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Welcome to the Rtl:B Database User’'s Guide

What's in the Guide: The Rtl:B Database User’s Guide provides screenshots,
instructions, and supporting resources for all basic functions of the Rtl:B Database.

Using the Guide: The Table of Contents is your link to the entire User’s Guide. Go
directly to the topic(s) you are interested in by clicking on the titles in the Table of
Contents. To navigate back to the Table of Contents, click on the Rtl:B logo ““"* at the
bottom of each page. The organization of Section 2 is consistent with the drop-down
menu items found in the database.

Key Concepts: Important (or “key”) concepts are indicated by the icon you see to
the right of this paragraph. The database quiz will focus on the Key Concepts.
Remember that the quiz questions you will receive correspond to the access level
assigned to you and the tiers of the database used by your school.

District Administrators: Section 4 of the User's Guide explains the unique
responsibilities and permissions of District Administrators. However, we suggest that at
least 1 district level user become familiar with all of the database features, such as
school account set up and report generation.

School Administrators: Information contained in Sections 1-3 is relevant to
School Administrators. For convenience, a Quick Start Guide is available at the
beginning of Section 1 that summarizes the steps involved to get your new Rtl:B account
up and running.

This guide was developed by the staff of Florida's Positive Behavior Support (PBS:RtIB) Project. Florida's Positive Behavior Support
Project is part of the Department of Child and Family Studies of the Louis de la Parte Institute at the University of South Florida, and
is funded by the State of Florida, Department of Education, Division of Public Schools and Community Education, Bureau of
Exceptional Education and Student Services (BEESS), through federal assistance under the Individuals with Disabilities Education ACT
(IDEA), Part B. terms of use.

2012 Florida Positive Behavior Support Project (FLPBS) University of South Florida (USF)
13301 Bruce B. Downs Blvd., MHC 2-113A
Tampa, FL 33612
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Quick Start Guide for School Administrators

**Note: Hyperlinks are active only when viewed in the Rtl:B User’'s Guide. To download a complete copy of the
guide, visit www.flrtib.org.

Rtl:B Activates District Admin
ACCOUNT
District Admin Activates School, ALL ACCESS
PRINCIPALS, users Users : &
| pass Quiz DATA ENTRY

PRINCIPALS, Users
Activate Additional Users

STEP 1 - ACCESS YOUR RTI:B ACCOUNT

1. After the District Administrator activates your account in the database, you will receive an
email stating that your account has been activated.

2. Click on the link in the email to go to your school’s log-in page. If you would like to see
more information about logging in to the database, click HERE.

STEP 2 — TAKE YOUR QUIZ or ACCESS LIMITED FEATURES

As a School Administrator, you can access limited database features that will allow other users to
log in before you take your quiz, or you can choose to take the quiz and access ALL of the
school-level database features (click HERE to get more information about the database quiz).

Limited Features Available Pre-Quiz Additional Features Available Post-Quiz

Activate a user at the school
ALL school-level database features are

Turn O a'tler Jor i SChO_OI available to an individual activated as a School
View an activated user’s quiz status Administrator.

Retrieve username

This is an example of the message you will receive after logging in & changing your password:

WELCOME TO THE RTI:B DATABASE!

You can access I|m|ted database features OW. If you need to learn more about pre-quiz
permissions or the .org and download a copy of our User's guide.To

gain access to all of the features of your Rt:B account you will need to pass the quiz.

-OR-

You CaI: take vour database CIUIZ EIOW You will still be able to access your limited database
features :

i
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If you choose to access limited features prior to starting your quiz, you can go back to your quiz
by going to the Administration tab, “Manage Quiz,” and selecting Resume My Quiz.

HUA  Current School Year:

2011-2012  User: Test, Dislrict  Rele: DistAdmin

Welcome to Ritl:B Database
Ppccess to mulipse SCHooIS, CCK here 10 "Set” your schooldistnct

ISTRICT INFO

CHOOLINFO  » LTSF :

GE QUZ » RESUME MY QUIZ

OUTH I‘LUI{ID\

VIEW QUIZ RESULTS

VIEW US 5 QUEZ RESULTS

The remainder of this Quick Start Guide for School Administrators will focus on the limited
features available Pre-Quiz. To learn about the additional features available after you have
passed the quiz, please refer to the school-level features described in this User’s Guide.

STEP 3 - IDENTIFY THE TIERS OF THE DATABASE TO BE USED
AT YOUR SCHOOL

By default, all schools are enabled for both Tier 1 and Tier 2 features of the Rtl:B database. If
your school will only be using one of the Tiers, you will need to “turn off” the other Tier. Note:
this is one of the main factors in determining which quiz questions will be assigned to
users from your school.

1. Go to the Administration tab, “Manage School Info,” and select the School Profile from
the drop-down menu.

2. Onthe School Profile screen, make sure the tiers of the database your school will use
are checked, and click the “Save” button at the bottom of the screen if you need to
update the information.

School Profile

To edit school profile information, type the information in the fields below and click ‘Save.’

School name Dataland

School type Other =

I Database Choice [ Tier 1 ¥ Tier 2

E— #prek Wk #1 M2 M3 Ma s
#e F7 e Mo M F11 a2
School code 12345

Database status @) Active Inactive

MAILING ADDRESS

STEP 4: IDENTIFY WHO WILL LOG IN TO YOUR SCHOOL'S
ACCOUNT

Your school and/or district can decide how many people will log in to your school's account. The
number of users per school/district is not limited. Multiple default access levels exist to provide
Rtl:B access that is appropriate to individuals’ role within their school, and may be adjusted even
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further to meet individuals’ and schools’ needs. If you'd like more information about the different
access levels and the features they can use, click HERE.

STEP 5 — INFORM PERSONNEL OF THEIR ACCESS LEVEL,
YOUR SCHOOL'’S TIERS OF USE, & TRAINING OPTIONS

Individuals’ activation emails will let them log in to the database immediately, but ALL users
except for District and School Administrators will have to pass their quiz BEFORE accessing the
school’s account. Help them learn how to use the database features they are responsible for
PRIOR TO activating their account. Find out if your district has a pre-established training plan.
You can also visit www.fIrtib.org for supporting resources and to register for a live webinar.

STEP 6 - ACTIVATE USERS AT YOUR SCHOOL

Unless you will be the primary person responsible for all data entry and Rtl:B account
management at your school, identify the staff members who will support you. The database offers
multiple access levels with varying permission sets, including a “Data Entry” level that has access
to the same features you do. Click HERE to view instructions on Activating a User.

**Note: Individuals must be listed on the staff roster prior to activation. If the individual(s)
you wish to activate are not on your staff roster, School Administrators must pass their
database quiz before they can add them. You may also contact your District Administrator
or Rtl:B support to add individuals to your staff roster prior to completing your quiz.**

STEP 7 -SET UP YOUR SCHOOL’S ACCOUNT INFORMATION

Every school account requires some basic information to help reports function properly. Access a
checklist that explains each step by clicking HERE.

STEP 8 (if necessary) — VIEW USERS’ QUIZ STATUS

If you need to check on your staff’'s progress with the database quiz, you can review their Quiz
Status from the Staff List screen. Click HERE to view the steps to follow to view a user’s quiz
status.

STEP 9 (if necessary) —- RETRIEVE A USERNAME

If one of your primary users loses their username and is unable to access the database, you can
retrieve the username by following the steps on this LINK.

--END--

I'_l—}
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The Activation Process

=District & School Administrators: see your respective Quick Start Guide for an overview of the
Activation Process and school information set-up**

Section Overview Access Levels
ALL
How to get your username and password *This information applies to NEW users, users who
for your school’s Rtl:B account. receive access to ANOTHER SCHOOL'S Rtl:B
’ account, and prior users whose administrators
RE-ACTIVATED their account after July 1% 2012.

THE SHORT ANSWER: School and/or district administrators are responsible for
activating properly trained individuals so that they may have access to the
database that is appropriate to their role at the school.

THE DETAILS:

Rtl:B Activates District

District Admin receives activation email

ACCOUNT

District Admin Activates ACCESS
School, Principals, Users &
Principal, Users receive activation email DATA ENTRY

Principals, Users
Activate Additional Users

Users receive activation email

1. Gaining access to your Rtl:B account begins with the activation process which is
handled by people within your school and district. Your District
Administrator begins the process by identifying schools that should use the
database, and then activating principals and/or their designees. Each school
administrator (or their designee) then activates additional users for their school.
All users activated after July 1%, 2012 will have to pass a short quiz in order to
utilize their school’s Rtl:B database features.

2. When you have been activated, you will receive an email with your log-in
information (the “Activation Email”). If you haven’t received an activation
email but believe you should have, please see our troubleshooting section.
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Section Overview

Access Levels

Get the link to log-in to your school’s
account

All

How to log-in to a school if you have

Any users with access to multiple schools,

access to more than one school’s account | regardless of access level

THE SHORT ANSWER: The “activation email” contains the link to log in to your
school’s account, your Rtl:B username, and temporary password.

THE DETAILS:

1. You will receive an email from “usfmit” notifying you that your individual user
account has been activated. Note: Before you try to access your account, you
should find out your level of access and the tiers of the database your school

will be using.

2. Here is an example of the activation email:

Next Steps:

3. Startusing your account

training.

http://www.flrtib.or

Congratulations — yourRtl:B database accounthas been activated!

1. Learn how to use the database (requires training)®

2. Log-in and PASS THE DATABASE QUIZ

* Log-in Page: https://
¢ User Name: xxx «<——

® Password:xxx =

*Check with your school or district administrator to find out your district’s plan for database

Learn more about getting started with your school’s account, download a study guide for the
quiz, access helpful resources, and/or register for online training by visiting our website:

We hope you enjoy the database - email us anytime!

rtidb@usf.edu

flrtib.org < —

3. Click on the link in the email and it will take you to the log-in page. You can
save the log-in page in your “Favorites” folder on your internet browser.

4. Enter the username and temporary password provided in the email. Please note
that passwords are case sensitive!

5. Your username will never change.

a. If you lose your username, find someone with district, administrator, or
data entry level permissions to retrieve it.

b. If you can't find someone, you can email support at RTIDB@usf.edu.

-
ff"é?'-
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6. When you log-in to the Rtl:B database for the first time you will be forced to re-
set your password. No one will have access to your password unless you
share it with them. The password requirements are:

1. 8 character minimum length
2. Must contain one or more characters from all of the following classes:
o English uppercase letters (A through 2)
e English lowercase letters (a through 2z)
e Numbers (0 through 9)
e Non-alphabetic characters: @ $% &/ () +7?"' " *~#!-_ . []\<>|
7. If you ever lose/forget your password, you can reset it from the log-in page of the

database. Click on the link and the database will send you a new temporary
password:

Rel:B

Response to Intervention

for Behavior

Account Login

::g_ajrd‘l}ieag;wzj forgot user name? /
F;:ZV:SHT;WE} forgot QSSSWDFU?

. Submii.

8.

If you have access to multiple schools’ database accounts, you will need to tell
the database which school you'd like to work with each time you log into the
database:

RtI:B

Response to Intervention
for Behavior

v belawioral dedabase

A three-ti

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, Coach Role: Coach

Welcome to Rtl:B Databa

If you have access to multiple school b "Set" your school/district.

a. Select the school you're interested in from the drop-down menu.

School Selection

Select a school from the drop-down menu. If you do not see your school on the drop-down
list, contact an Ril:B Database Administrator.

School Dataland SuperSchool

12



Rtl:B Database User’s Guide v4.1

c. Double-check to make sure the database is set on the correct school by
reading the school name under the menu tabs.

Ril‘B

Response to Intervention At .'{-'I'rfuf H.h'-i.‘f e
far Bahavior

HOME ADMINISTRATION ¥ INCIDENTS ¥  TER2 ¥  SEARCH Y  REPORT Y  LOGOUT

Training School 01)- Dataland  Current School Year: 2010-2011  User: Training, Coach01  Role: Coach

Welcome to Rtl:B Database

This tells you which access

You can double-check which school you're working with anytime level you have at this school

by looking for the school name at the top of the screen.

9. After you have changed your password and “set” your school (if you have access
to multiple schools) you will be required to pass the Database Quiz before you

can access your school’'s information. Many resources are available to help you
learn how to use database.

13
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Training Options

Section Overview Access Levels

District training

Facilitated online training (webinar)

— All Access Levels
Full Recorded training

Mini-Modules

THE SHORT ANSWER: Each individual user has the responsibility for making
sure they know how to use the relevant features of the database before logging
in or trying out a new feature in their school’s account. Read below to see the
different training options.

THE DETAILS:

1. District training. Check with your administrator to find out if your district has
planned training for its Rtl:B users. You may have a local face-to-face training by
in-house experts, or a special webinar scheduled around your district’s other
activities.

2. Facilitated online training (webinar). The Rtl:B database team offers monthly
facilitated online trainings that guide you through all of the basic features of
account set-up and data entry (including key concepts that will be on the quiz).
This training is listed as “Database 101" on our training calendar. You can see
when the next training is scheduled and register for the session HERE.

3. Full recorded training. If the webinar dates and times won't fit your schedule,
you can view a recorded “Database 101" training from our website. You can
pause & rewind the recorded training as needed, all from the comfort of your
jammies (or your office, if you prefer). There is no limit on the number of times
you can view this training, and no registration is needed. Access the recording
from the training page of our website: http://www.flrtib.org/training.html

4. Mini-Modules. Break it down: watch our mini-modules to see each task
performed for all of the tabs and drop-down menus in the database. These are a
great resource if you need to freshen-up your skills or be reminded of how to use
a particular feature. Click HERE to take you to the mini-modules on the website.

==
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The Database Quiz

Section Overview Access Levels
Description of quiz All
How to start & complete the quiz All

District & School Administrators, Data

How to view users’ quiz progress Entry, and Coach

THE SHORT ANSWER: You can only access your school’s Rtl:B information
AFTER you pass the database quiz. The quiz is required of everyone and will
only cover the most critical information for you to use the database successfully.
There are multiple ways to prepare for the quiz — check with your administrator(s)
or visit www.flrtib.org to find out how.

THE DETAILS:
The Database Quiz is designed to target:

e The key concepts for each tier of the database that the school will be using
(Tier 1, Tier 2, or both)

¢ Each individual user’'s access level. You will only see questions for each Tier
of use that impact your own access level.

Throughout this User’s Guide you will see a key icon (the green arrow with a key
inside), which means that the information involves a key concept that is addressed by
one of the quiz items.

STARTING & COMPLETING THE QUIZ

4. To start the quiz, log in to the database. Once you've changed your password,
the ability to start the quiz will appear on your main screen as soon as you log in.
Click on the button to “Continue” your quiz.

a. If you have access to multiple schools’ Rtl:B accounts, after changing
your password you’ll need to tell the database which school you'd like to
work with. Once you've “Set” your school, you will be able to start the quiz
for that school. If you are concerned about taking multiple quizzes, see
your district administrator.

WELCOME TO THE RTI:E DATABASE!

Before you can access your school's information, you’ll need to pass the Database Quiz.

The guiz questions you receive will depend on your assigned access level and the database features
used by your school (Tier 1, Tier 2, or Both). If you are unsure what access you will have, please
check with your school or district administrator so you can prepare for the quiz. You can also visit
www . firtib.org for more information about the activation process and database quiz.

Continue to Quiz (
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Learn how to use the database prior to taking the quiz. Your district may
have already made arrangements for training, and there are additional options
and resources on our website. Look for resources that are specific to your access
level, and focus on information that's necessary for your school’s tiers of use.

All questions are single-response multiple choice. If you're not sure about
the answer, check the supporting resources available on the training page of our
website. You can also open a 2" internet window and experiment in our demo
database: https://demo.flrtib.org.

All questions must be answered before receiving feedback on your
answers. You will be reminded of each question and your response on the quiz
results screen.

All questions must be answered correctly. If your answer is incorrect, you will
receive feedback that contains a general rule, a link to the relevant section of the
User’s Guide, and a link to the relevant mini-modules to assist you in learning the
information.

The database will log you out after 30 minutes of inactivity. If you're
researching the answer to a question, be mindful of the passing time.

You can complete the quiz in more than one session. Just log out of the
database/quiz, and the next time you log in to the database you will be redirected
to the question where you left off. Remember to click on “submit” before leaving
the session so your answer will be saved.

The quiz can be taken as many times as needed. Each item has multiple
variations that cover the same content.

VIEWING USERS’ QUIZ PROGRESS

If you have District Administrator, School Administrator, Data Entry or Coach
access and you need to see if a colleague you've activated can access your school’s
information, you can check their progress on the quiz.

District and School Administrators can view users’ progress before taking their own quiz
if they need to, but Data Entry and Coach users must pass their quiz before accessing
this feature.

From the Administration tab, go to “Manage Quiz” and then select “View
Users’ Quiz Status” from the drop-down menu.

continued...
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Response to Intervention Athy
for Behavior

behewioral database

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥ LOG OUT

§ CHANGE PASSWORD

AWLACHUA Current School Year: 2011-2012 User: Test, District Role: DistAdmin

SET SCHOOU/DISTRICT
Welcome to Rtl:B Database

MANAGE STUDENT/STAFF » . . ;
[ccess to multiple schools, click here to "Set” your school/district.

MANAGE DISTRICT INFO  »

& 2012 Florids Post Univarsity of South Fleriss (USE)

4202 Bast Fowler Ave. MHS 2113, Templs, FL - 33620

MANAGE SCHOOL INFO  » UNIVERSITY OF
SOUTH FLORIDA

MANAGE QUIZ » RESUME MY QUIZ

VIEW MY QUIZ RESULTS

VIEW USERS' QUIZ STATUS

2. This will take you to the Staff List screen, which shows all staff names on the
school’s roster. The “Database Status” column will tell you which users have
been activated at the school. Each database status is defined at the top of the
screen for your reference. Only “ Active” users will have the ability to take the

database quiz.

use the database at any time

Staff List

The following staff member names have been entered into the database. To change a user's access level or staff list status, use the links
from the administration drop-down menu.

Active: Staff have avalid User ID and password. They have received their email that grants them access to the database, and may log in to

Inactive: 5taff are listed on the staff roster, butthey are not able to log in to the database. A school administrator, data entry user, or Coach

must activate their User ID (Administration menu, "Manage Student/Stafr, "Activate Staff).

Disabled: Staff have been removed from the staff roster and their User ID and password have been removed from the database. They are not
able to log in to the database and will not be able to be chosen as referring staff for incidents. You may update the staffs status in the
Manage Staff section of the Administration tab as needed.

ABCDEEGHIJKLMNUOERQRSTIUY W X Y Z AL
Hame Accesslevel D Database Status Quiz Status
Abbott, Timmy Teacher 3630269 Active Number of atiempts. 1

Complete

3. The Quiz Status column will show you each user’s progress with the quiz. The
“Number of Attempts” reflects the number of times the user has taken the quiz.

a. The Number of Attempts will change to “1” as soon as the user sees the
first question on their quiz. It will remain “1” until the user finishes all of
the questions for their quiz.

b. If a user answers even one question incorrectly, they will get another
attempt at the quiz. Each additional attempt will only contain questions
the user answered incorrectly on their last attempt. The number of
attempts will not change until the user begins their next attempt. As soon
as the user sees the first question on their next attempt, the number of
attempts will advance on the quiz status screen.

continued...
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4. There are several status labels you may see:

Rtl:B Database User’'s Guide v4.1

a. Not Started: The individual has not started their quiz. This could mean:

i. The individual was not activated (their database status will say
“Inactive”), or
ii. The user was activated but didn't start their quiz yet. In this case,
the user’s database status will say “Active,” and their quiz status
will say “Not Started.”

In Progress: The user has seen at least one question on their database

quiz. The number of attempts will tell you if the user is still trying to finish

their first quiz, or if they've finished their first attempt and answered some
items incorrectly and have begun an additional attempt.

b.

Complete: These users have answered all of their quiz questions
correctly and can now access the school’s account. They will only
have access to the features assigned to their access level, which is listed

next to their name in the staff list.

Here are some examples of the different combinations of database status, quiz status,
and number of attempts:

Name

Frey, Michael

Bass, Belinda

Abbott, Timmy

Bowers, Aimee

Caldwell, Jim

Baker, Esteban

AccessLevel

Teacher

Teacher

Teacher

Teacher

SchoolAdmin

Teacher

D

4104572

19589

3630269

28913

5799599

1343329

Database Status

55
ff"@?'-

Inacfive

Acfive

Active

Active

Active

Active

oh

oA

W X Y ZAL

Quiz Status

Mot stared User was not activated.

User was activated but hasn't started
Not started their quiz.

User has passed quiz on their first try,

Number of attempts: 1
P can access Teacher level features.

Complete.

User has completed their first attempt
Number of attempts: 1 but answered at least one question
Additional attempt required wrong. They haven't started their
second attempt.

Number of atempts: 2 User has passed quiz on their on try,
Complete. can access ALL School Admin features.

User has completed their quiz twice but
still answered at least one question
wrong. They started their 3rd attempt;
see if they need assistance/resources.

Number of attempts: 3
In progress

18



Study Guides
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Section Overview

Access Levels

Links to all of the Study Guides

Al

THE SHORT ANSWER: Avoid frustration — be prepared! Make sure you
understand all the key concepts for your access level and your school(s)
tier(s) of use. Select the appropriate study guide from the list below.

THE DETAILS:

The study guides cover the critical concepts for each user’s level of access and the tiers

that your school is using. Find the study guide for your own access level, and focus on

the content for the tier(s) your school will use in the database.

You can click on the title of the guide to jump to that section of the User's Guide. You

can also download the guides after clicking on the New Users tab at:

http://www.flrtib.org/getting started.html

Below are links to the Quiz Study Guide for each of the default Access Levels:

e District Administrator

e School Administrator
e Data Entry

e Coach
e Specialist
e Teacher

55
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CHECKLIST: NEW SCHOOL SET-UP

Note: Hyperlinks are active only when viewed in the Rtl:B User’s Guide. To download a complete copy of the
guide, visit www.flrtib.org.

THE SHORT ANSWER: This checklist will help remind you of the steps
involved in setting up your new Rtl:B account so all reports and features
function correctly.

STEP 1: ENSURE YOUR SCHOOL PROFILE INFORMATION IS
ACCURATE

Your School or District Administrator may have already updated this information, but participation
varies by school. Make sure the correct grade levels are entered, the tiers your schools will use in
the database are updated, and contact information is available. To see detailed instructions for
these steps, click HERE.

STEP 2: IDENTIFY WHO WILL LOG IN TO YOUR SCHOOL'S
ACCOUNT

Your school and/or district can decide how many people will log in to your school’s account. The
number of users per school/district is not limited. Multiple default access levels exist to provide
Rtl:B access that is appropriate to individuals’ role within their school, and may be adjusted even
further to meet individuals’ and schools’ needs. If you'd like more information about the different
access levels and the features they can use, click HERE.

STEP 3: INFORM PERSONNEL OF THEIR ACCESS LEVEL, YOUR
SCHOOL’S TIERS OF USE, & TRAINING OPTIONS

Individuals’ activation emails will let them log in to the database immediately, but ALL users
except for District and School Administrators will have to pass their quiz BEFORE accessing the
school’s account. Help them learn how to use the database features they are responsible for
PRIOR TO activating their account. Find out if your district has a pre-established training plan.
You can also visit www.fIrtib.org for supporting resources and to register for a live webinar.

STEP 4: ACTIVATE USERS AT YOUR SCHOOL

Check to see if the individuals who will log in to your school’s database account are already listed
on your staff roster. To learn how to view your staff list, click HERE. If you need to add an
individual to your staff roster, you can do this through the Manage Staff screen. Click HERE to
see how. Once you've confirmed that the individuals who will log in to your school’s database
account are on your staff roster, you can click HERE to view instructions on Activating a User.

STEP 5: ADD SCHOOL-LEVEL DEMOGRAPHICS AND SCHOOL
DAYS PER MONTH

School-Level demographics and the number of school days per month must be entered at the
same time. Look up this information in your district's main data system, and then click HERE to
see how to add the information to your school’s Rtl:B account.
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STEP 6: ADD SCHOOL-WIDE EXPECTATIONS

This step is optional for schools using the database’s Tier 1 features, but is REQUIRED FOR
SCHOOLS USING THE DATABASE'S TIER 2 FEATURES. Once your school’s school-wide
expectations have been entered, they shouldn’t be changed for the rest of the school year. Click
HERE to see how to add your school-wide expectations.

STEP 7 (for schools using Tier 2 features): ADD CHECK-
IN/ASSESSMENT PERIODS & POINTS PER EXPECTATION

This step only applies to schools using the Tier 2 features of the database. If your school is only
using the database for Tier 1, skip to STEP 9. Otherwise, click HERE for instructions on adding
Tier 2 check-in periods and points per expectation.

STEP 8 (for schools using Tier 2 features): ADD TIER 2
INTERVENTIONS FOR YOUR SCHOOL

Your account will have four Tier 2 interventions available, and you can add and remove
interventions as needed. Your school can have up to eight active Tier 2 interventions at any given
time. Click HERE to see how to add them.

STEP 9 (optional): ADD CUSTOM FIELDS FOR TIER 1 INCIDENT
ENTRY

This step only applies to schools using the Tier 1 features of the database, and can be completed
at any point during the school year. Once you've established custom fields for Tier 1, avoid
making changes to them until the next school year. For more information about your optional Tier
1 custom fields, click HERE.

-END--
TIRTD
I YLD
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CHECKLIST:
SCHOOL ACCOUNT MAINTENANCE

**Note: Hyperlinks are active only when viewed in the Rtl:B User’'s Guide. To download a complete copy of the
guide, visit www.flrtib.org.

STEP 1: UPDATE YOUR PASSWORD

Starting in SY 2012-2013, all passwords must meet specific requirements. You can see the
requirements when you log in to your account, or you can view them HERE.

**STEP 2: PROTECT YOUR STUDENTS’ DATA**

Disable individuals’ log-in credentials if they should no longer have access to your school’s Rtl:B
account. You can see whether they have the ability to log in from the Staff List screen (all “Active”
individuals can log in). Click HERE to see how to disable their log-in credentials.

STEP 3: UPDATE YOUR SCHOOL PROFILE

**Note: The school profile now contains information that determines the quiz questions
your newly activated users will receive.** Update the tiers your school will use in the database,
and be sure the rest of your school’s information is accurate and up to date. Click HERE to see
instructions for updating your school’s profile.

STEP 4: IDENTIFY WHO WILL LOG IN TO YOUR SCHOOL'S
ACCOUNT THIS YEAR

Make sure district-level personnel who need to log in have been added to your school’s roster,
and activate them with an appropriate access level. *ALL NEWLY ACTIVATED USERS WILL
HAVE TO PASS THE DATABASE QUIZ BEFORE ACCESSING YOUR ACCOUNT.** To learn
more about the quiz, click HERE.

STEP 5: INFORM PERSONNEL OF THEIR ACCESS LEVEL, YOUR
SCHOOL’S TIERS OF USE, & TRAINING OPTIONS

Individuals’ activation emails will let them log in to the database immediately, but ALL newly
activated users except for District and School Administrators will have to pass their database quiz
BEFORE accessing the school’'s account. Help them learn how to use the database features
they are responsible for PRIOR TO activating their account. Find out if your district has a pre-
established training plan. You can also visit www.flrtib.org for supporting resources and to register
for a live webinar.

STEP 6: ACTIVATE USERS AT YOUR SCHOOL

Check to see if the individuals who will log in to your school’s database account are already listed
on your staff roster (click HERE to see how to view the staff list). If you need to add an individual
to your staff roster, you can do this through the Manage Staff screen (click HERE to see how it's
done). Once you've confirmed that the individuals who will log in to your school’s database
account are on your staff roster, you can activate them by going to the Administration tab,

) r ‘T .: [‘,ﬁ'
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selecting “Manage Students/Staff,” and then “Activate Staff” (click HERE to jump to that section of
the guide).

STEP 7: UPDATE YOUR SCHOOL-LEVEL DEMOGRAPHICS &
SCHOOL DAYS PER MONTH

This information is necessary for certain school- and district-level reports. You may need to
update this information at additional times during the school year if your population changes by
10% or more. If you'd like to see instructions on how to record this information, click HERE.

STEP 8: ENSURE YOUR SCHOOL'S ACCOUNT INFORMATION IS
UP TO DATE

Make sure your school-wide expectations, custom fields, check-in periods, and max points per
expectation are set up correctly for the year. Avoid making changes to this information during the
school year, as this can impact how your account functions. You can see how expectations are
added HERE, review how to add check-in periods and points per expectations HERE, and learn
how to establish custom fields by clicking HERE.

~-END--
TIRTD
I YLD
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Manage Student Information

Section Overview

Access Levels

Add a student to your roster

Transfer a student to your school’s roster District Administrator

(within-district only)

School Administrator

Edit student information

Data Entry
Coach

Remove a student name from your roster

THE SHORT ANSWER: Type in the correct information & click to “save” or
“update” the student’s record. Student names can’t be deleted and their ID
numbers can’t be edited, so be sure you know the correct format to use for
your district (this can be confirmed by your IT/MIS/ET department). Read
below for more information.

THE DETAILS:
ADD A STUDENT TO YOUR ROSTER

1. Click on the “Administration” tab and scroll to “Manage Student/Staff.” Click on
the “Manage Student” link.

A the-tieveed bedamianal deatalise
INCIDENTS ¥ TER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

Current School Year: 2010-2011 User: Test, Schocl Rele: ScheelAdmin

RtlB Database

Tnsharsity of South Pl (USF)
2 Eas Forwier Ave M3 11114, Thmpla, FL - 33620

MANAGE SCHOOL INFO MANAGE STAFF
7 2 = ERSITY OF

a L
L]SF SOUTH FLORIDA

ACTIVATE STAFF

MANAGE PERMISEIONS

STAFF LIST

RETRIEVE USER NAME

2. The “Student Information” screen will display. All fields are required. *Please
note: the student ID can’t be changed once you've saved the student’s
information.* If you're not sure about the format your district uses for 1D

numbers, contact someone in your IT/MIS/ET department to find out. If you enter

an incorrect ID number in this field, you'll have to contact rtidb@usf.edu and
request a correction.
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To ADD a new student to the databasze, enter their information below. To EDIT an existing student's information, select their name: | Student

Please note: All fields are reguired.

Student Information

FIRST name

LAST name

Date of birth

Student ID *Please check for accuracy

Education Status = GenEd | ¥ |

Gender [=]

Student list status © (2 show Name ) Hide Name
ETHNICITY AND RACE

Ethnicity '--:.-'Hispanic

You must select one 7 Non-Hispanic

Race
You must select cne

[Tl American Indian/alaskan Native
[ asian
[[IBiackiafrican American

[“Inative Hawaian/Pacific slanders

[Clwnite

[ Save ] [ Cancel

J

To ADD a new student, enter the required information. Please note: You must

choose one ethnicity AND at least one race.

a. “Student List Status” determines whether a student’s name will appear
on your roster. If you are adding a new student, “Student List Status”

should be marked to indicate “Show Name.”

Click on the “Save” button to add the student to your school’s roster.

a. If the student name is already stored on your school’s roster you will get
the following message. Please check your student roster again to locate

the student.

STUDENT PROFILE ALREADY EXISTS

Student profile that you are trying to create already exists in the R{TB database. Please click on the
following link to go back to student profile management page.

TIP: Look for the
student by their
FIRST name and
their LAST name as
they may have been
entered incorrectly.

Add/Edit student profile

You can also double-check that
the student you are trying to add
has a unique Student ID.
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TRANSFER A STUDENT TO YOUR SCHOOL'S ROSTER

1. To TRANSFER a student into your school from another school in your district,
follow the same steps as if you were adding a new student record and click
“Save.” If the student record is present in the Rtl:B database (but not on your
school’s roster), you will see the following “Student Transfer” screen:

button.

First name

Last name

District 1D

District

Old school

New School

Comment

The student that you were trying to add is already assigned to a different school. To transfer the student to your school, verify the information
below and click Transfer Student button. To go back to the Student Profile page without completing the transfer, please click on "Cancel’

Student Transfer

E— This information should match the
information for your student. If it

_ doesn't, click “Cancel” at the bottom

3004567 of the screen.

GAINESVILLE HIGH SCHOOL

Transfer on 9/14/11 by M. Veguilla =

Adding a comment that documents
the transfer may be helpful in the
future. This is an optional field.

[ Transfer Student H Cancel ]

2. After clicking the “Transfer Student” button you will get the following confirmation

message:

STUDENT TRANSFER COMPLETED

You have successfully transferred the student to your school. Please click on the following link to go to
student profile page.

Student Profile

b. You can verify that the student was transferred to your school’s roster by
clicking the blue “Student” button and locating their name on your student

roster.

Please note: The database will not transfer incident and progress monitoring data from
school to school. If you want a copy of this information, please follow your district’s
policy for sharing student behavior records.
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EDIT STUDENT INFORMATION

1. To Edit student information, go to the Student Management screen and click
on the “Student” button. A pop-up window will appear that contains all of the
student names associated with your school’'s account. Only the first 50 names
will display; to see more, use the letters at the top of the pop-up window to jump
to that section of the alphabet, or click on “ALL” for all names to appear.

Rtl:B

Response to Intervention A three-tiered be

for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TERZ2 Y SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool -Dataland Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

Student Information /

To ADD a new student to the database, enter their infermation below. To EDIT an existing student's information, select their name: | Student

Please note: All fields are reguired

FIRST name

LAST name

Date of birth
MM/DDYYYY

Student ID @ *Please check for accuracy

2. Click on the student’s name and the student’s information will automatically
appear for you to edit.

3. Click on the “Update” button to save your edited information.
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REMOVE A STUDENT'S NAME FROM YOUR ROSTER

1. To REMOVE A STUDENT'S NAME FROM YOUR ROSTER, go to the Student
Management screen and click on the Student button to bring up the student list.
Select the student from the list so their information appears on the screen.

a. Please note that you won't be able to completely remove the student’s
name from your school’s roster, but you will be able to HIDE the student’s
name from the student list that appears during incident entry.

i. This reduces visual clutter as staff submit/enter incidents into the
database, while protecting each individual student’s data.

2. Locate the “Student List Status” field towards the middle of the screen. Select
“Hide Name,” and click “Update” to save the change. The student name will no

longer appear on the student list during incident entry and Tier 2 student
management.

Rtl:B

Response to Intervention A thoee-ticed behemioral detabase
r Behavior

for Behaviol

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, School Rele: SchoolAdmin

Student Information
To ADD a new student to the database, enter their information below. To EDIT an existing student’s information, select their name: Student

Please note: Al fields are required

FIRST name Bart

LAST name Simpson

Date of birth

MDD Y 06/01/2011

Student ID < 1_250 *Please check for accuracy

Education Status © Er [=]
Gender Male

Student list status < Zishow Name @ Hide Name

ETHNICITY AND RACE *

3. You can’t completely remove or delete a student name from the roster.
You’'ll have to contact rtidb@usf.edu and request a correction.

