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Philadelphia HIBster Project: HIBster Stepper for
Bullying Designees

This document is meant as a stepper/guide for Bullying Designees, Principals, Assistant
Principals, and Climate Managers.
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Logging on and Navigating HIBster

Logging on

1. Logon to the Employee Portal, then navigate to the Hibster 6’w'r'~'~'hr=‘:~s~!§!~‘application

square. From the Select Your Module screen, click on the Y8 Uilster logo on the left.
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Using the Icons for Navigation

1. The navigation buttons below the welcome message in the red banner are all of the
navigation icons. They allow the user to move quickly between the sections of HIBster.

School District of Philadel
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2. The chart below explains how the icons may be used. Hover over the icon for a brief
description. Icons which have an asterisk (*) will generally not be used in the district.

Icon Explanation

Home: Clicking on the Home button will return the user to the Home
page from any area in HIBster.

- . *Team HIBster: Opens a new window to the Team HIBster website.
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View Messages: Directs user to the Message Center where messages
and notifications generated within the system are visible. The User will
also receive email notifications for messages generated by the system.

Add new: Allows creation of a new item. On the home page, it will
create a new incident.

Search: Specify criteria in order to find particular incidents and run
reports based on that search.

Student Overview: A way to search a student’s incident history.

Reports: Displays a pop-up box where users can generate reports.

Executive Summary Generator:

Yearly Breakdown Report: Creates a report which breaks down the
number of incidents by month and year.

*Bulk Trainings and Program Reports: Displays a report for all Trainings
and Programs

*Settings: Provides ability to edit options to users. Please do not make
any changes via this icon except changing password.

Resources: Directs users to a different website which lists various helpful
resources. Scroll to access Pennsylvania resources.

*Help: Directs users to the generic HIBster information page which
houses documents, links, video tutorials and support options.

*

*Modules Screen: Allows users to move between the modules.
Generally, district HIBster users will use only the HIBster module.

Ao EEIIDE DD @

Logout: Clicking this button logs the user completely out of the HIBster
account.




The HIBster Homepage
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All incidents that the user has access to will appear in the Incident Manager. Principals, APs,
and Climate Managers, and Bullying Designees will have access to My Incidents, Recent, Open,
and Closed. Regardless of the tab displayed, incidents are always listed below the tabs with the
most recent incident populating first. Incidents can be sorted by clicking on any of the column
headers to change the order in which they are sorted. Hovering over an incident will make the

incident clickable.

1. Incidents that have been assigned to the user OR created by the user will appear on the My
Incidents page regardless of the stage of the incident.

——— T

Victim Tracking Humber School Reported Date Submitted By
Caterina Sok (+ 1 More) 192_BIH_02242020 2/24/2020 School Admin
Victim Victim (+ 1 More) 187_BJH_02132020 2/13/2020 hibster241
2. Click on a column header to sort the results if appropriate.
'
My Incidents ]( Recent W Open V Closed W

Victim Tracking Number School Reported Dal Submitted By

Victim Victim (+ 1 More) 187_BJH_02132020 BARTRAM, JOHN HIGH SCHOOL 2/13/2020 hibster241

Caterina Sok (+ 1 More) 192_BIH_02242020 BARTRAM, JOHN HIGH SCHOOL 2/24/2020 School Admin

Vicente Fox 196_BJH_03022020 BARTRAM, JOHN HIGH SCHOOL 3/2/2020 School Admin

3. Incidents that have been created by the user in the past 7 days will appear on the Recent

page.

-

My Incidents ] Recent Open W( Closed W

Vicente Fox 196_BJH_03022020

Victim Tracking Number School

Reported Date Submitted By
3/2/2020 School Admin
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Incidents on the Open page may have been created by the user, but unless it has been
assigned to the user, the user will only be able to view it - NOT make changes. The Open tab
is for incidents which are currently being investigated by the school Bullying Designee or
being reviewed by school administrators.

