et e et e e et e e e s e s st e e s et e e sanesaaneesnnmeess 5
IO IE= 10 [0 I (o TN 1 TSN (1) SO 5.
B oI 410 Yo 11 VA= T 1S =T 011 Y/ 5
(TS ¢= 11 = 14 o T 6
AN 1 4TS 0 1o =1 = TN 6
MAIN DA T AB A SE: CLIENT S .o e e e e 7
LI JE= 10 [0 =T 1 11T o | 7
e X0 (S (=T (STE= Tl 1] 0 TN 7.
To Modify CIENt INFOIMALION ...ttt e e e sttt e e e samee e s s aab e et e e e e abba e e e e e samneeenn 7
To view or record an incident iNVOIVING @ CHENL............uuiiii e e e e e e e eeeees 8
To view or record Achievements or ReWwards fOr @ CHENL........coouuiiii e e aaas 8.
IO IE=0 [0 I g (0] (3R (o XN oa [T=T | A (=To7 0] (o 8
IO TR A1 T0 I N ed 11T LA (=0 (o 9
LI N o] = B LS3 A0) od1T= ) PSR 9
ADDING INCIDENT S ..o e e e e 10
VIEWING INCI D EN T S . e e e et r e e e e e e e e e ens 11
THE INCIDENT RECORD ... e 12
US T N g -dA00W M. LS S et e e et esere e e e e neneee 12
L0 LT o] =T 1 =TSP PPPPPPTPPR 12
YT g1 aTo BT g Lol o [T o | £SO PR RRP PP 13
ACHIEVEMENTS AND REWARDS ... 13
DA T A AN ALY SIS o et e e aas 14
QIR TSR D= 1 =1 o T E < T 14
Using the Data ANalySiS MOTUIE........cooii it e e bbbt e e et eaaeas bbbt b et e et eeeeaaaeaeaeeaan 14

(O T (1A g To e F= L 7= TR TRPRRP 15



Behaviour Support Database User Guide Page 3

Example 1: all incidents Within & range @ES............ooviiiiiiiii e 15
Example 2: all incidemPlawin.d..Fioeld.d.on..aof. . Gy .mab
CoUNtiNG NG REPOITING. ... utteeeee ettt ettt ettt erer e e e e s skt e e e e e s aab b e et eeee e e e e e aas b b e e e e e e e anbbneeennneeeeeaanes 15
FIlEEriNg the SEIECHION. ....ccii ittt e ek e e e e s a b e eeb e e e e e e e s bbb e e e e e e s sabbbennsbeeeeeeeanes 15
Example 3: the incidents from example 2, applying a Gender.filter............ooeeiiiimniiiiieee e 16
1L gL (o I o0 1 (=Y o od 1= ) O 16
(D 1U] o] [To= 1 L= o T =T o £ PPPESREE 16
Clearing the SEIECHIAN. .. ...t eees e e e e e seeete e e e e e e e eeeeeaaeeeesssasteeeeeteeaaaaesaessessaaaannnraaaeeaeesans 17
Removing individual records from the SEIECHON..........cveiiiiiii e 17
Viewing the INCIAENT AELAlL.............uiiiiiiiiiiieeei e e e e e e e e e e s e emr e et e e e e e e e e e e e s e s s e s s nnrnnneaeeeas 17
[ Tq 0] (T IR (o T =t (o =Y PRSP 17
EXItING DAtA ANBIYSIS. ...eeieiiittiiiie et eeet ettt e ettt e e e e st e e e e e e o aa b b e aeb b e et e e e e e h b e e e e e e e s abbrennrrrreeeeeaane 17
IN IMICIOSOTE EXCEI ... .ttt e e ettt ettt e e e e e et b ettt et e e e et e e e e e aaeeeeeeammeeeeeeeaaaaaaaeaeaaens 17
S (o Jo] B (oI = (o= PP PP PO PP PPPPPPPPPPPPPN 17
EXamMPIe Of WOIKSREEL........eeiiii i erme e e e e e et e e enme e e e nnbe s 18
EXCEI FUNCHONAIITY ...ttt ettt e ettt e e emme e e s s a bbb et e e e e sab b b e e e e e smmme e e s anbneeeeeenan 19
e P PP PPPRPR 19
Example 1: a chart of the selected incidents by MONth..............ouiiccc e 19
Example 2: using AULOFIIEN iN EXCEL......ciiii it eeeee e e e e s seeens s e e e e e aeeaeeene 20
= 1] 0] LTS T o V70 A 1= o [N 21
Pl /DE-ESCALATION STRATEGY ANALYSIS ... e 22
Step 1: extracting the incidentdere intervention data has been input...............oooo oo, 22
] (] oA = 1T o To ] 5 £ PP OO PP UPPTPOPPPPRPN 22
Y (=T TG TR =Y o o] o B (0 TN (o < S 22
BEHAVIOURAL RISK ..ottt e e et e et e et e e et e e ean e e e eannaees 23
LLaaTeTe] = U A L] (PP PP P TP 23
SELlNG UP T8 SYSTOIM....eiiiiiiiie et et e e e e s bbbt e e e s e e bbb e eea b b et e e e s e ab b b et e e e e e nbbeenabbeeeeeeeannnees 24
RISK CONSEQUENCE SCOMES ....ceeiiiiiiiiiee it teitt et e e e ettt e e oo e et e et e e e s et bttt e e s e meea et b et e e e s e nbbb e e e e e e s nmnaesannbneas 24
1Sy Q8 11 2= [T oYY =T o = SRR 24
L1 51 SRR 24
YIS Q= 16 10 I PP P PP PP PPP 25
1] Qo (o 18] &I [T ox 0] 1o o PSP 26
Allocating DENAVIOUIS 10 GIOUPS ... . it ieeieie ettt e e e e e e e e et e teeeteeeeeeeeeeeaseta e s s smenssnasaeaeaaaeeeeesssessnnn 26
Using the Behavioural RiSK fEALUMES...........uu et e e e e e e e e e nnr e e e ae s e e eeeas 27
Step 1a: identify the STUAENES.........uu e e e e e e e e et e it e e e e e e e e e eeeeeneas 27
Step 1b:set the potential FISK SCOLES.........ii e 29
Step 2: perform the CAlCUIRLION...........ooi et e et e e e e 29
STEP 31 VIEBW thE FESULLS......eeeiiie ettt ettt e et e e e e bbbt e e e e et b e e s et e e e e e anneeee 29
Step 4: adding to history and VIEWING MOVEMENES..........uiiaiiiiiiieeeieee ettt e e st eeeete e e e s s eebbe e e e e e e sebbeeeeees 30
AP PENDIDX e e e et e e e e e aern e aaen 31
TeChNICal REQUITEIMENT ... ittt et e e bttt ettt e e eaaassn b bt b b s tb e e e et e e e e e e e e e eaamssseeeeeeeaeas 31
Using the database With ACCESS 2007........cuuiiiiiiiia ettt e e e ebeabeees 31
EXIENAING the DAADASE. ......ciiiiiiiieiiie et e sttt et e e e s e e et e e e s s nbbe e e e e e s e bneeannnbneeeee s 32