Please note: You can’t delete a student from your roster. If a student’s name is
mistakenly recorded twice, you will need to contact the Rtl:B database team and
request a correction (rtidb@usf.edu). We will call you back for the information
(student information shouldn’t be shared through email).
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Manage Staff Information

Section Overview Access Levels

Add staff members to your school’s roster

Edit staff information (hame change, email

change)
District Administrator
Remove a staff name from your roster School Administrator
Data Entry
Promote/Demote a staff member’s access Coach
level

Disable a user’s ability to log-in to the
database

THE SHORT ANSWER: Type in the correct information & click to “save” or
“update” the staff record. Staff ID numbers can’t be edited, and staff names
can't be deleted. Read below for more information.

THE DETAILS:
ADD STAFF MEMBERS TO YOUR SCHOOL’S ROSTER

1. Click on the “Administration” tab and scroll to “Manage Student/Staff.” Click on
“Manage Staff”.

Rtl‘B

Response b intervention

for Behavior

HOME Al TRATION ¥ INCIDENTS ¥ TIER2 Y SEARCHY  REPORT Y

CHANGE PASSWORD Current Schoel Year: 2010-2011 User: Test, School Roele: SchoclAdmin

SET SCHOOL/DISTRICT
elcome to RtIB Database

MANAGE STUDENT/STAFF » MANAGE STUDENT

© 2011 Flonda Posn / Urevernry. of Soues Flonds [LSF)
4202 Fase Forwer Ave. MES 2111A, Tanpla, FL . 33620
MANAGE SCHOOL INFO  »  MANAGE STAFF

< UNIVERSITY OF
L' SF SOUTH FLORIDA

ACTIVATE STAFF

MANAGE PERMISSIONS

STAFF LIST

RETRIEVE USER NAME
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2. The “Staff Account Information” screen will display. All fields are required.
*Please note: the employee ID can’t be changed once you've saved the
staff member’s information.* If you enter an incorrect ID number in this field,
you'll have to contact rtidb@usf.edu and request a correction.

STRATION ¥ INCIDENTS ¥ TERZ ¥ SEARCH ¥ REPORT ¥

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, School Rele: SchoolAdmin

Staff Account Information

T ADID & nvirwe S108 mismber 10 Th database, enber Mair infarmation betow. O, 16 EDIT an edsling S1a8 members infarmation, Sebect s name

Pleass note: All fiakds are raquired

Flrst name

Last name

I Employes 1D & “Pleass ChEcs fr acouracy I

Access level ¥ * | Acouss lovels for new stafl ae sutomatically set ta Teacher” but may
Usar wril ncd be able 10 b unll accountis | o upaated at any time
snntd

Email address
Stall list status
Determ

etermines whather name wil appear on
aehacl bt

Show Name Hide Hame

| Save Stalf Proble | Cancel |

3. To ADD a staff member to your school’s roster, enter the information on the
screen. The access level will be grayed out until the entry is saved.

a. Adding a staff member will only add their name to your school’s roster.
Individuals must be activated in order to log in to the database. Click
HERE to see how to activate a staff member.

= The access level can be changed after the staff member has been
activated. Only staff that has a need to log in to the database and
have been properly trained should be activated. Click HERE to
jump to the Activate Staff section of the User’s Guide.

» AFTER a staff member has been activated, you can change their
access level from the Staff Account Information screen. This will
change their entire set of permissions. You can “promote” their
access level so they can access more features, or “demote” their
access level to restrict the features they can use. If you would like
more information about the different access levels and their
features, click HERE to view a summary.

= You change a single permission for a staff member from the
Manage Permissions screen. Click HERE to jump to the Manage
Permissions section of the User’s Guide.
b. Anemail address is required for every individual you add to the staff
roster. If you're adding an individual who doesn’t have an email account
with the district, we’ve provided an alternative: rtibdatabase@gmail.com

» PLEASE NOTE: THE Rtl:B DATABASE TEAM WILL NOT
RESPOND TO EMAILS SENT TO THE GMAIL ACCOUNT.

= |f your school would like to keep track of referrals from substitute
teachers or bus drivers (or people in similar roles), see the

o / { D))
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instructions in the Troubleshooting section of the User’'s Guide.
Click HERE to jump to that section.

c. The Staff List Status gives you the option to “Show Name” or “Hide
Name”. If you are adding a new staff member, “Staff List Status” should
be marked to “Show Name.”

2. Click “Save Staff Profile” to save the new record.

Please note: adding a staff member to your school’s roster does NOT give them
access to your school’s database account. Only staff whose accounts have been
“activated” and who have passed the quiz will gain access to the database.
Individuals must be added to your roster before they can be activated, but you do
not need to activate all of your staff members.

EDIT STAFF INFORMATION

1. To EDIT staff information, go to the Manage Staff screen and click on the blue
“Staff” button. A pop-up window will appear that contains all of the staff names

ass

ociated with your school’s account. Only the first 50 names will display; to see

more, use the letters at the top of the pop-up window to jump to that section of

the

alphabet, or click on “ALL” for all names to appear.

a. When accessing the staff list from the Administration tab/Manage Staff
screen, you are accessing a “master” roster that shows a complete
history of staff associated with your school. Only staff whose List Status is

TIP: Changing a

staff member’s
name will NOT
change their

RtIB username.

“Show Name” will appear on the rosters for Tier 1 incident entry.

i. If a staff member leaves your school for an extended period of
time, you can temporarily change their List Status to “Hide Name,”
and change it back to “Show Name” when they return. Note: This

will also disable that person’s log-in credentials if they have been
activated.

Rtl:B

Response to Intervention A three-tieved behavioral database

for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2Y SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, School Rele: SchoolAdmin

Staff Account Information
To ADD a new staff member to the database, enter their information below. Or, to EDIT an existing staff member's information, select their name:

Please note: All fields are required.

First name
Last name

Employee ID & *Please check for accuracy

Access level @ ¥ | Access levels for new staff are automatically setto "Teacher” but may
L Bk b it o oo

A
—~—
-
4.7
©QC
)
N

I'

h

! I(___J
N

33



Rtl:B Database User’s Guide v4.1

L

-
-
i

="
ADMINISTE

To28052

1343320

ranzaz

2. Click on the staff member’'s name and their information will come up on the

screen for you to edit.
3. Click on the “Update” button to save your edited information.

REMOVE A STAFF NAME FROM YOUR INCIDENT ENTRY
ROSTER

1. To REMOVE staff member’s name from your incident entry roster, go to the
Administration tab, Manage Staff screen and click on the blue button to bring up

the “master” staff roster.

a. Select the individual's name from the list. When their information displays,

click on “Hide Name” for Staff list status.

Please note that you won’t be able to completely remove the
staff name from your school’s roster, but you will be able to
HIDE the name from the roster that appears during incident entry.
This reduces visual clutter as staff submit/enter incidents into the
database, while protecting each individual’s data.
b. Removing a staff member’'s name from the incident entry roster will also
disable their ability to log-in to the database (if the user has been
activated).
You can’t completely remove or delete a staff name from the roster.
You'll have to contact rtidb@usf.edu and request a correction.

2. Click “Update Staff Profile” to save your changes.
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PROMOTE/DEMOTE A STAFF MEMBER’S ACCESS LEVEL

1. To PROMOTE or DEMOTE a staff member’s access level, pull up their staff
record as described in the Edit Staff Information section.

2. Locate the drop-down menu for Access Level.

3. Select the appropriate access level from the menu, and click “Update Staff Profile”
to save the information.

a. Promoting/Demoting an individual's Access Level only affects users who
have been activated.

b. The staff member will not receive any notification of the change.

Users with the ability to promote/demote other users can only promote up
to their own access level. A “Data Entry” user can promote other users to
Data Entry, but can’t promote a user to School Administrator.

d. You can confirm users’ access level by viewing the Staff List screen. Click
HERE to jump to that section.

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

Please note: All fields are required.

Staff Account Information
To ADD a new staff member to the database, enter their information below. Or, to EDIT an existing staff member's information, selecttheir name:

First name Carol
Last name Ballard
Employee ID & 7410701 lease check for accuracy
Access level & Teacher ) Access levels for new staff are automatically set to "Teacher” but may
User will not be able to log-in until account is aache
activated. Specialist

. Dataentry Staff ;
Email address 2chool Admin yrnbjm.com

Coach

Tl fess O Show Name T Hide Name

Determines whether name will appear on
school lists

é [ Update Staff Profile ] [ Cancel
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DISABLE A USER'S ABILITY TO LOG-IN TO THE DATABASE

4. To DISABLE a user’s ability to log-in to the database, pull up their staff record
as described in the Edit Staff Information section. Disabling a user’s ability to log-
in will ALSO remove their name from the Tier 1 incident entry roster.

a. Select “Hide Name” for their Staff List Status, and click “Update Staff
Profile” to save the information.
i. The staff member will not receive any notification of the change.
ii. You can confirm that the users’ ability to log-in was disabled by

viewing the Staff List screen. The individuals’ Database Status will
say “Disabled.” Click HERE to jump to that section.

Staff Account Information
To ADD a new staff member to the database, enter their information below. Or, to EDIT an existing staff member's information, select their name:

Please note: Al fields are required.

First name Carol

Last name Ballard

Employee ID & 7410701 *Please check for accuracy

Access level & Teacher E| Access levels for new staff are automatically setto "Teacher” but may
User will not be able to log-in until accountis | pe updated at any time.

activated.

Email address weizep.gwobfv@cgexky ymbjm.com

e ; ' show Name @ Hide Name ?
Determines whether name will appear on
school lists

é | Update Staff Profile | [ Cancel |
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Section Overview

Access level

schools’ Rtl:B account

Give other staff the ability to log-in to your

District Administrator
School Administrators
Data Entry

Coach

quiz almost immediately.

THE SHORT ANSWER: After you've notified individuals of their access level
and your school’s tiers of use in the database, locate the individuals’ names on
the Activate Staff screen. Select the access level you want them to have and
click “Activate Staff.” They will be able to log in to the database and take their

THE DETAILS:

Your school and/or district can decide how many people will log in to your school's
account. The number of users per school/district is not limited. Multiple default access
levels exist to provide Rtl:B access that is appropriate to individuals’ role within their
school, and may be adjusted even further to meet individuals’ and schools’ needs. If
you'd like more information about the different access levels and the features they can

use, click HERE.

1. Inform personnel of their access level, your school’s tiers of use, & training

options.

a. Individuals’ activation emails will let them log in to the database
immediately, but ALL users except for District and School Administrators
will have to pass their quiz BEFORE accessing the school’s account.
Help them learn how to use the database features they are
responsible for PRIOR TO activating their account. Find out if your
district has a pre-established training plan. You can also visit
www.flrtib.org for supporting resources and to register for a live webinar.

2. Check to see if the individuals who will log in to your school’s database account
are already listed on your staff roster. To learn how to view your staff list, click

HERE.

a. If you need to add an individual to your staff roster, you can do this
through the Manage Staff screen. Click HERE to see how.

==
N
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3. Click on the “Administration” tab and then “Manage Student/Staff”. Click on

“Activate Staff”.

Rtl:B

Response to Intervention
T ior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TIER2 Y SEARCH Y REPORT ¥

PRt CHANGE PASSWORD Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin
SET SCHOOL/DISTRICT

alecnata Rl Database
MANAGE STUDENT/STAFF » MANAGE STUDENT
ck nere to "Set” your school/district.

MANAGE SCHOOL INFO  » MANAGE STAFF

ACTIVATE STAFF

MANAGE PERMISSIONS

STAFF LIST

RETRIEVE USER NAME

Usiversity of South Florida (US]
4202 East Fowlar Ave, MHS 21134, Tampla, FL - 3362

UNIVERSITY OH
SOUTH FLORIDAJ

7

Rtl:B

Response to Intervention
for Behavior

HOME ADMINISTRATION ¥

INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT Y

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

Activate Staff

The following is a list of staff members wno have not received permission to access the database. Staff members will not be able to access the
database until they have been activated. All staff members’ access level defaults to “teacher”. To change this, click on the desired access level. €

To activate a staff member, select their access level and click on the ‘Activate Staff button.

4. Alist of staff that are not able to log in to your school’s Rtl:B account will display.

D

2062814

1343329

[Acivete St | “(mmm—

Name Access Level @

Ali, Eugene ) Teacher () Specialist ) Datafhtry () Goach

Baker, Esteban

I Teacher (2 Specialist () QlBEntry () Coach

4783453

Bowen, Duane

2 Teacher -'SEECIEHSI @ DataEntry ' Goach

5. Locate the name of the
level for that individual.

staff you would like to activate and click on the access

a. Click HERE for a description of the specific permissions provided with
each access level.

Click on the “Activate Staff” button.
A window will display that shows you have successfully activated new staff.

b. An email willimmediately be sent to the staff confirming that their
account has been activated. The email will give them the link to their log
in screen, their permanent username and their temporary password. For
more information about the activation process and first-time log-ins, click

HERE.
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Manage Staff Permissions

Section Overview Access Level

District Administrator
School Administrators
Data Entry

Coach

Increase or decrease individual permissions
for staff that have been activated.

THE SHORT ANSWER: The default permission sets included on each Access
Level can be adjusted for individuals as needed. After selecting the individual’s
name, check/un-check the specific permissions, and click “Save Permissions” at
the bottom of the screen.

THE DETAILS:

1. Click on the “Administration” tab, scroll to “Manage Student/Staff” and click on
the “Manage Permissions” link.

Response to Intervention
for Behavior

A

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥ LOG OUT

Dat CHNEERES LR Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin
SET SCHOOL/DISTRICT
.B Database

MANAGE STUDENT/STAFF » MANAGE STUDENT

ck here to "Set” your school/district.

MANAGE SCHOOL INFO

» MANAGE STAFF

€ 2012 Florida Posf University of South Florida (USF)

4202 Esst Fowler Ave. MEHS 21134, Tampla, FL - 33620

UNIVERSITY OF

SOUTH FLORIDA

ACTIVATE STAFF

MANAGE PERMISSIONS

STAFF LIST

RETRIEVE USER NAME

2. The “Assign Custom Permissions” screen will appear. Click on the blue “Staff”
button and select the staff member from the list in the pop-up window.

Assign Custom Permissions

To give an individual user access to database privileges that are different from those typically allowed by their access level, select their name from
the pop-up list, and then check the appropriate box(es) below. To restrict an individual user's database privileges, remove the check from the
appropriate box(es).

Select staff Barry. Anitra

h

CATEGORY LABEL PRIVILEGES

Add staff account for staffs not already in the staff

Add/Edit staff account
Edit/Assign Access Levels

WManage school profile

School Information

]

AddiEdit student information

WManage school demographics

list OR Edit account for staff currently in the staff
list

Add student information for students not already
in the student list OR Edit information for
students currently in the student list

Edit school name, grade levels, address, contact
information.

Edit school enrollment information, number of
school days per month

- Enter the school-wide expectations, number of
in oo diinia) o ot "

chonl exnec

)
1T

A
_h::"

[
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3. The staff member’s current set of permissions will appear for you to edit. Tasks
and features that the individual can access are indicated by a check mark. If a
task/feature doesn’'t have a check mark, the individual does not have access to
the item. Add or remove permissions as needed by adding or removing

checkmarks.
Progress Monitoring | Add daily entry Record the points earned per period for a
student receiving a Tier 2 intervention(s).
Y| Review daily entries Review the progress monitoring entries for all
students receiving a Tier 2 intervention(s).
¥ Tier 1 Schoal Report fufie_w repors ofmajor._minor. and SESIR
incidents from the entire school.
) View individual students’ records of major,
7 \
Tier 1 Student Report minor, and SESIR incidents.
Report Access

¥ Tier 2 School Report

Y| Tier 2 Student Report

View school-wide compilations of progress
monitoring data.

View individual students’ progress monitoring
information.

Save Permissions | <«m—

4. Click on the “Save Permissions” button to save your changes. The staff member
will not receive a notification of the change, but the new permissions will take

effect the next time they log in.
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Staff List

Section Overview

View all staff associated with your school’s
Rtl:B account

Access Level

District Administrator

Determine if individuals can log in to the School Administrator
database Data Entry
Coach

Identify individuals’ access level

THE SHORT ANSWER: The Staff List is a comprehensive summary of

individuals’ log in status for your school’s account. If you need to confirm an
individuals’ access, this is the place to view it.

THE DETAILS:

1. From the Administration tab, click on Manage Student/Staff, and select “Staff
List.”

Response to Intervention
or Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPCRT ¥

| GRALEIE PSS SIRID Current School Year: 2011-2012 User: Test, School Rele: SchoolAdmin
SET SCHOOL/DISTRICT

ez s 2B Database
— MANAGE STUDENT/STAFF » MANAGE STUDENT )
ck here to "Set” your school/district.

MANAGE SCHOCL INFO ~ » MANAGE STAFF

© 1012 Flerida Dosi

Usiversity of South Flosida (USF)
4202 East Fowler Ave. MHS 21134, Tampls, FL - 33620

UNIVERSITY OF
SOUTH FLORIDA

ACTIVATE STAFF
MANAGE PERMISSIONS

STAFF LIST

RETRIEVE USER NAME

2. The Staff List screen shows a cumulative history of staff that has been
associated with your school’s Rtl:B account.

a. All staff members have an Access Level, but this designation only matters
if the individual's database status is listed as “Active.”

b. The definition for each database status is listed at the top of the screen.

i. “Active” status means the individual can log in to the database at
any time.

ii. “Inactive” status means the individual was not given the ability to
log-in to your school’s Rtl:B account.
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iii. “Disabled” status means the individual was able to log in to your
school’s account at one point in time, but can no longer do so.

1. There is no distinction between staff whose names are
hidden from the incident entry roster and staff whose log-in
credentials have been revoked (“Disabled” status).

Staff List

The following staff member names have been entered into the database. To change a user's access level or staff list status, use the links
from the administration drop-down menu.

Active: Staff have avalid User ID and password. They have received their email that grants them access to the database, and may login to
use the database at any time.

Inactive: Staff are listed on the staff roster, butthey are not able to log in to the database. A school administrator, data entry user, or Coach
must activate their User ID (Administration menu, "Manage Student'Staff" “Activate Staff).

Disabled: Staff have been removed from the staff roster and their User ID and password have been remaoved from the database. They are not
able to login to the database and will not be able to be chosen as referring staff for incidents. You may update the staffs status in the
Manage Staff section of the Administration tab as needed.

A BCDEEGHIIEKLMNUOZPOQIRSTUYVW X Y Z ALL

Hame AccesslLevel [} Database Status Quiz Status

Abbott, Timmy Teacher 3630269 Active Number of attempts: 1
Complete.

Acosta, Jeff Teacher 02258 Active MMIDETEIEIEAESE ©
Complete.

Administratord, Test Teacher 23467 Active Number of aftempts: 1
Complete.

Aguirre, Dexter Teacher 41695 Active Rumberoars Tnisal
Complete.

For information about the quiz status column, see the section about the Database Quiz

(click HERE).

—
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Set-Up/Edit Your School Profile

Section Overview

Access Level

Identify your school type, grade levels served, | District Administrator

and tiers of use in the database

School Administrator

Data Entry

Update contact information for your school Coach

users.

THE SHORT ANSWER: The School Profile has important information that
impacts the quiz questions your new users will see, the ability to enter incidents,
and district-level reports. Make sure the information is accurate and up-to-date
throughout the year to help ensure the database functions smoothly for your

THE DETAILS:

1. Click on the “Administration” tab, “Manage School Info,” and then “School
Profile.”

Response to Intervention
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥

SET SCHOOLDISTRICT

MANAGE STUDENT/STAFF »

RUIN\le] CHANGE PASSWORD ACHUA Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

hccess to multiple schools, click here to "Set" your schoolidistrict.

3 MANAGE SCHOOL INFO  » = SCHOOL PROFILE
MANAGE QUIZ » DEMOGRAPHICS UNIVERSITY OF
SOUTH FLORIDA

EXPECTATIONS/PERIODS

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

ed behanioral detabase

LOG OUT

Welcome to Rtl:B Database

University of Seuth Flosids (USF)
4202 Esst Fowlar Ave. MHS 21134, Tampls, FL - 33620

2. To enter or edit information on the school profile, type into the different data entry

fields.

a. Note: The selection(s) entered into the “Database Choice” field will
determine which quiz questions your newly activated users will see.

b. Users will not be able to enter Tier 1 incidents until grade levels served

are selected.

c. The “School Type” is needed for District-Level reports.
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School name

To edit school profile information, type the information in the fields below and click ‘Save.’

School Profile

School type

Database Choice

Grade levels

Other El
[CIier 1 FTier2

Flrrek Mk F1 Flz Flz M4 s
Oe Oy s Oe T 11 Ha2

School code

Database status

Street

City

Zip

0052

Active Inactive

MAILING ADDRESS

GAINESVILLE

PHYSICAL ADDRESS

3. Contact information should be listed for the person who will be the main point of
communication/ authorization for database issues.

a. Once you start to update the contact information, you will be required to
complete all fields prior to saving the information.

Street
City

Zip

School phone

Ext

School fax
Contact title
Contact first name
Contact last name

Contact email

School Website

PHYSICAL ADDRESS
(] SAME AS MAILING ADDRESS )

11223 Good Decisions Dr.

Better Future

22334 - 5678
CONTACT DETAIL

334-455-6677

889

334-455-6678

Mrs

Futura

Leaders

FuturLeaders@SuperSchool Dataland.edu

SuperschoolDataland.edu

Save h

4. When you're finished updating the information, click on the “Save” button.

Note: If you are setting up a district profile, you will follow a similar procedure, but from
the Administration menu select “Manage District Info,” and then “District Profile.” Only
District Administrators can manage district profiles.

Y
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Set-Up/Edit School Demographic Information &
School Days per Month

Section Overview

Access Level

Entering/ Editing school-level
demographics

District Administrator

Maintaining your school-level
demographics

School Administrators
Data Entry

Entering school days per month

Coach

THE SHORT ANSWER: The accuracy of school-level demographics and
school days per month impacts reports. These data only need to be updated
if there is a significant change (>10%) during the year.

THE DETAILS:

ENTERING/EDITING SCHOOL-LEVEL DEMOGRAPHICS

1. Click on the “Administration” tab, “Manage School Info,” and then

“Demographics.”

Rtl:B

Response to Intervention

for Behavior

HOME ADMINISTRATION ¥

Datd CHANGE PASSWORD
SET SCHOOLDISTRICT
MANAGE STUDENT/STAFF »

" MANAGE SCHOOLINFO  »

INCIDENTS ¥

TER2Y  SEARCHY REPORTY  LOGOUT

Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

Welcome to Rtl:B Database

jaccess to multiple schools, click here to "Set" your schoolidistrict.

SCHOOL PROFILE
Univasity of South Florida (USF)
4202 Esst Fowler Ave. MHS 1113A, Tampls, FL - 33620

DEMOGRAPHICS USF UNIVERSITY OF
SOUTH FLORIDA
EXPECTATIONS/PERIODS

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

-, _/'.
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2. If school-level demographics or school days per month have already been
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entered, you will receive a warning message, otherwise you will proceed directly
to the demographics screen.

SCHOOL DEMOGRAPHICS ALREADY EXIST

Edit School Demographics

School demographics for the current school vear already exist. Please click on the following
link to edit school demographics for the current school vear.

Click on the link to edit your

4/ school’s demographics

3. To ENTER or EDIT information about your school’'s demographics or school days

per month, type into the different data entry fields. Please note that you must
enter all demographics (school demographics and school days per month)

during one sitting.

a. The number of students with IEP should not include gifted students.
b. ONLY ENTER ZERO FOR THE “UNKNOWN” RACE CATEGORY.
i. Entering a value other than zero will negatively impact the

accuracy (and resulting interpretations) of school and district level

reports.

ii. The “unknown” category was added to accommodate irregularities

in historical data for a subset of schools, but should not be used

for current Rtl:B data.
4. Click on “Save” to record your school’s information.

Total enrollmant

# of Studants with IEP

Hispanic

Asian

Black/African Amarican

White

Multi-Racial

Unknown
Enter zero for this fieid

Amaerican Indian or Alaskan Naotive

Naotive Hawallan or Other Pacific Islandar 60

School Demographics

1012
28

ETHNICITY {(NUMBER)
226

RACE (NUMBER)

To update a school's demographic information or school days per month. type the information in the fields below. Note: Enrollment information should be
updated if changes affect 10% of the total enrollment or more.

o
<

SCHOOL DAY S PER MONTH

Always set the
value for
“Unknown” to
ZERO.

21 Oct 21 Nov
21 Feb 20 Mar

22 Jun | & July

22

Tip: before entering your demographics, print out the webpage and fill it out by hand,

and then come back and enter. This will save you time by knowing what to enter in

each field in advance.

-
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MAINTAINING YOUR SCHOOL-LEVEL DEMOGRAPHICS

You will occasionally need to MAINTAIN your Rtl:B demographics by comparing your
enrollment information from your school’'s main data system to the information stored in
Rtl:B. If these numbers become very different your school- and district-level reports can
be affected.

ENTERING SCHOOL DAYS PER MONTH

1. After logging in, click on the “Administration” menu, “Manage School Info,” and
then “Demographics.”

Rtl:B

Response to Intervention

or Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TIER2 Y SEARCH ¥ REPORT ¥ LOGC

71| ERLTEE FRESLIORID Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

SET SCHOOL/DISTRICT
Welcome to Rtl:B Database

MANAGE STUDENT/STAFF »
Access to multiple schools, click here to "Set” your schoolfdistrict.

=——— "~ MANAGE SCHOOLINFO » SCHOOL PROFILE - -
E——« ‘University of Seuth Florida (USF)
420 Esst Fowler Ave. MHS 21134, Temple, FL - 33620

DEMOGRAPHICS UNIVERSITY OF
SOUTH FLORIDA

EXPECTATIONS/PERIODS

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

2. Scroll to the bottom of the screen and enter the correct number of school days
for each month.

Note: Enter “0” for the months there is no school.

School Demographics
To update a school's demographic information or school days per month, type the information in the fiekis bekow. Note: Enrollment information should be updated if changes affect 10% of the
total enroliment or maore.
Total enroliment 1012
# of Students with IEP 28
ETHHICITY ([NUMBER)
Hispanic 228
RACE (HUMEER})
American Indian or Alaskan Native 40
Asian 100
Black/African American 215
Mative Hawaiian or Other Pacific Islander a0
White 225
Multi-Racial 148
Unknown o
Enter zero for fls fleld
SCHOOL DAYS PER MONTH

Aug 13 Sep | Oct | 21 Nov | 19

Dec | 15 Jan | 21 Feb | 20 Mar | 22

Apr | 15 May | 22 Jun | 8 July | 0

[ S | mm—

3. When you're finished updating the information, click “Save”.
TD)ARI DD
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School-Wide Expectations

Section Overview Access Level

District Administrator
School Administrators
Data Entry

Coach

Entering School-Wide Expectations

Editing School-Wide Expectations

THE SHORT ANSWER: Add up to 6 school-wide expectations to your
school’s account. This information is optional for Tier 1 use but required if
your school wishes to use the Tier 2 features of the database. Note: Once
information on any part of this screen is established, avoid making
changes for the rest of the year.

THE DETAILS:
ENTERING SCHOOL-WIDE EXPECTATIONS

1. After logging in, click on the “Administration” menu, “Manage School Info,” and
then “Expectations/Periods.”

ATION ¥ INCIDENTS ¥ TIER2 SEARCH Y  REPORT ¥

EEEREEEAS NPED Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

SET SCHOOL/DISTRICT
Welcome to Rtl:B Database

MANAGE STUDENT/STAFF » o

— > MANAGE SCHOOL INFO  »  SC

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

2. Enter your school-wide expectations by typing one expectation into the field
provided and clicking “Add Expectation.” You may repeat this for up to 6
expectations.

a. All additions take effect IMMEDIATELY.

OO,

)
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School-Wide Expectations & Tier 2 Set-Up @
Please note: Once information on any part of this screen is established, avoid making changes for the rest of the year. Click on
the question mark icon next to each heading for instructions and maore information

SETTING UP SCHOOL-WIDE EXPECTATIONS FOR TIER 1 USE &
SETTING UP INFORMATION FOR TIER 2 USE &

”
SCHOOL-WIDE EXPECTATIONS (MAXIMUM SIX) /
_ Add Expectation |
Check indicates an active expectation
Be Respectful
Be Kind
Be Responsible

3. Expectations appear underneath the data entry field, with active expectations
indicated by a checkmark. Expectations that may have been used in past school
years (but currently don’t appear on your school’s incident entry menu) appear
without a check mark.

| SCHOOL EXPECTATIONS (MAXIMUM SIX)

Active/Current Expectations ~ Add Expectation |

Check indicates an active expectation
Be Safe

Be Respectful

D\ Be Responsible

N Inactive/Historical Expectation

EDITING SCHOOL-WIDE EXPECTATIONS

Please note: School-wide expectations SHOULD NOT be changed during the
school year. Changing them during the school year may impact your school’s Tier
1 reports, will change your school’s Tier 2 daily entry screen, and may cause your
school to lose the ability to edit existing Tier 2 daily entries.

1. Check or uncheck the expectations you want to remove. Changes take effect
immediately.

a. If you type an expectation incorrectly you must enter it again. You cannot
edit the expectation.

2. Adding or removing an expectation will change the total number of points per
period available on the Tier 2 Daily Entry screen. If Tier 2 Daily Entries are
already present in the database, you may lose the ability to edit them.

a. If daily entries have already been recorded for this school year but you
need to change your school-wide expectations, make sure all Tier 2 daily
entries are up-to-date and accurate before changing your school-wide
expectations.

AR
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b. Existing daily entries will be saved but you may not be able to edit them.

c. New daily entries will reflect the Tier 2 set-up changes, even if students
have existing data that was based on the old number of expectations.

Assessment Periods & Points per Expectation

Section Overview Access Level
Background on Tier 2

See how your Daily Progress Report District Administrator
Card (DPR) for Behavior matches up to | School Administrators
the database fields Data Entry

Coach

Enter your assessment periods and
max points per expectation

THE SHORT ANSWER: Add up to 10 assessment periods for students who
receive Tier 2 supports at your school. The highest point value on your
assessment scale must also be recorded so the database can calculate the
percent of points earned for each student. This information is optional for Tier
1 use, but is required if your school wishes to use the Tier 2 features of the
database. Note: Once information on any part of this screen is
established, avoid making changes for the rest of the year.

THE DETAILS: BACKGROUND ON TIER 2

The purpose of Tier 2 interventions is to intervene with students early to prevent
problems from getting worse. Tier 2 interventions should be relatively standardized
across students, and utilize appropriate decision rules to help guide changes in support
status. This allows students to contact additional support quickly, immediately provides
a source of datato use in decision making, and allows school staff to spend more of
their time providing interventions and problem-solving for individual students with more
intensive needs (Tier 3).

Regqular progress monitoring of students who receive Tier 2 supports is a required part of
problem solving for behavior. Progress monitoring tools must be sensitive to small
changes in behavior. The Daily Progress Report Card for behavior is appropriately
sensitive for Tier 2 progress monitoring, and easy to use. It can be used as a standard
measure across interventions, including those which don't utilize the paper report card.
For these reasons, Rtl:B database’s progress monitoring system for Tier 2 is based on
this tool. If you would like more information about Tier 2 or Tier 3 systems for behavior,
you can download the MTSS Project’s white paper, “Implementing a Multi-Tiered System
of Support for Behavior: A Practical Guide,” from http://flpbs.fmhi.usf.edu (the link to the
paper can be found at the bottom of the home page).

The next page provides an example of how the DPR matches to the fields in the Rtl:B
Database.
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School-Wide Expectations & Tier 2 Set-Up ?

Please note: Once information on any part of this screen is established, avoid making changes for the rest of the year. Click on the ¢
mark icon next to each heading for instructions and mare information.

SETTING UP SCHOOL-WIDE EXPECTATIONS FOR TIER 1 USE @

SETTING UP INFORMATION FOR TIER 2 USE €@

SCHOOL-WIDE EXPECTATIONS (MAXIMUM SIX)

Daily Progress Report . S
Adapted from Crone, Homer & Hawken (2004) Points Possible: __63
Name: . Date: — Points Recelved:_43 Check indicates an active expectation
% of Points: _18

. , Be Respectiul
Rating Scale: 3 = Good day Y = Mixed day_ 1= Will try harder tomorrow Goal Achieved? Y e

@&

Be Responsible

Be Motivated

Period 1 | Period 2 Period 5 | Period 6 | Period 7

Homeroom | 17 Block 3 Block WEH. Block 4 L
Be Respectiul 1@3 12@12@12@)12@ 12@12@) \
= = = =N st = = l\ TIER 2 CHECK-INJASSESSMENT PERIODS ©
Be Responsible 1@)3 1@3 1@3 T2 12{\3,]1@3 \\D
oy — £ Es the maximum number of "Check-In" periads for your school by checking the appropriate number of periods below.
. Tr2 3 [TEJIIT(E)3I|T Z(3| 1) 3 [T 23112 3
Be Motivated &) ) UM Y, ﬂ\
\ Period 1
eacher Comments: ” \A rrods
erio
Period 3
Parent Signature(s) and Comments: etodd
Period &
Period &
Period 7
& Period 8
| Period 9

Period 10

Update Points N

Successfully updated school points |
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ENTER ASSESSMENT PERIODS & POINTS PER EXPECTATION

1. After logging in, click on the “Administration” menu, “Manage School Info,” and
then “Expectations/ Periods.”

(]

()

e b Pl 7 i

Response to Intervention A thee-tieved behavoral database
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT Y LOG OUT

[1qt] ERIEEFESITIRD Current School Year: 2011-2012 User: Test, School Role: SchoolAdmin

SET SCHOOL/DISTRICT
Welceme to Rtl:B Database

MANAGE STUDENT/STAFF »
access to multiple schools, click here to "Set” your school/district.

o o @ MANAGE SCHOOLINFO > SCHOOL PROFILE p———
2012 Flerida Pesf imivarsity of South Fler )
4202 East Fowler Ave. MHS 21134, Tampla, FL - 33620

DEMOGRAPHICS UNIVERSITY OF
SOUTH FLORIDA

EXPECTATIONS/PERIODS

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

2. Scroll down to the middle section of the screen to see the number of assessment

periods that are currently active at your school. Active periods are indicated by
check mark.

a. Check-InfAssessment periods refer to the different points in the school
day when an adult records their assessment of a student’s behavior.
Assessment periods may or may not correspond to a school's master
schedule.

SCHOOL EXPECTATIONS (MAXIMUM SIX)

Check indicates an active expectation
Be Safe
Be Respectful
Be Responsible

I SCHOOL TIER 2 CHECK-IN PERIODS I—

To establish the number of “Check-In" points during your school day, check each applicable box.