My Incidents ]( Recent l Open I dosedw

Victim Tracking Number School Reported Date Submitted By
Vicente Fox 196_BIH_03022020 3/2/2020 School Admin
Caterina Sok (+ 1 More) 192_BJH_02242020 2/24/2020 School Admin

Once an Incident has been closed, it will appear on the Closed tab. If an incident is Closed, it
signifies that the School Administrator has reviewed all of the supporting material in the
investigation, has no further questions about the investigation and has either made or
agrees with the founded/unfounded decision.

-

My Incidents ][ Recent W[ Open Closed

Victim Tracking Number School Reported Date Submitted By

Victim Victim (+ 1 More) 187_BJH_02132020 2/13/2020 hibster241

Return to the My Incidents to review incidents to be investigated. Hovering over an incident
on the Incident Manager will highlight the incident and make it clickable. Every incident is
assigned a Tracking Number. This number is important for linking (if applicable) to other
incidents and can also be useful when searching for a specific incident in the system.

s | e | o | comt |

Victim Tracking Number School Reported Date Submitted By Assigned To Investigation Start Date/Time
e p———
Vicente Fox T96_81H_ 03022020 31272020 Schoal Admin FrinCipal Schaol Amin) 37212020 11:07 AM |

Caterina Sek (+ 1 More) 192_BIH_02242020 2/24(2020 School Admin Frincipal{School Admin) 2/24/2020 3:05 PM

Victim Victim (+ 1 More) 187_BJH_02132020 2/13/2020 hibster241 Principal{ School Admin) 2/13/2020 9:32 AM
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General Features of the Tabs on the Incidents Screens

Saving data entered on a tab

Scroll to the bottom of the tab screen. Click Cancel if information has been entered, but should
not be saved. Click Save & Continue at the bottom of the screen to save any changes and
remain on this screen. Click Save & Close to save and return to the My Incidents screen.

_ Cancel Save & Continue | Save & Close

Saving data entered on a screen within a tab

Individual pop-up screens within a tab generally have three (3) different save features. Save &
Add will save the data entered and allow another entry to be added. Save & Continue will save
the information added and the user will remain on the same screen. Save & Close will save the
information and close the pop-up screen.

Save & Add Save & Continue | Save & Close

Uploading documents

Documents can be uploaded on various tabs and pop-up screens by clicking on the ( + ) icon.
Typical documents to be uploaded include victim, witness and alleged offender statements as
well as pertinent evidence to the case (videos, screenshots, etc.) and letters. (Please see
guidance regarding sexually explicit documents.)

1 1. Add file
2. Browse for File Statement:
. SAMPLE Victim Statement.docx
document. Click
Save & Close or =¥ | | save & Add ) Save & Close
Save & Add to add ‘
another document. ""'“’"
Date/Time: 2/25/2020 2:40 PM / x

SAMPLE Victim Statement.docx




Generating an Incident Report
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An Incident Report can be generated from any of the tabs for this incident by scrolling to the
bottom of the screen and clicking Generate Incident Report.

General ][ Classification " Location ” witness H Motivation ]( Investigator's Notes ][ Report S

Tracking Number:

Date of Incident:
187_BH_02132020

2/13/2020
Status: ) Time of Incident:
Investigation started by hibster 24 on 2/13/2020 at 9:3: (HH:MM AMPM)
Closed by School Admin on 2/21/7§g0 12:45am
Brief Description of Incident: -
(200 charsears o lass) Reported Date:
2/13{2020
L L
Targets (Victims)
Victim Victim
Aga: Gender: Female Ethric Onj Ig- / x
Grade: 2 Student ID: State ID: —
Paula Victima
Age: Gender: Female

Grade: 2 Student ID:

The Generate
Incident Report
button appears at the
bottom of every tab.

*Hold your mouse cursor over the Incident tabs for a few seconds to see more information about each tab.

Generate Incident Report View Reported Incident |

Sample report

Tracking #:
Incident Date:

Incident Time:

Target:

187_BJH_02132020
2/13/2020

12:45 AM

Action Taken - Target:

HIBster Report
All Incidents
School District of Philadelphia
Date Created: 2/24/2020

187 _BJH_02132020

Date Entered: 2/13/2020
School:

Investigation Type: HIB

Victim Victim (Student ID not available, State ID not available) (Grade: 2)

Has contact been made with parent/guardian?: Yes - Initially contacted on 2/14/2020 (Name of person contacting Parent/Guardian:
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Viewing a Reported Incident

Clicking on the View Reported Incident button to quickly view each tab for a given incident.
This is a view only screen. Like the Generate Incident Report button, it can be accessed from
every tab. Note that the tabs are slightly different than the tabs where information can be
entered. This view will be most useful for users who are overseeing the process.