Behaviour Support Database User Guide

Page4

TheOpening MenuScreen

;_;'j Behaviour Support Database - [Behaviour Suppert Database]

A=

{5 Fle Edt Insert Records Window  Help

Typeaquestonforhel v o @ X

Your Organisation Name
Behaviour Support Database

| User Guide l

| Incidents ‘ Incident Analysis

Behavioural Risk

Close Database

l Pl Analysis ]

Developed by D J Thompson & Associates in partnership with Bradstow School, Broadstairs N

Facilitated by British Institute of Learning Disabilities

// enauiries@dtassocistes.co.uk wow behaviour-database.org
[ty Copyright (c) D J Thompson & Associates and Bradstow School 20037

4.
Xkt
Bradstow School

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

Button
Incidents
Incident Analysis

Utilities
Behavioural Risk
Pl Analysis

User Guide

Close database

dosing a window

Action
Opens themain database for inputting or reviewing incident dai
Opens the data analysis section of the database

Opens the utilities area for maintaining lists and modifying
existing incident data

Opens thebehavioural risk area for inputting and processing ris
assessment information

Opens the Pl analysis area for analysis of physical interventior
and deescalation strategies

Opens this user guide on screen (assuming you Naemsoft
Word installed on your computer)

Closes the database and exits Microsoft Access

Elj- Throughout the database, the close buttahthe foot of the screemvill close the current
window and take you back to ¢hprevious screen.
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Utilities

TheUtilities button on the menu screen takes you to the utilities area of the database:

| |#] Behaviour Support Database - [Database Utilities]

B (=1

iH Ele Edi Insert Records Window Help

Antecedents

Behaviour -Towards Environmt

Behaviour -Towards Others

Behaviour - Towards Self

Contributing Factors / Triggers

E thnicity

Group

Locations

Outcomes

e-escalation Stategies

Setting / Site

Staff Hames

Type aquestionforhelp » _ & X

Maintenance

Installation

uppot,

Amend Data

To madify incident data

List of Clients

Recurring Event Analysis

Achievements

Lists

The buttons in the List area each allow for the maintenance of lists from which selections may be
made when recording the deila of an incident.Therecurring event descriptions and time lists
provide the row and column headings used on the recurring incident form and report.

In each case:

To delete an item from the list

Click on the square to the left of the list item in erdo select it, and then press th2elete
keyon the keyboard. Confirm the deletion when prompted.

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+sorted into its correct order.

To modify a list entry
Highlight the text using the mouse then-tgpe.

You cannot add or delete recurring event headings but you can change the descriptions or leave
unwanted headings blank by deleting the text within the headi
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Installation

This allows you to change tlstablishmennhame that appears on the menu screen.