Report card. To see an example of a Daily Progress Report card click here. Once a box is checked, the change will
take effect immediately. Note: Once the number of school periods is established, the number should not be

\ Check-In periods refer to the different points in the school day when students receive feedback on their Daily Progress
\ changed for the rest of the school year.

Period 1

Period 2

3. To set up assessment periods for your school, check the maximum number of

a

periods that will be applicable for a student who could receive Tier 2 supports at

your school.
a. Note: Once information on any part of this screen is established,

avoid making changes for the rest of the year. Changing expectations,

TOIRTD
IRAEB
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assessment periods, or max points per expectation will change your Tier
2 Daily Entry screen and cause your school to lose the ability to edit
some existing daily entries.

i. Existing daily entries will be saved but you may not be able to edit
them.

New daily entries will reflect the Tier 2 set-up changes, even if
students have existing data that was based on the old number of
expectations.

TIER 2 CHECK-IN/ASSESSMENT PERIODS &

Establish the maximum number of "Check-In" periods for your school by checking the appropriate number of periods below

=

=

=

Period 1

Period 2 Note: Changes
take effect

Period 3 . .
immediately

Period 4

O|lo|@|o|x|a

Maximum points per expectation &

To see a preview of your school's

Period 5
Period 6
Period 7
Period &
Period 9

Period 10

3

Update Points

daily entry screen click HERE

SET-UP/EDIT POINTS PER EXPECTATION

Note: Once information on any part of this screen is established, avoid
making changes for the rest of the year. Changing expectations, assessment
periods, or max points per expectation will change your Tier 2 Daily Entry screen
and cause your school to lose the ability to edit some existing daily entries.

1. Scroll to the bottom of the School Expectations/Management screen to locate the

field for “Maximum points per e

Xpectation”.

O

Period 10

Maximum points per expectation &

3

Update Points

To see a preview of your school’

ily entry screen click HERE
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2. Enter the maximum points per expectation in the field provided. Note that this
value is the same as the maximum value on your school’s assessment scale, and
is based on the points a student may earn PER EXPECTATION.

a. For example, if during one period a student can earn 3 points for “Being
Respectful,” 3 points for “Being Responsible,” and 3 points for “Being
Safe” the maximum points per expectation are three.

i. By contrast, the total points per period in this example are nine (3
points possible for each of 3 expectations). You should not enter
this value, as the database calculates this automatically for you.

b. Click the “Update Points” button to record the maximum points per
expectation. You will receive a confirmation message that the maximum
points per expectation are successfully saved.

c. If you're not sure whether you've set up your Tier 2 information correctly,
you can get a preview of your school’s Daily Entry screen by clicking
the link on the bottom of the screen (see below).

i. Note that the Daily Entry screen displays the (automatically
calculated) points per period to facilitate efficient data entry.

e cLose
Period 10 ﬁ

Period Maximum points per period
Period 1 N/A a 1 2 3 4 5 6 7 8

Maximum points per expectation & 3 Update Poaints Il Period 2 g'" 0 R iz s e s e T e

Te see a preview of your school's daily entry screen clic RE Period 3

&
Kk HE
U perioda Na ©o ©1 ©2 D3 D4 D5 D D7 Os
9
Behavior Support Project (FLPBS) @I Tniversity of South Florida (U8

UNIVERSITY OF
SOUTH FLORIDA

3. If you update the maximum points per expectation after daily entries have been
entered, the existing daily entries will be saved but you may not be able to edit them.

a. New daily entries will reflect the Tier 2 set-up changes, even if students
have existing data that was based on the old number of expectations.

Custom Fields

Section Overview Access Level

Add Custom Fields with drop-down menus | District Administrator
School Administrator

Add custom problem behaviors and Data Entry
administrative decisions Coach

THE SHORT ANSWER: Schools and districts can add custom information to
their Tier 1 incident entry options. The number of active fields is limited, and
changes during the year should be avoided.

==
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J
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THE DETAILS:

After logging in, click on the “Administration” menu, “Manage School Info,” and
then “Incident Categories.”

1.

RtI:B

Response to Intervention
for Behavior

 behewioral database

LOG OUT

HOME ADMINISTRATION ¥ INCIDENTS ¥ TEER2 Y SEARCH ¥ REPORT ¥

BEY; CHANGE PASSWORD Current School Year: 2010-2011 User: Test, School Role: SchoolAdmin

SET SCHOOL/DISTRICT
Welcome to Rtl:B Database

MANAGE STUDENT/STAFF »

University of South Florida (USF)
4202 Esst Fowler Ave. MHS 2113A, Tampla, FL - 33620

UNIVERSITY OF
SOUTH FLORIDA

MANAGE SCHOOL INFO » SCHOOL PROFILE
DEMOGRAFPHICS
EXPECTATIONS/PERIODS

INCIDENT CATEGORIES

TIER 2 INTERVENTIONS

To add or edit a custom field, click on the button (“Add” or “View/Modify”) to the
right of the field.

Manage Custom Features (School)
Schools may designate up to two custom fields, one custom "Major” problem behavior, one custom
"minor” problem behavior, and two custom administrative decisions.

To edit existing custom field, please click on "Wiew/Modify™ button. To add a new custom field, click
on “Add” button.

é VieWJrMO-dify

Add

School's Custom Field 1

School's Custom Field 2

Custom MAJOR Problem Behavior ey

Custom MINOR Problem Behavior pidieonhiloyclify

Custom Administrative Decision a e}

Schools may designate up to 2 of the following:

e General custom fields with their own drop-down menus
e Major problem behaviors

e Minor problem behaviors

e Administrative decisions.

o0 Each district may designate additional custom fields that will appear

on all of their schools’ incident entry screens. For more information,
click HERE.
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ADD CUSTOM FIELDS WITH DROP DOWN MENUS

1. To ADD a new CUSTOM FIELD, type the category hame into the first field and
click SAVE.
a. Custom fields will appear at the bottom of screen 2 for incident entry.
b. Custom fields are not required for incident submission/entry, even if they
are listed on the incident entry screen.

Manage Custom Features (School)

To edit the custom field, update textbox value and hit "Save.” To discontiue the custom field , click on "Discontinue.” Ta remove an option from the
custom field’s drop-down list, remove the checkmark next to the item’s name.
NOTE: Custom fields and drop-down list options should be considered throughout the school year - avoid making multiple changes to these

options during the school year.

School’s Custom Field 2 A Custom Field | Save | | Discontinue
Custom Field 2 Drop-Down List Add
Options
continued...

2. To add items to the custom field's DROP DOWN MENU, type the name of the
item into the second field and click ADD.

a. If you make a mistake while typing the category name, you can correct it
by typing over the information and clicking “Save.”

Manage Custom Features (School)

To editthe custom field, update textbox value and hit "Save.” To discontiue the custom field , click on "Discontinue.” To remave an option from the
custom field's drop-down list, remove the checkmark next to the item’s name.

NOTE: Custom fields and drop-down list options should be considered throughout the school year - avoid making multiple changes to these
options during the school year.

School's Custom Field 1 A Custumy | Save | | Discontinue |
[Bus #8] | [ Add | @

Custom Field 1 Drop-Down List
Options

3. The drop-down menu item you just added will automatically display in a list below
the fields with a check mark to indicate that it is active.

a. You can add up to 50 items to the drop-down menu, but it's
recommended that you limit the items to a much smaller number to make
the data entry process easier for your users.

i. You can make drop-down menu items inactive at any time by
removing their checkmark.

1. If you make a mistake typing the name of an item for the
drop-down menu, make the item “inactive” by taking away
its check mark. You can enter the item correctly and “Add”
it to the list — only the items with checkmarks will appear on
the drop-down menu.
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Manage Custom Features (School)
To edit the custom field, update textbox value and hit "Save.” To discontiue the custom field , click on "Discontinue.” To remove an option from the custom field's drop-
down list, remove the checkmark next to the item's name.
NOTE: Custom fields and drop-down list options should be considered throughout the school year - avoid making multiple changes to these
options during the school year.
School's Custom Field 1 A Custom Figld Save Discontinue
Custom Field 1 Drop-Down List Options %
Active Your custom field will appear towards the bottom of
= 1312 screen 2 in Incident Entry:
Major Incident Submission - Part il
| 1852 ot 315 i chasgrs s et P 1 i 6 Paceest o e 5 o e e, e o 1
poolp
[} 2818 IMCIDENT CETARL
o . Leeston® =
Costext =
O 4296 -
Frobbem bohamor >
O Lot e o R L -2
Bus #6 :
Bus 1 A Cwstom Fkd E
1 apectation vessted
Bus 2
Bus 3 e e R
4. To REMOVE A CUSTOM FIELD from your s
. . Save aed Procesd) [ Cancel
click DISCONTINUE next to the category title

immediately, and can be immediately reversed if you change your mind by
clicking “Continue.”

a. NOTE: Avoid making multiple changes to your school’s custom fields
during a school year, as the changes will clutter your Tier 1 graphs.

TIP: If your school would like to track incidents by bus number, they’ll need to use one
of their custom fields to record the information. Click HERE to see how it's done.

ADDING CUSTOM PROBLEM BEHAVIORS AND
ADMINISTRATIVE DECISIONS

1. To ADD a custom problem behavior or administrative decision, select the
category you're adding to from the main Custom Fields page. The button to select
the category will say “Add” if you've never added a custom item to that category,
or it will say “View/Modify” if you've added a prior custom item(s).
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o
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Response to Intervention
for Behavior
INCIDENTS ¥ TIER2 ¥ SEARCH ¥

HOME ADMINISTRATION ¥

Manage Custom Features (School)

behavior, and two custom administrative decisions.

REPORT ¥

Training School 01 - Dataland Current Scheol Year: 2011-2012  User: Training, Coach01

Schools may designate up to two custom fields, one customn "Major” problem behavior, ene custom “miner” problem

To edit existing custom field, please click on “View/Modify” button. To add a new custom field, click on "Add” button.

Rtl:B Database User’s Guide v4.1

A thave-tiered behiawioral database

School's Custom Field 1

School's Custom Field 2

Custom MAJOR Problem Behavior

Custom MINOR Problem Behavior

Custom Administrative Decision

LOG OUT
Rele: Coach
Add
Add
[
Add V4
Add

2. Type the name into the data entry field and click “Add.” The custom item will

appear below the data entry field.

Manage Custom Features (School)

all office-managed incidents

Schools may activate a total of TWO major behaviors. This problem behavior will appear as a choice on the drop-down list for problem behavior on

Custom Major Problem Behavior " | [

Active

(] Aschool's custom problem behavior

continued...

3. Confirm your custom problem behavior or administrative decision in the list below
the data entry field, and add a checkmark to the item when you're ready for it to
appear as a choice for problem behavior or administrative decision. You'll be
asked to confirm your decision, and then your choice will take effect immediately.

all office-managed incidents

Manage Custom Features (School)

Schools may activate a total of TWO major behaviors This problem behavior will appear as a choice on the drop-down list for problem behavior on

Custom Major Problem Behavior

Active

Aschool's custom problem behavier

Add

a. Custom majors only appear on the problem behavior drop-down menu for

MAJOR incidents.

b. Custom minors only appear on the problem behavior drop-down menu for

MINOR incidents.
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c. Custom administrative decisions appear as a selection for all incident

types.

INCIDENT DETAIL

Location® A
Context =l
‘The gesaral actity tidng clace ai e siart =
of the incidoat

I Problem behavior ?

Abusrve Language

Others participating” i
it wh were acey musned m ne [| 230785500 ighting
ey Disrespect

= Dinnaption

i s 4 Diess Code
Possible motivation ForgaryTheit
Yout best guess sbout why the shudent Gang Affiestion Display
Ngaged in B behaor HarazsmantTaasing

” Inapproprsate Lrsplay Allecton
Bus Humber Lying/Cheating
Majos Othar

Expectnilon violatad Phys Contact

Possusson’ Use of combuslibes
Property Damage < §1000
Preperty Misuse

Ndditional infesmation
Sref namate regardng ereumstances s
esdent

SchiPBMapi2
Tardy

recond muliple declskns per incldent

Admin decision

Odherr comamend

Major Incident Submission - Part lll

et revawing andiee updsang M incident summary, record the dtsciplinary decision'scion inel was aien in regaeds 0 s incident You may

DECISION IRFORMATION

Farent ShadowingFepor

PeerCount
Peet Modiation

Re-Taach, Pr ectation

Referrai 1o Law Enkecement

Detention

Rustiution
Exputsion Restraint
In-Sehood S S8 School

Instucsonal Change Sehedule Change

Lot chiss priege I sedusion
Ot - Major Time i Offce
Out o Echoal Suspension | | Werk Dital

4. To remove old custom problem behaviors or administrative decisions, remove the
checkmark from the item (picture below).

a. Avoid making multiple changes to custom categories during the school
year, as this will impact your school’s reports.

b. Please note that you cannot delete any of the items on the list regardless
if it is inactive. If you misspell an entry you must enter it again, you cannot
edit the incorrect entry.

Manage Custom Features (School)

Schools may activate a total of TWO major behaviors.This problem behavior will appear as a choice on the drop-down
list for problem behavior on all office-managed incidents

Behavior

Inactive/Historical field

Custom Major Problem

Add

Sch1PBMajort

1PBMajor2

Active/Current fields

Note: The procedure for setting up a district-level custom field, problem behaviors, or
administrative decision is similar to the procedure for school-level fields. Click HERE to
jump to the section of the guide for District Administrators.
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Tier 2 Interventions

Section Overview Access Level
Add a Tier 2 intervention to your school’'s
menu District Administrator
Edit the notes for a Tier 2 intervention School Administrator
Data Entry
Remove Tier 2 interventions from your Coach
school’'s menu

THE SHORT ANSWER: All schools will have four Tier 2 interventions on their
menu when they first log in. Schools and districts can add and remove
interventions as needed by typing in the name of their new intervention,
adding a checkmark to make the intervention appear on their menu, or
removing a checkmark to remove the intervention from their menu. Schools
can have up to 8 active Tier 2 interventions at one time.

Note: As with any school account information, Tier 2 interventions should be managed
with care — avoid making multiple additions/deletions to your menu selections during the
school year.

THE DETAILS:

1. After logging in, click on the “Administration” menu, “Manage School Info,” and
then “Tier 2 Interventions.”

Current Schoal Year: 2011-2012 User.

: Test, School  Role: SchoolAdmin

Welcome to Rtl:B Database

=35 Lt ERS OF
I—FbP WUTH FLORIDA

EXPECTATIONS. i

INCIDENT CATEGORIES

TER 2 INTERVENTIONS

2. To Add a Tier 2 Intervention, type the information in the fields provided on the
right side of the screen.

a. The “Notes” field may be left blank, or it may be used to identify decision
rules for entering and exiting an intervention, to summarize an
intervention, to describe populations the intervention is appropriate for, to
identify the on-site facilitator for the intervention, etc.

T
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L]
L

Resgonse o intervention Ady
or

Tor Behavi

HOME ADMNISTRATION ¥ INCIDENTS ¥ TER2 ¥ SEARCH ¥ REFORT ¥ LOG OUT
Traming School 01 - Dataland Current School Year: 2011-2012  User: Tramning, Coach01  Role: Coach

Tier 2 Interventions Management

[Toremave a Tier 2 SEnaols’ MENUS. unchick the Spprogdiale box You may re-activale the [ anould ba Ll = changes o
TIER 2 INTERVENTIONS ADD TIER 2 INTERVENTION
Title Intervention Level To add a new Tier  intervention 1o 38 Achocls’ menu, fype in the name of the intervention, 3 shart description with
citation showing 5 evdence 0ase, and chok ‘Add”
£ CICOBEP (nites § L)
Imervention name LEAPS
r Second Step  notes ) Re6 z
7 Mentonng | notes Fog
4 Social Sidts { noes ) [ Motes " n
N Thme ( notes | L]

Chack in with hame rocm { nots } Re8
A New Ingenention
Tieng Management{ notes 1 L)

3. Click “Add New Intervention” when you're done entering information. The
intervention name will appear on the left side of the screen. You will need to add
a checkmark to the intervention in order for it to appear on your school’s
intervention menu.

% £ CICOBEP (noles ) g

¢ Second Step ( nobes | RiB - .
|:Add New letervention |
td Uentanng [ notes ) RUB
New intervention is added successfully !
/ Social Skills (ke | RiB
Peerbusdies | Disinet

q LEAPS { notes ) School

To EDIT THE NOTES for a Tier 2 intervention, click on the “Notes” button next to the
intervention name.

1. A pop-up window will appear that displays the intervention’s notes. Make changes
as needed, and then scroll down to the bottom of the pop-up window and click
“Save.”

Tier 2 Interventions Management
To remove 3 Ter 2 infervention Fom SChoots” menus, uncheck Tie Spproprale box You may re-activate the inefvention by re- bor = arond
TIER 2 INTERVENTIONS ADD TIER 2 INTERVENTION
Actien Tithe Inbervention Level Ta add 3 new Tier 3 intenssaion to 3ll schoots’ menu, 5ge in ihe name of the interventcn, 3 shor descripion win 3.
caten shiwing s svwdence Baso, and click ‘Add
On Time { notes § RHB
¥ L
Gk in Wil home fogm { notes | “ B
Tims Management { notes )
1 Hotes.
Ligntee anothar shude | notes | £
) CICOBEP { notes ) Consider more intensive support after 3
| weeks of classes. =
¥ Be0ona Stop (He5es | B
8 ion|
(]} Markceing {notes ) |
L | S -
t4] Socal Sl { notes | w—
Peor (notes ) DOrstnet
o LEAPS [ nodes ) Sehotl

To REMOVE A TIER 2 INTERVENTION FROM YOUR SCHOOL’S MENU, simply
remove the checkmark from that intervention. You'll be asked to confirm your decision,
and then the intervention will be removed from your school’s menu immediately.

-
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You may remove the default Tier 2 interventions and interventions added by your district
if needed.

Rtl:B

Response to Intervention A

for Behaviar

HOME ADMINISTRATION ¥ NTS ¥ TIERZ ¥ SEARCH ¥ REFORT ¥ LOG ouT

Dataland SuperSchool -Dataland Current School Year: 2010-2011 User: Test, School Rele: SchoolAdmin

Tier 2 Interventions Management

Toremave a Tier 2 intevention lrom schools” menus, uncheck te appropoate box You may re-acivade the ilervenbon by re.checking the box. Note: Interventions should be managed with care - avoid making multiple changes to
categeries.

TER 2 INTERVENTIONS ADD TER 2 INTERVENTION

Title Intervention Level To add a rew Trer 2 mizrvention 10 all schools” menu, type in the name of the infervention, a shon descrphon with a
citation showing its evidence base, and dick “Add"

CICO/BEP ( notes ) RIE hilervention nabes

Secand Step  notes ) RilE

Mentoring ( notes ) RilE
Notes

Social Skils { nofes § Rt

Peer buddies { notes } District

| Add New Intervention
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Enter Incidents

Section Overview Access Levels

Important design features ALL

Submit/Enter incidents

School Administrator
Search incidents Data Entry

Edit/Delete incidents Coac_h .
Specialist
Record disciplinary actions for Major & Teacher

SESIR incidents

THE SHORT ANSWER: The Rtl:B database was designed to support both
electronic and paper incident entry. As a result, different aspects of incident
entry are tied to specific access levels and incident types. At a minimum, read
about the important design features prior to initiating incident entry for your
school.

THE DETAILS:
IMPORTANT DESIGN FEATURES

Recording disciplinary decisions for Office-Managed (Major) incidents. Only
users with School Administrator and Data Entry access levels can record disciplinary
decisions for Major (office-managed) incidents.

e All access levels (except for District Administrators) can enter MINOR
incidents completely (including the disciplinary decision).

e All access levels (except for District Administrators) can submit MAJOR
incidents (incident description without the disciplinary decision).

e If an individual who does not have a School Administrator or Data Entry
access level but needs to record decisions for Major incidents, you can adjust
their default permission set to enable this feature through the Manage
Permissions screen. Click HERE to see instructions.

Selecting disciplinary decisions for Teacher-Managed (Minor) incidents.
Teacher-managed (“minor”) incidents have disciplinary decisions that are typically
administered by classroom teachers or supervisors (time out, phone parent, etc.).
Disciplinary decisions that are typically administered by the front office (e.g.,
detention, suspension, referral to law enforcement, etc.) cannot be assigned to Minor
incidents.

e To see a list of minor problem behaviors and the disciplinary decisions that
may be selected for this incident type, please refer to our “Tier 1 Fields”
resource listed in the Appendix. Information pertaining to minors starts on
page three. Click HERE to jump to this resource.

continued...
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o For a complete, cross-referenced list of Minor, Major, and SESIR problem
behaviors contained in the database, please refer to our “Problem Behavior
Definitions” resource listed in the Appendix. Click HERE to jump to this resource.

Editing/Deleting incidents. Only users with School Administrator and Data Entry
access levels can edit incident information, even for Minor incidents. No incident may be
deleted, but the information (including student & staff name, date, time, and incident
type) may be completely edited to reflect another referral.

e To give an individual the ability to edit incident information, their access level
must be changed to Data Entry.

Incident Notifications. Referring staff will receive a notification when a disciplinary
decision has been recorded for their Major incident. This was intended to facilitate
communication between the front office and classroom teachers. Staff may log in to
review a summary of the incident (including the disciplinary decision and administrator
comments), or they can follow up with their administrator in person. If the notifications
are bothersome, the staff member’s email address can be changed to the database
Gmail account (click HERE for instructions). Please note, however, that changing their
email will interfere and/or prevent this individual from logging in to the school’s Rtl:B
account until their correct email address is restored.

SUBMIT/ENTER INCIDENTS

Please note: All access levels can submit/enter an incident except for District
Administrators.

1. Go to the “Incidents” menu on the menu bar and click on “Add New Incident.”

Response to Intervention A three-tiered behavioral database
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TIER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSch [ Al e AT ool Year: 2011-2012 User: Test, Teacher Role: Teacher
SEARCH INCIDENTS

ome to Rtl:B Database

If you have access to multiple schools, click here to "Set” your school/district.

2. The “Incident Submission — Part I” screen will display. All fields on this screen
are required.

a. If your school’s grade levels served have not yet been entered in the
School Profile, you will be redirected to this page to complete the required
information.

i.  If your access level doesn’t permit you to record your school’s grade
levels, you will need to contact someone at your school/district with
the appropriate permissions.
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{ ]
Response to Intervention A thave-tieved behamioral detabese

for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, Teacher Role: Teacher

Incident Submission - Part |
To create a record of a student’s inappropriate behavior, enter the information below and click ‘Save and Proceed.”

Student name
Grade

Reported by
Incident date 07/04/2012

Incident time

Incident type Z Major ) Minar

Save and Proceed

b.

The Reported by field refers to the staff member who witnessed the
incident.

If the staff member is not on the list, you must first add them to your
staff roster.

o If your referring staff is a bus driver, consider using the “Default
Bus” record for this incident.

o For more information about entering bus referrals, click HERE.

Note that the incident date defaults to the current day; you can enter past
incidents by clicking to bring up the calendar or typing the date directly
into the field.

Times earlier than 7am are listed towards the bottom of the drop down
menu for time.

Users with Teacher access levels do not have the option of submitting
a SESIR incident. Users with this access level should submit the incident
as a Major, and their school administrator will update the incident type as
needed.

All access levels (except for District Administrators) can enter MINOR
incidents. All access levels (except for District Administrators) can
submit MAJOR incidents.

The incident type will determine the list of problem behaviors you
may choose from, and the types of disciplinary decisions you may
select. Refer to your school’s discipline referral process or see our
problem behavior definitions resource for a more detailed description of
Teacher-Managed, Office-Managed, and SESIR incidents.

3. At the top of incident submission Part 2, you will see a summary of what was
entered for Part I.

a.

You can edit Part | by using the EDIT link at the top of the summary or by
using your browser’s “Back” button.
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RtI:B

Response b Intervention A throe-tieverd befimvomal dlterlize

for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2Z ¥ SEARCH ¥ REPORT ¥

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, Specialist Role: Specialst

INCIDENT SUMMARY P.n'\ﬂ

Incldent type Major
Student Barl Simpson
Grade level K

Raportad by Duane Bawen
Dane 04022012
Time 1015 am

Major Incident Submission - Part Il

Incident Submission Par 2 confinues below I you need fo make changes ta the information in Part 1, dick “Edt " * Placement at the lop of the
SCIBEM, OVEr M e text that 58ys “Incident Submissson - Pat 1EDIT)
Mote: (*) ingicates requined feids

b. If you have no edits, scroll down the screen to enter the incident detalils.

INCIDENT SUBMISSION PART 2

4. Several fields are optional in Part 2 of incident submission. Only Location,
Problem Behavior, and Others Participating are required (as denoted by the
asterisk by each field).

a. In some cases, you may not have the information needed to fill in some of
the optional fields. It’s better to leave them blank unless you know
you have accurate information.

b. If your school has custom fields they will be listed towards the bottom of
the list before the “Additional Information” field.

5. Click on the drop down menu for each field to enter your details.

Minor Incident Submission - Part Il

Incident Submission Part 2 continues below. If you need to make changes to the information in Part 1, click “Edit”™ * Placement: atthe top
ofthe screen, over the title text that says “Incident Submission — Part 1(EDIT).
Note: (") indicates required fields.

\ocalion’

Context
The general activity taking place at the
start of the incident

INCIDENT DETAIL

roblem behavior*

\Ihers participating™
ndividuals who were actively involved in

the incident

F (M) F | E

Possible motivation
“our best guess about why the student
engaged in this behavior

[EXNNEY

Expectation violated

Additional information
Brief narrative regarding circumstances
or incident

6. Click “Save and Proceed” at the bottom of the screen when you are done.
a. If you have a Teacher, Coach, or Specialist access level & are
submitting a MAJOR incident, you will get a confirmation message that
IDEIRIW]
JIgN [ 1)

f _.\ﬁ

67



Rtl:B Database User’s Guide v4.1

the incident was sent to your administrator. You'll receive an email
notification after the administrator records the disciplinary decision for the
Major incident.

YOUR OFFICE DISCIPLINE REFERRAL HAS BEEN SUBMITTED

This incident has been forwarded to the school administrator for review. You will receive a confidential email
notification of this incident™s outcome once it has been resolved.

My home page

b. If you are entering a MINOR incident, or if you are a data entry or a
school administrator you will proceed to Part Il

INCIDENT ENTRY PART 3

7. Inincident entry Part 3, users will have one more opportunity to review what's
already been entered and edit screens one and two if needed.

a. If you click “Edit” you will be taken back to Part 1 and the problem
behavior will be erased. If you only need to edit information from screen
2, hit the “back” button on your browser, and the problem behavior will be
preserved.

\

‘D%@

B

i.  Keep your notes/record of the incident handy until the incident entry is
completed.

AE O BC 5
Dataland SuperSchool - Dataland Current School Year: 2010-2011 IV e: Teacher

REVIEW INCIDENT SUMMARY (EDIT)
Incident ype Minor Location Piayground
Student Ran Simpasa Context

Grade K Problem bohavior | Aggression
Repacted by Wariorie Allison Others paricipating | Pests
Date [ Possible mativation

Time 10:00 am

Expactatian

violated

Additional
Information

8. ldentify the disciplinary decisions applied to this incident. You may select as
many actions as were used. You can also add a short summary or narrative,
but it's not required.

9. After marking all decisions that apply, click “Submit” to complete the incident
submission.

10. An acknowledgement of your submission will confirm that your entry has been
recorded in the system.

a. This will be your only confirmation of the incident entry.
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YOUR ADMINISTRATIVE DECISION HAS BEEN RECORDED

This incident record is complete. The referring staff member will be notified of your decision automatically.

My home page

When you receive this confirmation message, the referring staff for the incident will
receive their email notification:

Notification of Tier 1 Administrative Decision

To:

An office discipline referral that vou generated has been reviewed by a school administrator. You may
contact your administrator for more information about this incident. Thank yvou.

Search Incidents

Section Overview Access Levels

How to find and review complete incidents

How to search for incidents that have been | ALL
submitted but not completed (“Pending”
incidents)

THE SHORT ANSWER: You may search for an incident by a single field or
by a combination of fields. Users with Teacher access levels may only view
their own incidents.

THE DETAILS:

1. Go to the “Incidents” tab on the menu bar and click on “Search Incidents.”

a. Please note that teachers will only be able to search for incidents in
which they were the reporting staff. District and School Administrators,
Data Entry users, Coaches and Specialists may view any incident record
for the school.

2. The “Incident Searching” screen will display.
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Datsfand SuperSchocl - Dataland Current Scheol Year
Incident Searching
Towwew & ki cfiocktent reconts, e 100t arch e befo. You Fay bt i Ao AT e st
Saarch fset
Studeat [ Swtent |
Flojoring stafl = ]
Stant tato AN
End Do i
Incident Type Unor 7 dlmor © 3ESR
Problem bahavior
Subent grade
Incident tme
Losation
Pusitin sotrvation
s participasag
Adriistiathn dechic
Search Fnet

' Wser: Test, Datseniry  Rols: DataEntry

3. Toview a list of incident records or to search for a specific record, enter your
search criteria in the fields and click the “Search” button at the top OR bottom of
the screen. You may search by a single field or by a combination of fields.

Tip: To look at all
incidents associated
with your school since
your account was first
established, click the
“Reset” button and
then “Search”.

a. Searching by multiple fields will produce fewer results.

b. Please note that “Start Date” and “End Date” are automatically set to
display the first date of the school year and today’s date.

c. If you make a mistake and wish to erase all of the fields simply click
“Reset”. This will blank all of the fields with the exception of the “End
Date” which will be set at today’s date. However, you can change the

“End Date” as needed.

4. SCROLL TO THE BOTTOM OF THE SCREEN TO VIEW YOUR RESULTS.
Search results frequently display below users’ line of sight on their computer
screen.

5. To view a specific incident in detail, click on the date of the incident.

Student
Reporting staff
Start Date

End Date 07/21/2011

Incident Type @ Wajor © Minor ©) SESIR

1]

Problem behavior
Student grade K E

Incident time 2:00 pm E|

Your
search
criteria

Location
Possible motivation

Others participating

B BB E]

Administrative decision

Ate: 07/21/2011 Grade: K Incident time: 2:00 pm

The following records match your criteria. To view the incident details, click on the date of the record.

the incident entry

Date Student Name Grade Reported By Time Incident Type Location Incident Context Problem Behavior Motivation Decision
Edit 09/13/2010 Bart Simpson K Eugene Ali 2:00 pm Major Bus zone Unstructured Activity/Setting Property Misuse To get peer attention Resolved
Edit :wﬂz:m Darren Aguilar K Esteban Baker 2:00 pm Minor Bus zone Unstructured Activity/Setting Property Misuse To get peer attention Resolved
DA 2] 2
Click the date to see N\¢li®)
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After clicking on the date you will be shown a summary of the incident. You cannot edit
or change any information on this screen.

Edit an Incident

Section Overview Access Levels

School Administrator
Data Entry

How to edit an incident

THE SHORT ANSWER: Only School Administrator and Data Entry users can
edit incidents. Please be aware that the problem behavior will be erased
when you begin to edit an incident. Follow the steps to Search for an
incident, and then click on the “Edit” link next to the record you need to edit.

THE DETAILS:

1. Follow the steps to SEARCH for the incident you need to edit. Click HERE to
jump to that section of the User’s Guide.

2. When your search results display, click on the “Edit” link in the first (far left)

column.
Student
Reporting staff
Start Date
End Date 07/2172011
Incident Type 2 major © minor ) SESIR
Problem behavior [=]
Student grade K [=]
Incident time 2:00 pm |z|
Location E
Possible motivation E
Others participating E
Click “Edit” to Administrative decision =
revise your entry
End date: 07/21/2011 Grade: K Incident time: 2:00 pm
The following records match your criteria. To view the incident details, click on the date of the record.
Date Student Name Grade Reported By Time Incident Type Location Incident Context Problem Behavior Motivation Decision
Edit 09/13/2010 Bart Simpson K Eugene Ali 2:00 pm Major Bus zone Unstructured Activity/Setting Property Misuse To get peer attention Resolved
Edit  01/13/2011 Darren Aguilar K Esteban Baker 2:00 pm Minor Bus zone Unstructured Activity/Setting Property Misuse To get peer attention Resolved

**Note: Once you click edit you will lose the entry for Problem Behavior even /@
if this is not the field that you wish to edit. Please be sure to note the behavior ?f// ?

on a sheet of paper as you will be required to enter it again once you begin to edit
the incident.
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3. After clicking “Edit” you will be taken to Part 1 of that incident. You can edit any
or all of the incident information. Click “Save” to lock-in your changes.

Edit/Delete an Incident

Section Overview Access Levels

School Administrator

How to “delete” (overwrite) an incident
Data Entry

THE SHORT ANSWER: Only School Administrator and Data Entry users can
delete/overwrite incidents. Follow the steps to Edit an incident, and record
new information in all of the fields.

THE DETAILS:

Once someone has told the database an incident occurred, there is no way to change
history: an incident has taken place, and can't be reversed. If the incident was reported
inaccurately, only School Administrators and Data Entry users can update (edit) the
record to reflect accurate information.

Record Disciplinary Actions for Major or SESIR

Incidents

Section Overview Access Levels
How to enter a disciplinary action for a School Administrator
pending Major or SESIR incident Data Entry

THE SHORT ANSWER: Pending incidents can be located through the
Search tab, under “Pending Tier 1 Decisions.” Clicking on the incident date
will take you to Part 3 of incident entry, where you can review the incident and
assign the disciplinary decision(s). Only School Administrator and Data
Entry users’ default permission sets allow disciplinary decisions to be
assigned to Major and SESIR incidents.

THE DETAILS:

1. If you have School Administrator or Data Entry access, go to the “Search” tab on
the menu bar and select “Pending Tier 1 Decisions.”
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Rtl:B i

Response to Intervention

for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH Y REPORT Y LOG OUT

Dataland SuperSchool - Dataland Current School Year: INCIDENT ool Role: SchoolAdmin

TIER2 DAILY ENTRIES
Welcome to Rtl:E

) j FENDING TIER1 DECISION
If you have access to multiple schools, clid

STUDENT

University of South Florida (USF)
4202 East Fowlar Ave, MHS 2113A, Tampla, FL - 33620

STAFF UNIVERSITY OF
SOUTH FLORIDA

© 2012 Florida Positive Behavior Support Projact (FLEES)

2. Click on “Pending Tier 1 Decision”

a. Referrals which are pending an administrative decision will display with
the most recent referral at the top of the list.

ReI:B ‘{

Response to Intervention
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT
Dataland SuperSchool -Dataland Current School Year: 2010-2011  User: Test, School Role: SchoolAdmin

Pending Tier 1 Decisions
The administrative decisions for the following major incidents (office discipline referrals) have not yet been recorded. To submit an administrative decision for a referral, click on the incident date.

