Az SAEE — Data Entry Process

Common Locon | 1.

Log in to Common Logon using your Username
and Password.

COMMON LOGOI‘ 2

Select ‘Az SAFE’ from the Common Logon
Application Menu.
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‘Welcome to the AZ SAFE Online System.

The purpase of this system is ba accurately and tharoughly track school safity and discplinary incdents that impact tenching and leaming.
An incident is an event that ccurs an school grounds, on the way to or from school, or ot 3 schaol-spansared event that dsmupks the
ety (nconInG Of Schoels nel case0mS. IncKIan rane from ermING] s I rIROF BroBIem BenMAGLS 2t YBIEAlly Wl FESLIE 11
referral for disciplinary assessment.

A wviolation Is a oime or Infringement of a law, policy, right, or expectation.

Incidents imvolve people - one or more offenders and may also indude vidims, witnesses or bystanders.

An offender is an Indivicsal that commils @ viclation; can be a student or non-student and may or may not have a relaticeship with the
schoal,

Incidents are alsa defined by location of aoourrence and time of oorrence.

3.
4,

System displays the ‘Az SAFE’ Home Page.
Select ‘Enter New Incident’ button from the
left -hand navigation area.

System displays the ‘Incident Info’ tab.
Enter incident data information in data entry
fields.

Select ‘Next’ to save and go to the next tab.
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"""" g e 8.  System displays the ‘People Involved’ tab.
9. There are four different ways to enter the people
involved. See 9(A), 9(B), 9(C), and 9(D) below.

[=ETE R

£ 9 9(A).
e i. Select ‘Student Verified in SAIS’.
Add Person(s) to Incident #5827 e ’ . . .
© smsensvesnean smis ii.  Select student’s role in the incident.
e C— iii. Enter student’s SAIS ID and press enter.
sAIS D 2:7e50%¢] | Searcn Stugentio: . .
" commontooon [ - . et iv.  System populates student’s details on the screen.
P e v. Select and enter injury information, if applicable.
E“:’!::::::‘;mwmnﬁcmimnmm
Chas itapplicatie: [injuries Sustained
 I—— ‘Cancel | Add Another Person | Mext
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s

9 9(B).

i Select ‘Student Verified in SAIS’.
e ii.  Select student’s role in the incident.

© Student not verified in SAIS

O o sucers iii. Select SAIS ID ‘Search’ button.

Details of Incident #5827

Role in incident | Omancer ~

SAIS D - [ | _sw., StudentD:

Daze Enrolles

Chackifapslicabie
I Disasility s dafined by Offics of Civil Rights 504

Check it apelicasie [injuries Sustainea

iv.  Search student’s SAIS ID by Student’s Name and
Date of Birth or by School Student ID.

Details of Incident #5827

(= Az SAFE - Search student in SAIS - Windows Internet Explorer

‘I
[l

Search Student

By School Student ID By SAIS ID, By Student Info

First Name: Evaﬂgal!pa

Last Nama: ,[’;""'199

DOB: 03/30/2001

i - 1
:ZJ%E_E C.;SE17£0. o Dandﬂu‘e. : E\El“lgﬁ“;"l.ﬁ o o o 3!;0?2001 .F :

N SAFE: 4 v. EnterStudent’s SAIS ID and press enter.

Tr—— | vi. System populates student’s details on the
- screen.
— vii. Select and enter injury information, if

Role in incident: | Openger ~

Add Person{s) to Incident #5827

o T sl o applicable.
" Race Ethnicity by
g

Chedk it applicatie
[ Disasility ms Gafined oy Office of Civil Rights 504

Chack it applicabie [injusies Sustained

M — ] [REreeaa] i
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Details of Incident #5827

s R p— i Select ‘Student not verified in SAIS’.
fstrepontsl g e e ez ii. Select student’s role in the incident.

O Sudent verified in SAIS
© Stdent not verified in SAIS

© o sasent iii. Enter Student’s name and other details.

e ] iv. Select and enter injury information, if applicable.
:a.- [Ferai-lid

Asgiicnal ints |

Ches: fappiicale [ Injuries Sustaines

I — Add Anotherpersan | Mext

School : Rio Vista Elementary Scl

Details of incident #5827 9 D
1. Incident Info. 2. People Invoived 3. Violations 4. Actions Taken ( ) *

e erarasan s i.  Select ‘Non Student’.

o | C— ii. Select person’s role in the incident and relation to
SE“:“ ' the school from the dropdown menus.

e — iii. Enter person’s name and other details.

iv. Select and enter injury information, if applicable.