Amend data

This button allows you to amend any incident data you have already input, by openiaghére
screen You will need to know the incident eEnce of the incident you want to changesee
G+ASeAy3a LYOARSyilaé¢ o0St260

=2 Incidents

Incident to Amend | ¥+ | E===== p==== 3

Date [IENRN cdnesdy  Time [ESI hhrm Duration I nhom  Activity in Progress Ssa v
Incident Ref 1470 Setting [ILTE LT G oodwin Students Bedroom v

Wwho Present | Antecedent | Behaviour | Outcomes | Interventions | Admin | Dther Notes | Recurrence

Member of Staff Involved |Anne Other v Incident Sheet Signed By |AMN0 |» | [ |w

Staff Present Wi Clients Present Witness  [fad Others Involved
&

itness (ke
Anne Other »| ] A v
~l i ensen s vl [

20 |

Select the incident for amendment by either typing the incident reference inrtbielent to
Amendbox, or by clicking the arrow to the right of the box and scrolling dowmrlecs the incident
you want to amend.
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Main DatabaseClients

Thelncidentsbutton opens themainarea of the database for maintaining a listoatients

|| Behaviour Support Database - [Students] E]@
{5 Fle Edt Insert Records  Window Help Typeaquestionforhelp -~ _ & X
Sumame First Name Gender DoB Started Left Risk i
y = s Male |+ | 07/01/1987| 07/01/1938 [ | [Achievements | [#] B0
= oo Male [+ || 23/10/1391) 23/09/2005 [ ] [Achievements | [+] 86
A= Qe Male |+ || 02/02/1332) 09/01/2004 [ Inci ] [Achievements | [+] 71
A Lo Male [+ || 05/08/1393) 03/01/2004 [ ] [Achievements | [] 70
A g Male || 23/08/15390) 24/09/1393 27/03/2003 [ Inci ] [Achievements | [ ] 5
A== [ Male [w| 05/02/1931| 24/11/2003 [ Inci ] [Achievements | [] &1
A= g Female [+ | 13/03/1992) 01/10,2004 Incidents Achievements | [7] 73
A== s Male || 06710193 15/09/2005 Incidents | [Notes | [Achievements | [] 100
A== Erone Fernale [ | 10/03/1987 10/03/2003 Incidents | [Notes | [Achievements | [+] 3
A== s Male [+ | 04/10/1985 04/10/2003 [ ] [Motes | [Achievements | [+] 48
[ S Female [+ || 30/11/1388) 18/11/2005 [ ] [Motes | [Achievements | [] 95
[ e Female ||| 15/02/1396] 08/09/2005 [ ] [Achievements | [+] 97
[ D Male ||| 16/05/1388) 11/09/1338 [ Inci ] [Achievements | [] 34
[ o Female [+ || 30/07/1392) 15/01/2003 [ J [Motes | [Achievements | ]9
[ G Male [+ | 08/05/1330| 06/01/2008 [ ] [Hotes | [Achievements ] [] 8
[ Lo Female [+ | 12/07/1990) 28/11/2003 Incidents | [Notes | [Achievements | [] 62
=== e Male || 26/07/1903) 20/09/2000 Incidents | [Notes | [Achievements | [] 28
[ L Fernale [ | 01/03/1993) 26/09/2003 Incidents | [Notes | [Achievements | [] 58
=== s Male || 27/02/1988 17/09/2004 [Linci ] [Anhlevemenls] [+] 7&
Record: [14] « [~ 1 [» JM]r]of 50 >

This screen provides an alphabetical list of current and fotients, and serves as an index to the
incidents recorded against thatient. It also allows you to maintain records A€hievementand Rewards
The Risk column indicates which clients are currently selected for risk assesstmieris described in a
later section.

To add aclient

TheAdd Clientbutton at the foot of the screen will move the cursor to an empty row at the
bottom of the list of namesClick in the empty row and type tlefientinformation. Next time you
open theclientlist, the new entrywill have been resorted into its correct alphabetic ordeEach
clientwill be automatically allocated ClientID reference which uniquely identifies eachent
within the database; this is theblue number at the right of the row

To delete alient

Click on thegreysquare to the left of thelientname in order to select the record, and then press
the Delete keyon the keyboard. Confirm the deletion when prompted. Take ebeeaware that
this action is not reversible, and you will lose thedlecit data associated with the deletetient
record.

To modifyclientinformation

Highlight the text using the mouse then-ype.
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To view or record an incident involvingdient

Click thelncidentsbutton alongside the relevartlientrecord to opernthe incident screen. See the
next section for an explanation of this feature.

To view or record Achievements Rewards for alient

Click theAchievements buttoralongside the relevantlientrecord to open the incident screen.
Seepage B for an expanation of this feature.

To add notes to &lientrecord

Click theNotes buttonalongside the relevarntlientrecord to open theNotesdialogue box.This
allow for virtually unlimited free format notes to be stored for any individi&nt To deleteall or
part of a note, select the text and use tBelete keyon the keyboard.

r:_§| Client Hotes E]@l

Motes | s

Ethnicity “
Religion
Statemented Needs
Authority
Roll No. 0002

B

Additional pieces of information are provided for in the client notes box (see illustration above).
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To find aclientrecord

ﬂ Usethe Find buttonat the foot of the screrto search for alientrecord. Clicking it opens
the Find Record dialogue box.