Date Student Name Grade Level Reported By Time Incident Type Location Motivation Incident Context Decision
Admin
07/2812011 Bart Simpson K Latonya Ali 9:45am Major Bathroom decision
‘ pending
\ 2011 Florida Dositive Bhavior Suppost Project (FLPBS) Univessity of South Florida (USF)
4202 Esst Fowler Ave, MHS 21134, Tampla, FL - 33620

UNIVERSITY OF
SOUTH FLORIDA

3. Click on the date of the referral that you wish to enter an administrative
decision(s) for.

4. A summary of the incident will be displayed as well as the section for entering the
administrative decision(s). You can edit the incident if needed. Otherwise, scroll
down to record the administrative decision(s).

a. Note: If you choose to edit the incident, the Problem Behavior will be
cleared. All other information will remain. Please jot down the behavior
prior to editing if this is not the field you wish to edit.

5. Click “Submit” when you are done.
a. An acknowledgment message will confirm that your decision has been
recorded. The referring staff will receive an email notifying them that the
decision has been recorded.
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Daily Entry

Rtl:B Database User’s Guide v4.1

Section Overview

Access Levels

Record progress monitoring information for
students receiving Tier 2 interventions at
your school.

School Administrators
Data Entry

Record progress monitoring information for
students who receive feedback less
frequently than other students who receive
Tier 2 supports.

Coach
Specialist
Teacher

The “Comments” section can be used

2 Enrollment screen.

THE SHORT ANSWER: Enter the total number of points earned by the
student during each assessment period. If a student’s behavior is assessed
less frequently than others’, enter the points earned in the period that
most closely represents the time of day the behavior is assessed, and
leave the non-applicable periods blank.

performance that day. Plan changes should be recorded through the Tier

for general notes about the student’s

THE DETAILS:

1. Click on “Daily Entry” from the “Tier 2" tab.

st 1o Intervenlion
Lt

...............

ENROLLMENT (TIER 2)

LIST PLAN CHANGES

LIST INTERVENTION

Tell us what yo(FERSSIEIEwEE: a chance to
RTT

Click here to answer the survey

............

-2013  User: pranav, patel  Role: FLPBS

= UNIVERSITY OF
L]bF SOUTH FLORIDA

select the student’s name.

Select the date of the daily entry, and then click the blue “Student” button to

a. This student list will only show students who have been enrolled through
the Tier 2 Enrollment & Plan Changes screen. If you don’t see the name
of the student you're looking for, they may need to be enrolled in Tier 2
prior to initiating progress monitoring.
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The daily entry screen:

Tier 2 Daily Entry

Click on the blue “Student™ button to enter Tier 2 daily entry information for a student. If you do not see the student's name after clicking the blue
button, go to the Tier 2 Enrollment screen to enrcll the studentin Tier 2.

Enrollment Date: 11/1/2012... GoalLine: 70... Interventions: CICO...Last Plan Change Date: 1/4/2013

Date 01/19/2013
Student Adams, Clark
School status @ School In Mo School
Student status @ Present Absent Mo Data
Period 1 DA 0 1 2 3 4 5 g

Points per period

Total peints earned across all expectations Period 2 @I NIA 0 1 2 3 4 5 &
Period 3 LT 0 1 2 3 4 5 g
Today's % of total points 0.00 %
Comments
Opticnal — for general comments only. To
make a plan change, go to the Enrclliment
SCrEEr. P
Save

3. When a student’s name is selected, the fields showing the possible points per
period will become available. A status bar will also appear just above the date
field displaying the student’s initial enroliment date, and current support plan
information (goal line, intervention(s), and last plan change date).

4. School status: Selecting “No School” will grey out all of the fields for points
entry.

5. Student Status: Selecting “Absent” or “No Data” will also grey out all of the fields
for points entry.

a. No Data should only be used if the student participated in the intervention
but did not submit their DPR for the day (lost card, destroyed card, etc.)

i. If a student has earned “0” points for the day due to out-of-
school or in-school suspension, enter “0” for the affected
periods.

6. Entering points per period:

a. Indicate how many points that student earned for the entire period (across
all school-wide expectations)

i. Each period represents a point during the school day when the
student’s behavior is assessed. Periods may or may not
correspond to the school's master schedule.

ii. If astudent’'s behavior is assessed only once per day, enter the
points earned in the period that most closely represents the time
of day for the assessment.
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1. For example, If the student is only being assessed once a
day (at the end of the day), record their points in the last
period for the day.

b. “N/A” may be used for situations where the lack of points should NOT be
counted against a student’s total for the day (e.g., an excused absence in
the middle of the day, or when the frequency of a student’s assessments
are reduced).

7. Today’s % of total points: As you enter the total points earned for each period,
the daily percentage will calculate automatically.

8. The “Comments” section is an optional field that may be used to record a brief
narrative about the student’s daily performance or school day. THIS FIELD IS
NO LONGER USED TO RECORD PLAN CHANGE INFORMATION. Plan
changes should be recorded through the Tier 2 Enrollment screen.

a. Information recorded in this field may be viewed on the daily entry screen
and in the list of daily entry search results (see screen shots below).

9. CLICK “SAVE” TO RECORD THE DAILY ENTRY. You may need to scroll down
the screen to see the “Save” button.

Viewing comments on the daily entry screen:

Tier 2 Daily Entry

Click on the blue “Student” button to enter Tier 2 daily entry information for a student. If you do not see the student's name after clicking the blue button, go
to the Tier 2 Enrollment screen to enroll the student in Tier 2

Enrollment Date: 11/1/2012... GoalLine: 50... Interventions: CICO,Second Step...Last Plan Change
Date: 11/1/2012

Date 11/02/12012
Student Clark Adams
School status @ School In No School
Student status @ Present Absent No Data
Period 1 @ N/A 0 1 2 3 4 5 6

Points per period

Total points earned across all expeciations Period 2 NiA 0 @1 2 3 4 5 8
Period 3 NA 0 @1 2 D3 D4 D5 O6
Today's % of total points 166 %

Excused absence (Doctor's appointment) during Period 1; Clark
Comments seemed groggy and unmotivated the rest of the day.

Optional — for general comments only. To
make a plan change, go to the Enroliment
screen

Update
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Viewing daily entry comments from the Search results:

Student

Grade

Date

0171772013

11142012

1111272012

11/08/2012

11/07/2012

Start Date

End Date

Student Status

Student
Name

Clark
Adams

Clark
Adams

Clark
Adams

Clark
Adams

Clark
Adams

To view entry details, select a date

Grade
Level

Daily

Entry Search (Tier 2)

To view a summary history of a student's daily entries, enter their name below. You may limit your search criteria by filling in additional information.

Adams, Clark Student
08/01/2012
01/17/2013
) Present (O Absent ©)No Data @ All
[ Search | [ Cancel
School Student % Comments
Status Status Point
School Present 3333 Excused absence during Period 1 (another Dentist appt). Clark seemed
In groggy & unmotivated the rest of the day.
ﬁchool Present 75
ﬁchool Present 66.67
l?]chool Present 16.67
School Present 16.67

In

EDIT A DAILY ENTRY

THE SHORT ANSWER: You can edit a daily entry the same way you would
create a new daily entry. Simply pull up the student and date of the entry that
needs to be corrected, make the necessary changes and scroll down to
“Update” the information.

If your school changed their Expectations/Periods screen after daily entries
were recorded for a student, some of those daily entries may be no longer be
edited.
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1. After logging in, go to the “Tier 2" tab and select “Daily Entry”.

RCIDENTS Y TER 2 Y

..... i ) el Role: FLPDS

DLLMENT (TIER 2)

Click here to answer the survey

g g LUMHIVERSITY OF
LIS I

2. Enter the date of the entry you would like to edit.
3. Select the student whose entry you are revising.
a. The points and daily comments that are currently recorded for that date

and student will display. Make the necessary changes to the entry and
click “Update” when you are done.

i. You may need to scroll down the screen to see the “Update”
button.
ii. A confirmation message will display acknowledging your

revisions.
Editing a daily entry:

Tier 2 Daily Entry

Click on the blue "Student” button to enter Tier 2 daily entry information for a student ¥ you do not 2ee the student's name after chcking the biue button, go
to the Tier 2 Enroliment screen 1o énroll the student in Tier 2

Enrollment Date: 11/1/2012... GoalLine: 50... Intery g

DAILY ENTRY UPDATED

Date: 11§
Date 1110212012 You have successfully updated this student’s progress monitoring information. Click on the link below to return
to vour home page.

Student Clark Adams [ Stider
School status @ Schoolin 1 Mo Schoal
Student status 9 Present © Absent ©NoData Daily Entry

Period 1 el T0 O OF O3 04 O5 OF
Points per period M i
Total points eamed across all expectations Period 2 Hi- B0 8283 84 85 86

Period 3 NAa 0 e i 3 4 5 B
Today's % of total points 16867

Excused absance |

Comments
Optional - for general comiments only. To
make a plan change, go to the Enolment

sCrean
@ Updale

ELECTRONIC PROGRESS MONITORING: Your school can progress monitor
students who receive Tier 2 supports without using a paper DPR card by “editing” the
student’s daily entry throughout the day (period by period). In this case, each “edit”
would add the number of points the student earned during that period until all the
assessments for the day have been recorded.
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Tier 2 Enroliment & Plan Changes

Section Overview Access Levels

Enroll a student in Tier 2

School Administrator

Record changes to a student’s Tier 2 plan Data Entry
Coach

Specialist
Correct Tier 2 plan information

THE SHORT ANSWER: You must enroll a student in Tier 2 before recording
their daily progress monitoring points. The Enrollment & Plan Changes screen
provides access to all of a student’s Tier 2 plan information for the current
school year. Plan information may be updated by “Adding a plan change,”
while errors in the student’s plan information may be corrected by clicking the
“Edit this information” link.

THE DETAILS:
ENROLL A STUDENT IN TIER 2

1. From the “Tier 2" tab, select “Enrollment (Tier 2)”

Click here to answer the survey

SOUTH LORIDA

2. The Tier 2 Enroliment & Plan Changes screen will display. Click on the blue
“Student” button to select the student you wish to enroll.

a. Please note that by default, users with a “Teacher” access level may
not access this screen.

I. The default permission set for a user may be changed through the
Administration tab — Manage Student/Staff -- Manage Permissions
screen (select “Student Interventions”). Click HERE to see how to
“manage permissions” for a staff member.

I'
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The Enroliment & Plan Changes screen:

Tier 2 Enrollment & Plan Changes ©

This screen shows you a student's eurrent Tier 2 monitoring plan

Various features accessible from this screen allow you to view and manage a student's Tier 2 plan information. Click on the question mark icon next to
each heading for instructions and more information

ENROLL A STUDENT IN TIER 2 &2

CORRECT CURRENT PLAN INFORMATION &

MAKE A PLAN CHANGE @&

VIEW PRIOR PLAN CHANGE INFORMATION €

CORRECT PLAN CHANGE HISTORY €

Student Student Plan Change History&@

Grade Select a grade (=]

Initial enroliment date®

o ; 01117712013 * Once saved, this date may not be changed
For this school year
cIco Second Step Add New
Intervention(s) Mentoring Social Skills
IMotivation Intervention E
Current goal line Selecta goalline (=]

Description

Notify staff
Note: Send stafif members a general Staff
notice to check RtiB for information about
a student’s Tier 2 enroliment
Edit this information &

Enroll/ Save

3. After selecting the student’s name, select the student’s current grade level.
4. Record the student’s initial enroliment date.

a. Please note: Once saved, the enrollment date for this school year
cannot be changed.

i. The enrollment date for all new Tier 2 enrollments will default to
today. Click on the date to bring up the calendar feature if the
student started receiving Tier 2 supports at an earlier point in the
school year.

1. Students must be enrolled in Tier 2 each school year
(enrollment does not carry over from year to year). Each
school year will have its own “Initial enroliment date.”

a. Students enrolled in Tier 2 at the end of the school
year will be marked as “Inactive” during the
summer months. If the student receives Tier 2
supports the following school year, they will have
to be “re-enrolled” in the system.

5. Select the Tier 2 intervention(s) in which you wish to enroll the student.

a. If you do not see the intervention listed, click “Add New” to add a new
intervention.

i. Please note that when adding a new intervention, it will be added
to the school’s list of Tier 2 interventions and thus will be available

1004 [=] 22
IrEID
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to all students. Schools are limited to a total of 8 Tier 2
interventions.

1. Click HERE to see how to add Tier 2 interventions to your
school’'s menu.

6. Click on the drop down arrow to select the student’s current goal line.
7. The description field requires a brief description of the student’s Tier 2 plan.

a. The description should help Tier 2 team members identify that this
is the student’s initial Tier 2 enrollment for the current school year,
and be brief enough so that it's not labor intensive to record

i. For example: “Initial T2 Enrollment for SY 12-13, Social Skills
intervention 1x/week with Ms. Smith.”

i. The description will appear on the Enroliment screen and on the
“List Plan Changes” screen. Later on, if a change is made in the
student’s Tier 2 plan the description will also display in the pop-up
window that appears after clicking the “Plan change history” link
on the Enrollment screen.

Viewing the description field on the “List Plan Changes” screen:

Plan Change Summary (Tier 2)

Toview a list of a student’s Tier 2 plan changes, click on the blue Student button and select their name. If a student's name is not listed, they have
not been enrolled in Tier 2

Student Time, Justin
Start Date 08/01/2012
End Date 01/19/2013

[ Seach | [ Cancel |

Enrollment Date: 1/14/2013... Current GoalLine: 75... Current Interventions: CICO...

Academic Year Plan Change Date Plan Change Reason

201213 011812013 Increase goalto 75%

201213 0111612013 Add CICO

201213 Initial T2 Enrollment for Y 12-13, Social Skills intervention 1xweek with Ms. Smith

Viewing the description field from the Enroliment screen’s “Plan change history” link:

-
CLOSE
Plan Change
Date Comments
e . o view historical
01/18/2013 Increase goal to 75% details
ey view historical
01/16/2013 Add CICO details
Initial T2 Enrollment for SY 12-13, Social Skills intervention 1x/week with view historical
Ms. Smith details

8. The optional “Notify Staff” feature allows you to send a general message to
selected staff members regarding the student’s Tier 2 plan information. The
message is intended to improve communication and coordination of support.

a. The message reads as follows:

1DXA o] 22
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Dear Colleague,

This message was generated by the Rtl:B Database. You are being notified by a database
user at your school that Tier 2 information for (student’s first initial, last name) has been
updated. To help protect this student’s privacy, you may log in to the Rtl:B database to view
more information. If you don’t have log-in credentials for the database, please see your school
administrator or your school’'s Rtl:B database contact person.

b. If the staff members have been activated in the database with the
appropriate set of permissions, they can log in to view the Tier 2
enrollment information for the student.

i. Please note that users with “Teacher” access levels cannot view
Tier 2 enroliment information with their default set of permissions;
however their permissions can be adjusted to allow them to
access this screen (Administration tab — Manage Student/Staff —
Manage Permissions). Click HERE to learn how.

c. Only staff members selected for notification will receive the email. You
may select as many staff members as necessary.

d. To identify the staff members who will receive the message, click on the
blue “Staff” button in the Notify Staff field. A pop-up window will appear
with your school’s staff list.

i. If a staff member’'s name is “hidden” from the master roster, the
name will not appear on this list.

Tier 2 Enroliment & Plan Changes ©

dent’s eurrent Tier 2

O &

FORMATION &
PLAN CHANGE HSTORY @

Student New, Tier 2 Student Studen istiondE

Grade 7 =

iti 7]
l_nJmlal .enr.oll_me_nt date! 04082013

Intervention|s]

Current goal line 50% -

Description

Staff @

Enrol | Save

e. Select the specific staff members to receive the message by placing a
check in the box to the right of their name. You can select as many staff
members as necessary. You must click the “ Save and Continue” link
in the top right corner of the window in order for the staff members
to receive the notification (see screen shot below).

i. You can navigate to different parts of the staff list by clicking on
the alphabet letters at the top of the pop up window.

ff"é?'-
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The “Notify Staff” feature:

Various features af CLOSE Save and Continue

nextto each headir
ENROLL A STUDH]
correcTcurr] ABCDEEFEGHIJKLMNOPQRSTUVWXY ZALL
MAKE A PLAN CHA
/IEW PRIOR PLAN
CORRECT PLAN Name D Email

Student Staff, One 0880809 &
Grade Staff, Two 0980923 &

Initial enrolln

-

Intervention(

Current goal

Description

« I | »

ewuseract.aspx Enroll / Save

f.  Once you've clicked “Save and Continue,” you will be returned to the
student’s Tier 2 enrollment screen. If the student’s Tier 2 plan information
is complete, scroll to the bottom of the screen and click “Enroll/Save.”

i. You will get a confirmation after clicking ‘Enroll/Save’.

ii. The selected staff members will receive the email notification after
you click on “Enroll/Save”.

Saving a student’s initial enrollment:

Tier 2 Enrollment & Plan Changes

Tiva acreen shows you 8 shudents current Tier 2 mo

streen slaw you 1o view and mansge & studerts Tier 2 plan information. Chck on the question mark icon nest 1o
information

Various lestures accessibie from t

R2E
H NFORMATION @

TIER 2 PLAN INFORMATION SAVED

VIEW PRIOR F E INFORMATION ©
CORRECT PLAN CHANGE HETORY @

Student New, Tier 2 Studert Student The student’s Tier 2 plan information has been saved.
Grade 7 -

o) — |
I::Ihll::(oim:zl da 1082013 " Once saved, s GBI

7 o0 Second Siep Return to Tier 2 Enrollment
Intervention(s) Meniorng Socul Shils. T
Watrvation Intervention E
Current goal fine. 0% -
oz 2 wnrellm wi HE. S

Description

1 Ervol/ Save
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CORRECT CURRENT PLAN INFORMATION

Please note: Correcting plan information will ERASE the current version of
the student’s Tier 2 plan. Your changes cannot be reversed.

Correcting a student’s plan information with the “Edit this information” link should
only be used when errors in a student’s plan information have been discovered. If
you need to update a student’s Tier 2 plan based on their response to intervention,
select “Add a plan change” to update their information.

1. Select “Enrollment (Tier 2)” from the drop down menu on the Tier 2 tab.

INCIDENTS ¥ TIER 2 ¥

TERVENTION

Tell us what you tHESTEREERERI hance to win

Click here to answer the survey

FT=y g LM ¥ OF
USKE SOUTH FLORIDA

2. Click on the blue “Student” button on the Enroliment & Plan Changes screen and
select a student name. If the student has been enrolled in Tier 2 during the
current school year, their most current Tier 2 plan information will automatically
appear.

a. If you don't see the student’s name after clicking on the blue “Student”
button, look on the master roster found under the Administration tab
(Administration — Manage Student).

i. You may need to “unhide” the student’s name or add the student
to the master roster in order for their name to appear on the
Enrollment screen’s Student List. Click HERE for more information
on how to “manage” a student’s roster information.
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The Enroliment & Plan Changes screen for a currently enrolled student:

Tier 2 Enroliment & Plan Changes ©

This scresn shows you 3 studsnt's current Tier 2 monitoring plan

Various features accessible from this screen allow you to view and manage a student's Tier 2 plan information. Click on the question mark icon
next to each heading for instructions and more information

EMROLL ASTUDENT INTIER 2@

CORRECT CURRENT PLAN INFORMATION &

MAKE A PLAN CHANGE &

VIEW PRIOR PLAN CHANGE INFORMATION €

CORRECT PLAN CHANGE HISTORY €

Student Clark Adams h Plan Change Histor®)

Grade 6 v

Enrolled
Tier 2 support status € Inactive

Graduated/Successfully completed

Initial enrollment date®

e o 11/01/2012 = Once saved, this date may not be changed
cico Second Step ¢ Me
Intervention(s) Mentoring Sacial Skills
Motivation Intervention E
Current goal line 70% -
Last plan change date 01/04/2013
Student will check in with Mr. Smith instead of Ms. Jones

Description

és:---s nformation @

3. If there are errors or omissions in the student’s current plan information, scroll to
the bottom of the screen and click on “Edit this information” link found in the
lower right hand corner of the screen.

a. The “Edit this information” link should NOT be used to record changes to
a student’s Tier 2 plan that were made as a result of a student’s response
to intervention. This feature is reserved for over-writing a student’s current
Tier 2 plan without saving the old information.

i. The “Edit this information” link will not produce a phase change
line on the student’s progress monitoring graphs.

ii. If you need more information on how to record changes to a
student’s plan as a result of their response to intervention, click
HERE to see how to add a plan change.

4. A pop-up window will appear to alert you that you are about to erase a student’s
Tier 2 plan information. Confirm that you intend to erase the existing information
by clicking “OK”.

Tier 2 Enroliment & Plan Changes ™

': G' The page at projects.mit.usf.edu says: ﬁ

You are about to ERASE a student’s historical

Geada Tier 2 enroliment information and replace it |
with something different. This can impact your |

school- and district-level reports. I

=l
Do you want to continue?
—
s - B
Corand é OK | Cancel
Lot e e IE
TR

5. Make necessary changes by adding or deleting information in any of the active
fields. You cannot edit the “Initial enrollment date” or the “Last plan change date.”
n
[
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a. You may add notes about the student’s plan or describe your corrections
in the “Description” field. Click into the text box and type your notes on a
new line. Be careful to avoid typing over the existing information.

i. This will help other staff members understand any changes they
may see in the student’s plan information.

6. Select “Erase & Replace” to save your corrections. The warning message will
appear in a pop-up window a second time to remind you that you are about to
erase a student’s Tier 2 plan information. If you do not want to over-write the
student’s existing plan information, click “Cancel.”

a. If you intend to erase the student’s prior plan information and replace it
with the new information, click “OK”. You will receive a confirmation
message that verifies your changes were saved.

STUDENT INTERVENTION HISTORY HAS BEEN UPDATED

You have successfully updated this student's intervention history. Please click en the following link to go back to
vour home page.

My home page

MAKE A PLAN CHANGE

A plan change is defined as a modification to some aspect of the student’s Tier 2 support plan
that is made as a result of the student’s response to intervention (a positive response,
guestionable response, or poor response to intervention). It creates ared “phase change”
line on the student’s progress monitoring graph that cues the Tier 2 team that something
different was done to the student’s support plan to address a trend in the their data.

Adding a plan change to a student’s record will preserve the student’s prior plan
information. These prior versions of the student’s plan for the current school year may be
viewed through the “Plan change history” link, and plan information for prior school years may
be viewed through the “List Plan Changes” screen.

1. Log into your account and go to the “Tier 2" menu on the menu bar.
Select “Enroliment (Tier 2)".

Click here to answer the survey

TETE] LNIVERSITY OF
r\‘L TH FLORIDA
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2. Click on the blue “Student” button on the Enroliment & Plan Changes screen and
select a student name. If the student has been enrolled in Tier 2 during the
current school year, their most current Tier 2 plan information will automatically
appear.

The Enroliment & Plan Changes screen for a currently enrolled student:
Tier 2 Enroliment & Flan Changes ¥

This scroen shows you s studeat's current Tier 2 manitoring plen

Various features accessible from this screen allow you to view and manage a student's Tier 2 plan information. Click on the question mark icon nextto
each heading forinstructions and more information.

ENROLL A STUDENTINTIER 2 &

CORRECT CURRENT PLAN INFORMATION &

WAKE A PLAN CHANGE &

VIEW PRIOR PLAN CHANGE INFORMATION €

CORRECT PLAN CHANGE HISTORY @

Student Clark Adams Blan Change Histor/&

Grade 6

Tier 2 support status &

Initial enrollment date®*

. .
For this school year Once saved, this date may not be changed

Add New

Intervention(s)

Current geal line 50%

Last plan change date

Description
—
3. Scroll to the bottom of the screen and click on the “Add a PLAN CHANGE”

button.

a. This feature should be used when you need to modify a student’s
current Tier 2 plan as a result of their response to intervention. The
student’s prior plan information will be saved as “history.”

i. Adding a plan change will produce a red phase change line on the
student’s progress monitoring graphs.

Example of a progress monitoring graph with phase change lines:

Daily Percent Of Points Earned
(Thursday, September 01, 2011 - Sawrday, October 01, 2011)

3 Daily Points / ODR Court
. | P .

Daily % Of Total Points
ODR Count
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4. Record the date the change was made to the student’s Tier 2 plan in the field
provided. A brief description of the change is also required.

a. Plan changes must be recorded in chronological order (e.g., you may not
enter an old plan change that occurred before the most recent plan
change in the system, or before the enrollment date for the current school
year).

5. If the plan change included a modification to the student’s grade level, Tier 2
support status, intervention(s), and/or goal line, scroll down the screen and
make the changes to the appropriate fields.

The plan change screen:

Add a plan change (Tier 2)2

Ssve the student’s old plan information sz history and sdd s phaze change line fo the student’z grsph

Enter the date and a brief description of the plan change. If the plan change includes a change to the student's Grade, Tier 2 Support Status, Intervention, er Current
Goal Line, make the change to the necessary field(s) and click “Record thiz plan change.”

Plan change date 10/01/2012 I

Description of plan change Increzse gozal to £5%
MNote: the 1=

inform

Student Sally Jennings Plan change history@X

The student's current Tier 2 plan is listed below. If the plan change included a medification to any of these fields, make the necessary changes below and click
“Record this plan change”.

Grade 7 =]

'@ Enrolled
Tier 2 support status® Inactive
Graduated/Successfully completed

Initial enroliment date®*

e 09/01/2012 * This date may not be changed
For this school year

cico Zsecond Step Add New
Intervention(s) Mentoring Social Skills
Motivation Intervention E
Current goal line 50% =]
Notify staff
= Staff

ﬁ | Record this plan change| | Cancel & return to enrollment screen |

6. If a student no longer requires Tier 2 support, mark their status as “Inactive”
or “Graduated/Successfully completed.”

a. Inactive status may be selected when the student discontinues the
intervention (e.g., the student changes schools, refuses to participate,
etc.).

b. Graduated/Successfully completed may be selected when the student
no longer requires any Tier 2 supports.

7. You can notify staff members that a change was made to the student’s plan by
clicking on the blue “Staff” button and selecting as many individuals as needed
from the staff roster.

a. If you would like more information on the Notify Staff feature, click HERE.

8. When all information about the plan change has been recorded, scroll to the
bottom of the screen and click “Record this plan change” to save the

TR
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information. You will receive a message to confirm that your plan change was
saved.

TIER 2 PLAN INFORMATION SAVED

The student’s Tier 2 plan information has been saved.

Return to Tier 2 Enroliment

VIEW PRIOR PLAN CHANGE INFORMATION

1. Log into your account and go to the “Tier 2" tab. Select “Enrollment (Tier 2).”

Click here to answer the survey

TETE] LNIVERSITY OF
H‘L TH FLORIDA

2. Click on the blue “Student” button on the Enroliment & Plan Changes screen and
select a student name. If the student has been enrolled in Tier 2 during the

current school year, their most current Tier 2 plan information will automatically
appear.

The Enroliment & Plan Changes screen for a currently enrolled student:
Tier 2 Enroliment & Plan Changes ¥

This screen shows you & student's current Tier 2 monitoring plan

Various features accessible from this screen allow you to view and manage a student's Tier 2 plan information. Click on the question mark icon next to
each heading for instructions and more information.

ENROLL A STUDENT IN TIER 2 @

CORRECT CURRENT PLAN INFORMATION €

MAKE & PLAN CHANGE @

VIEW PRIOR PLAN CHANGE INFORMATION €

CORRECT PLAN CHANGE HISTORY @

Student Clark Adams q Plan Change Histord}

Grade 6

@
Tier 2 support status &

Initial enrollment date®
; *Once saved, this date may not be changed
For this school year

Intervention(s)

Current goal line 50%

Last plan change date

-

Description

Edit this information e

[ AddaPLANCHANGE |

Jin4igie
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3. Click on the “Plan change history” link to the right of the blue “Student” button.
A pop-up window will appear that provides links to view plan information for the
student from earlier in the school year.

a. The dates for each of the earlier versions of the student’s plan correspond
to dates that a plan change was recorded for that student. Click on the
“View historical details” link to view the information associated with
that plan change.

i. To view Tier 2 plan information from other school years, go to the
Tier 2 tab and select “List Plan Changes.” View additional
instructions for the List Plan Changes screen by clicking HERE.

Viewing the plan change history for the current school year:

11/1/12-enrolled in CICO at 50%.

-
CLOSE
Plan Change Date Comments
11/13/2012 Add social skills view historical details
11/09/2012 11/12/12-add mentaoring ¢ historical details
11/01/2012 Add 2nd step intervention. view historical details

¢ historical details

4. After clicking the “View historical details” link, the “Historical Plan Change
Details” screen will display, providing specific information associated with the
plan change recorded on that date.

The Historical Plan Change Details screen:

Historical Plan Details (Tier 2)

These details reflect a student's Tier 2 monitoring plan that was in place at an earlier point in time. This student’s plan has been changed. To view this
student's current plan informaton, go to the Enraliment screen

Student Clark Adams
Grade 6
Initial enroliment date®} 110172012

For this Schoo! year

Plan Details for this time period:

riad on: 1/12/20" Revise start date? Yes Mo
ivse plaists ol 11/12/2012 Must be after last plan change date 11/1/2012
These plan changed on: 11132012
11/12/12-add mentoring
Description
% Enrolled
Tier 2 Support Status Inactive
Graduated/Successfully completed
cico Second Step
Intervention(s) Mentaring Social Skills
Maotivation Intervention E
Goal Line 50%

Edit this information

é Cancel & Return to Enroliment screen

a. lIdentifying information for the student is provided on this screen, followed
by fields indicating the “start” date for the plan details, and the date those
details were changed. Both of these dates correspond to plan change
dates.

-
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The “This plan started on” field reflects the date of the plan
change that produced the plan details included on this screen.

The date in the “This plan changed on” field reflects the date of
the next plan change that produced a new set of plan details.

Consider the following example:

Plan change #1

Plan change #2

Plan change #3

Plan change #4 {current plan)
5/14 [ 9/15[s/16] 9/17

Initial enrollment

8/26  [8/27]8/28]8/29]8/20]8/31

9/1  [s/2]s/2]s/4]a/5]s/6

9/7 _ [s/8]s/9]5/10]3/11]5/12]9/13

8/21  [s8/22]8/23]g/24[e/2s

CICO & Social Skills

Social Skills

Social Skills & Lunch Buddies

Lunch Buddies

Cico

If you were to look at the historical plan details for Plan change #2, the date that would appear on the “This plan
started on” field would be “09/01/2012.” This is the date of the plan change in which the CICO intervention was

discontinued, and the student only received the Social Skills intervention.

The date that would appear in the “This plan changed on” field would be “09/07/2012,” which is the date of the next
plan change, where the Lunch Buddies intervention was provided in addition to the Social Skills intervention.

5. If you notice an error in the historical plan information, you can correct the record.
For instructions on how to correct prior plan information, click HERE.

6. When you are done reviewing the plan details, scroll to the bottom of the

Historical Plan Change Details screen and click the button to “Cancel & return to

enrollment screen.”
a. You will return to the Enroliment & Plan Changes screen, where the
student’s current plan information will be displayed.

55
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CORRECT PLAN CHANGE HISTORY

Please note: Correcting prior plan information will ERASE that version of the
student’s Tier 2 plan. Your changes cannot be reversed.

Correcting a student’s plan information with the “Edit this information” link should
only be used when errors in a student’s plan information have been discovered.

1. Asyou review the Historical Plan Change Details screen, you may correct errors
or omissions in the student’s prior plan information by scrolling to the bottom of
the screen and clicking on the “Edit this information” link.

a. This feature is reserved for over-writing a student’s prior Tier 2 plan
details without saving a copy of the old information.

You can only correct plan change information for the current school year.

To see how to access the Historical Plan Change Details screen, click
HERE.

Historical Plan Details (Tier 2)

These detads reflect a student's Tier 2 mondanng plan that was i piace at an earier point in ime. This student's plan has been changed. Ta wiew this

student’s current plan mlformation, go 1o the Enroliment screen
Student Clark Adams
Grade &

Initial enrcliment date®? 1012012
For this schoal year
Plan Details for this time period:

These plan started on: 11/12/2012 Revise start date? © Yes @& Mo
£ £ KMust be after last plan change date 11/1/2012

These plan changed on: 1M3zma

Description

Enralled
Tier 2 Support Status Inactive

Graduated/Successfully completed

GICO Second Step
Intervention(s) Mentaring Sacial Skills

Matwation Intervention §
Goal Line 50%

Cancel & Return to Enroliment screen

2. A pop-up window will appear to alert you that you are about to erase a student’s
Tier 2 plan information. Confirm that you intend to erase the existing information
by clicking “OK”.

¢ The page at projects.mit.usf.edu says: &J

You are about to ERASE a student's historical
Tier 2 enrollment information and replace it
with something different. This can impact your
school- and district-level reports.

Do you want to continue?

é| oK H Cancel I

3. Make necessary changes by adding or deleting information in any of the active
fields (Grade level, Description, Tier 2 support status, Intervention(s), and Goal

IRIEIR
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line). You cannot edit the “Initial enroliment date” or the date provided in the field
named “This plan changed on.”

a. Itis recommended to add notes that describe your corrections in the
“Description” field. Click into the text box and type your notes on a new
line, being careful to avoid typing over the existing information.

i. This will help other staff members understand any changes they
may see in the student’s plan information.

If your correction(s) include revising the date listed in the “This plan started on”
field, locate the area of the screen that provides the option to “Revise date.”
Select “Yes” to open the “This plan started on” date for editing.

a. Note: You must first select the “Edit this information link” in order to
activate the “Revise date” function.

Historical Plan Change Details (Tier 2) ©

These details reflect a student's Tier 2 plan that was in place at an earlier point in time. Another plan change has since been added, so these details are no
longer in effect To view the student's current plan information, go to the Enrollment screen.

Student Clark Adams

Grade 6

Initial enrollment date®?

. 11/01/2012 * This date may not be changed
For this school year

Plan details for this time period:

11/01/2012
This plan started on:€ é Revise start date? @ Yes () No
Wust be after: 11/1/201263

This plan changed on:#* 1192012

2dd ?nd step intervention.
Description

Tier 2 support status®

Intervention(s)

Goal line 50%

@ é&‘ﬂthis information

Erase & Replace | | Cancel & return to Enrollment screen |

b. You may not revise the “This plan started on” date for the details
associated with the student’s initial enrollment.

c. You may only backdate the “This plan started on” field (e.g., you can
revise the date so the details started at an earlier time than was listed, but
not a later time than was listed).

d. You may not revise the date so that it falls before other plan change
dates, and you may not revise the date so that it falls before the initial
enrollment date.

e. If someone at your school changed the information on the
Expectations/Periods screen (the number of school-wide expectations,
check-in periods, or the max points per expectation) since the plan
change was entered, you will be unable to make a date revision.