Generate Incident Report ) View Reported Incident

Pending Incident

Incident Queue S

( General Classification 1( Location ]( Witnesses -][ Motivation ][ Additional Info -]I’ Additional Fields 1( Images 1( Videos 1( Other Files 1 \3

g e gy 2D ey

f Name Caling fiti Kicking f Offensive Text Messages

Taunting/Ridiculing Hiting/Punching Offensive E-Mais
Madcking Rumors +f Pushing Sending Degrading Images
Making Offensive Commen reed to do something against Pinching Posting Rumors or Lies about Someone
wall
Teasing Stalking Assuming a person’s electronic identity
Talng possessions/money with the intent of causing harm
Demeaning Comments Inappropriate Touching

Gesture
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Managing Incidents

Managing Submitted Incidents

1. Click on the Home ( ) icon to return to the HIBster Home page. Hover, then click on the
incident to be reviewed on the My Incidents tab to open and view details.

My Incidents -][ Recent V Open 1( Closed 1
Victim Tracking Number School Reported Date Submitted By Assigned To Investigation Start Date/Time
Vicente Fox 196_BJH_03022020 3/2/2020 School Admin Principal{School Admin) 3/2/2020 11:07 AM |
Caterina Sok (+ 1 More) 192_BJH_02242020 2/24/2020 school Admin Frincipal(School Admin) 2/24/2020 3:05 PM
Vietim Victim (+ 1 More) 187_BIH_02132020 2/13/2020 hibster241 Principal(School Admin) 2/13/2020 9:32 AM

2. The General Tab holds all of the basic identifying information for an incident. A Tracking
Number is automatically assigned to an incident once it has been saved. The Tracking
Number is the unique number used to track the incident. Review information.

E:ﬂq:zmz Most Recent Autosave: In 5 minutes
Gonoral | ctassiication | Location || witness | motwvation ||~ mvestigator's Notes | Raport summary | actions | concusions | tasks | contact 1og |[ togs | Associated incidents | i
:9?_8]\1_:2‘5420;]: I;ﬂ::;alenlﬂdmk P m‘?{rxg}m G- < e_ﬂ' @ i
Stalu gy Timse: of Incident: Informant Hame: M':'m:“h.’m Usar Nama:
:.jﬁmnm-mnvScrwuam-umz.za_-g-m ;:::;«;:m;m] [Eaterina Sok r.n —_— ol o ol
v i Reportd oot B
s i, b o s ol
(Targets (Victims) | [Alleged Offender(s)

+ % +x
Caterina Sok . . Tianxi Shi ) ‘ ) =
poro Q<o i B/x iz R g i B/ x

Managing Victims on the General Tab

1. Click on the pencil ( / ) icon to Review or Edit information for any of the students involved.

Targets (Victims)

Click on pencil icon
+ x to review or edit \

Victim Victim any of the

Age: Gender: Female Ethni¢ information = / x
Grade: 2 Student ID: State| previously added. . !

Paula Victima
Age: Gender: Female Ethnic Origin: Black = I / x
Grade: 2 Student ID: State ID: L

10
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2. Review the information on the General tab of the pop-up screen. Enter additional
information as necessary about the victim and the incident.

Most Recent Autosave: 2/25/2020 3:03:56 PM

General ][ Special Education ]
Victim T
_unan,N:pe: [incurred Minor Injury [incurred serious Bodily Injury
[ T1ncurred Major Tnjury [ tncurred No Injur
[victim of violent Criminal Offense poriiey ey
=5
First Name: Last Name: +
Victim [victim |
Address:
Apt or Suite:
City State Zip
[ |
Home Phone: Mobile Phone:
Student Id: Student State Id:
Age: Gender: Grade:
7 |Female ~| [second ~
Ethnicity: | | ender Non
Black Binary

Save & Add ) Save & Continue | Save & Close )
- J AN _.

