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The Delaware Department of Education is an equal opportunity employer.  It does not discriminate on the basis of race, color, religion, national origin, sex, sexual orientation, marital status, disability, age or Vietnam Era veteran’s status in employment or its programs and activities.  Inquiries should be directed to the Director of Human Resources, Delaware Department of Education, 401 Federal Street, Suite #2, Dover, Delaware 19901.  Phone: (302) 735-4030.
I. School Conduct Reporting Regulatory Requirements

Pursuant to 14 Del.C. § 4112, each school district and charter school is required to report school crimes to the Delaware Department of Education.  In accordance with Delaware Department of Education Regulation 601, school districts and charter schools must also report selected incidents of misconduct.  This manual has been prepared as a resource for districts and charter schools and personnel for entering reportable School Conduct events through eSchoolPlus.

14 Del.C. § 4112

It is important to remember, that a school employee who has reliable information that would lead a reasonable person to believe that a crime has been committed shall immediately report the incident to the principal, who shall immediately make reasonable efforts to notify the parents of any juvenile victim and shall immediately report the incident to the appropriate police agency. The report shall be made by telephone or in person immediately and shall be followed by a written report within 3 business days. 

If the police agency determines that probable cause exists to believe that a crime has been committed, the administrator should ask which specific crime(s) and also the information necessary to complete the School Conduct Form; then the principal shall file a report to the superintendent. The superintendent shall file a report to the DOE within five (5) working days. 

The Principal shall immediately report the incident to the appropriate police agency when:

A student has been the victim of: (1) A violent felony; (2) an assault in the third degree; or 

(3) any sexual offense, as defined in § 761(d) of Title 11, as prohibited by Title 11, when the school employee has reliable information that would lead a reasonable person to believe that the crime has been committed by another school employee, regardless of whether the offense occurred on school property or at a school function. The school employee who has reliable information that would lead a reasonable person to believe that a crime has been committed shall immediately report the incident to the principal, who shall immediately make reasonable efforts to notify the parents of any juvenile victim and shall immediately report the incident to the appropriate police agency. The report shall be made by telephone or in person immediately and shall be followed by a written report within 3 business days. If the police agency determines that probable cause exists to believe that a crime has been committed, or if the principal later learns that a suspect has been arrested for the offense, then the principal must file a written report of the incident with the superintendent. Thereafter, the superintendent shall, within 5 days, file a written report of the incident with the Department of Education. 14 Del.C. §4112 c.  Bomb threats shall always be reported to the police immediately and to the DOE within 5 days as required by law. It is reported as terroristic threatening (Code “C0501”, a mandatory crime report).  The victim is the building administrator and a police report is required. 
Delaware Department of Education Regulation 601
In addition to those crimes required to be reported pursuant to statute, the superintendent of each school district and program administrator for each charter school and alternative school or consortia shall report those offenses on the School Conduct Form as DOE Offenses. It is the principal’s determination that the incident of misconduct occurred. If good reason exists to believe that an incident of misconduct has been committed, then the principal shall file a report to the superintendent. The superintendent shall file a report to the DOE not later than five (5) working days following the incident. 

II. Suspension and Expulsion Reporting Regulatory Requirements

Safe and Drug-Free Schools and Communities Act
The Elementary and Secondary Education Act (ESEA), as amended by the No Child Left Behind Act of 2001 (NCLB), requires a State Education Agency report annually on performance indicators identified for specific programs funded under the ESEA.  Of these programs, the Safe and Drug-Free Schools and Communities Act (Title IV, Part A) requires information on suspensions and expulsions of students by school for specific offenses. 2009 school year will include in-school suspension.
The Gun-Free Schools Act (GFSA), Part A, Subpart 3, under the ESEA, requires States to provide annual reports to the U.S. DOE Secretary of Education concerning offenses on school property involving firearms, and the mandatory expulsions resulting from those offenses.