IDYIgIY)
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Consider the following examples:

Original Expectations/Periods

Expectations/Periods were changed

Initial enrollment Plan change #1 Plan change #2 Plan change #3 Plan change #4 (current plan)
8/21 |af22|a/23 \sf24|s;25 8/26 \sf27|sjza\sf29 |s,fso|sf31 9/1 |9/2 \9,'3 9f4|9,v‘5|9,’6 97 |9/s\9f9 |9,flo|9,fu|9/12|9/13 9/14 | 9/15 |9/15| 9/17
CICO CICO & Social Skills Social Skills Social Skills & Lunch Buddies Lunch Buddies
. . Is this ;
Sometime after 9/17, You would like to... . Explanation
permitted?
Revise the “This plan started on” field for Plan Change #3 . . - N
Yes This action meets all revision criteria
from 9/7 to 9/5
Revisions to plan details on the initial enrollment
Add notes to the Description field for the initial enroliment Yes are permitted; revisions to “This plan started on”
field on the initial enroliment are not
. s e N You may not revise the “This plan started on” date
REVIEE i3 TS L2 Sl G TRl o s it No for the details associated with the student’s initial
enrollment from 8/21 to 8/20
enrollment
Revise the “This plan started on” field for Plan Change #3 No Date revisions may only be backdated
from 9/7 to 9/9
Revise the “This plan started on” field for Plan Change #3 No You may not revise the “This plan started on” date
from 9/7 to 8/30 so that it falls before other plan change dates
Revise the “This plan started on” field for Plan Change #1 No You may not revise the “This plan started on” date
from 8/26 to 8/20 so that it falls before the initial enrollment date
. s . You may not revise the “This plan started on” date
Revise the “This plan started on” field for Plan Change #1 No if the Expectations/Periods screen was changed

from 8/26 to 8/24

since the plan change was originally recorded

5. Select “Erase & Replace” to save your corrections, including any date revisions.
The warning message will appear a second time to remind you that you are
about to erase a student’s Tier 2 plan information. If you do not want to over-
write the student’s existing plan information, click “Cancel.”

a. You will receive a confirmation message that verifies your changes were

saved.

STUDENT INTERVENTION HISTORY HAS BEEN UPDATED

You have successfully updated this student's intervention history. Please click on the following link to go back to

vour home page.

My home page

I'_I
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Section Overview

Access Levels

View a list of all plan changes for a student

ALL

THE SHORT ANSWER: Set the date range for the time period you'd like to
see, and the results will appear at the bottom of the screen. Click on the
Academic Year next to a plan change to see details from that period of time.

THE DETAILS:

1. From the Tier 2 tab, select “List Plan Changes.

nERz ¥

Wl caiy enTRy

ENROLLMENT (TIER 2)

d LIST PLAN GHANGES.

ST INTERVENTION

Click here to answer the survey

2. On the Plan Change Summary screen, click the blue “Student” button to select

the student whose history you'’re interested in viewing.

3. Select the start and end dates for the period of history you would like to see. You
can enter dates that span several years if desired.

The Plan Change Summary screen for a student who received Tier 2 supports in prior school years but no

longer receives them:

Student

Start Date

End Date

Click on the

Plan Change Summary (Tier 2)

To view a list of a student’s Tier 2 plan changes, click on the blue Student button and select their name. If a student’s name is not listed.
they have not been enrolled in Tier 2

LastYear's, Student

08/01/2006

01/21/2013

Student

[ Ssearch

| [ cancel |

This student does not have an active enrollment.

academic year to
view the plan details

Academic Year

2005-06

200506

2005-06

2005-06

2005-06

Plan Change Date
11/15/2006
10/30/2006
10/15/2006
09/30/2008

09/15/2006

Plan Change Reason
PC 5 Inactivate

PC 4

4. The list of plan changes, if any exist for the student during that time frame, will

appear at the bottom of the screen. If the student was enrolled in Tier 2 at some

point during the current school year, their initial enrollment date for the current
|
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2
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year will appear at the top of the results along with their most recent goal line and
interventions.

The Plan Change Summary screen for a student who received Tier 2 supports during the current school
year:

Plan Change Summary (Tier 2)

To view a list of a student’s Tier 2 plan changes. click on the blue Student button and select their name. If a student’s name is not listed,
they have not been enrolled in Tier 2.

Student Adams, Clark Student
Start Date 08/01/2012
End Date 01/21/2013

[ search | [ cancel |

Enrollment Date: 11/1/2012... Current GoalLine: 70... Current Interventions: CICO...

Academic Year Plan Change Date Plan Change Reason

201213 01/07/2013 Student transferred to anather schoal

201213 01/04/2013 Student will check in with Mr. Smithsonian instead of Ms. Jones
201213 11/13/2012 Add social skills and Lunch Buddies

201213 11/09/2012 11/12/12-add mentoring

201213 11/01/2012 Add 2nd step intervention.

201213 11/1/12-enrolled in CICO at 50%. Will check in with Mr. Smithsonian

97



Rtl:B Database User’s Guide v4.1

List Intervention

Section Overview Access Levels

View students currently enrolled in a

o . ALL
specific intervention

THE SHORT ANSWER: The Tier 2 Intervention Listing displays all Tier 2
interventions that have been used by your school. You can view any notes
your team provided that describes the interventions, as well as a list of
students who are currently enrolled in each intervention.

THE DETAILS:

4. From the Tier 2 tab, select “List Intervention” from the drop-down menu:

TER 2 ¥

OOAILY ENTRY

ENROLLMENT (TIER

Click here to answer the survey

5. You can view the list of interventions, view any notes provided for each intervention,
and view the list of students who are currently enrolled in a specific intervention.

Tier 2 Intervention Listing @

This screen displays a cumulative list of interventions that have been used at your school. To see which students are

currently enrolled in each intervention, click “View" to see the intervention's current enrollment.
Click here to view a list of students

who are currently enrolled in this
Title Students Enrolled

intervention
CICO ( notes ) view
. . S iew
Click here to view notes about that EpmE=)
intervention that were saved by your Mentoring ( notes ) view
school’s Tier 2 team. Social Skills { notes ) view

a. If no student is currently enrolled in an intervention, you will see the following
information. Click on the “Back” button to return to the Tier 2 Intervention
Listing.
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Current Intervention Enroliment (Second Step)

The following students are currently enralled in this intervention:

Mo students are assigned for the selected intervention.

Search Daily Entry

Section Overview Access Levels

View a list of a student’s daily entries ALL

THE SHORT ANSWER: Search Daily Entries allows you to generate a
summary list of a student’s entries that includes daily entry comments.
Clicking on the date of a daily entry will take you to the Daily Entry screen for
that day where you can make edits if necessary.

THE DETAILS:

1. Click on the “Tier 2" tab and select “Search” from the drop-down menu.

Rtl:B

Fieaponse 10
for Beh

X §  TIP: You can also
HOME AN ATION ¥ INCIDENTS ¥ TIER2 ¥ SEARCH ¥ REPORT ¥ u go to the “Search"

New School #2 - STVS TESTING DISTRICT ol 02013 User: pranav, patel Role: FLPBY  menu and select the
ENROLLMENT (TIER 2) “Tier 2 Daily
Entries” to view a
student’s daily

Weld

H you have access ta mut [l . << ool district

LIST INTERVENTION

Tell us what y ce to win $50!
Click here to answer e gPreahias SUSLAER AN

b=
J
&5

-f[ SE

X
b6,

99



Rtl:B Database User’s Guide v4.1

2. The following “Daily Entry Search” page will display:

INCIDENTS ¥ TERZ ¥ SEARCH ¥ REPORT ¥

Diataland SuperSchool - Dalaland Current School Year: 2010-2011 User: Tesl, Dataentry Role: DataEntry

Dally Entry Search (Tier Il)
Toveew & summary history of a students daily eniries. anber thair name detow. You may imit your search crbera By Mling in a3ational

information
— [Sdont |
Start Date 0912010
End Dato TzaRe
Student Status Present Angend NoData & a1
Grade -

Search Cancal

8 3011 Piorita Pouirive Tutavior Sappar: Propes (FLIRA)

=
SOUTH FLORIDA

3. Select the student whose entry you wish to view by clicking on “ Student” and
selecting their name from the list.

4. Optional: You can limit your search results to a specific date range, student
status or grade.

a. The “Start Date” and “End Date” will already be prepopulated with the
first day of the school year and today’s date. You can change these dates
by clicking on the date field.

b. You can only view up to 11 months of entries at one time.

5. Click “Search” when you have set your search parameters. The daily entries will
be listed by date with the most recent entry listed first.

a. Comments that have been recorded on the daily entry screen will also
show in this summary.

To view entry details, select a date.

Date Student Name Grade Level School Status Student Status % Point Change Status Plan Change Detail
0311772011 Bart Simpson 1 School In Present 100 Changed Graduated successfully from Tier 2 on 3/17/2011
0316/2011 Bart Simpson 1 School In Present 100 Unchanged
03/15/2011 Bart Simpson 1 School In Present 100 Unchanged
0311472011 Bart Simpson 1 School In Present 100 Unchanged
0311172011 Bart Simpson 1 School In Present 100 Unchanged
03/110/2011 Bart Simpson 1 ‘School In Present 98.15 Unchanged

Bart Simpson 1 School In Present 100 Unchanged
Bart Simpson 1 School In Present 100 Unchanged
Bart Simpson 1 School In Present 98.15 Unchanged
Bart Simpson 1 School In Present 100 Unchanged
)3/03/2011 Bart Simpson 1 School In Present 98.15 Unchanged
03/02/2011 Bart Simpson 1 School In Present 96.3 Unchanged

6. If you wish to view an entry in detail, click on the date.
a. You may edit the daily entry from this screen if needed.

DOIFR
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Individual Student Reports

Section Overview Access Level

Tier 1 Student Summary

District Administrator

Tier 2 Progress Monitoring School Administrator
. ] . Data Entry
Tier 2 Average Points per Period Coach
Specialist

Tier 2 Progress Monitoring for a Specific Period

THE SHORT ANSWER: Individual student reports offer a limited set of report
options. Set your preferences and click to generate the report.

THE DETAILS:

1. Click on the Report menu and then on Individual Student Report.

Datoland Supersc!

;
NSTRATICN NCOENTS TER? i
hool - Dataland Current School Ylll-r”i et

Welcome to Rt!:B Database

17 o) e B34 10 MUl S0, 0 "SeT your SChODKaSCL

311 P e B S B TLIB Uaraey o P 1

USF K8

2. The Individual Student Reports screen will appear. Click on the report title to go
to that report’s options screen.

Individual Student Reports

Note: all reports are confidential

Student Tier 1 Report
Summary Rs‘ﬂmﬁ

Provides a summary of all min ajor, and SESIR incidents for a student

Student Tier 2 Reports

Progress Monitoring
What is this student’'s response to our Tier 2 interventions?
Average Points per Period
Is this student more successful in one part of the day over another?

Progress Monitoring for a Specific Period
ponse to our Tier 2 interventions during a specific part of the

What is this student's respo

S

i
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3. The Student Tier 1 Summary report will display the student’s incidents during a
specific calendar year.

a.
b.

You can filter the report to show only majors, only minors, or both.

You can show/hide staff name to see which staff members recorded
incidents for the student.

Note that student reports based on transferred SWIS data may not reflect
a complete record.

The summary report provides the “Big 5” reports for a student, plus
incidents by context, expectation, grade level and staff.

i. If you're interested in a variable that isn't listed in the Tier 1
Summary report, you can use Custom Reports or Incident
Search to pull the information. Click HERE to see how Custom
Reports are generated; or click HERE to see how an Incident
Search is performed.

4. The Tier 2 Progress Monitoring report shows the student’s percent of points
earned on a daily basis.

a.

b.

You can view up to 10 months of daily points at one time.
i. One graph will display for each month you requested.

If you want a listing of each day’s total percent, select “Show Table” on
the report options screen.

If your school enters their office discipline referrals (ODRS) in the
database, the graphs will automatically display the student's ODRs on the
same graph as their progress monitoring points. The scale for the number
of incidents is shown on the right side of the graph; the scale for percent
of points earned in on the left side (traditional location).

Daily % Of Total Points I

< Daily Paoints / ODR Count

Daily Percent Of Points Eamned

(Thursday, September 01, 2011 - Saturday, October 01, 2011) Student’s current goal line

T

‘&“Phase Change” line (plan change)

ODR Count

1 incident

H& This column represents

& o FF S F PP LR & & & A
] E 5 @ k4 I~ & : ‘ o g o
F IR @R CFIFgEsEFIFgsEFSESs <
School Days
r o .: [‘/’
] \
Lo B )
Indldie] -
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5. The Average Points per Period report shows the percent of possible points

within a specific check-in period that was earned by the student. The column
represents an average for that period.

a. You can view up to 10 months of information at one time.

b. The number of days represented in each check-in period is listed at the
bottom of the graph.

100

a0

80+

704

60

a0+

40

304

204

Period &
91 Day/s

Period &
91 Day/s

Period 3 Period 4
91 Day/s 91 Day/s

Period | Number of Days with Score

Period 2
91 Day/s

6. The Tier 2 Progress Monitoring for a Specific Period report shows the

student’s percent of points earned on a daily basis within a specific check-in
period. This report provides more detailed information than the Average Points
per Period graph.

a. You can view up to 10 months of information at one time.

b. The period you selected will be displayed at the top of the screen for your
reference.

c. If you want a listing of each day’s total percent, select “Show Table” on
the report options screen.

Daily Percent Of Points Earned For A Specific Peried
(Thursday, September 01, 2011 - Saturday, October 01, 2011)
< Daily Points f ODR Count

100 If you “exclude weekends” in your report options (this is the default
setting), breaks in the progress monitoring data will indicate school
days the student did not receive feedback during this period. 1

% Of Total Points

N
-

& & F S P F P RS LE S F] reason feedback wasn't provided was due to
& & §F FF S ¢ o oy s & E 8 [ : ;
¥ @R & & & & ¢ §F & J thestudent being in the front office for their
School Days disciplinary decision.
TO)A I DD
¥ [| D))
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feedback during period 1. It's possible that the
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Tier 1 School-Level Reports

Section Overview Access Level

District Administrator
School Administrator
General information about Tier 1 reports Data Entry

Coach

Specialist

THE SHORT ANSWER: Set your report options and start exploring — the
database offers standard and custom reports to answer questions about your
incident data.

THE DETAILS:

You can navigate to the different Tier 1 reports by using the drop-down menu (if you
know which report you want to generate), or by clicking on “School Level Reports” from
the Reports tab in the database:

School-level reports “landing page”

taland Curnent School Year: 20112012 User: Teal, School  Rele: SchoclAdman

Schosi-Leve Reports
Clicking on the “School- e iin Juita
Level Reports” item will
take you to the school-
level reports landing
page (next picture)

Tier | Additicnal Reporis Tior 4 Cuitom Riports

Distribstion Reparts

Generating a Tier 1 report is a straightforward process. Each report has its own set of TIP: If you're

basic report options (school year, incident type, percentage or number, etc.) that are looking at a
school-level
easy to use.
report that

requires a date

. . . N o , leave th
With the Tier 1 “Big 5” Reports, you are able to determine if behavior incidents are ﬁ';gﬁnue,ﬁ\(,eam:

increasing or decreasing, the most common problem behavior, what time of day and blank or enter an

location they most often occur and the administrative decision. impossible
number (e.g.,
5000).

With the Tier 1 “Additional” Reports, you are able to identify staff and students who

could use more support, and view referrals by grade level. You can determine the

activities most often associated with incidents (Referrals by Context), find out which

expectations need to be taught and/or rewarded more intensively (Referrals by

Expectation), and help identify effective interventions at Tiers 1, 2, and 3 by finding out
15 ; d D
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the most likely functions of students’ problem behaviors (Referrals by Motivation). You
can also view referrals by time across a 24-hour period (instead of the 10-hour day
provided in the Big 5 report).

**Please note** Many of the fields involved in generating the Tier 1 Additional
reports are optional fields for data entry. If your school chooses to track this
information, it must be recorded consistently in order for these reports to be
useful.

There are a handful of Tier 1 school-level reports that require additional description,
which you can find in the pages that follow. Also be sure to check our website

(www.flrtib.org) for live webinars and new recordings that explore our reports (and how

to apply them) in more detail.

If your school had SWIS data transferred into Rtl:B, the quality of these reports
for years containing SWIS data may be poor. Reports that are impacted have a
warning printed on the reports option screen, and were disabled in school years
where missing SWIS information could result in grossly inaccurate interpretations.

SESIR Reports

Section Overview Access Level

District Administrator
School Administrator
Data Entry

Coach

Specialist

See how your combined SESIR offenses
compare to your non-SESIR incidents

See a report of SESIR incidents

THE SHORT ANSWER: Your total SESIR offenses are shown in the
Referrals by Problem Behavior report (Big 5); to view the offenses separately,
view the Tier 1 Additional “Referrals by Problem Behavior (SESIR only)”
report.

NOTE: All SESIR incidents must be reported to the FLDOE
through your district’s main database. Rtl:B does NOT
communicate with the state reporting system.

55
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THE DETAILS:

TO SEE HOW YOUR COMBINED SESIR OFFENSES COMPARE TO YOUR NON-
SESIR INCIDENTS

1. Navigate to the Tier 1 Big 5 reports and select “Referrals by Problem
Behavior” from the menu.

School-Level Reports

Tier 2 Reports
Performance By Stndent

Tier 1 Big 5 Reports
Manthl Referral Rate

co By Intervention

Tier 1 Additional Reports

Tier 1 Custom Reports

Distribution Reports Custom Reports

2. After setting your report options, generate the report. All of your SESIR incidents
will be reflected in the “SESIR” column:

Percentage of Total Referrals by Problem Behavior

W 2010-11
210 In this example, combined SESIR incidents
§ o account for approximately the same percentage
R of referrals as “Truancy/ Skipping (~16%).”
k]
E 40
% 204 1582 1582 1633
E 0 026 026 026 051 0.51 125 179 179 204 ﬁiﬂﬁ
& h 2 o & @ & & & &
FEITFFELFSFS TS, S
S Fgad TFHspgfese
& & & & &
& & & &
E‘é‘} h
&

Problem Behaviors

TO SEE A REPORT OF YOUR SESIR INCIDENTS

1. Navigate to the Tier 1 Additional Reports and select “Referrals by Problem
Behavior (SESIR only)” from the menu.

Tier 1 Additional Reports

Tier 1 Custom Reports

Distribution Reports
- Staff
Which of our colleagues could use more support?
- Students
Which of our students could use more support?

-Grade Level
Is there a more effective way to support a large number of students?

Context
Which types of activities are more likely to lead to problem behavior?”

Expectation
Which expectation needs to be taught and rewarded more intensively?

Motivation
Why might our students engage in problem behavior?

Problem behavior (SESIR only) (
What impact do serious problem behaviors e on our referral data?

Time (24 Hours

When are we more likely to experience problem behaviors? (24 hours;

Specific Population Reports"

Custom Reports

Custom Reports will allow you to drill down into your
school-wi to answer specific questions about
different Tier 1 variables

%
NN

_\"‘"1-...
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2. After setting your report options, generate the report. The results for each of your
SESIR incidents will be reflected on the graph.

Referrals by Problem Behavior

W 2010-11

Problem Behaviors

Specific Population Reports

Section Overview Access Level

View a simple comparison of referrals and
suspensions generated by students from

different racial/ethnic groups and educational | DIStrict Administrator

School Administrator

status
Data Entry
View the relative difference between groups of Coaqh :
Specialist

students in their risk for receiving an office
discipline referral (ODR)

THE SHORT ANSWER: The referral and suspension Comparison reports
show how the number of referrals generated by a group of students
compares to their proportion of the student population, and can be impacted
by students who receive multiple referrals.

The Risk Ratio reports show differences between groups of students in
relation to each other, and is not impacted by students who receive multiple
referrals.

Note: At this time, the Risk Ratio for Suspension reports (ISS & OSS) are only available through the District
Administrator access level. These reports will be available for school-level users soon; you can request your
school’s information from your District Administrator for Rtl:B, or by emailing the database support team.

.: [_‘/I
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THE DETAILS:

1. Navigate to the Tier 1 Additional reports and choose a report from the Specific
Population area.

Tier 1 Additional Reports
P Tier 1 Custom Reports
Distribution Reports Custom Roports

Suspension Days Comparisan

2. Select the school year you would like to view, and generate the report.
a. Specific population reports are only available for SY 2011-2012 and later.
b. Specific population reports do not include minor incidents.

3.

The Referral Comparison report shows the percent of ODRs accounted for by
each group of students, as well as that group’s percentage of the school
population.

a. Ingeneral, it is expected that the percent of office referrals accounted for

by each group of students and their percentage of the school population
will be similar.

Referrals by Population

W % of Enrolled Students % ODRs from Population

100

In this example, students identified as African American and
Hispanic each accounted for a higher percentage of ODRs than
expected given their groups’ representation in the student body.

80

61

Percent

L\ N

i & & & &
\Qz?\ ¥ \SP §§ Qg&" §‘? & &
. & . - .
i @ Students identified as White
Population
No student acfcour;tet(:] f(t)r a pledr(;)entage of
identified as Native re erra: Sd a Wotl;] I be ,
American received expecte tgtl_ven_ tehlr grtOlépst
a referral. representation in the studen
body.
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4. The Referral Risk Ratio report summarizes a particular group’s risk of receiving
an ODR compared to the risk of all other students combined.

a.

Risk ratio values close to 1.0 are desirable; this indicates that students
from that group have an equal risk of receiving a referral as students
from all other groups.
Risk ratio values higher than 1.0 indicate that students from that group
have a higher risk of receiving a referral than students from all other
groups.

i.  Risk ratio of 1.5 = students from that group are 50% more likely to

receive a referral

ii. Riskratio of 2.0 = students from that group are two times more
likely to receive a referral

iii. Risk ratio of 2.5 = students from that group are two and a half
times more likely to receive a referral

Risk ratios higher than 7.0 are rare, and may be due to a very small
population. Interpretations of risk ratios of this magnitude should be made
with caution.

Risk Ratio

Risk Ratio for ODR

In the Referral Comparison report, students identified as Hispanic and

1 | African American accounted for a higher percentage of referrals than would
54| be expected given their groups’ representation in the student body. When
considered in conjunction with other groups of students, students from these
groups are about twice as likely to receive a referral than are students from
other groups.

1.96 201

o
\<t"‘°ﬁ
A

A
ot
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In the Referral Comparison report, students identified as White accounted for a percentage of

referrals that would be expected given their group’s representation in the student body. However,
when considered in relation to other groups of students, students who are White have a lower risk of
receiving a referral than students from other racial/ethnic groups. In other words, a student who is
White is less likely to receive a referral than a student from other groups. Students who are Asian or
Multi-Racial are much less likely to receive a referral than other groups of students.

5. The Suspension Events Comparison report shows the percent of suspensions
(ISS and OSS) accounted for by each group of students, as well as that group’s
percentage of the school population.

a.

Interpretation of the Suspension Events Comparison is similar to the
interpretation of the Referral Comparison. In general, it is expected that
the percent of suspension events accounted for by each group of
students and their percentage of the school population will be similar.

1024 [¢] B2
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6. The Suspension Days Comparison report shows the percent of suspension
days accounted for by each group of students, as well as that group’s percentage
of the school population.

a. Interpretation of the Suspension Days Comparison is similar to the
interpretation of the Referral Comparison. In general, it is expected that
the percent of suspension days accounted for by each group of students
and their percentage of the school population will be similar.

Annual Summary Reports

Section Overview Access Level

Referrals per Year per 100 Students

Referrals by Grade per 100 Students District Administrator
School Administrator
Annual Suspension Report Data Entry
Coach

Suspensions per 100 Students Specialist

Percentage Report

THE SHORT ANSWER: The Annual Summary reports were intended to help
schools evaluate their yearly outcomes, but can be useful throughout the year
as well.

THE DETAILS:

1. Navigate to the Tier 1 Annual Summaries section of the School-Level reports
and select a report. After setting your report options, generate the report.

Specific Population Reports®
- Referral Comparison
Do groups of students receive more office discipline referrals (ODRs) than expected?
- Referral Risk Ratio @
Do groups of students receive a disproportionate share of office discipline referrals (ODRs)?

- Suspension Events Comparison
Do groups of students receive more suspensions than expected?

- Suspension Days Comparison
Do groups of students receive more days of out-of-school suspension (053) than expected?

Tier 1 Annual Summaries /
Yearly Totals per 100 students /
-Referrals Per Year Per 100 Students
How does our annual rate of behavioral incidents compare to last year?

-Referrals By Grade Per 100 Students

How does our annual rate of behavioral incidents for different grade levels compare to lastyear?

Suspension Report

- Annual Suspension Report
How many days and events of in-school suspension (ISS) and out-of-school suspension (0SS) did we have in a
given year?

- Suspensions per 100 Students
What is our rate of suspensions for the year?

Percentage of Total Students w/_# of Referrals
What percent of our school's population received multiple referrals?
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The Referrals per Year per 100 Students report shows you the number of
referrals per 100 students for the last 3 years (if data are available).

a. This allows you to see if the annual rate of referrals has changed over
time, even if the number of students enrolled at your school varied from
year to year.

b. The report can be filtered to show only minors, majors, or both.

The Referrals by Grade per 100 Students report shows you the rate of referrals
for each grade level in your school from year to year.

a. This allows you to see if the annual rate of referrals for a grade level has
changed over time, even if the number of students enrolled in that grade
has varied from year to year.

b. The report can be filtered to show only minors, majors, or both.

The Annual Suspension Report presents the total number of suspension
events and suspension days from year to year, for both ISS and OSS.

a. You can display these totals for up to 5 years at once on the same graph.

The Suspensions per 100 Students report provides the rate of suspension (ISS
and OSS) for your school from year to year.

a. You can display up to 5 years at once in the same graph.

The Percentage Report shows you the percent of students at your school who
have 1 referral, 2 referrals, 3 referrals, 4 referrals, and so on.

a. You can filter the report so it shows majors, minors, or both.

b. To see a complete distribution of referrals at your school, leave the value
for “Max Referrals” blank.

Percentage of Total Students Wi _ # Referrals
Main Manu

Seluct Tier 1 Report Options

School Year

Incident Type All Incident Types =
Show Table

Relemmals Minc 1 Max:

Gonerate Ropon | [Reset |

% of Total Students

524 5354

308
oL N e 0 o 03 01 03 02 0z 0z 01 03 01 03
~ ¥ ] > o % A % o & 2 & g fo o

04

Number of Referrals

c. If less than 20% of your students receive multiple ODRs by the end of the
year, your core curriculum for behavior is considered to be sufficient.
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Tier 1 Custom Reports

Section Overview

Access Level

How to run a custom report

District Administrator

frame

How to run a Big 5 report for a specific time

School Administrator
Data Entry
Coach

Understanding the “Frequent Flyer” report

Specialist

THE SHORT ANSWER: Custom reports allow you to drill down into your
school-wide data to answer specific questions about different Tier 1 variables.
Let the main questions on each page guide you in generating your report.

THE DETAILS:

HOW TO RUN A CUSTOM REPORT

1. Click on the “Custom Reports” link from the School-Level Reports landing
page or select “Custom Tier 1 Reports” from the drop-down menus.

Tier 1 Big 5 Reports
Monthty Referral Rats

Tier 1 Additional Reports

Distribution Reperts
Stall

SCHOOLLEVEL REPORTS » BIGS
School-Level Reports
TIER 1 ADDITIONAL

Tier 2 Reports
Performance By Stadent TIER 1 SPECFIC POPULATIONS

o O CUSTOM TER 1 REPORTS

TIER 1 ANNUAL SUMMARY

TER 2

OR

\ Tier 1 Custom Reports
Castom Reports

*Reports that include SWIS data (SY 2010-2011 and earlier) and rely on individuals’ identifying information

will not reflect all incidents entered into SWIS.

2. Step 1 asks you to pick the type of report you want to investigate. The variable
you select in Step 1 should be the main variable for which you’re gathering
information. For example, if you wanted more specific information about referrals
for “Major Disrespect,” you would choose “Major Problem Behavior”, select
“Disrespect” from the drop-down list that appears, and then click “Next” to
proceed to the next step.
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Custom Report
Custom Reports will allow you to drill down inte your schoolwide data to answer specific
started, select the main report {or the main varisble) you are interestes g “Mext,” you will be able to select the kind of
information to display for this varisble, and on screen 3 you can select additional fizkds that will result in more limited results.

questions about different Tier 1 variables. To get

Step 2 Which main report do you want to further investigate? (pick one)
Step3 _ ]
@ Major problem behavior Abusive Language E
~ Abusive Language
-1 Miinor problem behavior Aggression
- Disrespect
_'BESIR offense Disruption
P Dire== Cods
- Bus Numbsr Forgery/Theft
T eas (Gang Affiliation/Display
- Locstion HarassmentTezsing
121 Miotivation Inappropriate Display Affection
Lying/Cheating
i Time Major Other
Phys. Contact
71 Admin decizion Fossession) Use of combustibles
. Property Damage < $1000
7 Staff Property Misuse
~ Sch1FBMajort
7 Student Sch1PBMajor2
_ Tardy
! Grade Technology Viclation
e Truancy/Skipping
- Cantext Unauthorized Area
2 Expectation A drop-down list with specific variables
71 AYP group will appear once you've selected a main
FIESE status report to investigate.

12 Frequent fhyer detail

In Step 2, you are telling the database the specific information you’'d like to know
about the variable selected in Step 1. This information will display horizontally on
the graph (it will become your “X” Axis). For example, if you wanted to know the
motivation for “Major Disrespect,” you would select “Motivation” in Step 2, and
then click “Next” to proceed to the next step.

Stepl . . . VI
Step 2 What do you want to know? (Hint: this will be your "X" axis)
M I Step 1: Major problem behavior - Distespect I

7 Bus Mumber

- Maonthly refenal rate

) Location

In Step 2 you are choosing what will
display along the x-axis

/".-‘Tims

\'_! Admin decision

Referrals

0 staff {|:| Chedk this to show stsff names

Number of Disrespect

- Student {D Chedk this to show student n.

) Grade The different motivations will display here

1) Context

! - ‘ Expectation
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4. When you're done making a selection for Step 2, click “Next” to go to Step 3. If at
any time you wish to go back to any of the prior steps you can click on the step
on the left hand column.

5. A summary of what was selected for Step 1 and Step 2 will be above your
choices for Step 3.

6. In Step 3, you can narrow down your results even more. Simply select as many
limiting factors as you'd like (hint: if you narrow down your results too much,
there may not be any information for the graph to display).

a. Your results are automatically limited to the current school year, but you
can change that by entering new values in the Date Range. After you
have selected your options for Step 3 click Finish.

Step1 o
Step 2 Do you want to limit the results? Select as many as

Step3 apply.

{If you do not want to limit your results, select "Finish")

I Step 1: Major problem behavior - Disrespect Step 2: Motivation I

[¥| Date range 08/01/20M To  11/23/2011
[CITime 7:00 am |z| To  7:00 am E
[ crade K IEI

["]Location Bathroom E
[] &vP group American Indian/Alaskan Mative E
[T ESE status GenEd E
[CI showtable

A~ 4

( Finish

Custom report for Major Problem Behavior( Disrespect ) by Motivation |
Report Filters : Date (08/01/2011 to 11/23/2011) |
Modify Custom Report
Referrals by Motivation
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TIER 1 REPORT FOR A SPECIFIC TIME FRAME

1. To generate a specific time frame, follow the steps to generate a Tier 1 Custom
Report.

2. In Step 1, scroll to the bottom of the page to select “ Tier 1 Reports for a
Specific Time Frame.”

a. A drop-down list will appear that allows you to select minor, major,
SESIR, or all incident types.

b. Click “Next” to proceed to the next step.

Context

Expectation

AYP group™

ESE status*
Frequent flyer detail*

@ Tier 1 Reports fora Major Iz‘
specifictime frame

Next

3. In Step 2, select the report that you want to generate.
a. Notice that your custom fields are available for selection.

Step 2
Step3

What do you want to know? (Hint: this will be your "X" axis)

Step 1: Tier 1 Reports for a specific time frame

Problem behavior

TIP: You can run a report et
for your Custom Field by Monthly referral rate
selecting the field in Step 2 Location
Motivation
Time
Admin decision
Staf* (L Checkthis to show staff names onthe report }
Student® (L Checkthis to show student names on the report )
Grade*
Context
Expectation
RIEB
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In Step 3, select the time frame that you wish to view. If you'd like to narrow your
results even further, just select the information from the drop-down menus.

a. Reminder: If you limit your results too much, there may not be any
information to display in the graph.

b. Click “Finish” to generate your time-limited Tier 1 report.

Custom Reports will allow you to drill down into your school-wide data to answer specific questions about different Tier 1 variables. To get started, select the main report (or the main variable
you are interested in. After clicking “Next,” you will be able to select the kind of information o display for this variable, and on screen 3 you can select additional fields that will result in more
limited results

*Some reports that include SWIS data (8Y 2010-201 1 and earlier) will not reflect all incidents entered into SWIS

Custom Report

Do you want to limit the results? Select as many as apply.

(If you do not want to limit your results, select "Finish™)

I Step 1: Tier 1 Reports for a specific time frame Step 2: Motivation

& Date range 08/01/2011 To  08/26/2012

[ Time 700am [=] To 7o00am [7]
[ElGrade* K [=]

7 Location Bathroom [=]
[E] AYP group* American Indian/Alaskan Native []
[T ESE status~ GenEd [=]
[C] show table

Previous

S —

Custom report for Specific Time Frame( Major ) by Motivation

Report Filters : Date (08/01/2011 to 09/01/2011)

Custom report for Specific Tg vy dyy Motivation |
Report Filters : DatdJ(08/01/2011 to 06/26/2012) | |
Maodify Custom Report
*Some reports that include SWIS data (S¥ 2010-2011 and earlier) will not reflect all incidents entered into SWIS.
Referrals by Motivation
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TIER 1 FREQUENT FLYER REPORT

The frequent flyer report is generated like any custom report; the option to select

“Frequent Flyer Report” appears in Step 1. You can set a range for your “frequent flyer”
students, so the database searches for students who have received a specific range of

referrals.

*NOTE** The Frequent Flyer Report begins by searching students’ complete
history of ODRs while enrolled in your school. If your min/max range for frequent
flyers was set for 3-6 referrals, a student who received one referral per year for the
last 3 years would be identified as a “frequent flyer.”

For best results, set the min/max values high for the frequent flyer report; you
can also include an “impossible number” (such as 50,000) in the field for
maximum referrals.

In Step 2 of custom reports, you will identify the information you would like to know about
your “frequent fliers.” In Step 3, the date range is automatically set to limit the results to

records in the current school year. Be sure to keep this setting.

In Step 3, limiting the results to the current school year will eliminate students who
have had multiple referrals in past years (but have no current referrals). When
your custom report displays, the information will reflect students who have had a
history of behavior problems at your school and who have continued to
receive referrals this school year.