3. Click on the Special Education tab to review or add information regarding the student’s
special education status. Click Save & Close when complete.

e )

Victyf Type: n 5 minutes
dent with disability

General I Spedal Educatiun]

Hearing Impairments

[ visual Impairments
[C] mtellectual Disability Intellectual Disability-Moderate Cognitive Impairment

[ mrellectual Dizability-Severe Cognitive Impairment | Emotional Disturbance

|~ Deaf-Blindness | Other Health Impairments
|| Traumatic Brain Injury | Speech Language Impairments
[] Autiem || Specific Learning Disability
Communication Impaired ] Section 504
[[] orthopedic Impairments ] LEP

IDEA

Save & Add ) Save & Continue ) Save & Close )

11
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4. Click on the ( + ) sign to add a victim statement. Follow the procedure outline in
Uploading documents to add a victim statement. Click Save & Close when finished.

Victim

General ]( Special Education -]

~

Most Recent Autosave: 2/25/2020 2:58:56 PM

Victim Type:
{unknown

[ I victim of violent Criminal Offense

[T incurred Miner Injury | Incurred Serious Bodily Injury

[ incurred Major Injury [incurred No Injury

First Name: Last Name:
Wictm
Address:

Statement

-

5. Clicking on the ( EJ ) icon will display a Student Overview for that student. The Generate
Student Incident Report button also allows the user to generate a Student Incident Report.

Targets (Victims)
Victim Victim
Age: Gender: Female Ethnic Origin:
Grade: 2 Student ID: State ID:

B/ x

Paula Victima

Gender; Female Ethnic Origin: Black =
Grade: 2 Student ID: State ID: / b3
Student Overview 'aula Victima (No Student ID)
1. ClICk on the Victim Incidents \J Alleged Offender Incidents M Witness Indidents }
Student Overview Incidents where this student was a Victim
i Tracking Number Date/Time School Submitted By Type
Icon. 187_81H_02132020 2/13/2020 12:45:00 AM BARTRAM, JOHN HIGH SCHOOL hibster241 HIB
2. Click on Generate Student
Incident Report if appropriate.
[ Generate Student Incident Report ] Cancel )

6. If applicable, click on the ( + ) icon to add another Target (Victims). See Adding Targets
(Victims) on the General tab for details on this procedure. Click Save & Close when

finished.

7. Click on the ( ” ) icon if a victim has been added in error to remove the victim from the

incident.

12
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Targets (Victims)

Victim Victim
Age: Gender: Female Ethnic Origin: = / x
Grade: 2 Student ID: State ID:

Paula Victima

Age: Gender: Female Ethnic Origin: Black = /
Grade: 2 Student ID: State ID:

Managing Alleged Offenders on the General Tab

1. Follow the same procedure outlined in Managing Victims on the General Tab, but use the

Alleged Offender(s) column.

Alleged Offender(s)

+ X

Bully Bully
Age: Gender: Female Ethnic Origin: = / x
Grade: 4 Student ID: State 1D: f
Carter Bully
Age: Gender: Male Ethnic Origin: Multiracial = l
Grade: 4 Student ID: State 1D: !

Logging Initial Parent Contact

After reviewing the information on the General tab, click on the Actions tab at the top of the
screen to document initial contact with parents/guardians. Click on the pencil ( / ) icon to log

contact with parents/guardians. Click on the pencil ( / ) icon for all Victims and Alleged
Offender(s) to open screens to document initial contact with parents/guardians. Click Save &
Continue when all documentation has been entered.

13
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General 1[ Classification ” Location " Witness ][ Motivation ][ Investigator's Notes " Report Summary Actions

General Action ][ Additional Actions W 1. Click on (.J ' icon to

document contact
with parent/guardian.
A new window will
open.