Delaware Department of Education Regulation 608
The Elementary and Secondary Education Act (ESEA) of 1965, as amended by the No Child Left Behind Act of 2001), requires that a State Education Agency establish a State Unsafe School Choice Option for Students in Persistently Dangerous Schools and for Students who have been Victims of a Violent Felony.  Under Delaware’s Unsafe School Choice Option policy (as found in DOE Regulation 608), a “Persistently Dangerous School” is identified on the basis of reported “unsafe incidents” for which students have been suspended or expelled.  In this regulation, “suspension” is defined as the external removal of a student from the general school population. In-school suspension data will only apply to “persistently dangerous” when this data, as required, is not reported accurately, completely, or is omitted.
Delaware DOE Success Plan   (http://www.doe.k12.de.us/aboutdoe/default.shtml)

The Department's Success Plan is part of the Education Success Planning and Evaluation System (ESPES). The Department is working with the districts and charter schools to develop this system that tracks common measures determined to be indicators of educational success and provides the ability to evaluate the Department, districts, and schools. 
Goal # 4: Strategic Objective 4.1: All students will be educated in learning environments that are safe, healthy, drug free, and conducive to learning. 
Questions regarding School Climate & Discipline programs may be directed to:

John Sadowski
Education Associate, School Climate and Discipline

Department of Education

Townsend Building
401 Federal St, Suite #2
Dover, DE  19901
Tel: (302)735-4060
jsadowski@doe.k12.de.us
For technical issues with School Conduct data entry in eSchoolPlus please contact:

Melvin D’Souza

Education Associate, Career, Technical and Title I workgroup
Tel: (302)857-3320

mdsouza@doe.k12.de.us
General Information  
This manual will assist you to enter all School Conduct/Discipline information for an incident, offender(s), victim(s), and witnesses.
To initiate a new school conduct/discipline incident:
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eSchoolPlus 1.6 View

[image: image3.png]Incident List - Windows Internet Explorer

5~ [E] osilestranig doe 112.d ufeschooblst bl ContetiAdinien et s
X R @i

R

|f-8-&-

[o]]

Bage ~ () Tooks ~

eSchoolPLus+

Favrtes P o
Incident List

Search | New| Delete

£ Student Center

P2 Registration Center
© Room Information
© Staff Information

C0602 - WO: 1442 Concealed Deadly Weapon -Rife,

Number ofrecords found: 1

Incident
cident 10| Location | Date/Time

‘C602 -polce Infomation s a 100625 -Coear R High Lockr 3[4207 1100

3 Scheduing Center
[ Attendance Center

C1 MarkReporting Center
P2 Discipine Center
© Incdent Summary.

[T [ [ @ Trustedsies [®i00% -





 [image: image4.wmf] A School Conduct Incident is defined by its date, time, and location.  The Incident List screen is sorted by the Incident Date/Time column.  The list begins with the School Conduct Incident that was most recently entered.    Be certain to check to see if a specific School Conduct Incident has been previously entered.  You can view the details of a previously entered conduct incident by clicking on the Offense Category field.  Once you are in this field updated information can be added to the incident.  For example, additional offenses to an offender listed under the Incident ID, or additional offenders can be added to the existing incident.  
To enter information on a new incident that has not been previously entered, select the “New” button at the top of the screen (this will be the case for most incidents you input).
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INCIDENT DETAIL SCREEN
Below you will find a brief explanation for the purpose of and what each prompt on the above screen controls.  Anything with a red asterisk (*) is a required field.
· Building - Be certain to select the appropriate number.
· Offense Category - Code that describes the offense.  The first letter of the code indicates the Offense Category (C=Criminal, D=DOE, S=School Violation).
 [image: image6.wmf]To find an Offense Category, click on the arrow to the right of the empty data field.  This will open the Offense Category search screen, with Offense Codes listed by the codes as ordered in the School Conduct Report form.  Click on column heading “Description” to sort the codes alphabetically by description. 
· Offense –. This is used to prompt a user when police and/or victim information is required.  If a red asterisk (*) appears after the field name, click on the arrow to the right of the empty data field and select the item that is listed.  “C” offenses require police contact information.  Some of the “D” (DOE) offenses require victim information.
· Incident Date - Date when the incident occurred.  It is possible to add incidents on days that school is not in session.

· Incident Time - Time when the incident occurred.  Enter time in HH:MM AM or HH:MM PM format.

· Location - Location where the incident occurred.