Tier 2 School-Level Reports

Section Overview Access Level
Performance by Student District Administrator
School Administrator
Performance by Intervention Data Entry
Coach
Comprehensive Summary Specialist

THE SHORT ANSWER: Monitoring Tier 2 information at the school level will
help school teams find out if their current interventions are effective, and
quickly identify students who need additional support. Check out the different
reports to see how they can help your school-based problem-solving team.
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THE DETAILS:
1. Navigate to the School-Level Tier 2 reports and select “Performance by
Student.”

a. The report can display up to 10 months of data.

b. All students enrolled in a Tier 2 intervention during that time frame will be
reflected on this report.

i. The number of days for each student is listed at the end of their
name.

c. Each column represents a student’s average percent of points earned
during the specified time frame.

Average Daily Points by Student (For All Students)

100

7341 7385

Average Daily % Of Total Points

Days with Score | Student

2. The Performance by Intervention report will show you if students tend to earn a
higher percent of daily points in one intervention versus another.
a. Each intervention that is currently active at your school will display along
the X axis.
b. The columns represent the average percent of points earned by all
students enrolled in that intervention.
i. Note that students who receive multiple Tier 2 interventions will be
counted under each of their interventions.

There are no
students being
monitored under
these
interventions at
this time.
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3. The Comprehensive Summary Report provides a daily snapshot of enrollment
and average progress for each Tier 2 intervention at your school (or all
interventions combined).

a. After setting your date range, option for displaying a table, intervention
and weekend days, generate the report.

If only one student is enrolled during your time frame, a hash mark will
appear on the graph that represents that student’s percent of points
earned for the day.

When more than one student is enrolled on a given day, a vertical line
appears with three hash marks drawn horizontally through the line.

i. These hash marks represent the lowest percent of points
earned by any of the enrolled students on that day, the average
percent of points earned by all of the students on that day, and
the highest percent of points earned by any of the students
enrolled in that day.

1. Note that when new students are enrolled, the lowest
percent of points earned may drop while the new student
builds success over time.

b.

C.

Daily % Of Total Points

School-Wide Tier 2 Summary Report
(Thursday, September 01, 2011 - Saturday, October 01, 2011)
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Log-In Difficulties - FIRST TIME USERS

Gaining access to your Rtl:B account is handled by your school administrator and/or
your district administrator.

If you've never logged in to the database before and haven't received an email with the
information to do so, please see your school and/or district administrator for the
database.

This is an example of the email:

Congratulations — yourRtl:B database accounthas been activated!

Next Steps:
1. Learn how to use the database (requires training)®

2. Log-in and PASS THE DATABASE QUIZ

* Log-in Page: https:// Aflrtib.org < —
¢ User Name: xxx «<——
* Password:xxx «
3. Startusing your account
*Check with your school or district administrator to find out your district’s plan for database

training.

Learn more about getting started with your school’s account, download a study guide for the
quiz, access helpful resources, and/or register for online training by visiting our website:
hittp:/fwww. flrtib.or

We hope you enjoy the database - email us anytime!

rtidb@usf.edu

If you'd like more information on the Activation process, click HERE to jump to Section 1
of this guide.

If you're a school or district administrator who needs to understand why a person you
activated hasn't received their activation email:

1. Make sure their email address is recorded in the database correctly (click HERE
to go to the Manage Staff screen and see how to edit staff information).

2. Check their status in the Staff List screen and make sure they're active and
confirm their quiz status. Click HERE for more information on checking users’
quiz status.

3. If their email and status appear to be correct, contact rtidb@usf.edu for
troubleshooting support.
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Log-In Difficulties - RETURNING USERS
LOST PASSWORD

If you ever forget or lose your password, you can reset it from the log-in page of the
database. Click on the link and the database will send you a new temporary password:

Rel:B

Response to Intervention

for Behavior

Account Login

::flfi?;dgea;::joem forgot user name?
r;::u::nrgﬂver forgot password?

Submit

LOST USERNAME

If you lose your username, remember that it follows a specific format: the first letter of
your FIRST name, followed by your last name. If you have a common last name, you
may have a humber at the end of your username. For example, if there are three people
named Jon Smith, the possible usernames would be:

JSmith
JSmithl
JSmith2

You can also find someone with District administrator, School administrator, or Data
Entry level permissions to look it up for you, or email the database support team at

rtidb@usf.edu.
RETRIEVE USERNAME

Users who have District Administrator, School Administrator, or Data Entry access can
retrieve a colleague’s Rtl:B username. Go to the Administration tab, select Manage
Student/Staff, and then “Retrieve Username.”

Retrieve User Name

You can search for your colleague by any or all of the fields listed on the screen. Results
will appear at the bottom of the screen. If you don't see a Username listed with your
colleague’s name, it means that the staff member has not been activated. Click HERE to
see how to activate a staff member.
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Add Staff with no Email or District ID

If your school would like to track incidents generated by personnel whose identifying
information isn’t readily available (such as substitute teachers and bus drivers), you
can use a “default” account for these roles.

A “DEFAULT, BUS” entry is already present on your staff roster. You can select this
entry for the “Reported By” field in the first screen of incident entry. If you want to keep
track of referrals by bus number, you’'ll need to also use a Custom Field to accomplish
this. Click HERE for instructions.

You can create a “DEFAULT, SUB” entry on your staff roster for referrals reported
by substitute teachers. Click on the “Administration” link and scroll to “Manage
Student/Staff.”

1. Follow the steps to add a new staff member to your school’s roster. Click HERE if
you want to review the instructions.

2. In the District ID field, enter "99999"

3. In the field for their email address, enter rtibdatabase@gmail.com. This account
is maintained by the Rtl:B database team, so any notifications or accidental
activation emails will come to this address.

a. Please note: the database support team will not respond to emails sent to
the gmail account.

4. Make sure the new record’s Staff List Status is marked “Show Name” and click to
save the new staff profile.

a. You may receive a message that the staff member was already present in
the database. You can ignore this message.

5. The Default Sub record will appear in your staff list for incident entry.
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Duplicate Students

1. Make a note of any incidents or Tier 2 daily entries that have been entered
under the incorrect record.

2. Click on the “Administration” link and scroll to “Manage Student/Staff.” Click on
the “Manage Student” link.

3. The “Student Information” screen will display. Bring up the INCORRECT
student record from the student list.

Student Information
T DD & niew Slucent v Bre dalstase, nts hew informaton Selow. To EDIT an exdetng sudents mfomaban, aeiec ther name: | Studes

4. Go to “Student List Status” and click on “Hide Name.” This removes the
incorrect record from the student list for Tier 1 and Tier 2 and will prevent any
additional information from being attributed to the incorrect record.

5. CONTACT THE RTI:B DATABASE TEAM AND REQUEST A CORRECTION
(rtidb@usf.edu). We will call you back to gather the information so no sensitive
student information is exchanged through email. This is the only way to correct
the information. You cannot delete a student from your roster or edit their
student ID.

r_(“éﬁ:'.
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Duplicate Incidents

If you discover that an incident has been recorded more than once in the database, the
duplicate incidents cannot be deleted. However, users with School Administrator and
Data Entry access can edit all of the fields in the duplicate incident so it reflects
information for a new (valid) entry.

After identifying the duplicate entry, follow the steps to edit an incident (click HERE to
see instructions). When you click to edit the incident, you will be taken to Screen 1 of
incident entry. Take the information from your new (valid) incident, and enter the new
student name, grade, staff name, date, time, and incident type into the fields
provided. Continue updating the information on Screen 2 and 3 of incident entry, and
then save the information.
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Record Bus Referrals

It's not unusual to see a relatively high number of bus referrals in schools. Even though
the problem behavior occurs “off campus,” bus referrals can impact students’ academic
engaged time. If schools keep track of behavior incidents that take place on the bus,
they can use a problem solving process to develop interventions that will help reduce the
likelihood of problem behavior in this setting.

Every school has an entry on their staff roster called “Bus Driver, Default” that can be
selected as the “Reported by” staff member when entering a bus referral. To track
specific information about bus referrals (such as the bus number, driver’s name, bus
name, etc.), schools will need to add a custom field.

Manage Custom Features (School)

Schools may designate up to two custom fields, one custom “Major” problem behavior, one custom “minor” problem
behavior, and two custom administrative decisions.

To edit existing custom field, please click on “View/Modify” bution. To add a new custom field, click on "Add" button

School's Custom Field 1 W
School's Custom Field 2 [ Add |
Custom MAJOR Problem Behavior W
Custom MINOR Problem Behavior W
Custom Administrative Decision W

Follow the instructions for adding a custom field to your school’s Rtl:B account (Click
HERE to see the instructions). The category name for your custom field should reflect
the general kind of information you want to track (such as “Bus Number”). The items in
the drop-down menu should reflect the specific information you're tracking (Bus #1, Bus
#2, etc.).

Manage Custom Features (School)

To edit e custom field, update textbox value and N “Save” To disconbue the custom Beld, cick on Drscontinue.” To ramove an opion trom the
custom fields arcp-down list remove e checkmarnk nexd b the flem’s name.

NOTE: C felds and drop-d ions should be the school year - avold making multiple changes to these
‘options during the school year.

School's Custom Fleld 1 Bus Number Save Discontinug

&

Custom Field 1 Drop-Down List
Options

Ei 1342

ti 1852

When incidents that occurred on the bus are entered into the database, the “Bus Driver,
DEFAULT” record may be used as the reporting staff member on screen 1 of incident
entry (if appropriate). The “location” of the incident should reflect “Bus,” and the specific
information contained in the custom field can be recorded on screen 2 of incident entry
(see example below).
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A free-tiered bebvwiore] dtulase

Dataland SuperSchool -Dataland Current School Year: 2010-2011  User: pranav, petel Rele: FLPBS

Incident Submission - Part |

To cresie a record of a shedents Feppeaninte Defeor, nier e infamelon beicw i cici Bave and Procsed”

Studsentname Barks, Teiesa [ Stadent
Grade -
< Reperted by Bus Drivee, CEFAULT [ S| )
ddaaa
Incident time F00am -
Incident type Cumer Ture 055w

Sarve and Proosed | Resel

INCIDENT DETAIL

Location® Bus

Context
The general activity taking place at the start
of the incident

Problem behavior*

M| M| & |

Others participating®
Individuals who were actively involved in the
incident

Possible motivation
“Your best guess about why the student

[

eila0Cd 0 i BENGIOL
Bus Number E|
Expectation violated 1312
1852
3487
4296

Additional information
Brief narrative regarding circumstances or
incident

If you've chosen to track specific information about your bus referrals, you can view
graphs of the information using the “Custom Reports” feature. Go to School-Level
Reports, and click on the Tier 1 Custom Reports link.

1. In Custom Reports’ Step 1, select “Location,” and click on “Bus” from the drop-
down menu:
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Which main report do you want to further investigate? (pick one)
' Major problem behavior
' Minor problem behavior
'/ BESIR offense
') Bus Number
@ Location Bathroom Iz‘
© Wativation I Er I
I Time Cafeteria
Classroom
‘) Admin decision Commeon area
Field trip
L Staff Gymnasium
Hall
() Student® Library
. Lacker room
-/ Grade Music room
! Context 8gﬁ§:mpus
Other
! Bxpectation Other location
& . Parking lot
! AYP group Playground
\_'ESE status* Staditim

In Custom Reports’ Step 2, select your custom field. This will list each of your
custom field’s drop-down menu items along the horizontal axis of your graph.

Stepl
E SreoEZ I

What do you want to know? (Hint: this will be your "X" axis)

Step 1: Location - Bus

12 Problem behavior

I ‘@ Bus Number I

12 Wonthly referral rate

) Mativation

i Time

1) Admin decision

) Staff* [D Check this to show staff names on the report )

2 student* { ] Checkthis to show student names on the report )
O Grade*

! Context

) Expectation

In Custom Reports’ Step 3, you may opt to narrow down your results as much as
you'd like. After you click “Finish,” your results will be graphed for you:

1

Number of Referrals
R I =)

This suggests that the optional custom field for “Bus Number”
was not being used consistently for all Bus referrals.

&

The items on the x-axis include current
and historical droo down menu items.

School Custom Field 1
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Record Free/Reduced Lunch Referrals

Schools can choose to keep track of incidents generated by students who receive
Free/Reduced Lunch (FRL). The process is the same as the process for keeping track of
bus referrals.

A custom field must be established for “Free/Reduced Lunch.” The items in the drop-
down menu would indicate the student’s FRL status (yes/no, or “Free,” “Reduced,” “Not
Eligible”).

Manage Custom Features (School)

To edit the custom field, update textbox value and hit "Save " To discontiue the custom field , ciick on
"Discontinue.” To remove an option from the custom field's drop-down list, remove the checkmark next to the
item's name.

NOTE: Custom fields and drop-down list options should be considered throughout the school
year - avoid making multiple changes to these options during the school year.

Free/Reduced Lunches Save

Discontinue
Custom category title has been saved successfully

Custom Field 2 Drop- Add

Down List Options

School's Custom Field 2

Active

¥ Yes

Custom Reports must also be used to view reports that include FRL status. However,
the selections in each step of Custom Reports are different than the selections used for
viewing custom bus information.

1. In Custom Reports Step 1, select the FRL category. This will focus the custom
report information on referrals that were associated with the selected FRL status.

Stepl
Step 2
Step3

Which main report do you want to further investigate? (pick one)

Major problem behavior
Minor problem behavior
SESIR offense

Bus Number

@ Free/Reduced Lunch N
o
Status E‘
No
Location

Mativation

Time

Admin decision

Staff*

Student®

Grade*

Context

2. In Custom Reports Step 2, select the type of information you want to find out for
students who receive FRL. For example, you could find out the most common
problem behaviors among students who receive FRL,; the rate of referrals for
students who receive FRL; and so on.

3. In Custom Reports Step 3, you can limit your results as needed. If you'd like
more information about this report, please see the section on Custom Reports or
Recording Bus Referrals.
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Quick Start Guide for DISTRICT Administrators

**Note: Hyperlinks are active only when viewed in the Rtl:B User’'s Guide. To download a complete copy of the
guide, visit www.flrtib.org.

Rtl:B Activates District Admin

ACCOUNT
DISTRICT ADMIN Activates ACCESS
Schools, Principals, Users &
I DATA ENTRY

Principals, Users Activate
Additional Users

STEP 1 - ACCESS YOUR RTI:B ACCOUNT

1. After Rtl:B Database staff activates your account in the database, you will receive an
email stating that your account has been activated.

2. Click on the link in the email to go to your log-in page. If you would like to see more
information about logging in to the database, click HERE.

STEP 2 — TAKE YOUR QUIZ or ACCESS LIMITED FEATURES

As a District Administrator, you can access limited database features that will allow other users to
log in before you take your quiz, or you can choose to take the quiz and access ALL of the
district-level database features (click HERE to get more information about the database quiz).

Limited Features Available Pre-Quiz Additional Features Available Post-Quiz

Add a school to the database

Select a school to work with

Activate a school

“Turn Off” a tier for the school ALL District-Level database features are
Activate a School Administrator available to an individual activated as a District
Add a new staff member to the school roster Administrator (e.g., District-Level reports, school
Activate a user at the school reports, etc.).

View an activated user’s quiz status

Override quiz requirement for a user

Retrieve username

This is an example of the message you will receive after logging in & changing your password:

WELCOME TO THE RTI:B DATABASE!

You can accessl limited database features )Imw‘ If you need to learn more about pre-quiz
permissions or the new quiz system, visit Www.Tlrib.org and download a copy of our User's guide.To

gain access to all of the features of your Ril:B account, you will need to pass the quiz.

-OR-

You Call take your database guizlww. You will still be able to access your limited database
features WRITE yOUTE Takmng your quiz.

=y
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If you choose to access limited features prior to starting your quiz, you can go back to your quiz
by going to the Administration tab, “Manage Quiz,” and selecting Resume My Quiz.

Welcome to Ritl:B Database

MANAGE STUDENT/STAFF »
€55 1O MUipse SCHOOIS, CICK here 10 "Sel™ your schooldistnct

MANAGE DISTRICT INFO

2

MANAGE SCHOOLINFO  » s 'ERSITY OF
: USF :-'UL_I'}J'ELIRI-TUI\{IK-[\

MANAGE QUZ » RESUME MY QUIZ

VIEW QUIZ RESULTS

VIEW US 2 RESULTS

The remainder of this Quick Start Guide for District Administrators will focus on the limited
features available Pre-Quiz. To learn about the additional features available after you have
passed the quiz, please refer to the district-level features described in the User’s Guide.

STEP 3 — ACTIVATE SCHOOLS THAT WILL USE THE
DATABASE

Each district has a pre-populated list of schools available under the Administration tab, Manage
School Info, “School Listing.” Select the school(s) to activate (click HERE for instructions). If you
need to add a school to this list, click HERE for instructions. You must come back to the School
Listing screen to activate the newly added school.

STEP 4 — SELECT A SCHOOL TO WORK WITH

Once schools in your district have been activated, they will appear in a drop-down menu for
selection. In most cases, the database will automatically direct you to this page before allowing
you to perform any actions; however, it's important that you keep track of the school the database
is currently “set” to in order to avoid performing actions on the wrong school account. For
more information about selecting a school to work with, click HERE.

STEP 5 - IDENTIFY THE TIERS OF THE DATABASE TO BE USED
AT THE SCHOOL

Note: You may delegate this responsibility to the School Administrator. If you choose to delegate this task, make sure the
School Administrator completes this step prior to activating other users at their school. The Quick Start guide for School
Administrators includes this step in the proper sequence.

By default, all schools are enabled for both Tier 1 and Tier 2 features of the Rtl:B database. If the
school will only be using one of the Tiers, you will need to “turn off” the other Tier. Note: this is
one of the main factors in determining which quiz questions will be assigned to users from
this school.

1. Go to the Administration tab, “Manage School Info,” and select the School Profile from
the drop-down menu.

2. On the School Profile screen, make sure the tiers of the database the school will use are
checked, and click the “Save” button at the bottom of the screen if you need to update
the information.

i
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School Profile
To edit school profile information, type the information in the fields below and click ‘Save.’

School name Dataland

School type Other

I Database Choice ¥ Tier 1 ¥/ Tier 2 I

Zpek FlK #1 F2 3 #la Fs
Bl #7 W Fa 1o 1 a2

Grade levels

School code 12346

Database status Active Inactive

MAILING ADDRESS

STEP 6: IDENTIFY WHO WILL LOG IN TO THE SCHOOL'S
ACCOUNT

Each school and/or district can decide how many people will log in to a school’s account. The

number of users per school/district is not limited. Multiple default access levels exist to provide
Rtl:B access that is appropriate to individuals’ role within their school, and may be adjusted even
further to meet individuals’ and schools’ needs. If you'd like more information about the different

access levels and the features they can use, click HERE.

STEP 7 — INFORM PERSONNEL OF THEIR ACCESS LEVEL,
THEIR SCHOOL'S TIERS OF USE, & TRAINING OPTIONS

Individuals’ activation emails will let them log in to the database immediately, but ALL users
except for District and School Administrators will have to pass their quiz BEFORE accessing the
school’'s account. Help them learn how to use the database features they are responsible for
PRIOR TO activating their account. Your district may arrange for a specific training plan (you
can contact the database team for support with this), or you may allow school(s) and/or school
personnel to choose a training option that is suited to their needs/preferences. For more
information about training options, click HERE.

STEP 8 - ACTIVATE A SCHOOL ADMINISTRATOR

Only District Administrators and the database support team can designate School Administrators
in the database. School Administrators are the only school-level users who can access some
database features before taking their quiz. These users are also able to access all school-level
features (including editing incidents) after passing their quiz. You may decide which school users
will have School Administrator access (it doesn’t have to be the school principal). To see more
information on how to activate a School Administrator, click HERE.

OPTIONAL-SET UP THE SCHOOL’S ACCOUNT INFORMATION

Every school account requires some basic information to help reports function properly. Access a
checklist that explains each step by clicking HERE.

OPTIONAL- VIEW USERS’ QUIZ STATUS

If you need to check on your staff's progress with the database quiz, you can review their Quiz
Status from the Staff List screen. Click HERE to view the steps to follow to view a user’s quiz
status.

1 r o .: [‘/’
ILCID
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OPTIONAL - ACTIVATE OTHER USERS AT THE SCHOOL

If you would like to give a district-level employee (such as a PBS Coach or school psychologist)
access to a school’s database account, you can add the individual to the school’s roster and
activate them. The database offers multiple access levels with varying permission sets, including
a “Data Entry” level that has access to the same features as School Administrators (Data Entry
level users are required to pass their quiz prior to accessing the school’s account). Click HERE to
view instructions on Activating a User.

**Note: Individuals must be listed on the staff roster prior to activation. If the individual(s)
you wish to activate are not on the staff roster, District Administrators can add them to a
school’s staff roster prior to completing their quiz.**

OPTIONAL—- OVERRIDE ANOTHER USERS’ QUIZ REQUIREMENT

This feature should ONLY be used with properly trained individuals who have successfully
passed a comprehensive quiz for at least one school AND demonstrated sufficient knowledge of
the database’s features/requirements. District-Level employees who access multiple schools’
accounts may qualify for an override after passing a comprehensive quiz for one of their schools.
Click HERE to view the steps to override a user’s quiz requirement.

OPTIONAL - RETRIEVE A USERNAME

If one of your primary users loses their username and is unable to access the database, you can
retrieve the username by following the steps on this LINK.

—END--
IR
I %F_-_'f-_ﬁ_'j)
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This Section of the User’s Guide contains explanations and descriptions of how to perform Rtl:B Database
functions exclusively for the District Administrator. Itis hopeful that as a District Administrator you will
become familiar with ALL the functions of the Rtl:B Database. Please contact rtidb@usf.edu for support with
training and technical assistance.

SELECT A SCHOOL TO WORK WITH

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

ADD A NEW SCHOOL TO THE DATABASE

1. From the Administration menu, navigate to “Manage School Info” and then select
“Add School.”

RtI:B

Response to Intervention A twee-tived befiaioral database

for Behavior
HOME ADMINISTRATION ¥ INCIDENTS ¥ TIER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

(o{TI[N[YW]¢ CHANGE PASSWORD \LACHUA  Current School Year: 2011-2012  User: distric10, test Role: DistAdmin

SET SCHOOL/DISTRICT
Welcome to Rtl:B Database

MANAGE STUDENT/STAFF
4 access to multiple schools, click here to "Set" your school/district.

MANAGE DISTRICT INFO N .
University of South Florida (USF)
4202 East Fowler Ave, MHS 21134, Tampla, FL - 33620

MANAGE SCHOOL INFO SCHOOL LISTING - UNIVERSITY OF
US SOUTH FLORIDA
MANAGE QUIZ SCHOOL PROFILE

ADD SCHOOL
DEMOGRAPHICS

EXPECTATIONS/PERIODS

continued...
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2. Complete the School Profile information. All fields are required. Click “Add” to
add the school to your district’s School Listing:
Add New School

To add a new school to the database, type the information in the fields below.
Note: Mew schools must be activated through the Rtl:B Database Administrator before the account can be accessed. Please contact an RilB
Administrator for more information.

District ALACHUA [=]

School name

School type Prek =]

Database Choice [#Iier1 [ITier2

[Cpre-k Mk [ M2 [z [Ja [s
e Oy De Ho 410 H411 M4z

Grade levels

School code

Database status D Active ) Inactive

MAILING ADDRESS

Street

City

Zip

PHYSICAL ADDRESS
("] SAME AS MAILING ADDRESS )

Street

City

Zip

CONTACT DETAIL

School phone

Ext

School fax

Contact title

Contact first name

Contact last name

Contact email

Contact URL

3. You can confirm that the new school was added by navigating to the School
Listing page.

=
1=
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ACTIVATE A SCHOOL

1. From the “Administration” tab, scroll to the “Manage School Info” and click on
“School Listing”.

Response (0 Intervention
Tar Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥

CHANGE PASSWORD Current School Year: 2011-2012  User: Test, District Role: DistAdmin

SET SCHOOLDISTRICT
Welcome to Rtl:B Database

ULURE S SR L & occess (o muliple schools, click here fo *Set” your schooldistrict

(3.7 MANAGE DISTRICTINFO  »

202 B ot A T FL- 3
H MANAGE SCHOOLINFO  » SCHOOL LISTING % UNIVERS]TY OF

SOUTH FLORIDA
SCHOOL PROFILE

ADD SCHOOL

DEMOGRAPHICS

EXPECTATIONS/PERIODS

2. The “School Listing” screen will show and a list of schools will appear. Next look
for the school(s) you would like to activate and place a check mark in the box
under the column labeled “Active School.”

Response to Intervention

A tree-tiered befiemioral database
'or Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

No Active School - Dataland Current School Year: 2011-2012 User: Test, District Role: DistAdmin

School Listing

The following schoole have active accounts with the Ril:B database. If you wish (o de-activate their account, un-check
the "Active Schoal” box.

Select District Dataland
District School Name Contact Detail Hetive
School
P“‘me- /
Dataland Fax :
Dataland SuperSchool Name Details

Emall : FuturLeaders@SuperSchocl Dataland edu

Phone
Dataland (2220 i Details

3. Once you click the school you would like to activate, a screen will appear asking
you to confirm the activation of the new school. Click “OK”.

Note: If you are activating more than one school, each school will need to be activated
individually.

continued...
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Rtl:B

Response to Intervention A three-tieved behanioral database
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TIER2 ¥ SEARCH ¥ REPORT ¥ LOG OUT

No Active School -Dataland Current School Year: 2011-2012 User: Test, District Role: DistAdmin

Mezzage from wenpage ot

—

te-activate their account, un-check

M8 2= you sure you want 1o change the schoal ststs?
The following schools have active acco: @
the "Active School” box.

o] [cee

Select District Dataland

Active
District School Name Contact Detail School

Dataland Fax :
Dataland g 8500 ool Huiarl “ Details

Email : FuturlLeaders@SuperSchool.Dataland. edu

Phone|
Dataland Eax 5 1 Details

4. The new school is now active, and will appear in the School Listing screen with a
checkmark in the “Active School” column.

Rtl:B

Response to Intervention
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥ TER2 Y SEARCH ¥ REPORT ¥ LOG OUT

No Active School - Dataland Current School Year: 2011-2012 User: Test, District Role: DistAdmin

School Listing

The following schools have active accounts with the Ril:E database. If you wish to de-activate their account. un-check
the “Active School” box.

Select District Dataland
- Active
District School Name Contact Detail School
Phone :
Dataland Fax :
Dataland SuperSehosl Name : - Details

Email : FuturLeaders@SuperSchocl Dataland.edu

Phone :
Dataland Fox: v Details.

“TURN OFF” TIERS FOR A SCHOOL

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.
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ACTIVATE A SCHOOL ADMINISTRATOR

Note: Only a DISTRICT Administrator and the database support team can activate a
School Administrator.

1. Set the database to the school whose administrator(s) you would like to
activate.

2. From the “Administration” tab, scroll to “Manage Student/Staff” and click on the
“Assign School Admin” link..

Rtl:B .

Response to Intervention
for Behavior

HOME  ADMINISTRATION ¥  INGIDENTS ¥  TER2 ¥  SEARGH ¥  REPORT ¥
CHANGE PASSWORD
SET SCHOOLDISTRIGT
SGHOOL LISTING
SET SCHOOL YEAR
MANAGE STUDENT/STAFF MANAGE STUDENT
MANAGE DISTRICT INFO ADD DISTRICT/STATE STAFF
MANAGE SCHOOL INFO ADD ADMIN STAFF USF UNIVERSITY OF
STATEWIDE CATEGORIES SOUTH FLORIDA

behavioral database

LOG OUT

ool - Dataland Current School Year: 2010-2011

Welcome to Rtl:B Database

MANAGE PERMISSIONS
ACTIVATE STAFF
ACCOUNT RECOVERY
STAFF LIST

3. The “Assign School Administrator” screen will appear. Click on the blue “List”
button to bring up a list of INACTIVE staff for this school.

Response to Intervention
for Behavior

A three-tiered behauioral database

HOME ADMINISTRATION ¥ INCIDENTS ¥ TERZ ¥ SEARCH ¥ REPORT ¥ LOG OUT

Dataland SuperSchool - Dataland Current School Year: 2010-2011

Assign School Administrator

To identify an individual as a school administrator, select their name from the list below and hit “Activate ™ Only
school principals, assistant principals, and deans should be selected for this role.

Administrator name

[ Activate School Administrator ]

4. A list of school staff will appear.

TIP: If you don't see the individual's name on this staff list:

¢ They may already be activated, OR

¢ They may not be on this school’s roster. You can add them through the
Manage Student/Staff menu.

A
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. .
H“P:::!E::r:g?ir;?mm At behazioral database
HOME ADMIl LOG OUT
tiame o TIP: Only inactive staff
o o —— are displayed in this staff
Becker, Willie 7682752 list. Active staff may be
Sender, Ron 7360503 assigned to a School
Boone, Margarita 4899483 Administrator role by
PR Bradshaw, Rene 3896375 gOing to the “Manage
Caldwell, Jim 5799599 Sta " Screen.
Chung, Earnest 2417194
Clay, Enrigque 4253016
Foley, Rita 2662861
Gross, Roy 2011132
Jefferson, Levi 1999571
< I} | = -

Click on the staff name that you would like to assign as School Administrator.
Click on “Activate School Administrator” button.

Rtl:B

Response to Intervention A
for Behavior

HOME ADMINISTRATION ¥ INCIDENTS ¥  TIER2 V¥ SEARCH ¥ REPORT ¥ LOG OUT
Dataland SuperSchool - Dataland Current School Year: 2010-2011

Assign School Administrator

To identify an individual as a school administrator, select their name from the list below and hit “Activate.” Only
school principals, assistant principals, and deans should be selected for this role

Administrator name ‘ Barry, Anitra
q Activate School Administrator ]

7. A screen will appear asking to confirm the activation of a new school
administrator account. Click “OK”.

£ Schoal Admin Activation - Mozl Firelox
B G0 Yor Fgey Qodmels Bob teb
. Scho Admin dctvaton = | & Dftcr 2007 Modtyrg Cepectinnd, - | + |

% (LI e o A crgiccracsrmesta® o Bt B Flis

s
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8. A screen will appear stating that “The account has been activated successfully.”

To oty

Datsland SuperSchool - Dataland Current School Year: 2010-2011 User: Test, District Role: DistAdmin

Assign School Administrator

; Wi and ok en “tan
infiadual ey has acvess t andy i ke 4 give e privieges, go do e Manage Staff meny and change heir aoess level. Note Onfy
I ) a s 0eans Pa e
Aéministrator name Lst
Assign Schod Adminiskalor |
q The account s actiated successily !

9. The individual will immediately receive an email with their log-in information.

ACTIVATE A USER AT A SCHOOL

This information is available in the main section of the database User’s Guide. Click

HERE to jump to that section.

VIEW USER'’S QUIZ STATUS

This information is available in the main section of the database User’s Guide. Click

HERE to jump to that section.
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OVERRIDE QUIZ FOR ANOTHER USER

NOTE: This feature should ONLY be used with properly trained individuals who have
successfully passed a comprehensive quiz for at least one school AND demonstrated
sufficient knowledge of the database’s features/requirements. District-Level employees
who access multiple schools’ accounts may qualify for an override after passing a
comprehensive quiz for one of their schools.

The quiz requirement is managed at the school level. If a user has access to multiple
school accounts and requests a quiz override, the quiz must be overridden for each of
the schools in question. The database team recommends all users pass their quiz for at

least one of their schools before being exempted from additional attempts.

1. Set the database to the school where the quiz will be overridden for the user.

2. From the Administration tab, scroll to Manage Quiz and select “Override User’'s

Quiz” from the drop-down menu.

TER2 ¥ SEARCH ¥ REPORT ¥

Current School Year: 2011-2012 User: distric10_test Role: DistAdmin

Welcome to Rtl:B Database
MANAGE STUDENTISTAFF »

frccess lo mulliple schooks, Cick here to “Set” your schoolidistrict

1 MANAGE DISTRICT INFO  »
MANAGE SCHOOLINFO. »

L MANAGE QUIZ » RESUME MY QUIZ

VIEW MY QUIZ RESULTS

MVIEW USER'S QUIZ STATUS

OVERRIDE USERS'S QU

3. Please note the screen text on the Override Quiz screen. When you override a
user’s quiz, you accept responsibility for the user’s actions within the database.

Override Quiz Users

Warning: In overriding individual's quiz requirements,you accept responsibility for their use of the Rtl:.B

database.

The database quiz helps to ensure that every individual who uses the system is familiar with key information necessary for accurate data entry and
display. Inappropriate use of the database can result in graphs that are inaccurate and/or misleading, which can in turn impact decisions for
individual students, groups of students, schools, and/or your district. The Override Quiz Requirement should ONLY be used with properly frained
individuals who have successfully passed a comprehensive quiz for at least one school AND demonstrated sufficient knowledge of the database's
featuresi/requirements.

If you accept responsibility for overriding the quiz requirement for an individual(s), click on the buttan to bring up the staff list for this school. After
selecting the individual(s) name(s), click on “Submit” in the upper right-hand corner of the stafflist to override their quiz requirement.

Select Staff

4. Click the blue “Select Staff” button to bring up the staff list for this school. Select

the individual whose quiz will be overridden.

continued...
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5. When you click “SUBMIT” from the staff list pop-up window, the user’s quiz
requirement for this school will be overridden and they will have access to all of
the features prescribed by their access level.

NOTE: The override
takes effect immediately
after clicking on “Submit.”
There is no opportunity to
cancel/confirm the
request.

L)
fo
for Behavior

HOME ADMINISTR,

A.QUINN JONES/EXCE|

ADD A NEW STAFF MEMBER TO A
SCHOOL’S ROSTER

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

RETRIEVE USER NAME

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

=
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RETRIEVE STUDENT

Users with access levels that permit them to “Manage” student records have the ability
to transfer a student from one school’s roster to their own (click HERE to see how this is

“Retrieve Student” from the drop-down menu.

INCIDENTS ¥ TER2Z ¥ SEARCH ¥ REPORT ¥

il atabase

L1 80 "Set” your schoobidstrkt

Current School Year: 2011-2012 User: Test, Dustrict  Rola:

Rtl:B Database User’s Guide v4.1

If you need to confirm which school a student is currently associated with, you can look
up the information from the “Retrieve Student” link on the Manage Student/Staff menu.

1. From the Administration tab, scroll down to “Manage Student/Staff” and select

STAFF LIST

RETRIEVE USER NAME

HETRIEVE STUDENT

You can search for the student’s school by one or all of the fields provided. Click
“Retrieve” to display the results. The student’s ID nhumber and birthdate are
provided to help you confirm that you have the correct student’s information.

Retrieve Student Name
Ifyou needto retrieve a student information, complete the information below.

