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COLLECTION SPECIFICATIONS

Minimum System Requirements

 Windows 98 or later
* Microsoft Access 2000 or later

NOTE: The Department of Education does not support MuftoAccess 97.

Technical Support

Call (802) 828-3777 for assistance with the dataygrogram.

Installation Instructions

You will need to go to the Department of EducaWgabsite to download the Combined Incident
Reporting Software and the Reporting and Softwasé&uictions.The following link will take

you to the Data Collections page to download th@iegtion, you will need to scroll to the
Combined Incident Reporting Software and click ke 2012 Application(EXE) located on the
right. http://education.vermont.gov/new/html/pgm_IT/dat@llection.html

A File download Security Warning will appear andlask you to either Run or Save.

If you click:

Run- A Security warning will appear, Click Run.

Save- A “Save as” box will appear and you will eaelect where to save the download.
Once the download is complete, Click Run. A Segutiarning will appear, Click Run.

WinZip will open. There will be a prompt for you émter a destination file for your application.
We have set it to C:\\CIRS1112; WinZip will autonealiy create this folder for you.

! To unzip all files in CIRS_17112 exe to the specified [ Unzip |

folder press the Unzip button.

Unzip to folder; lw i
Browse... | I Closa I

[#] Overartte files without prompting

Click on the Unzip button. It will indicate thatetiiles have been unzipped. Now click on the
Close button. Your Access database is now readyder
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Starting the Application

The database is located in the CIRS1112 foldeour : drive unless you specified differently.
You will find the folder by double-clicking on thdy Computer icon and double clicking on the
C: drive. Look for the folder named CIRS1112. Thisrene Access 2000 file called
CIRS_1112.mdb in this folder. It is what was crdatg unzipping the file above. Double-click
on the file to open.

Due Date

Submit completed datzo later than July 1, 2012o:
IT: Data Management and Analysis Team
Vermont Department of Education

120 State Street
Montpelier, VT 05620
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MAIN MENU OPTIONS

Combined Incident Reporting Software
2011-2012

Incident Collection Forms
Incident Reports

m Set Up School Information

. All Other Reportable Incidents

Enter Contact Information
Prepare File for DOE

Print Principal Yerification

Ho Incidents to Report

- Hazing. Harassment and Bullping Complaints

- Edit Student Information

. Import Text Files From Other Source

Version 1.7 Updated
September 21, 2011

Set Up School

Set Up School I nformation

This button will open up a form where you will enteformation about your school. You
must set up your school information to proceed.

Data Entry

All Other Reportable Incidents
This form is for entering information regarding itents and the related disciplinary actions

that have occurred at your school this year. Dausetthis form for any hazing, harassment,
or bullying.

Hazing, Harassment or Bullying Complaints
Use this form for entering all the information nesary regarding any incidents of hazing,
harassment, or bullying that occurred at your sttios year.

Edit Student | nformation

Use this form to update student information at tamg. Changes made here will correspond
to the appropriate fields and tables in the da&@bas
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Data Import

I mport Text Files From Other Source

Select this form if you choose to import text fitaat have been exported from another
application into the Access database. Before itmppdata, please read the CIRS 2011
Specifications.xls file located on the DOE website.

Print Reports

I ncident Collection Forms

Clicking this button offers a selection of formsm@sponding to the two data entry forms
described above. They may be used to gather infemftom various locations/people and
then returned to a central place/person for daty.en

I ncident Reports
Click this button to gain access to a series obrspabout the incident information you have
entered into the database.

Data Error Reports

Select this option to see a report of any missmigaorrect data that is found in your
application and whether or not its correction iical to your submission of information to
the Department.

Data Submission

Enter Contact Information
Please enter the name of the person that DOE eviliact if there are any questions
regarding your information on this form.

Prepare Filefor DOE

This button opens up a form which will run a senéshecks will be run on all your data.
Once your tables pass the verification processwitibe instructed to proceed by browsing
for a directing to export the report files.

Print Principal Verification Page
This page must be printed, signed by your princgpal superintendent, and submitted with
your exported files.
No Incidents to Report
This page would be printed, signed by your prinkcgral superintendent, and submitted in
the instance that you have no incidents to report.