· Reported By Student - If checked, the Reported By information is validated by Registration information.  If unchecked, it is validated by Non-Student information.
· Reported By (Pick List) - STAFF will display a listing of those users that have been entered in the staff information table under the Registration Center.  STUDENT will display a listing of students that are in the district’s database.  OTHER NON-STUDENT will display a listing of those users who are not classified as staff members or students in the district’s database.
· Reported By (ID) - The identification number of the person who reported the incident. When adding, you can enter an ID or search by name.
· Reported By (Name) - The name of the person who reported the incident. When adding, you can enter an ID or search by name.
· Reported To - Who the incident was reported to.
· Incident Related To - If the incident was/is related to any of the responses in the multiple response field they can be selected individually or collectively by holding down the “control key” and then left clicking.  This multiple response field now includes “gang related” incidents. 
· Description - Description of the incident is now a required field.
At this point if the offender is unknown you can save the incident detail and return to the offender tab at a later time.
[image: image7.wmf]   ”Victim” tab/information must be completed for certain Offense Codes prior to saving an incident.
“Offenders” Tab

· Student Check Box - Checked if the offender was a student.  If checked, the offender information is validated by registration information.  If unchecked, the offender information is validated by non-student information.  If the offender is a non-student then select from the non-student table.  If the offender is unknown then select non-student id #1 (Unknown/None). If the offender is not found within the table, contact your district’s discipline administrator to add a new record to the non-student detail screen if you do not have rights to do so.  
· Offender - The Offender's Id number is either a student id or a non-student id.  The first offender listed should be charged with the code listed in the above Offense Category.  Subsequent offenders and the offenses that they are charged with can now be listed.
· Offender Name - The offender's name.

· Offense Category – This field will be automatically populated from the Offense Category field but a user can change what is displayed.
[image: image8.wmf]   If there are additional offenses for any offender they must be added on a subsequent screen after the incident and original offender has been saved.
· Offense -This is a required field for all “C” Offense Category codes.  This is used to prompt a user when police and/or victim information is required and is usually the same as the Offense code selected above.
· Possible Motivation is mandatory for Positive Behavior Support (PBS) schools.
IMPORTANT!!  Any additional offenders and their offenses related to the same School Conduct incident need to be added under the “Offenders” tab.  They should not be entered as a separate incident.
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“Police” Tab

· Reported to Police Check Box - Checked if the incident was reported to the police.  This tab must be completed for any “C” Offense Category codes.
· Date Reported - The date the incident was reported to the police.

· Police Department - The police department the incident was reported to.

· Complaint Number - The complaint number issued by the police for the incident.

· Officer Name - The name of the officer who responded to the complaint.

· Badge Number - The badge number of the responding officer.
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“Victims” Tab - This tab is now a required when using certain codes.
· Student Check Box - Checked if the offender was a student.  If checked, the offender information is validated by Registration information.  If unchecked, the offender information is validated by Non-Student information.

· Victim - The Victim Id number of the victim.

· Victim Name - The victim's name.

· Victim Type – Classification of victim: Student/Teacher/None, etc.  This field will default to “Student”.

· Category – Whether the victim was injured or not.
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“Witnesses” Tab

· Student Check Box - Checked if the offender was a student.  If checked, the offender information is validated by Registration information.  If unchecked, the offender information is validated by Non-Student information.

· Witness - The Witness Id number of the witness.

· Witness Name - The witness' name.

· Witness Type - Classification of witness: Student/Teacher/None, etc.
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“Incident Notes” Tab

· Private Check Box – If checked, only the note creator (and system administrators) can read this note.

· Notes – Information about the offenders involved in the incident.  This information is mandatory for Positive Behavior Support (PBS) schools.
Click the “Save” button at the bottom of the screen to save the information entered into the Incident Detail screen.  This will take you to the Incident Summary screen.
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INCIDENT SUMMARY SCREEN

This screen provides a summary of the information entered thus far in the following sections: Incident, Offenders, Victims and Witnesses.  Additions to the Conduct Incident can be added to any of the sections from this screen.  For example, to add information to the “Incident Detail” screen, click on the Incident Number link at the top of the screen.  To add additional offenses to the offender, click on the name of the offender in the “Offender” section.
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“OFFENDER DETAIL” SCREEN
This screen provides demographic information about the offender, and has the following tabs for data entry:  General, Offenses, Actions, (Weapons & Drugs have been deleted), Possible Motivation, Charges and Convictions, Offender Notes, and District-Specific.
“General” Tab
· Guardian Notified Check Box – Check if notified