As an example of its use, to find a record by searching for a particular surname, first click anywhere in
the Surname column then click the Find button.

1. Alongsiderind What: type all or e e sy e e » _vetan | mou
part Of the surname yOU are :| - U“JTFZ;I_ME [Famale » [ 20nR 9921 051 20020 12 n:j:énﬂ
searching for. = | e :=:

] eplace Jli]

2. Ensure that.ook In:is set to ol - »

surname. ook e |
Match: |

3. SetMatCh to e |EII Matchvcase Iv Search Fields As Formatted

e Whole Fieldif you have

typed in the full surname
e Start of Fieldf you have
just typed in the first few characters of the surname
e Any Partof Fieldif you have typed in a few characters which are not necessarily the first few
letters of the surname

4. LeaveMatch Casainticked so that capital letters are irrelevant to the search; igridearch Fields
as Formatted

5. ClickFind Nextto find thefirst record matching your search criteigdf that is the correct one, click
CancebtherwiseFind Nextto search for another.

The same principles apply when searching on any of the fields of infornthtmmghout the database

Toprint a list of clients

Clickinghe Print List of Clientsbutton will create an alphabetical list ofients You will be prompted
to enter:

e Cfor currentclientsonly

e Lfor clientswho have left

e OrAfor all

b2 (S { Kclieitsate Ofirfed as those having a Left ®an their record: those with the date left
blank are deemed to be currentients

The list will be previead on screen and may be printed by clicking on e menuand choosing
Print. The preview screen may be closed by clicking on the File merzhandingClose
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Adding incidents

New incidents may be added by clicking #ad anincident button at the foot of the screen, then using
the FindClientsearch bosto find the relevantlient. Clicking on the arrow will open a scrolling list of
clients ¢ scroll down to the name you require then and click on it to selecttlent

2 Incidents

Add Another

05/08/1933

Date _ i 3” Activity in Progress w
Incident Ref 2736 C 231041991 Location v

02/02/1992
05/02/1931 Notes | Recurrence
13/03/1993
23/08/19930

From that point onwards the procedure for viewing or inputting data is much the same, so refer to the next
section. Note that once incident data is input it canhetalteredfrom this screen If a change is necessary
you need to enter theUtilities area of the database described on pdge

The incident input screen has &mdo button. That will clear the screen of information you have input for
the current inadent allowing you to back out if, for instance, you find you have insufficient information to
complete the record. Clicking either tkiose button the Add Another buttonto start inputting another
incident, or closing the window will commit and secthe information you have input.

Each incident will be automatically allocatedlanident Referenceavhich uniquely identifies each incident
within the database.
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Viewing Incidents

Existing incident records for an individudient can be viewedby finding theclientin the clientlist and
clicking thelncidents buttonto open theincidents screen

Behaviour Support Database

Suiname E First Mames (=== Gender |iale v Client ID Mo.

Date of Birth 02/02/1332 Date Started 09,01,2004 Date Left 1

Time  Activity Location Incident Ref
M| 211172005 1530 Sleeping Marlborough Student Bedr [ View Incident ] [ Print Incident ] 2E77
20/11/2005 20:20 | Personal Care Marlborough Lounge [ View Incident ] [ Print Incident ] 2EE9
15/11/2005 1415 | Transition external Other [ View Incident ] [ Print Incident ] 2625
15/11./2005 10:30 Group clazs activity Class 3 [ View Incident ] [ Print Incident ] 2B23
14112005 1410 Group clazs achivity Class 3 [ View Incident ] [ Print Incident ] 2E1E
14/11/2005 1410 | Circle time/Communication Class 3 [ View Incident ] [ Print Incident ] 2615
09/11./2005 14:30 Group clazs achivity At room [ View Incident ] [ Print Incident ] 2569
01,/11/2005 11:50 | Transition to class tain school comridor [ View Incident ] [ Print Incident ] 2517
31410/2005 15:35 | Transition bo team M ain zchool comidar [ View Incident ] [ Print Incident ] 2507
17410/2005 17:45 | Meal Marlborough Dining room [ View Incident ] [ Print Incident ] 2452
07/10/2005 0330 | Assembly Garden | Wiew Incident | [ Print Incident | 2423
07410/2005 0215 Sleeping Marlborough Student Bedr [ View Incident ] [ Print Incident ] 2420
05/10/2005 10:00 | |Circle time/Communication| Class 3 | Wiew Incident | [ Print Incident | 2412
06102005 0230 Slesping Marlborough Student Bedr [ View Incident ] [ Print Incident ] 2405
05410,2005 1710 Meal Marlborough Dining room [ VYiew Incident ] [ Print Incident ] 2403
04A10/20058 10:00 Group clazs achivity Class 3 Yiew Incident Print Incident | 2394

Print All Incidents for Client

View Client Notes

The incidents are listed in date ordéatest on top View an incident by clicking théew Incidentbutton.

Print Incidentcreates a report of the incaht and previews it onscreen allowing you to then print it. As the
report includes a date and time, it is suggested that a report be produced for each incident and filed to
create a data audit trail.

