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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 dataygsrogram.

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 2011 Application(EXE) located on the
right. http://education.vermont.gov/new/html/pgm_IT/datallection.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:\CIRS1011; WinZip will autoncally create this folder for you.

WinZip Self-Extractor - CIRS_1011.exe e

To unzip all files in CIRS_1011.exe to the specified |

Ungi
folder press the Unzip button. $|

| Fun Windip

IUnzip to folder;
CACIRS101] Browse. ., I | Cloze |
[¥] Overwrite files without prompting | Ao |

| Help

&I=Iu

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 CIRS1011 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 CIRS1011. Thisrene Access 2000 file called
CIRS_1011.mdb in this folder. It is what was crdatg unzipping the file above. Double-click
on the file and it will open.

What's New?

* Race/Ethnicity — On the offender and Victim tabs, you are nove dblselect more than
one option by selecting Y in the dropdown box.

* Weapons Type— Multiple Firearms, handgun, Shotgun/rifle haeei added to the
dropdown list.

* Export — You can send your exported files as an emaththent to
DMATData@state.vt.yscopy to a floppy or burn to a CD.

Due Date

Submit completed datzo later than July 1, 2011to:
IT: Data Management and Analysis Team
Vermont Department of Education

120 State Street
Montpelier, VT 05620
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MAIN MENU OPTIONS

[

=3l Main Menu

Combined Incident Reporting Software
2010-2011

- Main Menu|

m Set Up School Information
Data Entry
. All Other Reportable Incidents

Print Reports
Incident Collection Forms

ncident Reports

Data Error Report

Data Submission

Enter Contact Information

- Hazing, Harassment and Bullping Complaints

Prepare File for DOE

Print Pnncipal Yenhcation

. Edit Student Information

Data Import
. Import Text Files From Other Source

No Incidents to Heport

P
)
0
=
2
g
=

Exit Application

Due By July 1. 2011
For Data Questions Call 828-1086 For Software Questions Call 828-3777

- Version 3.2 Updated
Yermont Department of Education Detober 19, 2010

Set Up School

Set Up School Information

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

Data Entry

All Other Reportable I ncidents

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

-3| School SetUp £3

School Data Entry Set Up

[ PSO07 Acadermy Schaol

[ Pso0z2 Addizon Central Schoaol
[ PSO07 Albany Cormmunity School

Select your school by checking it above.
Seled your lowest and highest grades in the boxes below.
Click the Sat Up School busion o prepare the applicaion for your data entry.

Set Up Return to
School 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 wighsthame 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 saene 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 with same number.
Use the blue arrows to navigate through the recerttsthe same date. To
return to the full set of incidents click the “Shéw Incidents” button.

» “Enter New Incident” — allows you to start a new incident record. Samiuttons
are found on the offender, action, and victim wiwvdo
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« “«"and*®-—"-- for navigating through the incidents, offenders antions you
have entered. Similar buttons are found on thendie, action, and victim windows.

» “Delete this ...” — delete buttons allow you to delete an incideffender, action, or
victim.

Tabs

» Offender tab allows you to enter information about the dfer(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, andhtheoceed to the information about
the offender(s) involved, including the disciplipaction(s) taken. Lastly, enter the
victim information, if any.

All Other Reportable Incidents

e e ) 52|

All Other Reportable Incidents o nm={ 1|
e = E Dae Type Number

- DT O [

= e ﬁ
INoDruglrvolved | y | incident
| Mo Drug Involved =) Desc if Drug i='Civer’'

Was thiz a violence-related moident? m Prirt Incident

Offender | Victiml Glossaryl

m

Laok Up Student. [ [] You have entered | 1 ofenderts fr tie imncient.~ Ofend1D: [ 1505001 o | ]
Last Name; First Name; Meddie Name; DOB: Gender, Grade:  Type of Oflender:
|POCKETKNIFE [iusTA | [08718/1397 [ M [07[w] [Studentattending this school [
Injury to Ofiender:  Was oflender onfentdled to benefis
No Irjury of |EP at fime of incident?|N
Race/Ethnicity:  Hizpanic or Lating [N Amernican Indian/dlaskan M ative m Asian m
Black ar African &merican m white Y Hawailan or Other Pacific | slander m
| Action Taken | [Youhave enered [ 1 actionis) for ofnder. |
Date Acton Began:
]Suspension--Dut of School E ] 10/421/2m0

School days missed due fo suspension | 2 Date Acson Ended:
10/22/2010

I ncident I nformation

Enter information for each field. The Time, Locati®Veapon 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 wasiolence-related incident If the incident was
violence-related, answer the following questionfdhe principal consulted with law
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enforcement to determine if the incident was categd as a criminal offense or violence-
related incident.

Offender Information

Enter the offenders: Last Name, First Name, Datgih, 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 indids 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.