Application

Exit Application
Click here to exit the application.
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PROGRAM SECTIONS

Set Up School Information

School SetUp |22

School Data Entry Set Up

J | PS5O0 Academy School

| PS002 Addizon Central School
| PsSO07 Albany Community School

Select your school by checking i above.
Seled your lowest and highest grades in the boxes below.
Cick the Set Up School busion fo prepare the applicaion for your data enfry.

Lovesoroae [+ Fgresoede ] [~

Set Up Heturn to
5chool Main Menu

Before you can enter data you must set the apgicap for your school. Scroll through the list
of schools provided and place a check in the box teeyour school. Enter the upper and lower
grade information, then click on the “Set Up ScHhdmitton. This will set up the tables necessary
for you to enter your information. Return to theiMm®enu when finished.

Data Entry Forms

Buttons
+ “?” - opens awindow showing phone numbers to cgthif have questions about the
data to be entered in the form.
e “Return to Main Menu” -- closes the form and returns to the main menu.
» “Search For Incident by:”

o Type - enter an incident type to find incidents with dane type. Use the
blue arrows to navigate through the records wiehslame date. To return to
the full set of incidents click the “Show All In@dts” button.

o Date- enter an incident date to find incidents with sane date. Use the blue
arrows to navigate through the records with theesdate. To return to the
full set of incidents click the “Show All Incideritbutton.

o Number - enter an incident number to find incidents wiith same number.
Use the blue arrows to navigate through the reoerttsthe same date. To
return to the full set of incidents click the “Sha@w Incidents” button.

» “Enter New Incident” — allows you to start a new incident record. Samiduttons
are found on the offender, action, and victim wikvdo

« “«"and*®-—"-- for navigating through the incidents, offenders antions you
have entered. Similar buttons are found on thendte, action, and victim windows.
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* “Delete this ...” — delete buttons allow you to delete an incidefffender, action, or
victim.

Tabs
» Offender tab allows you to enter information about the ffer(s) and action(s)
involved in the incident.
* Victim tab allow you to enter information about the victif any, involved in the
incident
» Glossarytab provides access to definitions of many oftédmens used in this
collection.

You need to enter the incident information, andhtheceed to the information about
the offender(s) involved, including the disciplipaction(s) taken. Lastly, enter the
victim information, if any.

All Other Reportable Incidents

[ Seach Fanfhaident By |

e — | T T | oo | e || tumeer |
allvaay or Stairs i

ing class [ EmNew

st o 'hﬂ 'IE“J

m No Drug Irrvolved D&ﬁ: i i "Orther’

Frint Incident

Offender | Glozssary

Look Up Student: | [~ ] You haveentered | 1 ofenderls) for iz mncident.  Ofend ID: [ 1505007 | o | -+ l
Last Name: First Name: Middie Name: DOB: Gender: Grade:  Type of Ofiender: :
[STUDENT  [EIGHTGRADE | [08/16/1957 [ M [08[=] [Studsnt sttending this school =
Injury o Ofiender:  Was offender on/enified 1o bene

INDIn|ur_I,J =]t o ;

Race!Etluucutgr' Hr’sp@ime,mLalmc( m American Indiandalaskan Mative m Bzian m

Black or Affican American [M =] White |7 =] Hawsiian or Other F'aciﬁc Islander [N (=]

n Add newr acton or
thic moident/ofiender

Suzpenzion--ln zchool = | 09102011 + -+ Bidd st oliirsder

for g moident

03/1042011 4= th i Dielete this
offender

Incident Information

Enter information for each field. The Time, Locati®eapon and Drug dropdown boxes
provide an “Unknown —Other-Needs Description” optiba particular piece of information
is unknown.You will need to enter a descriptiortha “Other” box.

Indicate wether or not the incident waasiolence-related incident If the incident was
violence-related, answer the following questionfdhe principal consulted with law
enforcement to determine if the incident was categd as a criminal offense or violence-
related incident.
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Offender Information

Enter the offenders: Last Name, First Name, Dateiwh, Gender, Race, and Grade. An
offender ID will be automatically assigned to eattender. This will insure confidentiality
when the data is exported.

Next, select a type of offender and what type pfrinthe offender experienced as a result of
the incident. Also indicate if the offending stutenon an IEP. If, yes, you will need to
indicate theDisability of the student and ELL status.