ThePrint All Incidents forClientbutton creates a reprt of each incident for thelient, andis usefulwhen
preparingmaterial prior to a review meeting.
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The Incident Record

= Incidents

[PEICE 20/06/2007

Incident Ref 5195

in | | Other Notes

Difficult task /non prefermed task

Notes
binnia was quietly sitting on the sofa waiting for breakfast, Another
{ was sitting nest to Dbinna

AAYI-REWBNELIT A&da

Much of the information may be selected from pdefined lists. The content of these lists is maingain
using thelist buttons on the Utilities menu, as previously described.

In each case, there are three options:

e To click the arrow at the rigktand
edge of the box to reveal a
scrolling list; click on the required

Outcomes
" gz ko tangibles,

achivity

% to tangiblesd activity

entryto select it

e To type in the fist few characters
of the required choice& once
enough has been typed, the

Attention
E zcapeddemand avoidence
Self stirmulation

Unclear

database will complete the
selection for you
e Totype in all of an item

Multiple entries

Someof the data items allow for multiple entries.
When inputting the incident, @w entriesmay be
made in the empty box at the bottom of theput
area, if necessary using the scroll bar at the right in
order to get there. This empty box is not visible
when viewing an existing incident.

Adminiztration Action B

Accident Form Completed

Body Map Completed

Child Protection R eferral
C5CI Informed

HSE Matified

LE& Informed

b edical Attention Bequired
Motifiable |ncident

‘ Sanctions Log bl

> <] <] =
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Recurring incidents

#ho Present | Antecedent | Behaviour | Dutcomes | Interventions | Admin | Other Motes | Recurrence

[3.00] 5:30 10,00 10.30] 11.00[11.30] 12.00[ 12.30] 1-00] “1-30] 200] 230]

Drop to Floor | 0 1] 0 0 0 0 1] 0 0 1] 0

Attempting to Abzcon
Throwing Furniture
Refuzing to SitAJoin In

Grabbing at Staf

)

= 4 I
[—1R—IN—1oN— 1N — I — o — i — L — 1 — I —]
[ D00 — AN — O — N — A — A — DA — N — N — I — ]
o Qoo o oo o oo
[—J00 — DA — DA — N — O — DA — DA — R — D — I — ]
(=R —1N—Ion—n— N — o — A — L — I — I —]
[0 — A — O — N — A — DA — RO — R — R — I — ]
[—1R—IN—1oN— 1N — I — o — i — L — 1 — I —]
=] | =] N=] | i=1| A=]{ A=] =] |E=] | E=] | K=Y | =]
(=100 —1N— N — 1N — I — o — L — L — I — I —]
[ D00 — AN — O — N — A — A — DA — N — N — I — ]
(=R —1N—1on— 1R — N — 1 — i — i — g — I —]
(20 — DA — A — N — A — DA — B — R — D — R — ]

This is designed to allowcount of recurring incidents throughout the day, without the need to
input each one as a separate incident. It is recommended that an analysis sheet is used in class to
keep a count of the incidents, and to form the basis of the input.

Clicking the Reurring Event Analysis button on tiidientsscreen allows an analysis to be viewed
and printed for an individuadlientbetween a rang®f dates.

The column timeslot settings and row descriptions can be modified fronuthides menu¢ you
may use upda twelve rows and twelve columns.

Achievementsand Rewards

|#] Behaviour Support Database - [Achievements] =K
i3 Fle Edit Insert Records Window Help Type aquestion forhelp - _ @
Surname B~ First Mames === Gender [Femsle |« ’m
Date of Birth | 30;07/1997 Date Started 15/01,2003 Date Left £

Date Achievement / Reward Details Staff Incident Current

15/07/2007 v o/ []

berit o
Reward

This area of the database allows for dimee listings of achievementndrewards.The category and staff
member concerned are selected from lists.

A button at the bottom of the screerllaws a report to be printed for an individuelient
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Data Analysis

A key feature of the database is the ability to analyse the incident data in many different ways. Two
mechanisms exist for doing this. One is solely to use the database;itsBthible query / data filter
module has been integrated into the database to enable the data to be interrogated using various criteria,

However it is possible by means of a single meeis to create a worksheet of selected incident data
suitable for furthe analyssin Microsoft Excel. This enables the production of charts, creation of pivot
tables, utilisation of the database functions of Excel, and more sophisticated staiistiestigation.

Both these options are briefly described in the followinggamaphs, and with practice they will be seen to
be a very flexible enquiry tool.

In the Database

To illustrate the capabilities, the following examples show the principles of interrogating the database; the
specific examples used here can be adaptesuib many different situations.