Additional info: |

Cnacx itapelicacie [ injurias Sustsinad

o= |

Below is the list of pecple involved in the incident:
¥

|
#  21T4scss AA Amai "
£ 2rTase cass1Tzo Evangeing Candeige Sttandar
) Susan Waters Otfander
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School : Rio Vista Elementany Sci

Details of Incident #5827

’ ’? H
ey — 10. Select ‘Add Another Person’ button, if there were
Add Person(s) to Incident #5827 . . . .

© oot s more people involved in the incident.
e | — 11. Repeat Steps 9 & 10 until all people involved in
Sl T e the incident are entered.
= == ' 12. Select ‘Next’ button to save and go to the next
O : | tab.
Checx if septicesie [ injuries Sustained

om0 | emst | asamosypemen | | et
IBdWlsﬂleli!‘ol peopie involved in the incident:

13. System displays the ‘Violation’ tab.
14. There are two different ways to enter the

Details of Incident #5827

1. Incident info 2. People Involved

el T e— violations. See 14(A) and 14(B) below.

— Please Select a Violation Category — T

) P L | Save Cancel | Add Amothes Viclation | MNext




Details of InCident #5827
5 vt

Add violation:
Setect Offendarisl

Evangeline Dandrige { CASE1720) |
Susan Walters

B O

Alcohol Tobacoo and Other Drisgs
[Tobaccs Vislation

& e
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14(A)
.

n or sale clicbaces pecums on

o A RS 53678803
Save Cancel

=1
o
ke o
-t onsonsal-
| [Add Anerher vistation | Maxt |

Select an offender from the list of Offenders then
select a violation committed by that offender.
Select ‘Primary Violation’ checkbox if the
violation is considered primary.

[Save Data on screen and Clear Screen for another o)

Details of Incident #5827

1. Incident info 2. Peopie Involved e RULTEELLH

Susan Waiters

=
Aggressson

Frantirg

a0 incient invalving pRysical viclence, whare thare
aticn and Raporting System guidelines — new 10,08} Versal confontation akon

jorrr M aragarmant nfoom,

Save Cancel

| [20a Anctten: Vistation

- Actions Taken (B

18 ne major injury (US Departmant sfEdusation. Gfice of Safe|

Select multiple offenders from the list of
offenders then select the common violation
committed by the offenders.

Select ‘Primary Violation’ checkbox if the
violation is considered primary.

Bt

[E2ve Dotz on soreen = Clear Screen for another e

Toeaces vieunen

chs
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15. Select ‘Add Another Violation’ button, if there

Details of Incident #5827

v are other violations committed by the

o offender(s) during the Incident.

e ) 16. Repeat Steps 14 & 15 until all violations that
e = occurred during the incident are entered.

s v s e L] 17, Select ‘Next’ button to save and go to the next
e = : tab.

18. System displays the ‘Action Taken’ tab.
e 19. There are two different ways to enter the actions
st s taken. See 19(A) and 19(B) below.
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Details of Incident #5827
4. Incidentinfo | 2. People involved E P T Actions Taken

5 Addl Astian to OMender(s)

_Add Action
Seiact Fighting

R vicito Talscommunication Devics

- maates Sremany cmton)

19(A)
.
i.

Select a violation from the list of violations.
Select only one offender who committed that
violation.

Select an action from the list of actions.

Details of Incident #5827
1. incidentinfo " 2. People involved EN P A Actions Taken

5 Ada Action to Offenders).

iv.  Enter other action details.
2| 198).
i. Select multiple violations from the list of
violations.
ii. Select all offenders who committed the
violations.

iii. Select an action from the list of actions.
iv.  Enter other action details.
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Details of Incident #5827

1.incidentinfo ' 2. People involved P T4 Actions Taken |

5 Add Action to Offender(s)

20.

21.

22.

Select ‘Add Another Action’ button if there were
other actions taken.

Repeat Steps 19 & 20 until all actions taken for
the incident are entered.

Select ‘Exit’ button to save and go to the main
menu.