Each offender must have at least dation Taken as a consequence of the incident. Please
note that there is a “No Action Taken” and “Otheptions if either applies to a particular
incident. If the action began and ended on the s#ateenter that date as both the “Date
Action Began” and “Date Action EndedNote: For “No Action Taken”, enter the date the
decision was made to not take action.

You may enter as many offenders for a single intides necessary. For instance, a fight with
five students is a single incident with five offensl.

Victim Information

If there were no victims in a particular incidelick the check box for there are no victims.
Otherwise, provide the requested victim informati@nter the victim information including:
Last Name, First Name, Date of Birth, Gender, R&ragde, Type of Victim and the type of
Victim Injury if any were sustained in the incideAtVictim ID will be automatically
assigned to each victim. This will insure confidality when the data is exported. Should
“Did this victim opt for school choice as a resiltthis incident?” appear please check the
box if appropriate.

| foender| YWictim |Glnssal_l,l|

[ ] [0 |
1304003 |

PERSON UNENDWN I e (12] |
Student attending this school = M
v [

Print Incident

There is a button on the top of the incident tiaigs you to print the incident. If you
determine that the incident is part of a pattermoiidents that is now considered Bullying,
you can print out this information to aid the preges of adding it as a Bullying incident in
the Hazing, Harassment and Bullying Complaintsisect
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Hazing, Harassment or Bullying Complaints

Hazing, Harassment and Bullying Complaints

| During lunchirecess

. : Mo weapon

: Mo Drug Inwolved

Has the designaed empicyee conciuded that
nazing, harassment or bullying look place?

Offender | \A'ic:timl Glossau.u|

Lock Up Student: [ ] e e offer #os imcident Mm: | EEET e I % I

|STUDENT |EIGHTGF|.-‘-‘\.DE | |UB£1EI.:-"IE|EI? | Iﬁ[; |5tgdent e this school

Héﬁﬁfﬁthmﬁdt}: i‘-’fw or Lating T“IZF American Indiandslaskan Mative [N [=] Asian
Black or Affisan Amstican [N =] ashite [ =] Hawaiian oy Other Pacific lslander [N =]

S uzpension--0ut of Schoal [l 09/22/2011 <+ - Lidd mnother ofiendsr
| 2|

for frus incident

| 0942672011 i e L Delete this
offender

I ncident I nformation

As with the previous incident form, please entéorimation for each field. The Time,
Location, Weapon and Drug dropdown boxes providdumknown —Other-Needs
Description” option if a particular piece of infoation is unknown.You will need to enter a
description in the “Other” box.

Please note that for Hazing and Harassment in@dent must also indicate the category of
hazing or harassment (e.qg., race-related, gentiede etc), which is not required for
bullying.

Offender Information

Enter the offenderd:ast Name, First Name, Date of Birth, Gender, Raod, Grade. An
offender ID will be automatically assigned to eattender. This will insure confidentiality
when the data is exported.

Next, select a type of offender and what type pfrinthe offender experienced as a result of
the incident. Also, indicate if the offending statlés on an IEP. If, yes, you will need to
indicate theDisability of the student and the ELL status.

Each offender must have at least dation Taken as a consequence of the incident. Please
note that there is a “No Action Taken” and “Otheptions if either applies to a particular
incident. If the action began and ended on the s#ateenter that date as both the “Date
Action Began” and “Date Action EndedNote: For “No Action Taken”, enter the date the
decision was made to not take action.

You may enter as many offenders for a single intids necessary.
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Victim Information

For Hazing, Harassment and Bullying incidents gaust enter victim information.
Enter the victim information including: Last Nantétst Name, Date of Birth, Gender,
Grade, Race, Type of Victim and the type of Victmjury if any were sustained in the
incident. A Victim ID will be automatically assigdeo each victim. This will insure
confidentiality when the data is exported.

| foender| Wictim |Glc-ssary|

I 0]

PERSON UNEMNDWN [ ) or/o1193 2]
Student attending this schoal = M

N =]
e
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Data Import

Import Comma Delimited Text File

T
Return to

Importing Data into the CIRS program will overwrday data already saved in the program. If
you need help importing data, please refer to fS2011 Specifications.xIs Excel file located
on the DOE website. You may also want to contaatr yrech Support to help with this issue.
Print Reports