Using the Data Analysis module

Click theData Analysis buttoron the menu to enter the data query area of the database. Note

that from this point onwards you will be working on extracted incident records. Whilst iaridsds

of the database, any warning messages about modifying or deleting records only apply to the copy
of the data being used to generate your reporithe main data will remain unaffected by these
actions so a wrong choice is quite easily rectified!

|##| Behaviour Support Database - [Data Extract : Form] =2 Es

(5 Fle Edit Insert Records Window Help Type aquestionforhelp  ~ o & X

Add to List Clear Extracted Data and Start Again - this will not modify the main database

By Other Staf

Remove Ticked Records Activity Location Member of Staff [
1 1502 BE| (| | 17/ /2008 Trangition to clazz M arlborough Lour, | AMO
[ 151 56| | I [ 18401 /2005 Leisure/Play Clazs 2 AND
0 152 BE| | [z [ 18401 /2005 Transition to class Main schoal corric) | AND
[] 1523 BE| (| | 13/ /2005 Trangition to clazz M airn zchool comic. | AMO
[] 1524 B [ | s 13401 /2005 Tranzition to class Class 2 AMD
[ 1540 BE| | [z [ 21401 /2008 Leisure/Play Clazs 2 AND
[ 1550 BE (| | 24/ /2008 Trangition to class M arlborough Corric | AMD
] 1551 B [ | s 240 /2005 Tranzition to class Class 2 AMD
[] 1588 BE| | [z [ 25401 /2005 Leisure/Play Clazs 2 AND
[] 1587 BE (| | 2B/01 /2005 Trangition to class Clagzz 2 AND
[] 1578 BE| (| | 27/ /2005 Trangition to class Clazs 2 AND
] 1831 BE| [ | 0540272005 Leisure/Play Windsor Lounge | AMO
D 1636 RE| [ W 08/02/2005 Leizure/Flap Outgide play area . | AMO
[ 1640 BE| (| | 08/02/20058 Sleeping windzor Students | AMNOD
[ 184 B | [ [T 0840242005 T AfideoMusic Clazs 2 AND
L] 1645 B === === 09/02/2005 Circle time/Communication | Class 2
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Jear existing data

If necessary, clear the previous query by clickingGhear Extracted Data and Start Again button
to clear the form.

Example 1: all incidents within a range of dates

Click theBy Date Range buttoand, when prompted, supply theromand Todates to define the
date range. The form will now be populated with the records matching the date criteria specified.
Dates are in the format dd/mm/yg i.e. 1/2/06 = I* February 208.

Variations are to select incidents BjientID, Other Cliert Present Activity, Location Staff
MemberInvolved or Other Staff Preseqin each case click the appropriate buttowith any of
these selections you will be prompted fBromand Todates.

OEFYLX S HY |ff AYyOARS¢iUBI @MIIERE 201 GA2Y

Firstly use théBy Location buttort Y R ¢ KSy LINE Y LIaSIRhEN the Sate rdngeTod D & Y ¢
add to the list, click th®y Locationbutto I3+ Ay | yR (GKA& GAYS {1S@& at ¢
continue building up the list in this way using anytef Add to List buttons

Counting and Reporting

Having built up the list, buttons at the foot of the screen allow you to either count or print a report
of the selected incidents. If you cliBeport you will be prompted to supply some text as a
descrigive report heading to later identify the contents of the repoithe More Reports button

will take you to any customised reports provided for your installation.

Filtering the selection

Having built up the list, for example by date range or memberaff,st is then possible to filter it
down to only retain records meeting a particular setdferia. To do so, click tHelter List

button. You will now see a further set of buttons represagthe various attributes by which it is
possible to filte the list. Click the appropriate button and, when prompted, supply the necessary
selection criteria.

See the screen shot overleaf for the full list of filter criteria.

You can apply a succession of filters, for instance by time, then niidtgoehe list further by
activity, then perhaps by location.
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|#|Behaviour Support Database - | Extracted Data] == sy

i3 Fle Edt Insert Records Window Help Type aquestion forhelp = o & X

Filter List by Aclivity Filter List by Ethnicity

Filter List by Admin Action Filter List by Gender

Filter List by Antecedent Filter List by Location

Filter List by Authority Filter List by Other Clients

Filter Lizt by Behaviour [to Env] Filter Ligt by Other Staff

Filter List by Behaviour [to Staff] Filter by Physical Intervention

Filter List by Behaviour [to Client] Filter List by Pl [who)]

Filter List by Client Filter List by Setting

Filter List by Contributing Factors Filter List by Staff

[
[
[
[
[
[ Filter Lizt by Behaviour [to Self)
[
[
[
[
[

l
l
l
l
l
Filter List by Outcome |
l
l
l
l
l

Filter Ligt by Time

Remove Duplicate Incidents Current Students Only ﬂ

If you have performed multiple extracts, it is possible to extract duplicate incidentRR&imeve
Duplicate Incidents buttorexcludes them from the analysis. Likewise, ditiger buttons exclude
non-currentclientsand sensitive incidents.

Example 3the incidents fromexample 2 applying a Gender filter

Folbwing on from example 2, cli¢klter by Gendeand, when prompted, kegMales. The filtered
records will now be dplayed. Buttons at the foot of the screen give you two choices:

¢ Revert to Previous Listo abandon this filter and revert to the unfiltered list,r
e ApplyFilter:in which case your original list will be replaced by the result of the {ijteu
canalways clear the selection and start again if you make the wrong choice)

It is then possible to apply a new filter to the remaining records, to further refine the selected
incidents.