Victim | Glossany

=]
1304003

Student attending thiz school =

Record: E 4 I 1 [I][E] of 1

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

Hazing, Harassment or Bullying Complaints

Hazing, Harassment and Bullying Complaints

e . :
Reporiers igais: 4G [Wvae: [ 10;01;2010

Incident: Bull_l,llng

_
: ' — _-
[No Drug Invalved [ |

Did the ofiender uss e S Has e designated employes concluded that j
Infemet in tis incident? (/M) !Elgl hazing, harasement or buBlying took place? n!l

Laok Up Studert: | [+] Youhave enired | 3 ofenderic) br his incidert.~ Offnd D [ 1001003 o I i |
Last Name: Ferst Name: Middie Name: DOB: Gender:  Grade:  Type of Ofiender:
[PERSON [UNKNDWN | TP FAEECT I (TN .- sttenciing this schoo

Ingury fo Offender:  Was offender onlensfed to benefis

[Nolnuy L] of IEP atime ofinciden?N |

Race/Ethnicity:  Hizpanic or Lating | American Indiandalaskan Mative m Agian m
Black or African American m lhite m Hawaiian or Other Pacific lslander m
| Action Taken ] [You have entered | 1 achons) for ofiender. |
Date Acton Began:
|Suspensi0n--Dut of School E| I 1040742010

&ﬂmdaysnisswmbm! 3  Date Acton Ended:
10/03/2010

Incident Information
As with the previous incident form, please entéorimation for each field. The Time,
Location, Weapon and Drug dropdown boxes providdaknown —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.g., 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.
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Each offender must have at least &ation 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.

Victim Information

For Hazing, Harassment and Bullying incidents yaust 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 |I3lnssary|

I o

1001003 Akl maher i e
for this incident perzon fo fle
FERSON LINKNDWN I Il 03] |
Student attending thiz schoaol = M

¥ L] N~
N~ N~

Record: Elzl I—l E][E] of 1
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Data Import

Import Data froem Comma Delimited Text File

Import Comma Delimited Text File

e
Return ta

Importing Data into the CIRS program will overwraay 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 contaat yrech Support to help with this issue.
Print Reports

Incident Collection Forms

-3 Forms Selection

Forms for Gathering Incident Information

Use the forms belowto record the information needed far entering an incident
into this application. Be sure to use the appropriate form far each incident.

m All Other Bepartable Incidents

- Hazing, Harassment and Bullyving Cormplaints

Return to
M ain Menu

Click the appropriate button to select the typ@oident information form you are interested
in printing.
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Incident Reports

3| Report Selection =

Report Selection

m Incident Heport

. Mumber of Incidents By Category
. Humber of Incidents By Time
. Mumber of Incidents By Location
B
— Returr ta
. Offenders Beport l N Individual student b ain Menu
. | N Individual student
. Monthly Report

. Incluzive Aepont--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 ?
12 Tobacco Incident of 9/1/2010 should have tobacco specified as a drug. Yes

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

Contact Information

3 fom_Contact ===

Contact Information
Flease enter your name and telephone number below. ‘we will use this infarmation to
contact pou should we have any questions regarding wour data.

Cotathane |~ ] e
Mam Menu

N |
e ||

Pleaze enter any necessany information for contacting somebody during the summer when
zchool iz not in zezsion,

=
Record: E 4 | 1 E]@ of 1
|

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

Prepare File for DOE

DOE Submission

Prepare File for DOE Submission

Prepare File for DOE

1. Click on ¥Yernfp/Export Data

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

3. When you receive the meszage that your tables
have been exported succeszsfully, go to the location

where the filez were exported.
4_ Copy and paszte the tables to a CD or floppy. or zend
as an email attachment to DOE-DMAT D atai@state. vt us

Cloze 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 submisgithre program will run the data through a
series of edit checks.
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VT —

Depending on the number of records being werified, this procedure can take ]
several minutes to complete. 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.

R ]

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

O

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

[

DOE Submission

Prepare File for DOE Submission

Prepare File for DOE

1. Click on ¥enfy/Export Data

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

3. When you receive the meszage that your tables
have been exported succeszfully. go to the location

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

Werfy/Expaort Data

| o

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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Also, if you do not put in your information fromalContact Information screen, the following
error message will occur.

H — T =aoze a
STl . e

@ % You still need to enter a cantact person/phone number, Please enter
@ this information before exporting.

If there are no errors found, you will be promptedrowse for a directory.

-5 Browse For A Directory

CACIRS1011

We have set it to export to C:\CIRS1011. Click Engoort button.
_ﬂi

Success!

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

CIE

Five export files have been created and are logatdte CIRS1011 folder, unless you have
specified differently. You will have to copy theee 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 dépant for all submission options.

Congratulations, you have successfully entered yandent data for 2010-2011! Submit
completed datao later than July 1, 2011to:

IT: Data Management and Analysis Team
Vermont Department of Education

120 State Street

Montpelier, VT 05620
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