District Identifier
First name bart

Last name

School Name Districtidentifier DoB
Dataland SuperSchool Simpson, Bart 1_250 06/01/2011
DRI,

| r .a/i _‘.‘| E\I

_([

147



Rtl:B Database User’s Guide v4.1

DISTRICT PROFILE

The district profile contains basic information for your district’s main point of contact for

the Rtl:B database. The database support team members and your other District

Administrators are the only users who will see your district profile. The database support

team will contact the person named in this profile to communicate database-related

information.

1. From the Administration tab, scroll down to “Manage District Info” and select

“District Profile” from the drop-down menu.

Rtl

:B

Response 1o tervention

for Behavior

HOME

ADM

MANAGE DISTRICTINFO  »  DISTRICT PROFILE

MANAGE

SEARCH ¥ REPORT ¥

Welcome to Rtl:B Database

PCCess 10 muiltiphe SChOOIS, K Nere 10 "S8t” your sChoobaistnct.

303 Bamr Fomtar i

OOLINFO  p  INCIDENT CATEG S

TIER 2 INTERVENTIONS

SOUTH FLORIDA

2. Enter the information in the fields provided. All fields are required. Scroll to the

bottom of the screen to click “Save” or “Update” to record the information.

Districts
District name
FLDOE district ID

Status

Title

First name
Last name
Email
Street

City

Zip

Phone

District-Level Contact Information

Dataland v
Dataland
00
(@ active | Inactive
CONTACT DETAIL
Dr.
Wayne

Smith

wsmith@dataland.fl.us
precision

byte city

23454 " 8456

§13-555-1212

To update the contact information for an active district, highlight the district name in the drop-down list and type the information in the fields below.
To add a new district, CLICK ON THE *ADD MEW' LINK atthe top of the profile form. All fields are required.
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DISTRICT CUSTOM FIELDS

District custom fields appear as optional incident entry fields for every active database
school in your district. Once saved, they will immediately appear on all of your school’s
incident entry screens (on screen #2 — incident details). Avoid making changes to district
level custom fields, as multiple entries/changes will clutter your schools’ graphs.

Districts can add one of each of the following:

Custom category (“field”) with its own drop-down menu

Major problem behavior

Minor problem behavior

Administrative decision (that will be available to majors and minors)

The procedure for adding a district-level custom field is the same procedure that schools
follow to add their school-level custom fields. Click HERE to jump to that section of the
Guide.

DISTRICT TIER 2 INTERVENTIONS

Districts may add Tier 2 interventions that will appear on all of their schools’ menus.
District-level interventions count towards schools’ maximum of eight active Tier 2
interventions at one time. Districts can inactivate interventions added by the Rtl:B
database for all of their schools if these interventions are not used in your districts.

The procedure for adding a district-level Tier 2 intervention is the same procedure that
schools follow to add their school-level Tier 2 interventions. Click HERE to jump to that
section of the Guide.

SEARCH INCIDENTS

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

==

rT\‘m..,
!—J._i
\TAT

149



Rtl:B Database User’'s Guide v4.1

SEARCH DAILY ENTRIES

This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

INDIVIDUAL & SCHOOL-LEVEL REPORTS

District Administrators have access to all individual student and school-level reports.
This information is available in the main section of the database User’s Guide. Click
HERE to jump to that section.

DISTRICT-LEVEL REPORTS

District-Level reports provide a snapshot of the effectiveness of district’s core curricula
for behavior.

DISTRICT CORE EFFECTIVENESS

As a district, how effective is our core behavior curriculum?

This report looks at all of the students in a district and shows the percent who are at low
risk of experiencing behavioral problems (0-1 office referrals over the course of a school
year), the percent of students at moderate risk of behavioral problems (2-5 referrals),
and students who are at high risk of experiencing behavioral problems (6+ referrals).
Only students from schools that are using the database are represented.

The report can be filtered by school type, so student breakdowns can be calculated for
elementary, middle, and high schools separately. Districts can also see how their
breakdown compares to the other schools in the database, and to the national sample of
schools that use SWIS (the national comparison should be available next year).
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Percent of Students

District Core Effectiveness
School Year: 2011-12 School Type: ALL

: Madify District Repont

District Core Effectiveness

5 (High Rlisk)
25 (Mad. Risk)

s [Low Risk)

el
(Curenthy not mvadable)

FIE Dtabase

Hurnber of schools in district; 1
Mumber of districtis in RUN datsbase: 7
Hurnbser of szhosls in M8 database: 2

arul distriet dlata reflees eurrer dat

Tigures are based on & complete school year. RILS datibase
and therefare may a partial wear.

SCHOOL CORE EFFECTIVENESS

What percent of our schools have effective core curricula for behavior?

This report looks at the percent of schools in the district where less than 20% of the
student population receives multiple referrals over the course of a school year. If less
than 20% of a school’s population receives multiple referrals, they are considered to
have an “Effective” core curriculum for behavior.

A list of schools that do not have effective core behavior curricula will be printed out
below the graph, with hyperlinks to each school’s reports page. The report can be
filtered by school type (elementary, middle, high, center/alternative, or other).

School Core Effectiveness

School Year: 2011-12 School Type: ALL

Modify District Repart

School Core Effectiveness

B70%

W Percent of Schools with Effective Core
@ Percent of Schoals with Ineffective Core

§1.30%
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AVERAGE REFERRALS PER DAY

How many ODRs per 100 students are generated on a daily basis?

View the average number of office referrals per 100 students generated by their schools
that use the Rtl:B database. This allows personnel to get a sense of the daily rate of
referrals in their district, which can also be compared to the daily rate of referrals across
all schools that use the database in Florida, and the national sample of school. The
report can be filtered by school type, so daily rates can be calculated for elementary,
middle, and high schools separately.

Average Referrals per Day per 100 Students
School Year: 2011-12 School Type: ALL

| Madity District Repont

Average Referrals per Day per 100 Students
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DAYS LOST: OSS

How many instructional days has our district lost due to out-of-school suspensions?

This report provides a running total of the number of OSS days from all of the districts’
schools that use the database. The report can be filtered by school type.

Imstructional Days Lost This Year Due to 085
Schoal Year: 2011-12 School Tvpe: ALL
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DISTRICT RISK RATIO
Do all groups of students in our district benefit equally from our core curricula?

This report looks at all of the students in a district to see if students from a particular
AYP group are more/less likely than all other students to receive a referral, out-of-school
suspension, or in-school suspension. The report can be filtered by school type, and can
be generated for multiple years so districts can see changes in the risk ratio over time.

Dataland SuperSchool - Dataland Current School Year: 2011-2012 User: Test, District Role: DistAdmin
District Risk Ratio
School Year: 2011-12 School Type: ALL
Modify District Report
cigents Schooklevel JEMOQrapNICs SNOUI DE SCCUTATE 1 WITNER 10% O &3Ch HOPUINION 101 31l SENOOIS
District Risk Ratio for All Incidents

W12

Risk Ratio
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RISK RATIO BY SCHOOL

Do any schools have groups of students who do not benefit equally from our core
curricula?

Identify which schools have groups of students who receive consequences at a
disproportionate rate compared to all other students. View schools that have a risk ratio
for any group of students that exceeds 1.0, 1.5, 2.0, 2.5, or 3.0. The report can be
filtered by school type, as well. Click on the schools’ names to be taken to that school’s

report page.
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SECTION 5:

APPENDIX
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Rtl:B Database Access Level Summary (Default Permissions)

Access Level Default Permissions*

e Enter minor referrals
| T$aCL1er Tench « Submit major referrals (does NOT include recording disciplinary decisions)

© assroo";\s;gfan‘ig eaching « Review your own disciplinary incidents

o Enter Tier 2 daily progress monitoring information for students
The permissions above are included in the next level of access...
o e Review all users’/students’ disciplinary incidents
. Specialist . e Submit SESIR referrals (does NOT include recording disciplinary decisions)
S(G;(;(ijaallir:t:: gg‘;gﬁ%ﬁ’rg' g’;glfi';‘g  Review all individual and school-wide reports

P P‘Sychmogistsf ' » Assign students to Tier 2 interventions

o Review progress monitoring entries for all students receiving Tier 2 supports
All preceding permissions are included in the next level of access...
e Add & Edit student and staff rosters
e Activate staff
e Retrieve staff member’s user name
Coach e Manage staff permissions (except their own)
e Update school demographic and profile information
e Set up school-defined incident categories
e Set up Tier 2 information (interventions, expectations, periods)
All preceding permissions are included in the next level of access...
Data Entry e Record disciplinary decisions for major and SESIR referrals

School Administrator e Review all disciplinary incidents

» Edit disciplinary incidents
District Administrators have unique permissions...

e Activate school accounts
e Add school administrators to the database

District Administrator e Add& EQit s_tude;nt and staff rosters

(Cannot enter incidents or progress o Create district-wide categories
monitoring information) e Set up school profile, demographics, categories & interventions

e View school incidents, progress monitoring entries & reports
e View district-level reports

* Coach, Data Entry, School Administrator, and District users can further adjust individual users’ permissions to meet their school's needs.
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“DISTRICT ADMINISTRATOR” ACCESS LEVEL
STUDY GUIDE

*NOTE: Prior to taking and passing their quiz, individuals with District Administrator access can activate school level accounts and
perform other functions. To learn more about the pre-quiz permissions, download the Rtl:B User’s Guide or visit www.flrtib.org*

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the District Administrator
access level.
Contents - This guide covers key concepts for:
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o All Users: Applies to all District Administrator users, regardless of which tiers their school uses in the database.

Key Concept

What you need to know

Some advance planning
& professional
development will be
needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website
(www flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

After you “merge” two
student records, the
action can’t be reversed

Occasionally, duplicate names may appear on student rosters. "Merging" combines all of
the information associated with the two records into one. After this action is performed,
it can't be undone.

Activation of user
accounts must involve
school and/or district
personnel

Each school can “activate” (or create user accounts) for as many or as few users as they
would like. However, all activated personnel should be adequately trained and have the
permission of the principal or district administrator before being activated.

Some school-level
information must be
updated each year

Each year someone from your school will need to enter the current year’s enrollment
information, prevent unauthorized users from logging in to your school’s account by
“hiding” the name on the staff roster, and make any necessary updates to other school-
related fields.

School-Level
demographics must be
entered for some
reports to function

Certain reports can’t be generated until the current year’s enroliment and school days
per month have been recorded. These fields must be entered at the same time, and
once saved this information should be reviewed at least twice every year. To keep your
reports accurate, remember to update these fields any time your school’s population or
school days per month changes by 10% or more.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

continued...
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All District Admin - Tier 1

Key Concept

What you need to know

Minor incidents can’t
result in “Major”
disciplinary decisions
like detention or
suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

The database offers a
multitude of standard
and custom reports to
help you problem-solve

The number of possible ways the database can graph your information is almost endless.
For more information, visit the resources section of our website (www.flrtib.org), or
experiment with our “Demo” database (https://demo.flrtib.org; use the “School” log-in
link).

District Administrator Users — Tier 2

All

Your school-wide
expectations should be
included in progress
monitoring for all Tier 2
interventions in your
school

Tier 2 supports address students’ skill and performance deficits so they will be successful
demonstrating the core standards. For behavior, the core standards consist of the
school-wide expectations. Progress monitoring for Tier 2 should help schools
understand whether students are making progress towards demonstrating the school-
wide expectations. Because of this, progress monitoring tools for Tier 2 supports should
include measures that are based on your school-wide expectations.

Your school-wide
expectations should
apply to ALL expected
behavior in your school

Your school-wide expectations are your school’s core standards for behavior, and they
should be broad enough to address any behavior in your school.

A simple daily rating
scale may be sufficient
for Tier 2 progress
monitoring

Progress monitoring at Tier 2 should be quick, easy, capable of picking up on
small changes in a student’s behavior, and allow schools to compare progress
across students. Teachers can quickly provide a simple daily assessment of a
student’s behavior by using a standard rating scale (“Great day,” “Average day,”
“Will do better tomorrow”). When the same rating scale is used for all students,
one student’s progress can be compared to another student’s progress regardless
of which intervention each student receives.

continued...
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District Administrator Users — Tier 2

All

Key Concept

What you need to know

A paper version of the
behavior report card
that shows your
school’s expectations
and rating scale gives
teachers a convenient
place to record their
overall impression of a
student’s behavior.

Understanding the key
components of a
behavior report card
will make it easier to
establish a systematic
process for progress
monitoring at your
school.

ONCE-A-DAY Behavior Report Card

Kame: $allv Smith Dates: 1071011 Intervention: Mentoring

3 points possible for

School-Wide Rating Scal, 3=Goodday ) 2=Minedday  1=Will try hasder tomorrow ‘(_each expectation
Expectation SCHOGL R ENRRCIATIONS Mon. Tues. Wed | Thare | Fridy
A 5@13:1@:13@1@:1
ploi i 020010200
Eﬁiﬁﬁﬁnm 5@13@13:@3:@@:1
Carmm e eATIOE |5 Q@ (s 203 @102

12 Points possible

each DAY
4 expectationsX 3 possible points= 12 possible points

Scores from the paper report card can be entered into the database by classroom
teachers, or by a designated data entry person. Once entered, the database
automatically calculates students’ percent of daily points earned and allows users
to compare progress across students and across interventions.

Compare progress across students Compare progress across interventions

| BT : _ -
!u — . ey ! .
. 1:
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i | I i
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See these reports up close in our demo database: https://demo.firtib.org (select the “School” log-in link).

Changes to the
Expectations/Periods
screen should be made
only when ABSOLUTELY
necessary

If your school needs to make an essential change to the school-wide expectations,
assessment periods, or max points per expectation, make sure that students’ existing
daily entries are up-to-date and reflect accurate information.

Once you make the change to the Expectation/Periods screen, new daily entries will
reflect the changes in the Tier 2 set-up information. However, you won't be able to edit
any existing daily entries. The old entries will continue to show the old Tier 2 set-up
information.

The database offers a
number of ways to view
students’ progress with
Tier 2 interventions

The Rtl:B database automatically graphs individual students’ daily progress, average
progress per assessment/check-in period, and daily progress within a specific
assessment/check-in period. Several school-level graphs allow users to compare progress
across students, across interventions, and view a daily summary of progress across the
school or within a specific intervention. To see examples of the database’s graphing
capabilities at Tier 2, visit the demo database at https://demo.flrtib.org (use the “School”
log-in link).

You’re done - good luck on your quiz!
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“SCHOOL ADMINISTRATOR” ACCESS LEVEL
STUDY GUIDE

*NOTE: Prior to taking and passing their quiz, individuals with School Administrator access can activate staff accounts and
perform other functions. To learn more about the pre-quiz permissions, download the Rtl:B User’s Guide or visit www.flrtib.org*

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the School Administrator
access level.
Contents - This guide covers key concepts for:
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o All Users: Applies to all School Administrator users, regardless of which tiers their school uses in the database.

e Tier 1: Applies to School Administrator users whose school utilizes the Tier 1 features of the database. If your school isn’t
using the database’s Tier 1 features, you can skip this section.

e Tier 2: Applies to School Administrator users whose school utilizes the Tier 2 features of the database. If your school isn’t
using the database’s Tier 2 features, you can skip this section.

e Ifyour school is using both the Tier 1 AND Tier 2 features of the database, this entire guide applies to you.

Key Concept

What you need to know

Some advance planning
& professional
development will be
needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website
(www.flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

After you “merge” two
student records, the
action can’t be reversed

Occasionally, duplicate names may appear on student rosters. "Merging" combines all of
the information associated with the two records into one. After this action is performed,
it can't be undone.

Activation of user
accounts must involve
school and/or district
personnel

Each school can “activate” (or create user accounts) for as many or as few users as they
would like. However, all activated personnel should be adequately trained and have the
permission of the principal or district administrator before being activated.

Some school-level
information must be
updated each year

Each year someone from your school will need to enter the current year’s enrollment
information, prevent unauthorized users from logging in to your school’s account by
“hiding” the name on the staff roster, and make any necessary updates to other school-
related fields.

School-Level
demographics must be
entered for some
reports to function

Certain reports can’t be generated until the current year’s enroliment and school days
per month have been recorded. These fields must be entered at the same time, and
once saved this information should be reviewed at least twice every year. To keep your
reports accurate, remember to update these fields any time your school’s population or
school days per month changes by 10% or more.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

continued...
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Tier 1 “School Administrator” Users

Key Concept

What you need to know

Minor incidents can’t
result in “Major”
disciplinary decisions
like detention or
suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

Users must have a
“Data Entry” or “School
Admin” access level to
record Major incidents

Only Data Entry and Administrator access levels have preset permission to enter
administrative decisions for Major and SESIR incidents. However, permissions can be
adjusted to allow any user the ability to use this feature (using the “Manage Staff
Permissions” screen).

Clicking the link to
“edit” an incident will
remove the original
problem behavior

When you “edit” an incident, the database prepares for the possibility that you will edit
any (or all) of the incident information, including the incident type (Minor, Major, SESIR).
Since problem behaviors vary according to the type of incident selected, the original
problem behavior selected is erased as soon as you click “edit.” If necessary, make a
note of the problem behavior prior to editing an incident.

An incident that has
been entered CANNOT
be deleted

Once a school has recorded that an incident has taken place, they may not delete the
record. However, every field in incident entry can be edited, so while incidents can’t be
deleted they may be completely overwritten with new information.

The database offers a
multitude of standard
and custom reports to
help you problem-solve

The number of possible ways the database can graph your information is almost endless.
For more information, visit the resources section of our website (www.flrtib.org), or
experiment with our “Demo” database (https://demo.flrtib.org; use the “School” log-in
link).

If your school uses Tier 2 features, please continue to the next page.

If your school only uses Tier 1 features, you’re done - good luck on your quiz!
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Tier 2 “School Administrator” Users

Key Concept

What you need to know

Your school-wide
expectations should be
included in progress
monitoring for all Tier 2
interventions in your
school

Tier 2 supports address students’ skill and performance deficits so they will be successful
demonstrating the core standards. For behavior, the core standards consist of the
school-wide expectations. Progress monitoring for Tier 2 should help schools
understand whether students are making progress towards demonstrating the school-
wide expectations. Because of this, progress monitoring tools for Tier 2 supports should
include measures that are based on your school-wide expectations.

Your school-wide
expectations should
apply to ALL expected
behavior in your school

Your school-wide expectations are your school’s core standards for behavior, and they
should be broad enough to address any behavior in your school.

A simple daily rating
scale may be sufficient
for Tier 2 progress
monitoring

Progress monitoring at Tier 2 should be quick, easy, capable of picking up on small
changes in a student’s behavior, and allow schools to compare progress across students.
Teachers can quickly provide a simple daily assessment of a student’s behavior by using a
standard rating scale (“Great day,” “Average day,” “Will do better tomorrow”). When the
same rating scale is used for all students, one student’s progress can be compared to
another student’s progress regardless of which intervention each student receives.

A paper version of the
behavior report card
that shows your
school’s expectations
and rating scale gives
teachers a convenient
place to record their
overall impression of a
student’s behavior.

Understanding the key
components of a
behavior report card
will make it easier to
establish a systematic
process for progress
monitoring at your
school.

ONCE-A-DAY Behavior Report Card

Dates: 107-10011

3 points possible for
School-Wide Ih:ln—ism I=Mivedday  1=Will try basder tomomror ‘(_each expectation

Expectation SCHOOL WIDE EXPECTATIONS
P \iih‘.ﬁ'\.‘.ﬂi GOALS Mon.

Kame: $allv Smith Intervention: Mentorng

5, Wed. Thurs, Friday

Tu
BESAFE 3 2 5 5
Stay in amigned areas ; @ ! a gl @ R @ l@ -1
BE RESFECTFUL " 4 1 5
Feens o speaker il O 3 Ak @ L3 @ 1 @ 2 1
BE RESPONSIBLE

3@15:@
s@1(s : 0

12 Points possible

each DAY
4 expectationsX 3 possible points= 12 possible points

J:@@:]
3@1@:1

Complate: vour memtoring log

3 @ 1
DEMONSTRATE A POSITIVE ATTITUDE ] @
Comtribuie i conversations -

Scores from the paper report card can be entered into the database by classroom
teachers, or by a designated data entry person. Once entered, the database
automatically calculates students’ percent of daily points earned and allows users
to compare progress across students and across interventions.

Compare progress across interventions

Compare progress across students

See these reports up close in our demo database: https://demo.firtib.org (select the “School” log-in link).
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Tier 2 “School Administrator” Users

Key Concept What you need to know
If your school needs to make an essential change to the school-wide expectations,
Changes to the assessment periods, or max points per expectation, make sure that students’ existing

Expectations/Periods
screen should be made
only when ABSOLUTELY
necessary

daily entries are up-to-date and reflect accurate information.

Once you make the change to the Expectation/Periods screen, new daily entries will
reflect the changes in the Tier 2 set-up information. However, you won'’t be able to edit
any existing daily entries. The old entries will continue to show the old Tier 2 set-up
information.

If you use fewer than
the maximum number
of assessment periods
with a student, enter
daily points in the
periods they were
earned

While all students who receive Tier 2 interventions should have goals that are based on
(and explicitly linked to) the school-wide expectations, the number of times student
behavior is assessed throughout the day can vary according to need.

If you use fewer than the maximum number of assessment (or “check-in”) periods for a
student, simply skip the periods the student does not receive feedback on his/her
behavior when entering daily points. Leaving the value for skipped periods as the default
“N/A” allows the database to calculate total percent of points earned only for the check-
in periods that are used.

The database offers a
number of ways to view
students’ progress with
Tier 2 interventions

The Rtl:B database automatically graphs individual students’ daily progress, average
progress per assessment/check-in period, and daily progress within a specific
assessment/check-in period. Several school-level graphs allow users to compare progress
across students, across interventions, and view a daily summary of progress across the
school or within a specific intervention. To see examples of the database’s graphing
capabilities at Tier 2, visit the demo database at https://demo.flrtib.org (use the “School”
log-in link).

You’re done - good luck on your quiz!
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“DATA ENTRY” ACCESS LEVEL
STUDY GUIDE

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the Data Entry access level.

Contents - This guide covers key concepts for:
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e All Users: Applies to all Data Entry users, regardless of which tiers their school uses in the database.

e Tier 1: Applies to Data Entry users whose school utilizes the Tier 1 features of the database. If your school isn’t using the
database’s Tier 1 features, you can skip this section.

e Tier 2: Applies to Data Entry users whose school utilizes the Tier 2 features of the database. If your school isn’t using the
database’s Tier 2 features, you can skip this section.

e Ifyourschool is using both the Tier 1 AND Tier 2 features of the database, this entire guide applies to you.

Key Concept

What you need to know

Some advance planning
& professional
development will be
needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website
(www.flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

After you “merge” two
student records, the
action can’t be reversed

Occasionally, duplicate names may appear on student rosters. "Merging" combines all of
the information associated with the two records into one. After this action is performed,
it can't be undone.

Activation of user
accounts must involve
school and/or district
personnel

Each school can “activate” (or create user accounts) for as many or as few users as they
would like. However, all activated personnel should be adequately trained and have the
permission of the principal or district administrator before being activated.

Some school-level
information must be
updated each year

Each year someone from your school will need to enter the current year’s enrollment
information, prevent unauthorized users from logging in to your school’s account by
“hiding” the name on the staff roster, and make any necessary updates to other school-
related fields.

School-Level
demographics must be
entered for some
reports to function

Certain reports can’t be generated until the current year’s enrollment and school days
per month have been recorded. These fields must be entered at the same time, and
once saved this information should be reviewed at least twice every year. To keep your
reports accurate, remember to update these fields any time your school’s population or
school days per month changes by 10% or more.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

continued...
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Tier 1 “Data Entry” Users

Key Concept

What you need to know

Minor incidents can’t
result in “Major”
disciplinary decisions
like detention or
suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

Users must have a
“Data Entry” or “School
Admin” access level to
record Major incidents

Only Data Entry and Administrator access levels have preset permission to enter
administrative decisions for Major and SESIR incidents. However, permissions can be
adjusted to allow any user the ability to use this feature (using the “Manage Staff
Permissions” screen).

Clicking the link to
“edit” an incident will
remove the original
problem behavior

When you “edit” an incident, the database prepares for the possibility that you will edit
any (or all) of the incident information, including the incident type (Minor, Major, SESIR).
Since problem behaviors vary according to the type of incident selected, the original
problem behavior selected is erased as soon as you click “edit.” If necessary, make a
note of the problem behavior prior to editing an incident.

An incident that has
been entered CANNOT
be deleted

Once a school has recorded that an incident has taken place, they may not delete the
record. However, every field in incident entry can be edited, so while incidents can’t be
deleted they may be completely overwritten with new information.

The database offers a
multitude of standard
and custom reports to
help you problem-solve

The number of possible ways the database can graph your information is almost endless.
For more information, visit the resources section of our website (www.flrtib.org), or
experiment with our “Demo” database (https://demo.flrtib.org; use the “School” log-in
link).

If your school uses Tier 2 features, please continue to the next page.

If your school only uses Tier 1 features, you’re done - good luck on your quiz!
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Tier 2 “Data Entry” Users

Key Concept

What you need to know

Your school-wide
expectations should be
included in progress
monitoring for all Tier 2
interventions in your
school

Tier 2 supports address students’ skill and performance deficits so they will be successful
demonstrating the core standards. For behavior, the core standards consist of the
school-wide expectations. Progress monitoring for Tier 2 should help schools
understand whether students are making progress towards demonstrating the school-
wide expectations. Because of this, progress monitoring tools for Tier 2 supports should
include measures that are based on your school-wide expectations.

Your school-wide
expectations should
apply to ALL expected
behavior in your school

Your school-wide expectations are your school’s core standards for behavior, and they
should be broad enough to address any behavior in your school.

A simple daily rating
scale may be sufficient
for Tier 2 progress
monitoring

Progress monitoring at Tier 2 should be quick, easy, capable of picking up on small
changes in a student’s behavior, and allow schools to compare progress across students.
Teachers can quickly provide a simple daily assessment of a student’s behavior by using a
standard rating scale (“Great day,” “Average day,” “Will do better tomorrow”). When the
same rating scale is used for all students, one student’s progress can be compared to
another student’s progress regardless of which intervention each student receives.

A paper version of the
behavior report card
that shows your
school’s expectations
and rating scale gives
teachers a convenient
place to record their
overall impression of a
student’s behavior.

Understanding the key
components of a
behavior report card
will make it easier to
establish a systematic
process for progress
monitoring at your
school.
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Scores from the paper report card can be entered into the database by classroom
teachers, or by a designated data entry person. Once entered, the database
automatically calculates students’ percent of daily points earned and allows users
to compare progress across students and across interventions.

Compare progress across students Compare progress across interventions
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See these reports up close in our demo database: https.//demo.flrtib.org (select the “School” log-in link).
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Rtl:B Database User’'s Guide v4.1

Tier 2 “Data Entry” Users

Key Concept What you need to know
If your school needs to make an essential change to the school-wide expectations,
Changes to the assessment periods, or max points per expectation, make sure that students’ existing

Expectations/Periods
screen should be made
only when ABSOLUTELY
necessary

daily entries are up-to-date and reflect accurate information.

Once you make the change to the Expectation/Periods screen, new daily entries will
reflect the changes in the Tier 2 set-up information. However, you won't be able to edit
any existing daily entries. The old entries will continue to show the old Tier 2 set-up
information.

If you use fewer than
the maximum number
of assessment periods
with a student, enter
daily points in the
periods they were
earned

While all students who receive Tier 2 interventions should have goals that are based on
(and explicitly linked to) the school-wide expectations, the number of times student
behavior is assessed throughout the day can vary according to need.

If you use fewer than the maximum number of assessment (or “check-in”) periods for a
student, simply skip the periods the student does not receive feedback on his/her
behavior when entering daily points. Leaving the value for skipped periods as the default
“N/A” allows the database to calculate total percent of points earned only for the check-
in periods that are used.

The database offers a
number of ways to view
students’ progress with
Tier 2 interventions

The Rtl:B database automatically graphs individual students’ daily progress, average
progress per assessment/check-in period, and daily progress within a specific
assessment/check-in period. Several school-level graphs allow users to compare progress
across students, across interventions, and view a daily summary of progress across the
school or within a specific intervention. To see examples of the database’s graphing
capabilities at Tier 2, visit the demo database at https://demo.flrtib.org (use the “School”
log-in link).

You’re done - good luck on your quiz!
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Rtl:B Database User’'s Guide v4.1

“COACH” ACCESS LEVEL
STUDY GUIDE

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the Coach access level.
Contents - This guide covers key concepts for:
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Tier 1 “Coach” Users

o All Users: Applies to all Coach users, regardless of which tiers their school uses in the database.

e Tier 1: Applies to Coach users whose school utilizes the Tier 1 features of the database. If your school isn’t using the
database’s Tier 1 features, you can skip this section.

e Tier 2: Applies to Coach users whose school utilizes the Tier 2 features of the database. If your school isn’t using the
database’s Tier 2 features, you can skip this section.

e Ifyour school is using both the Tier 1 AND Tier 2 features of the database, this entire guide applies to you.

Key Concept

What you need to know

Some advance planning &
professional development
will be needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website
(www flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

After you “merge” two
student records, the
action can’t be reversed

Occasionally, duplicate names may appear on student rosters. "Merging" combines all of
the information associated with the two records into one. After this action is performed,
it can't be undone.

Activation of user
accounts must involve
school and/or district
personnel

Each school can “activate” (or create user accounts) for as many or as few users as they
would like. However, all activated personnel should be adequately trained and have the
permission of the principal or district administrator before being activated.

Some school-level
information must be
updated each year

Each year someone from your school will need to enter the current year’s enrollment
information, prevent unauthorized users from logging in to your school’s account by
“hiding” the name on the staff roster, and make any necessary updates to other school-
related fields.

School-Level
demographics must be
entered for some reports
to function

Certain reports can’t be generated until the current year’s enroliment and school days
per month have been recorded. These fields must be entered at the same time, and once
saved this information should be reviewed at least twice every year. To keep your reports
accurate, remember to update these fields any time your school’s population or school
days per month changes by 10% or more.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

Minor incidents can’t
result in “Major”
disciplinary decisions like
detention or suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

Users must have a “Data
Entry” or “School Admin”
access level to record
Major incidents

Only Data Entry and Administrator access levels have preset permission to enter
administrative decisions for Major and SESIR incidents. However, permissions can be
adjusted to allow any user the ability to use this feature (using the “Manage Staff
Permissions” screen).

The database offers a
multitude of standard and
custom reports to help
you problem-solve

The number of possible ways the database can graph your information is almost endless.
For more information, visit the resources section of our website (www.flrtib.org), or
experiment with our “Demo” database (https://demo.flrtib.org; use the “School” log-in
link).

If your school uses Tier 2 features, please continue...if your school only uses Tier 1 features, you’re done - good luck on your quiz!
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Rtl:B Database User’s Guide v4.1

Tier 2 “Coach” Users

Key Concept

What you need to know

Your school-wide
expectations should be
included in progress
monitoring for all Tier 2
interventions in your
school

Tier 2 supports address students’ skill and performance deficits so they will be successful
demonstrating the core standards. For behavior, the core standards consist of the
school-wide expectations. Progress monitoring for Tier 2 should help schools
understand whether students are making progress towards demonstrating the school-
wide expectations. Because of this, progress monitoring tools for Tier 2 supports should
include measures that are based on your school-wide expectations.

Your school-wide
expectations should
apply to ALL expected
behavior in your school

Your school-wide expectations are your school’s core standards for behavior, and they
should be broad enough to address any behavior in your school.

A simple daily rating
scale may be sufficient
for Tier 2 progress
monitoring

Progress monitoring at Tier 2 should be quick, easy, capable of picking up on small
changes in a student’s behavior, and allow schools to compare progress across students.
Teachers can quickly provide a simple daily assessment of a student’s behavior by using a
standard rating scale (“Great day,” “Average day,” “Will do better tomorrow”). When the
same rating scale is used for all students, one student’s progress can be compared to
another student’s progress regardless of which intervention each student receives.

A paper version of the
behavior report card
that shows your
school’s expectations
and rating scale gives
teachers a convenient
place to record their
overall impression of a
student’s behavior.

Understanding the key
components of a
behavior report card
will make it easier to
establish a systematic
process for progress
monitoring at your
school.

ONCE-A-DAY Behavior Report Card
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Scores from the paper report card can be entered into the database by classroom
teachers, or by a designated data entry person. Once entered, the database
automatically calculates students’ percent of daily points earned and allows users
to compare progress across students and across interventions.

Compare progress across students
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Compare progress across interventions

See these reports up close in our demo database: https://demo.firtib.org (select the “School” log-in link).
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Rtl:B Database User’'s Guide v4.1

Tier 2 “Coach” Users

Key Concept What you need to know
If your school needs to make an essential change to the school-wide expectations,
Changes to the assessment periods, or max points per expectation, make sure that students’ existing

Expectations/Periods
screen should be made
only when ABSOLUTELY
necessary

daily entries are up-to-date and reflect accurate information.

Once you make the change to the Expectation/Periods screen, new daily entries will
reflect the changes in the Tier 2 set-up information. However, you won'’t be able to edit
any existing daily entries. The old entries will continue to show the old Tier 2 set-up
information.

If you use fewer than
the maximum number
of assessment periods
with a student, enter
daily points in the
periods they were
earned

While all students who receive Tier 2 interventions should have goals that are based on
(and explicitly linked to) the school-wide expectations, the number of times student
behavior is assessed throughout the day can vary according to need.

If you use fewer than the maximum number of assessment (or “check-in”) periods for a
student, simply skip the periods the student does not receive feedback on his/her
behavior when entering daily points. Leaving the value for skipped periods as the default
“N/A” allows the database to calculate total percent of points earned only for the check-
in periods that are used.

The database offers a
number of ways to view
students’ progress with
Tier 2 interventions

The Rtl:B database automatically graphs individual students’ daily progress, average
progress per assessment/check-in period, and daily progress within a specific
assessment/check-in period. Several school-level graphs allow users to compare progress
across students, across interventions, and view a daily summary of progress across the
school or within a specific intervention. To see examples of the database’s graphing
capabilities at Tier 2, visit the demo database at https://demo.flrtib.org (use the “School”
log-in link).

You’re done - good luck on your quiz!
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Rtl:B Database User’'s Guide v4.1

“SPECIALIST” ACCESS LEVEL
STUDY GUIDE

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the Specialist access level.
Contents - This guide covers key concepts for:

All Users: Applies to all Specialist users, regardless of which tiers their school uses in the database.

Tier 1: Applies to Specialist users whose school utilizes the Tier 1 features of the database. If your school isn’t using the

database’s Tier 1 features, you can skip this section.

Tier 2: Applies to Specialist users whose school utilizes the Tier 2 features of the database. If your school isn’t using the

database’s Tier 2 features, you can skip this section.