Filtering to currentclients

By default, incident records includedlMbe both current and leftlients TheCurrentClientsOnly
button applies a filter to only include those without a date left

Duplicate incidents

If you have built up your list by multiple selections, then it is possible that some records may have
been picked up twice because they matched more than one set of crifEnieFilter Duplicate
Incidentsbutton removes duplicated records
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These examples are merely illustrative of the types of questions that can be answered with a
little ingenuity in the selecting and filtering.Remember the basic principle: add to the list until
you have every record that could possibly appBnd thenuse the filters to refine it down to
those that meet the particular set of circumstances.

Clearing the selection

At any stage you can click ti@earExtracted Data and Start Agabwutton to clear the form and
start againg no harm will be done to the main database records.

Removing individual records from the selection

Clicking to place a tick in the box on the lgffthe incident record will mark records which you wish
to manually delete from the list: they wile removed when you click tHeemove Ticked Records
button ¢ be assured thayou are NOT deleting them from the database, only from \g&lection

Viewingthe incident detail

/| tA01AYy3 (GKS a+xASgé¢ odzilizy 2y GKS NRIKG 2F Gf
that particular incident.

Exporting to Excel

The Export to Excebutton allows for the creation of a Microsoft Excel format worgsh
containing your selected data, which is described more fully in the next section.

Exiting Data Analysis

TheClose buttonat the bottom right of the screen returns you to the menu.

In Microsoft Excel

Export to Excel

7

I £t AO1 Ay 3 (KS uttod Bffeds i chdickg seethéxBphge. ©
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2]

(=5 Fle Edt Insert Records Window Help
Export in Microsoft Excel format

[ Export Incidents l This will export one row per incident

These options will probably result in mare
than one worksheet row for each incident
due to the possibility of multiple instances of
antecedents, behaviours or interventions per
incidert,

l Export Antecedents l

l Export Behaviours l

Export Interventions

Reminder: You will be prompted for an Excel filename. You cannot use the name
of & file which is currently apen in Excel, If re-expaorting data, close the earlier
Excel file first,

1. Export Incidents, exporting one incident per worksheet row

2. Export Antecedents exports incident data and each antecedénis might result in multiple
worksheet rows per incident if there is more than oneasded antecedent

3. Export Behaviours exports incident data and each behayjdhis might result in multiple
worksheet rows per incident if there is more than one recorded behaviour

4. Export Interventions exports incident data and each intervengdinis might result in multiple

worksheet rows per incident if there is more than one recorded intervention

With each of these options, you will be prompted for a filename. If the chosen filename already
exists, you will have a choice of using another name orvening the existing Excel file.

Please note that iffou intend to overwrite an existing file and that files open, then the Export to
Excel feature will not worklf that happens, close the workbook file in Excel (usingsFlave As to
save it under different name if you wish to keep the data) then try exporting again.

Example of worksheet

An example o&in Excel file of incidents illustrated overleaf.
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3 T ] ¥ g o
Al -0 - B I U ESE=E=EB 9%, 90 .
L21 - 3
: v:::al n:?.hh e ; 5 ‘s.m,:, o s e e M.f..rz.tgz <
L1 - f
A, B © D E F €} H |
1 | Wear | honth | Count | Incident Ref | Pupil ID Student | Gender | Date | Activ
2 | 2002 Mfarch 1 4 10 Ferale 03/03/2002 Dance
3 | 2003 February 1 2 9 hdale 04,/02/2003 Art/Craft
4 | 2003 March 1 3 g Famala 02/0372003 Ar/Craft
5 | 2003 [ET 1 o] 11 hdale 0RM52003 | eisuredF

Excel functionality

Users will greatly benefit from a wking knowledge of Microsoft Excel, and familiarity with the
Chart, Subtotal, Sort, AutoFilteand Pivot Tablefeatures. This is beyond the scope of this User
Guide but some help may be gleaned from the examples that follow.

Note that these examples arall using standard functionality of Microsoft Excel.

HitHH

Arow of hashes [#####h an Excel workshedndicates that the column needs to be widened in

order to display the correct data.

Example 1: a chanf the selected incidents by month

Thisillustrates the use of the Subtotal and Charting capability of Excel.

In the database, select the data (perhaps
date range), filter as required then export
to Excel. The data will be automatically
exported in date order, so no further
sorting will ke required in Excel.

Once in Excel, apply subtotals dicking
anywhere within the datareaand
choosingSubtotalX from the Data menu

Choose td&sumthe Countcolumn at every
change irMonth, and cliclok. Widen
column B (the Month columrgs necessar
¢ see the sampleverleat

ol

4t each change in:
| R

Use function:

|Sum

Add subtotal ko:
[ Year

[ Month

[w

v Replace current subkakals
[ Page break between groups
v Summary below data

o]

Eemowve All | Cancel
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i3 - A ‘ Slect level 2 by clicking on the sm@l] button.
@ 1 Yjar wﬁmh | r‘nLu’mt Incid:
12 March Total ! Select the block of data in the Month and Count columns,
+ 5] February Total 1 .
o 7 March Total 1 excluding the Grand Total.
+ 9 May Total 1
+ [ 11 July Total 1
4 |13 November Total 1 Press thé=11 keyon the keyboardo create a chart.
= 14 Srang-roar =] .
18 Options on theChart menuallow you to change the chart
1R

type and alter the appearance of the chart.