Incident Collection Forms

3 Forms Selection =]

Forms for Gathering Incident Information

Ilse the forms below to record the infarmation needed for entering an incident
into this application. Be sure to use the appropriate form for each incident,

- All Other Reporahle Incidents

- Hazing, Harassment and Bullying Complaints

Fieturn to
b ain Menu

Click the appropriate button to select the typenoident information form you are interested
in printing.
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Vermont Department of Education

I ncident Reports

Report Selection

H Incident Heport

. Mumber of Incidents By Category
. Mumber of Incidents By Time
. Mumber of Incidents By Location
B
— Return to
. Offenders Report | | Individual student M zin Menu
. || Individual student
. Monthly Report

. Inclusive Repomnt--Incidents, Offenders, Actions, Yictims

Click the appropriate button to select the typeepiort you are interested in printing. These
reports tell you about the incident data you havered into CIRS.

Data Error Report

Combined Incident Reporting Software
Error Report
Incident Number
and Type Description Critical ?
0 Please open Contact form and enter School Contact Email. Yes
0 Please open Contact form and enter School Contact Phone Num ber. Yes
1] Please open Contact form and enter School Contact Name. Yes

The Error Report tells you which data are missind whether you need to enter the data
before submiting to the DOE.
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DATA SUBMISSION

Contact Information

Contact Information
Pleaze enter pour name and telephone number below. e will uze this infarmation o
contact you should we have any guestions regarding wour data,

Cotoo ane |
Gt Prore ||
Cotoc el ||

Pleaze enter any neceszany information for contacting zomebody during the summer when
zchool is not in session,

Sumwer Coroct |
Records (14 < |[ 1 (> 01JpH] of 1

Enter your information so we know whom to contaithwuestions about this data collection.

Prepare File for DOE

Prepare File for DOE Submissien

Prepare File for DOE

1. Chick on Yenfy/Export Data

2. A series of messages will appear indicating the steps
needed to continue with Export.

3. When you receive the message that your tables
have been exported successfully. go to the location
where the files were exported.

4_ Copy and paste the tables to a CD. or send as an
email attachment to DODE-DMATD ata{®@ztate. vt us

LCloze Form

Click the “Verify/Export Data” button to check yodata and export the data files to send to
DOE.

Before exporting the data files (for DOE submiskithre program will run the data through a
series of edit checks.
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Mfﬁwﬁeﬂmﬂ;ﬂ ¢ — @ e G G - hl&l

Depending on the nurnber of recards being verified, this procedure can take
several minutes to cornplete. Please be patient.

If the program finds a problem with some of theadaitered, it will not export the file and you
will see the message below.

There are some critical mistakes or missing answers in your CIRS Data .
Please check your error log and then make any necessary corrections
before attempting to export again,

If you receive the above error, click OK and thikolwing screen will appear.

DOE Submission

Prepare File for DOE

1. Click on Venfy/Export Data

2. A senes of messages will appear indicating the steps
needed to continue with Export.

3. When you receive the message that your tables
have heen exported successzfully, go to the location

where the files were exported.
4. Copy and paste the tablesz to a CD, or send as an
email attachment to DOE-DMATD atal@state. vt.us

Wenfy/Export D ata
Preview Emor
Log

Click the “Preview Error Log” button to preview atdiled report of the problems found in the
data. You may print the report from the previewescr. Please correct the critical data and try
exporting again.
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If there are no errors found, you will be promptedrowse for a directory.

CACIRS1112

We have set it to export to C:\CIRS1112. Click Engoort button.

Your tables have been exported successfully, Please rernember to print, sign and
enclose your Principal Verification Page with your disc,

Five export files have been created and are lodatdte CIRS1112 folder, unless you have
specified differently. You will have to copy thefbee files to either put on a floppy disk, burn to
a CD or send as an email attachmem@@E-DMATData@state.vt.uNOTE: You must mail
your signed Principal Verification Page to the dé&pant for all submission options.

Congratulations, you have successfully entered yaident data for 2011-2012! Submit
completed datao later than July 1, 20120:

IT: Data Management and Analysis Team
Vermont Department of Education

120 State Street

Montpelier, VT 05620
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