Victim Victim

’mm““[ Additional Contacts ] Remedial [ Disciplinary ” Program Location ]

M-- g Agency Contact

Action

Hawve you made contact with the parent/guardian of this victim? No
Have you reported this incident to an agency? No
Non-Disciplinary,

Disciplinary,

Program Location

Yes Mo Yes No
& () Have you made contact with (@ (1 Hewe you reported this
the parent/guardian of this . incident to an agency?
victim?
Date: Time: (HH:MM AMPH) Date
02/14/202)  [1:30am
Name of person contacting Parent/Guardian: | | Name of person contacting the agency
Bully Designes - SL
| parent/Guardian notified in writing | Agency notified in witing
| spoke with Parent/Guardian [ ocper
I volce message left [ posce
[ Could nat contact [l probation
] Other(Please Specity) [other{prease Specify)

[ Paula Victima
3. Click Save & Close

when all information
has been added.

EBEEER 2. Document contact

with the parent/guardian

i of the victim(s) and
cinnion e noose o] alleged offender(s).

Save & Continue |

14
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Reviewing the Incident

1. Return to the top of the screen. Navigate across the tabs to view the information for the
incident. Classification describes specific types of action performed against the victim.

General I Classification I Location ]( Witness ]( Motivation W Investigator's Notes 1

Click all items below that

[ Was this an act of sexual harassmemor sexual violence?

Verbal & Physical

I ysical
[ Name calling O Teasing O Kicking O Stalking
|_ Taunting/ridiculing U Demeaning comments |_' Hitting/punching J Inappropriate touching
E Mocking D Other (please state) IZ Pushing :‘ Gesture
O Making offensive comments Oa Pinching [ other (Please State)

2. Click on the pleats (Verbal & Physical, Emotional & Electronic, Violence & Vandalism) to view
and review all information that has been submitted. When all information has been
reviewed and updated, click Save & Continue.

General || Classification W Location M Witness 1[ Motivation ]( Investigator's Notes " Report Summary ][ Actions ” Conclusions ]( Tasks W[ Contact Log W Logs

Click all items below that apply:

[Jwas this an act of sexual harassment or sexual violence? Click on the Pleat to view
( Verbal & Physical —==| and review information in
Emotional & Electronic *a—f the other pleats

’— Offensive graffiti i ced to do something against .—|Cnmputer Trespass —| Posting rumors or lies about someone

[l Excluding from group [ offensive text messages _]Assummg a person's electronic identity

Other (Please State) with the intent of causing harm

E Spreading rumors :lOffensive emails

[Clother (please state)
|: Taking possessions/money

[ Violence & Vandalism /

3. Click on the Location tab. Location is used to describe where the incident occurred. When
all information has been reviewed and updated, click Save & Continue.

O Sending degrading images

{ General 1( Classification i Location I Witness 1[ Motivation ][ Investigator's Notes 1

Click all items below that apply:
|: Building Exterior Internet D On
[sus Stop [ Locker Room/Area ] Play
(] cell phone (] Lunchroom (T |
[ classroom [ offsite Program [ sch
[ pistrict office [ offsite School Sponsored Function [ sch
|: Hallway D Parking Lot D At..E

15
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4. Click on the Witness tab. The Witness tab allows witness information to be reviewed and

added (Follow steps for Managing Victims on the General Tab). When all information has
been reviewed and updated, click Save & Continue.

General ][ Classification ]( Location Witness Motivation “ Investigator's Notes ][ Rep-nrtd.

Witnesses

+ %

Erin Brosious

Aga: Gander: Male Ethnic Origin: I‘._'- [ ’ x
Grade: Student ID: State ID: !

5. Evidence can be uploaded on the right side of the screen. Click on the Yes checkbox
indicating physical evidence for options to appear, then mark the type of evidence. Use the

( + ) icon to upload documentation. Follow the procedure for uploading documents
outlined in the Uploading documents section of the stepper. The Evidence area is intended

for ALL documented evidence pertaining to the incident. However, any images or videos
of a sexual nature SHOULD NOT be viewed, uploaded or shared by SDP employees. If

students have sexual images or videos, DO NOT view or ask that the images be sent to you.
Notify the police of the existence of the images.