@ March Total

W February Total
O March Total

O May Total

| July Total

0 November Total

March Total February Total March Total May Total July Total November Total

To return to the data, click thExport to Excel talat the foot of the worksheet. To remove the
subtotals, choos¢ dzo { 2 dénlthe Baba menuand clickRemove All

7

To delete a chart, righbt A 01 2y AGQa Glo |G ke F220 2F (K

To print a chart, with the chart displayed on screen, clickRhint button or choosePrint from the
File menu

Example 2: using AoFilter in Excel

C5 - A1

A B C D E F G H | J i
1 Ye:v| Ianth v\ Count v| Incident RE'v| Pupil ID v| Student v; Gender - Date v| Activity v| Location v|~r
2 | 2002 March 1 4 10 | an (03/03/2002 Dance Gym
3| 2003 February 1 2 g (e 04M2/2003 | Ar/Craft Classroom .
4 | 2003 tarch 1 3 g 02/03/2003 | Art/Craft Classroom |
5 | 2003 Mayl 1! 5 11 Male 06052003 | Leisure/Play CQutside play ar .
R 2N il 1 7 12 1tala MRMZ NN A Craft Classrnnm

Microsoft Excel has its own filtering capability, enabling you to experiment with the data by filtering
according to any of the available criteria.

Turn the feature on by clicking on tiata meny choosing-ilter then AutoFilter. The same
sequence of commands will turn the feature off again.

Each of the column headings now has an arrow indicating a-doam list. In the example above,
the Gender filter is being used to select only the Female recordssédlection can be restored to
all records by selectin@jll) from the list.
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Example 3: Pivot Tables

A PivotTable report is an interactive table that quickly combines and compares data. You can
rotate its rows and columns to see different summariethefsource data, and you can display the
details for areas of interest. The actual means of produgiptyot table differ between versions of
Excel but for those familiar with, or who want to experiment with, Pivot Tables, the following may
serve as anxample.

Location
Gender Classroom | Farm/allotment Gym Outside play area | Grand Total
Female 1 1 1 3
Male 2 1 3
Grand Total 3 1 1 1 6
The above table was arrived at by:
1. Selecting the whole block of data
2. From the Data menu, choosing Pivot Table Report
3.1 yagSNAy3I GKS ljdSadrzya Fal8SR 2F GKS tAag2
a. ¢2 asSid GKS RIFGIF & a/2dzyie
b. Tosetthecolumh & d&[ 20F GA2Yy ¢
c. ¢2 aSit GUKS NBg¢ | & aDSYRSNE
d. To create a new worksheet
Here is a more complex example:
Female
Female Total Male Male Total | Grand Total
Activity Location AC CC VP AB AC | ShC
Art/Craft Classroom 1 1 1 3
Art/Craft Total 1 1 1 3
Dance Gym 1 1
Dance Total 1 1 1
Leisure/Play Outside play a 1 1
Leisure/Play Total 1 1
Working on farm Farm/allotment 1 1 1
Working on farm
Total
Grand Total 1 1 1 3 1 1 1 3 6
a ¢
6! OUAGAGEE YR [20l& A@/yZdry (éK® RIGF 2y 0SS | 31 A\

Hopefully, from these examples, the usefulness of Excel Pivot Tablgoagdul data analysis
tool can be appreciated.
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Pl/De-escalation strategy analysis

L@ Behaviour Support Database - [Pl/Descalation Strategy Analysis] g@

i File Edit Insert Records Window Help Typeaquestionforbelp - o & X

Pl/De-escalation Strategy Analysis

m Extract information for selected date range

2 View reports:[ Client ” Duration ][ Group ” Reason ]
[ seting ][ staff || su/BdMap | Stategy |

@ Export to Excel for more detailed analysis

‘Return to Main |
.  Database

The help of Foxwood School. Hythe iz acknowledged

Step 1: extracting the incidents where intervention data has been input

Whenyalz Of AO01 GKS {GSLI m odzit2ys @&2dz gAft 0685
date rangeg they could be for a week, term or any other appropriate period. Records of incidents
between these dates will be extracted.

Step 2: view reports

A rangeof reports can be viewed by clicking on the relevant buttgiisey are all based on the
information extracted in step 1.

Step 3: export to Excel

The Step 3 button causes the extracted records to be copied to an Excel workbook for further
analysis.
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Behavioural Risk

Important note

This is intended as a brief description of the functionality but it is recommended that those
intending to use these features first receive some specific trainingisk assessment techniques

Information about this candobtained from:

Jon Hull

Hull Consultants

61 Sunnyside

Newhall

Swadlingcote

Derbyshire

Telephone 07973 377893
Email j.hull@virgin.net