If your school is using both the Tier 1 AND Tier 2 features of the database, this entire guide applies to you.
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Key Concept

What you need to know

Some advance planning
& professional
development will be
needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website

(www flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

Tier 1 Only

Tier 1 “Specialist” Users

Key Concept

What you need to know

Minor incidents can’t
result in “Major”
disciplinary decisions
like detention or
suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

Users must have a
“Data Entry” or “School
Admin” access level to
record Major incidents

Only Data Entry and Administrator access levels have preset permission to enter
administrative decisions for Major and SESIR incidents. However, permissions can be
adjusted to allow any user the ability to use this feature (using the “Manage Staff
Permissions” screen).

The database offers a
multitude of standard
and custom reports to
help you problem-solve

The number of possible ways the database can graph your information is almost endless.
For more information, visit the resources section of our website (www.flrtib.org), or
experiment with our “Demo” database (https://demo.flrtib.org; use the “School” log-in

link).

If your school uses Tier 2 features, please continue to the next page.

If your school only uses Tier 1 features, you’re done - good luck on your quiz!

continued...

AR
INEID 170



http://www.flrtib.org/
mailto:rtidb@usf.edu
http://www.flrtib.org/
https://demo.flrtib.org/

Tier 2 Only

Rtl:B Database User’'s Guide v4.1

Tier 2 “Specialist” Users

Key Concept

What you need to know

Your school-wide
expectations should be
included in progress
monitoring for all Tier 2
interventions in your
school

Tier 2 supports address students’ skill and performance deficits so they will be successful
demonstrating the core standards. For behavior, the core standards consist of the
school-wide expectations. Progress monitoring for Tier 2 should help schools
understand whether students are making progress towards demonstrating the school-
wide expectations. Because of this, progress monitoring tools for Tier 2 supports should
include measures that are based on your school-wide expectations.

Your school-wide
expectations should
apply to ALL expected
behavior in your school

Your school-wide expectations are your school’s core standards for behavior, and they
should be broad enough to address any behavior in your school.

A simple daily rating
scale may be sufficient
for Tier 2 progress
monitoring

Progress monitoring at Tier 2 should be quick, easy, capable of picking up on
small changes in a student’s behavior, and allow schools to compare progress
across students. Teachers can quickly provide a simple daily assessment of a
student’s behavior by using a standard rating scale (“Great day,” “Average day,”
“Will do better tomorrow”). When the same rating scale is used for all students,
one student’s progress can be compared to another student’s progress regardless
of which intervention each student receives.

If you use fewer than
the maximum number
of assessment periods
with a student, enter
daily points in the
periods they were
earned

While all students who receive Tier 2 interventions should have goals that are based on
(and explicitly linked to) the school-wide expectations, the number of times student
behavior is assessed throughout the day can vary according to need.

If you use fewer than the maximum number of assessment (or “check-in”) periods for a
student, simply skip the periods the student does not receive feedback on his/her
behavior when entering daily points. Leaving the value for skipped periods as the default
“N/A” allows the database to calculate total percent of points earned only for the check-
in periods that are used.

The database offers a
number of ways to view
students’ progress with
Tier 2 interventions

The Rtl:B database automatically graphs individual students’ daily progress, average
progress per assessment/check-in period, and daily progress within a specific
assessment/check-in period. Several school-level graphs allow users to compare progress
across students, across interventions, and view a daily summary of progress across the
school or within a specific intervention. To see examples of the database’s graphing
capabilities at Tier 2, visit the demo database at https://demo.flrtib.org (use the “School”
log-in link).

You’re done - good luck on your quiz!
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Rtl:B Database User’'s Guide v4.1

“TEACHER” ACCESS LEVEL
STUDY GUIDE

This guide identifies the key concepts of the Rtl:B database quiz that are presented to users who have the Teacher access level.
Contents - This guide covers key concepts for:
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o All Users: Applies to all Teacher users, regardless of which tiers their school uses in the database.

e Tier 1: Applies to Teacher users whose school utilizes the Tier 1 features of the database. If your school isn’t using the
database’s Tier 1 features, you can skip this section.

e Tier 2: Applies to Teacher users whose school utilizes the Tier 2 features of the database. If your school isn’t using the
database’s Tier 2 features, you can skip this section.

e Ifyourschool is using both the Tier 1 AND Tier 2 features of the database, this entire guide applies to you.

Key Concept

What you need to know

Some advance planning
& professional
development will be
needed to use the
database

Schools' current practices and forms may not always be a perfect fit with the information
collected by the database. Advance planning and professional development will make it
possible for your school to use the system effectively. The database's supporting website
(www flrtib.org) and technical assistance team (rtidb@usf.edu) offer resources to assist.

You can obtain a new
password any time you
need one

You do not have to wait for the RtIB Database team, your district administrator or your
school administrator to reset your password. Go to your login page, click on “forgot
password” and you will receive instructions on how to get a new password.

Tier 1 “Teacher” Users

Key Concept

What you need to know

Minor incidents can’t
result in “Major”
disciplinary decisions
like detention or
suspension

The database was designed to help school personnel align the severity of a problem
behavior to the severity of the consequence. Significant administrative decisions such as
In-School and Out-of-School suspension, Corporal Punishment, Detention, Expulsion,
Parent Shadowing, Restraint, Seclusion, and Referral to Law Enforcement cannot be
applied to MINOR incidents.

Users must have a
“Data Entry” or “School
Admin” access level to
record Major incidents

Only Data Entry and Administrator access levels have preset permission to enter
administrative decisions for Major and SESIR incidents. However, permissions can be
adjusted to allow any user the ability to use this feature (using the “Manage Staff
Permissions” screen).

If your school uses Tier 2 features, please continue...

If your school only uses Tier 1 features, you’re done - good luck on your quiz!

Tier 2 “Teacher” Users

Key Concept

What you need to know

If you use fewer than
the maximum number
of assessment periods
with a student, enter
daily points in the
periods they were
earned

While all students who receive Tier 2 interventions should have goals that are based on
(and explicitly linked to) the school-wide expectations, the number of times student
behavior is assessed throughout the day can vary according to need.

If you use fewer than the maximum number of assessment (or “check-in") periods for a
student, simply skip the periods the student does not receive feedback on his/her
behavior when entering daily points. Leaving the value for skipped periods as the default
“N/A” allows the database to calculate total percent of points earned only for the check-
in periods that are used.

You’re done - good luck on your quiz!
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Rtl:B Database Tier 1 Incident Entry Fields

List of Fields

(* indicates a required field)

Field Name

Definition

Student Name*

Student's name

Grade*

Pre-K through 12

Reported By*

Staff member who witnessed the incident

Incident Date*

Date when the incident took place

Incident Time*

Time of the day when the incident occurred. Time ranges from 12AM to 11:45 PM,
in 15 minute intervals (7:00, 7:15, 7:30, etc.)

Major (Office-Managed), Minor (Teacher-Managed) or SESIR (state-defined office-

H *
Incident Type managed incidents)
Location* Location where the incident happened (see drop-down listing)
Context Type of activity taking place at the start of the incident

Problem Behavior*

Problem behavior observed during the incident. Different choices of problem
behaviors are presented for Major, Minor and SESIR incidents.

Others Participating™*

Others who are involved in the incident Ex. Peers, Non-Student, None etc.

Possible Motivation

Motivation of the incident Ex. To get adult attention, To avoid adult attention etc.

School-Defined Field 1

School-Defined custom field with its own drop-down menu

School-Defined Field 2

School-Defined custom field with its own drop-down menu

District-Defined Field

District-Defined custom field with its own drop-down menu (will appear for all
schools)

Expectation Violated

School-Wide behavior expectations (Core Curriculum for Behavior), defined by the
school

Additional Information

Additional information/description of the incident

Admin Decision*

Disciplinary Consequence for Major (office-managed) incidents

Days Suspended

Number of Days of In- or Out-of-School Suspension (increments of half days)

Other Comment

Additional comment on the incident decision made by the school administrator

CONTINUED...
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Drop-Down menus

Locker room

Music room

Off campus

Office

Parking lot

Playground

Field trip

Stadium

Other location

CONTINUED...

Other

Bathroom Centers None To get adult attention
Bus Instruction (Individual) Peers To get peer attention
Bus zone Instruction (Small Group) | Staff Assistant To get item/activity
Cafeteria Instruction (Large Group) | Teacher To avoid adult attention
Classroom Work (Individual) Substitute To avoid peer attention
Common area Work (Partner) Non-Student To avoid item/activity
Gymnasium Work (Group) Other To get sensory
Hall Transition To avoid sensory
Library Uns:tr'ucturec'i

Activity/Setting
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“Minor” (Teacher-Managed) incidents are paired with administrative decisions that do not require the
involvement of the front office. Therefore, admin decisions such as corporal punishment, detention,
expulsion, in-school suspension, out-of-school suspension, parent shadowing, referral to law
enforcement, restraint, seclusion, Saturday school, or time in office will not be found on the menu for
Minor incidents.

“Major” problem behaviors and administrative decisions may be found on the next page...

MINOR PROBLEM BEHAVIORS

MINOR ADMIN DECISIONS

Aggression Apology

Disrespect Conference with Parent
Disruption Contract (earn privilege)
Dress Code Cool Down/Break
Forgery/Theft Curriculum Change

Inappropriate Display of Affection

Establish Prompt/Cue

Inappropriate Language

Instructional Change

Lying/Cheating

Lose class privilege

Physical Contact

Peer Mediation

Property Damage

Phone Parent

Property Misuse

Problem solving (“conference w/ Student)

Tardy

Redirection

Teasing/Taunt

Restitution

Technology Violation

Re-Teach, Practice Expectation

Unauthorized Area

Schedule Change

Other Minor Seat Change
School Defined Minor 1 Sent to room #
School Defined Minor 2 Time Out
District Defined Minor Work Detail
Other
CONTINUED...
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MAJOR PROBLEM BEHAVIORS

MAJOR ADMIN DECISIONS

Abusive Language

Apology

Aggression Bus Suspension
Disrespect Conference with Parent
Disruption Contract (earn privilege)
Dress Code Corporal Punishment
Forgery/Theft Curriculum Change
Gang Affiliation/Display Detention
Harassment/Teasing Expulsion

Inappropriate Display Affection

In-School Suspension

Lying/Cheating

Instructional Change

Phys. Contact

Lose class privilege

Possession/ Use of combustibles

Out-of-School Suspension

Property Damage < $1000

Parent Shadowing/Report

Property Misuse

Peer Court

Tardy

Peer Mediation

Technology Violation

Phone Parent

Truancy/Skipping

Problem soIving (“Conference w/ Student)

Unauthorized Area

Referral to Law Enforcement

Major Other

Restitution

School Defined Major 1

Restraint

School Defined Major 2

Re-Teach, Practice Expectation

District Defined Major

Sat. School

Schedule Change

Seclusion

Time in Office

Work Detail

Other

District Defined Admin Decision

CONTINUED...
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END

SESIR INCIDENTS

SESIR ADMIN DECISIONS

Alcohol [ALC, L4]

Arson [ARS, L1]

Battery [BAT, L1]

Break & Enter/Burglary [BRK, L2]

Bullying [BUL, L4]

Disruption on Campus [DOC, L3]

Drug Sale/Distribution [DRD, L2]

Drug Use/Possession [DRU, L3]

Fighting [FIT, L3]

Harassment [HAR, L4]

Hazing [HAZ, L3]

Homicide [HOM, L1]

Kidnapping [KID, L1]

Larceny/Theft (<$300) [STL, L3]

Physical Attack [PHA, L2]

Robbery [ROB, L2]

Sexual Assault [SXA, L2]

Sexual Battery [SXB, L1]

Sexual Harassment [SXH, L3]

Sexual Offenses [SXO, L3]

Threat/Intimidation [TRE, L3]

Tobacco [TBC, L4]

Trespassing [TRS, L2]

Unsubstantiated Bullying [UBL]

Unsubstantiated Harassment [UHR]

Vandalism (>$1,000) [VAN, L3]

Weapons [WPO, L2]

Other Major [OMC, L3]

SESIR Admin Decisions are the
same as used for “Major” problem
behaviors
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MINORS MINORS MINORS

MINORS

Rtl:B Database User’'s Guide v4.1

Rtl:B Problem Behavior Categories & Definitions
The following definitions are general descriptions of problem behavior categories. Schools/Districts are responsible for identifying specific behaviors that fall into each
category.

MINOR INCIDENTS
Incidents where the disciplinary consequence is provided by the person who witnessed the incident (“Teacher-Managed Incidents”). The purpose of
recording minor incidents is to collect information to develop interventions that PREVENT a recurring behavior from happening in the future.

When minor offenses are examined at a school-wide level, they help to identify behaviors that need to be taught and encouraged on a school-wide
basis.

Definitions marked with an asterisk (*) are based on SWIS Referral Form Definitions (Todd, Horner, & Tobin, 2010).

Problem Behavior

Category (Minor Incidents) Definition

Lower-intensity physical actions with the intent to cause harm or inflict pain (e.g., hitting, pushing, etc.).
Aggression
Related: Aggression/ Fighting (Major), Battery (SESIR); Fighting (SESIR)

* Refusal to follow directions, talking back and/or socially rude interactions; includes Defiance/ Non-Compliance/
Disrespect Insubordination.

Related: Disrespect (Major); Harassment (SESIR)

* Behavior that causes an interruption in a class or activity; includes loud talk, yelling, or screaming; noise with
Disruption materials; and/or out-of-seat behavior.

Related: Disruption (Major); Disruption on Campus (SESIR)

5 cod * Student wears clothing that is near, but not within, the dress code guidelines defined by the school/district.
ress Code

Related: Dress Code (Major)

* Student is in possession of, has passed along, or is responsible for removing someone else's property valued
Forgery/ Theft under $XX, or has signed a person’s name without that person’s permission.

Related: Forgery/Theft (Major); Larceny/Theft (SESIR)

* Lower-intensity inappropriate but consensual verbal and/or physical gestures/contact of a romantic or sexual

Inappropriate Display of nature.

Affection
Related: Inappropriate Display of Affection (Major); Sexual Offenses (SESIR)

* Student engages in lower-intensity instance of inappropriate language (e.g., cursing after stubbing a toe).
Inappropriate Language

Related: Abusive Language (Major); Threat/Intimidation (SESIR)
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Problem Behavior
Category (Minor Incidents)

Definition

Lying/ Cheating

* Student engages in lower-intensity levels of not telling the truth or copying someone else’s work

Related: Lying/ Cheating (Major)

Physical Contact

*Lower-intensity inappropriate physical contact without intent to cause harm or inflict pain.

Related: Physical Contact (Major); Sexual Harassment (SESIR)

Property Damage

Student breaks or makes a lower-cost item unusable (item valued under $XX dollars).

Related: Property Damage <$1,000 (Major); Vandalism (SESIR)

Property Misuse

*Student engages in misuse of property that may cause permanent damage.

Related: Property Misuse (Major)

Tardy

* Student is late (as defined by the school) to class or the start of the school day.

Related: Tardy (Major)

Teasing/ Taunt

* Student delivers lower-intensity disrespectful messages to another person that may include negative comments,
obscene gestures, pictures, or written notes.

*Disrespectful messages include negative comments based on ethnicity, race, religion, gender, gender identity, sexual orientation, disability,
age, national origin or other personal matters.
Related: Harassment/ Teasing (Major); Bullying (SESIR); Harassment (SESIR)

Technology Violation

Use of cell phone, music/video player, camera, computer, and/or other electronic devices in violation of school or
district policy.
Related: Technology Violation (Major)

Unauthorized Area

Student is found in an area where they are not supposed to be at the time.

Related: Unauthorized Area (Major); Trespassing (SESIR)

Other Minor

Lower-intensity behaviors not previously defined where the disciplinary consequence is provided by the person who
witnessed the incident.

School-Defined Minor #1

Custom minor problem behavior

School-Defined Minor #2

Custom minor problem behavior

District-Defined Minor

Minor problem behavior designated by district-level personnel.

TR
I—r / I ._)I rﬁ

\:‘lf f

(S

{

179



MAJORS MAJORS MAJORS MAJORS

MAJORS

Rtl:B Database User’'s Guide v4.1

Rtl:B Problem Behavior Categories & Definitions

The following definitions are general descriptions of problem behavior categories. Schools/Districts are responsible for identifying specific behaviors that fall into each

category.

MAIJOR INCIDENTS

Incidents where the disciplinary consequence is provided outside of the student's assigned setting by someone other than the student's teacher or
supervisor (“Office-Managed Incidents”).

Definitions marked with an asterisk (*) are based on SWIS Referral Form Definitions (Todd, Horner, & Tobin, 2010).

Problem Behavior
Category (Major Incidents)

Definition

Abusive Language

* Verbal messages that include swearing, name calling or use of words in an inappropriate way.

Related: Inappropriate Language (Minor), Threat/ Intimidation (SESIR)

Aggression/ Fighting

Higher-intensity physical actions with the intent to cause harm or inflict pain (e.g., punching, kicking, etc.).

Related: Aggression (Minor); Battery (SESIR); Fighting (SESIR)

* Refusal to follow directions, talking back and/or socially rude interactions; includes Defiance/ Non-Compliance/

Disrespect Insubordination.
Related: (Disrespect (Minor), Harassment (SESIR)
* Behavior that causes an interruption in a class or activity; includes sustained loud talk, yelling, or screaming; noise
Disruption with materials; and/or sustained out-of-seat behavior.
Related: Disruption (Minor); Disruption on Campus (SESIR)
* Student wears clothing that does not fit within the dress code guidelines practiced by the school/district.
Dress Code
Related: Dress Code (Minor)
* Student is in possession of, has passed along, or is responsible for removing someone else's property valued over
Forgery/Theft $XX, or has signed a person’s name without that person’s permission.

Related: Forgery/ Theft (Minor); Larceny/ Theft (SESIR)

Gang Affiliation/ Display

* Student uses gesture, dress, and/or verbal or written expressions to display affiliation with a gang.

Related: none

Harassment/ Teasing

Student delivers higher-intensity disrespectful messages to another person that may include negative comments,
obscene gestures, pictures, or written notes.
*Disrespectful messages include negative comments based on ethnicity, race, religion, gender, gender identity, sexual orientation, disability,

age, national origin or other personal matters.
Related: Teasing/ Taunt (Minor); Bullying (SESIR); Harassment (SESIR)
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Problem Behavior
Category (Major Incidents)

Definition

Inappropriate Display of
Affection

* Higher-intensity inappropriate, but consensual verbal and/or physical gestures/contact of a romantic or sexual

nature.
Related: Inappropriate Display of Affection (Minor); Sexual Offenses (SESIR)

Lying/ Cheating

* Student engages in higher-intensity levels of not telling the truth or copying someone else’s work that have more

intense/serious consequences for their own or others’ well-being.
Related: Lying/ Cheating (Minor)

Physical Contact

*Higher-intensity inappropriate physical contact without intent to cause harm or inflict pain.

Related: Physical Contact (Minor);, Sexual Harassment (SESIR)

Possession/ Use of
Combustibles

* Student is in possession of substances/objects readily capable of causing bodily harm and/or property damage

(e.g. matches, lighters, firecrackers, gasoline, lighter fluid).
Related: none

Property Damage <$1,000

* Student participates in an activity that_results in destruction or disfigurement of property <$1000.
Related: Property Damage (Minor); Vandalism (SESIR)

Property Misuse

* Student engages in high-intensity misuse of property that may cause permanent damage or continues despite
previous warning or direction to stop.

Related: Property Misuse (Minor)

Tardy

* Student is late (as defined by the school) to class or the start of the school day.
Related: Tardy (Minor)

Technology Violation

Use of cell phone, music/video player, camera, computer, and/or other electronic devices in serious violation of
school or district policy.
Related: Technology Violation (Minor)

Truancy/ Skipping

* Student leaves or misses class without permission.

Related: none

Unauthorized Area

Student is found in an area where they are not supposed to be and/or the area is off-limits to students.

Related: Unauthorized Area (Minor); Trespassing (SESIR)

Major Other

Higher-intensity behaviors not previously defined where the disciplinary consequence is provided by someone other
than the student's teacher or supervisor.

School-Defined Major #1

Custom major problem behavior

School-Defined Major #2

Custom major problem behavior

District-Defined Major

Major problem behavior designated by district-level personnel.
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Rtl:B Problem Behavior Categories & Definitions

SESIR INCIDENTS

SESIR incidents are defined by the State of Florida, and represent offenses that are against the law or represent serious breaches of the code of student
conduct. This includes (but is NOT limited to) those incidents considered severe enough to require the involvement of a School Resource Officer (SRO) or
incidents to be reported to Law Enforcement. SESIR incidents must also be reported through your district database so they may be communicated to
the Department of Education.

All definitions match the FLDOE SESIR Definitions, Revised (2011), and are available for download at
http://www.fldoe.org/safeschools/pdf/EnvironmentalSafetyPoster.pdf

Problem Behavior Category

(SESIR Incidents) Definition

Possession, sale, purchase, or use of alcoholic beverages. Use should be reported only if the person is caught in
Alcohol [ALC, L4] the act of using, admits to use or is discovered to have used in the course of an investigation.

Related: none
To damage or cause to be damaged, by fire or explosion, any dwelling, structure, or conveyance, whether
Arson [ARS, L1] occupied or not, or its contents.

Related: none

The physical use of force or violence by an individual against another.
Battery [BAT, L1]

Related: Aggression (Minor); Aggression/ Fighting (Major); Fighting (SESIR)

The unlawful entry with force, or unauthorized presence in a building or other structure or conveyance with

Break & Enter/Burglary [BRK, evidence of the intent to damage or remove property or harm a person(s).
12]

Related: none

(Intimidating Behaviors) Systematically and chronically inflicting physical hurt or psychological distress on one
or more students or employees that is severe or pervasive enough to create an intimidating, hostile, or
Bullying [BUL, L4] offensive environment; or unreasonably interfere with the individual’s school performance or participation.

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major), Hazing (SESIR)
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Problem Behavior Category

(SESIR Incidents) Definition

Disruption on Campus [DOC, Disruptive behavior that poses a serious threat to the learning environment, health, safety, or welfare of others.

L3] Related: Disruption (Minor); Disruption (Major)
The manufacture, cultivation, sale, or distribution of any drug, narcotic, controlled substance, or substance

Drug Sa|E/DiStribUtion [DRD, represented to be a drug_

L2]

Related: none

The use or possession of any drug, narcotic, controlled substance, or any substance when used for
hallucinogenic purposes. Use should be reported only if the person is caught in the act of using, admits to use or
Drug Use/Possession [DRU, L3] | is discovered to have used in the course of an investigation.

Related: none

When two or more persons mutually participate in use of force or physical violence that requires physical
Fighting [FIT, L3] restraint or results in injury.

Related: Aggression (Minor); Aggression (Major); Battery (SESIR)

(Insulting Behaviors) Any threatening, insulting, or dehumanizing gesture, use of data or computer software, or
written, verbal, or physical conduct that (1) places a student or school employee in reasonable fear of harm to
his or her person or damage to his or her property, (2) has the effect of substantially interfering with a
Harassment [HAR, L4] student’s educational performance, opportunities, or benefits, or (3) has the effect of substantially disrupting
the orderly operation of a school including any course of conduct directed at a specific person that causes
substantial emotional distress in such a person and serves no legitimate purpose.

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major); Sexual Harassment (SESIR); Threat/ Intimidation (SESIR)

Any action or situation that endangers the mental or physical health or safety of a student at a school with any
of grades 6 through 12 for purposes of initiation or admission into or affiliation with any school-sanctioned
organization. "Hazing" includes, but is not limited to: (a) pressuring, coercing, or forcing a student to participate
Hazing [HAZ, L3] in illegal or dangerous behavior, or (b) any brutality of a physical nature, such as whipping, beating, branding, or
exposure to the elements.

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major); Bullying (SESIR)
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Problem Behavior Category
(SESIR Incidents)

Definition

Homicide [HOM, L1]

The unjustified killing of one human being by another.

Related: none

Larceny/Theft (<$300) [STL, L3]

The unauthorized taking, carrying, riding away, or concealing the property of another person, including motor
vehicles, without threat, violence, or bodily harm.

Related: Forgery/ Theft (Minor); Forgery/ Theft (Major)

Physical Attack [PHA, L2]

Refers to an actual and intentional striking of another person against his/her will, or the intentional causing of

bodily harm to an individual.
Related: Aggression (Minor); Aggression/Fighting (Major); Fighting (SESIR)

Robbery [ROB, L2]

The taking or attempted taking of anything of value that is owned by another person or organization, under the
confrontational circumstances of force or threat of force or violence and/or by putting the victim in fear.

Related: Forgery/ Theft (Minor); Forgery/Theft (Major)

Sexual Assault [SXA, L2]

An incident that includes a threat of: rape, fondling, indecent liberties, child molestation, or sodomy. The threat
must include all of the following elements: 1) intent; 2) fear; and 3) capability.

Related: Sexual Battery (SESIR), Sexual Harassment (SESIR), Sexual Offenses (SESIR), Threat/Intimidation (SESIR)

Sexual Battery [SXB, L1]

Forced or attempted oral, anal, or vaginal penetration by using a sexual organ or an object simulating a sexual
organ, or the anal or vaginal penetration of another by any body part or object.

Related: Sexual Assault (SESIR)

Sexual Harassment [SXH, L3]

Unwanted verbal or physical behavior with sexual connotations by an adult or student that is severe or
pervasive enough to create an intimidating, hostile, or offensive educational environment, cause discomfort or
humiliation or unreasonably interfere with the individual’s school performance or participation. (6A-19.008 (1)
SBE Rule). An incident when one person demands a sexual favor from another under the threat of physical
harm or adverse consequence.

Related: Physical Contact (Minor); Physical Contact (Major); Sexual Assault (SESIR)

Sexual Offenses [SXO, L3]

Other sexual contact, including intercourse, without force or threat of force. Subjecting an individual to lewd
sexual gestures or comments or sexual activity, or exposing private body parts in a lewd manner.

Related: Inappropriate Display of Affection (Minor); Inappropriate Display of Affection (Major); Sexual Assault (SESIR), Sexual Harassment
(SESIR)
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Problem Behavior Category

(SESIR Incidents) Definition

(Instilling fear in others) A threat to cause physical harm to another person with or without the use of a
weapon that includes all of the following elements: (1) intent—an intention that the threat is heard or seen by
the person who is the object of the threat; (2) fear—a reasonable fear or apprehension by the person who is
Threat/Intimidation [TRE, L3] the object of the threat that the threat could be carried out; and (3) capability—the ability of the offender to
actually carry out the threat directly or by a weapon or other instrument that can easily be obtained.

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major); Bullying (SESIR); Sexual Assault (SESIR). Sexual Harassment (SESIR)

The possession, use, distribution, or sale of tobacco products on school grounds, at school-sponsored events, or
Tobacco [TBC, L4] on school transportation by any person under the age of 18.

Related: none

To enter or remain on school grounds/campus, school transportation, or at a school-sponsored event/off
Trespassing [TRS, L2] campus without authorization or invitation and with no lawful purpose for entry.

Related: Unauthorized Area (Minor); Unauthorized Area (Major)

After a complete investigation and follow up of a reported bullying incident, the investigator determines that
there is not enough evidence to substantiate that the incident meets the criteria of a prohibited act under
Unsubstantiated Bullying [UBL] | definition of bullying as listed in the Jeffrey Johnston Stand Up for all Students Act (Florida Statute 1006.147).

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major); Harassment (SESIR) Sexual Harassment (SESIR); Threat/ Intimidation
(SESIR)

After a complete investigation and follow up of a reported harassment incident, the investigator determines
that there is not enough evidence to substantiate that the incident meets the criteria of a prohibited act under
Unsubstantiated Harassment definition of harassment as listed in the Jeffrey Johnston Stand Up for all Students Act (Florida Statute

[UHR] 1006.147).

Related: Teasing/ Taunt (Minor); Harassment/ Teasing (Major); Threat/ Intimidation (SESIR)

The intentional destruction, damage, or defacement of public or private/personal property without consent of
Vandalism (>$1,000) [VAN, L3] the owner or the person having custody or control of it.

Related: Property Damage (Minor); Property Damage (Major)
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Weapons [WPO, L2]

Possession of any instrument or object (as defined by Section 790.001(13), Florida Statutes, or district code of
conduct) that can inflict serious harm on another person or that can place a person in reasonable fear of serious
harm.

Related: none

Other Major [OMC, L3]

Any serious, harmful incident resulting in the need for law enforcement intervention not previously classified
(SESIR).

Related: none

—END--
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STUDENT INCIDENT REPORT

Florida Statewide Behavior Database

Shaded areas to be completed by Office

STUDENT NAME

REPORTED BY

GRADE

Complete this side for ALL incidents

DATE

TIME

CHECK HERE IF RECORDING I:'
TEACHER-MANAGED BEHAVIOR:

Student ID Gender Race

NH/ H |[AVAN AS B NH/PI W

M/ F

Ethnicity

Office to Complete for all SESIR incidents

LOCATION: SESIR ELEMENTS
[IBathroom [JField Trip [Joff Campus [ Alcohol
[(IBus # OGymnasium Ooffice [J Drugs
[IBus zone [Hal [JParking Lot [ Gang
[Icafeteria [CLibrary [JPlayground [ Bullying - General
[IClassroom [OLocker Room [Jstadium [ Bullying - Race
[JCommon Area [JMusic Room [Jother: [J Bullying - Religion

CONTEXT: [J Bullying - Gender
instruction (Individual) Owork (Partner) O Transition [ Bullying — Sex orientation
Oinstruction (Small Group) [Owork (Group) [Jother: [J Bullying - Disability
[instruction (Large Group) [Jcenters [J Hate
[Jwork (Individual) [Junstructured Activity [J Hazing

OTHERS INVOLVED: [ Injury
CNone Ostaff, Assistant OSubstitute 1 weapon
[OPeers [Teacher [JNon-Student ] weapon discharge
[Jother:

POSSIBLE MOTIVATION (Check one): . WEAPON CODE
To Get To Avoid
[CJAdult Attention [Citem/Activity [CJAdult Attention [Citem/Activity [ Firearm other (F) [] Multiple types of firearm (M)
[JPeer Attention [ISensory [JPeer Attention [ISensory [ Knife (K) [ Rifle or shotgun (R)
EXPECTATION VIOLATED: [J Handgun (H) [J Unknown weapon (U)

INCIDENT TYPE (Check one): SESIR CODE (Check one)
[JCustom District Incident 1 [OHarassment/Tease/Taunt [JTechnology Violation [CJAlcohol [ALC, L4] CLarceny/Theft (>$300) [STL, L3]
[JCustom School Incident 1 [Oinappropriate Display Affection [JTruancy/Skipping OArson [ARS, L1] OPhysical Attack [PHA, L2]

[dcCustom School Incident 2

[JLanguage

[JAggression/Fighting(No Injury) [JLying/Cheating

[CJDefiance/Disrespect
[IDisruption

[ODress Code
[JForgery/Theft

[OJGang Affiliation/Display

[JPhys. Contact
[JPoss./Use Combustibles
[JProperty Damage
[Property Misuse
CTardy

[Junauthorized Area
[JD Minor:
[JD Major:
IS Minor:
s Minor:
[Js Major:
[Js Major:

BRIEF DESCRIPTION of INCIDENT:

[OBattery [BAT, L1]

[IBreak & Enter/Burglary [BRK, L2]
OBullying [BHA, L4]

[IDisruption on Campus [DOC, L3]
[IDrug Sale/Distribution [DRD, L2]
[ODrug Use/Possession [DRU, L3]
OFighting [FIT, L3]

[OHarassment [HAR, L4]
OHazing [HAZ, L3]

[JHomicide [HOM, L1]
OKidnapping [KID, L1]

ORobbery [ROB, L2]
[JSexual Assault [SXAB, L2]
Osexual Battery [SXB, L1]
[Osexual Harassment [SXH, L3]
[Osexual Offenses [SXO, L3]
[OThreat/Intimidation [TRE, L3]
[Tobacco [TBC, L4]

O Trespassing [TRS, L2]
[vandalism (>$1K) [VAN, L3]
[Oweapons [WPO, L2]
[CJOther Major [OMC, L3]

Describe other major incident

[JApology

[JConf. with Parent
[JContract (earn priv.)
OCool Down/Break
[Jcurriculum Change
[JEstablish Prompt/Cue
[instructional Change
[JLose Class Privilege

ACTION(S) TAKEN
[JPeer Mediation
[JPhone Parent
[ Problem Solving
[J Redirection
[J Re-Teach/Practice Ex
[ Restitution
[ Restraint
[ schedule Change

[J seat Change
[JSentto Room#
[ Time in Office

[ Time Out

[ Work Detail

[ other

ACTION(S) TAKEN by OFFICE

[[JBus Suspension [JParent Shadowing
[CJCorporal Punishment [CIPeer Court

[IDetention:___ [JReferral to Law Enforcement
[CJExpulsion [Jsat. School:

[Jiss DAYS [Jseclusion

[JossDAYS [Jother:

COMMENTS:

Student Signature

Administrator Signature

Return to Class Time

Parent Signature
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The Daily Progress Report for Behavior

The Daily Progress Report (DPR) is a progress monitoring tool for students receiving Tier 2 interventions.
The DPR allows educators to use their school-wide expectations as behavioral goals for their students.
The DPR is based on the Check-In/Check-Out and Behavior Education Program interventions, but may
be used with any Tier 2 intervention.

The DPR tracks teachers’ perceptions of student behaviors throughout the day. When utilizing the RtIB
database to track teacher ratings, each school will identify the maximum number of periods throughout
the day when students will be assessed on their behavior (depending on their intervention, this may or
may not include providing feedback to the student). The number of assessment periods generally
corresponds to a school’s master schedule (e.g., Homeroom, 1% period, 2m period, etc. for secondary
schools; or Calendar time, specials, reading block, etc. for primary schools), but schools may select up to
10 different check-in periods if needed. The RtIB database allows schools to vary the number of
assessment periods utilized by each student, so students who are assessed once per day may be
monitored as well as students who are assessed throughout the day. Once the total number of
expectations, assessment periods and maximum points per expectation have been established for
a school, avoid making changes for the rest of the year.

Daily Progress Report ) ]
Adapted from Crone, Horner & Hawken (2004) Points Possible: __63
Points Received: __49
Name: Date: oints Receive
Intervention Program: % of Points: 78

Rating Scale: 3.= Good day 2 = Mixed day 1 = Will try harder tomorrow Goal Achieved? Y @

GOALS:
The maximum points per riod 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7

Be Respectful 1@3 1 2@ 1 2@ 1 2@ 1 2@ 1 2@ 1 2@
Be Responsible 1@3 1@3 1@3 1 2@ 12)3 1 2@ 1@3
BeMotvated (W2 3 |1 (@)3[1@3|1 20D 23 |1 2062 3

Teacher Comments:

Parent Signature(s) and Comments:
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