Evidence Evidence

Is there any physical evidence?l | Yes I ® No Is there any physical evidence? & ves (o

[ Email u Picture/Video/Audio Tape

[ other (please state)

+ X

6. If documentation has already been uploaded, the document can be viewed by clicking on
the blue hyperlink. When all information has been reviewed and updated, click Save &
Continue.

Evidence

Is there any physical evidence? .\ Yes ('_') No

[ Email J Picture/Video/Audio Tape
D Other (please state)

Click on the blue

+ x hyperlink to view

submitted documents.

Screenshot of bullying texts] x
Added by on 2/14/2020 at 2:52 PM

16
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7. Click on the Motivation tab. The Motivation tab keeps track of the motivating factors
behind the incident. When all information has been reviewed and updated, click Save &
Continue.

General ][ Classification ][ Location \I( Witness ]I Motivation I Investigator's Notes "’ Report Summary H Actions ]( Conclusions ][ Tasks ][ Contact Lof

If you feel the incident was in any way motivated by any of the following distinguishing characteristics please indicate by checking where appropriate:

[ Appearance ] Disability [ Home drcumstances _| Religion
[ ] ancestry Gender | IMedical condition Sexual Orientation
O Color | Gender Identity & Expression O Racefethinic origin ] Other (please state)

Documenting the Investigation

1. Notes can be added on the Investigator’s Notes tab. This tab is meant to archive
investigative notes. Information that is relevant or important to the incident should be
included here. This section is for internal use only and will not be included in executive level
reports. Notice that icons allow links, images, YouTube videos, and slide shows uploads to
be among the features. However, any images or videos of a sexual nature SHOULD NOT be
viewed, uploaded or shared by SDP employees. If students have sexual images or videos,
DO NOT view or ask that the images be sent to you. Notify the police of the existence of the

images.) When all notes and evidence has been entered, click Save & Continue.

——
General ]( Classification 1( Location 1( Witness W( Motivation WI Investigator's Notes I( Report Summary 1( Actions W( Condlusions W[ Tasks W( Contact
N———

Investigation Notes Links ‘ Images ‘ Charts ‘ Videos | | Slides ‘
Investigator's notes might include notes from ccnv%tions you had Wjth your Pr‘*ianCﬂunselor* with paﬂs. It can also be used to keep a record of attempts to contact guardians.
@ ® & - *~@E= o @E 2 B s
B I &§|X| = 3= JE | 99 | Styles -~ Format - | 9

2. The Report Summary tab area will be used for external confidential reports and should not
include specific identification information. It should be a brief summary of the incident.
When the Report Summary is complete, click Save & Continue.

[-
General w Classification ]( Location W( Witness ]( Motivation 1( Investigator's Notes TI Report Summary

Provide any relevant Report Summary input

This information will be included in external reports. Do not use spedific identification information.

17
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3. Return to the Actions tab to document additional contacts and enter interventions to be
applied.

[General || Classifcation || tocation || Witness || Motivation || investgatorsotes | Report summary || Actons ]|

General Action || Additional Actions |

Victim(s)

Victim Victim

Action

Have you made contact with the parent/guardian of this victim? Yes
Date: 2/14/2020

Time: 1:30 AM

Name of person contacting Parent/Guardian: Bully Designee - SL
« Spoke with Parent/Guardian

/

4. Click on the pencil ( * )icon to add documentation for additional contacts and
interventions applied to each incident participant.

General W( Classification W( Location ]( Witness W( Motivation 1( Investigator's Notes ‘W( Report Summary Actions i|

LenesabArtion W( AdionaR ALTIonS ] i ClICk on ( /) icon Adtion ]f Additional Contacts T Remedial “( Disciplinary T Program Location
to document B it contact

- Yes No Yes Mo
actlons and LT (@) () Haweyou made cgntact with @ ) ve you reported this
‘ T the parent/guardid of this o ident to an agency?
- - victim?
Victim Victim interventions. A / Date: Time: (HeMM AMARD Date:
: + v 02/14/202) 1:30am
new wi ndOW Wi ” Name of person contacting Parent/Quardian: Name of perfon contacting the agency:

Bully Designes - 5L

Action Open. ez . S M 3 "
e P || parent/Guardian notified in writi L agencllnotified in writing
Have you made contact with the parent/guar i

Have you reported this incident to an agency? No [+7] Spoke with Parent/Guardian | Inces,
Mmmy [voice message left [ po

Disciplinary, ) )

Program Location (] Could not contact L Probgion

[l other(Please Specify)

Othal{ Please Specify)

Paula Victima / Referred To :
3. Click Save & Close : : : i
when all information (including additional

contacts) taken. Use all
has been added. [11f this student is in Sped] : ) .
education case Mencger bed. tADS 1N this window as

necessary.