· Notify Date – Date Parent/Guardian was notified

· How Notified – Select mode of notification
· Referred To – The staff person to whom the Parent/Guardian was referrred
· Police Action – Select from the action codes provided
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Offenses Tab
· Offense Category – A conduct incident may involve several offenses.  In addition, one offender may be charged with several offenses.  The first Offense Category code will be populated by default from the Incident Detail screen.  To add additional Offense Category codes, use the drop down arrow in the next row.
[image: image16.wmf]To find an Offense Category code, click on the arrow to the right of the empty data field.  This will open the Offense Category Search screen, with the Offense Categories listed by code.  Click on column heading “Description” to sort the categories by descriptions.

· Offense – This field can be left blank.
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“Actions” Tab
Turns red in color for “C” codes until Action has been entered.
· “New Action” button will allow you to enter a new administrative action/consequence for previously entered offense(s).  Additional actions for the same offender can be added after the initial action has been entered and saved.
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· The Appropriate Action Levels field specifies the severity level of an action and the action levels that are appropriate for an offense should your district decide to configure them.  The system will display a warning message if the level number for the action in the Action Code table is not within the range of action levels specified for an incident code in the Incident table.
· Select an Action Code from the list of administrative actions that appears after clicking on the arrow to the right of the empty data field.  Attempt to list the Action codes in the same order as the listed offenses.
[image: image19.wmf]   Note: Beginning July 2008, “Expulsion Pending” is invalid as an action code.  Select one of the “Out of School Suspension” codes.  After the student is expelled, change the suspension code to an expulsion code with the days beginning on that initial date of suspension.   If the School Board expels with effect from a later date, add an additional action code for Expulsion.
· Actual Duration - Number of days actually covered by the administrative action.  Partial days need to be entered in decimal format.  This information is required.  
Missing data in this field will show up on the “Discipline Kicker list”.  
· Scheduled Duration – Number of days for which the administrative action is scheduled.  Partial days need to be entered in decimal format (For example, “1.25” represents 1¼ days.
[image: image20.wmf]   Note: Schduled Duration cannot be less than one full day for the following actions: In-School Suspension, Out-of-School Suspension and Expulsion.

For “Timeout”, Scheduled Duration has to be less than one day.
For “Removal from Class”, the duration is the length of that class period.
· Scheduled Start Date – Schedule a start date for the administrative action by clicking on the calendar icon to the right of empty box.
· Scheduled End Date – Schedule an end date for the administrative action by clicking on the calendar icon to the right of empty box.
· Reason for Difference – When applicable, this is the reason for difference between “Scheduled Duration” and “Actual Duration”.  Select appropriate reason from the list that appears after clicking on the arrow to the right of the empty data field.
· Disposition Code – Select a code indicating whether an administrative action is complete or not.  For example, Action “Expulsion Pending” cannot be associated with a “Completed” disposition code.
· Outcome Code – Not applicable in Delaware.

· Responsibility Building – Not applicable in Delaware.
· Date Determined – Not applicable in Delaware.
· Action Carryover – If checked discipline for this offense will continue into the next school year.

· Referred By – Used to tag the author of the referral (ie. Teacher or administrator who generated the referral(s)) to the specific Action(s) administered for the offense.


   Click the “Save” button at the bottom of the screen to save the information entered into the Action screen prior to proceeding.
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Charges and Convictions Tab
· Charges Filed By - The person or entity who filed charges against the offender.

· Charges Filed With – The police department the charges were filed with.

· Charges – The charge filed against the offender: Misdemeanor or Felony.
· Convictions – The conviction for the offender: Misdemeanor or Felony.
Entering Multiple Administrative Actions:
It is possible to enter multiple action codes for the same offender, especially when more than one offense is involved.  For example, a student who breaks a teacher’s nose and a classroom window in a fit of rage may face out-of-school suspension, may be required to write a letter of apology to the teacher, and make restitution for the broken window.  When multiple actions are taken, it is necessary to ensure that suspensions/expulsions are the first codes selected.
Deletion of a School Conduct Incident:

School Conduct Incidents can be deleted from eSchoolPlus Incident List screen by checking the “Delete” box at the end of a row containing the offense and Incident ID, and then clicking on the “Delete” button at the bottom of the screen.  Once deleted, the details of this school conduct incident cannot be recovered.
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