2. Document Actions

Sove s conime

18
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5. Click on the Additional Actions tab if applicable to indicate References and Resources
provided. Click Save & Close when complete.

General Action IAdditionaIAcﬂons I

References:

Select References Referred
PHRC Special Education ConsultLine Educator Misconduct Process
PDE, Bureau of Special Education Education Law Center Other

Resources:

Select List of Resources Provided

CHFDF website FDE, Office for Safe Schools website CS1U Center for Safe Schools

6. Click on the Conclusions tab to document incident conclusions by indicating whether the
incident was Founded or Unfounded as bullying as a result of the investigation. If Founded
click on the alleged offender(s) where the incident was founded.

I General 7( Classification 1( Location W( Witness W( Motivation W( Investigator's Notes 1( Report Summary W( Actions W[ Conclusions “

General

This incident has been submitted to the Board of Education. [ ]

-CD
® Bullying Founded () Harassment Founded O Sexual Harassment Founded
@] Bullying Unfounded () Harassment Unfounded ) Sexual Harassment Unfounded
() Bullying Founded - Offender () Harassment Founded - () Sexual Harassment Founded -

Unidentifiable Offender Unidentifiable Offender Unidentifiable

)5 Alleged Offenders: Please check all alleged offenders founded

1 Shi, Tianxi ()

7. When investigation is complete, click on the checkbox in the bottom right-hand corner of
the screen. This acts as an electronic signature. Read the statement carefully. Click Close
Incident when all documentation has been entered.

I understand that this acts as my electronic signature, and by
checking this box I verify that all the information is accurate
and complete to my knowledge.

Close Incident
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8. Once the incident has been closed, the user will be asked as whether they would like to
reassign the incident.

E  Reassign Closed Incident *

The incident has successfully closed, Would you like to reassign
the incident?

Yes ) No )

—

3
3
3
1

Additional Tabs on Incident Screens

Tasks

1. The Tasks tab keeps track of the progress and due dates of all tasks that must be completed
for the incident. Tasks are set up automatically when an incident is created. Each task has a
certain number of days to complete as well as a deadline. If a task has not been completed
within the number of days, HIBster will send a notification to the user that the incident was
assigned to.

General W Classification ]( Location ]( Wiltness !f Maotivation W[ Investigator's Notes ]( Report Summary 1( Actions W[ Conclusions Tasks

Task Description Number of Days Deadline Complf
Begin Investigation 1 02/14/2020
Motify parents of investigation. Motify other relevant parties (i.e.police, DHS) 1 02/14/2020
Make a determination 3 02/16/2020
Determine appropriate discipline 3 02/16/2020
Generate and distribute notification letters 4 027172020
Complete ODR in SIS 4 02/17{2020
Mest with families 7 02/20/2020
Make referrals for students (SAP/ services) 7 02/20/2020
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2. Hover over the task, then click to open. Mark the task Complete by checking the box in the
bottom left-hand corner of the pop-up screen. Click Save & Close when complete.

Most Recent Autosave: In 5 minutes

Task Description

Begin Investigation Notify parents of investigation. Notify other relevant parties (i.e.police, DHS)

Notify parents of investigation. Notify other relevant parties (i.e.police, DHS) ]

Make a determination

Deterpat . sl

Genel L+ Hover then click over the task to open Assigned to Role: Any Assigned to User: Any
S Days to complete: 1 Deadline: 2/14/2020

CO[TIDIEtE ODR in SIS Notification Sent: Yes Status: Pending

Meet with families Adjust Deadline )

Make referrals for students (SAP/ services)

Reason for delay:

2. Mark the task

Complete by checking
the box in the bottom
left corner of the pop-

up screen. \

Save ) Save & Close ) Cancel )

3. Completed Tasks with completion dates will display in the Task Description Editor.

Task Description HNumber of Days Deadline Completion Date Complete Completed By

Begin Investigation 1 02/25/2020 03/03/2020 J School Admin
Notify parents of investigation. Notify other relevant parties (i.e.police, DHS) 1 02/26/2020 03/03/2020 ¢ School Admin ]I
Make a determination 3 02/27/2020

Determine appropriate discipline 3 02/27/2020

Generate and distribute notification letters 4 02/28/2020

Complete ODR in SIS 4 02/28/2020 03/03/2020 v School Admin
Meet with families 7 03/02/2020

Make referrals for students (SAP/ services) 7 03/02/2020

21



Updated: 03/13/2020

Contact Log

1. The Contact Log tab provides sample Parent Documents letters that can be generated for
both the alleged offender and the victim. Documents are intended for correspondence with
parents/guardians. Click on the appropriate letter, then generate.

[ General ]( Classification 1( Location W Witness W Motivation N Investigator's Notes ]( Report Summary 1( Actions W Conclusions 1( Tasks T Contact Log i

SAMPLE LETTER TO PARENT OF ACCUSED RE NON FINDING
AFTER INVESTIGATION(District) To add system documents, have your System Admin upload them through the System Settings menu in the Other
Last Generated On: 2/13/2020 By: School Admin Options tab.

Choose Person ®

Select Alleged Offender
|Earter Bully v

~

System Documents

>

SAMPLE LETTER TO PARENT OF ACCUSED STUDENT RE
FOUNDED COMPLAINT(District)
Last Generated On: By:

SAMPLE LETTER TO PARENT OF STUDENT VICTIM RE Founded\
Complaint AFTER INVESTIGATION BULLYING/HARASSMENT

(District) ke
Last Generated On: By:

SAMPLE LETTER TO PARENT OF VICTIM RE NON FINDING
AFTER INVESTIGATION BULLYING/HARASSMENT (District)
Last Generated On: By: Generate Report

2. Aletter will be generated in Word DOCX format which can be modified to relay information
about the incident to the family of either the alleged offender or victim. Enter all pertinent
information into the letter. Save the document as a PDF file.

Sample letter

School District of Philadelphia

Dear Parents/Guardians:

[SCHOOL], recently received a complaint alleging that your child committed an act of (check
one): ( ) bullying, ( ) harassment, ( ) Title IX sexual harassment against another student. In
accordance with Board of Education Policies 248/249, any form of bullying or harassment
behavior is expressly prohibited.

Bullying is characterized as an intentional, aggressive behavior that is carried out repeatedly over
time which occurs within an interpersonal relationship where there is an imbalance of power.

Harassment is defined as verbal, nonverbal, written, graphic or physical conduct relating to an
individual's sex, age, race, color, sexual orientation (known or perceived), gender identity
expression (known or perceived), national origin/ethnicity, religion, disability, English language
proficiency, socioeconomic status and/or political beliefs.
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3. Once completed and saved as a PDF, the letter can then be uploaded using the Uploaded

Documents function. Click the ( + ) to add a file. If needed, the user should also use this
area to upload a safety plan for the student.

2. Browse for

document. Click 1. Add file

Save & Close or

Uploaded Documents

@ SAMPLE letter for Bully.pdf
. Uploaded Date: 3/2/2020 ‘\

Save & Add to add
another document.

SAMPLE Safety Plan.pdf
Uploaded Date: 3/2/2020

SAMPLE letter for Bully.pdf

Save & Add ) Save &Close |

4. Print out documents to distribute to parents.

5. A document can be removed by clicking on the ( ” ) icon.

6. Clicking on the letter icon ( = ) allows the user to send a document via email. As many
parents may not have a current email, it is recommended to print out all documents to

distribute to parents. Only send PDF documents via email.

”

Email Per.

E-Mail Incident Document

Enter your e-mail address (sender)
@philasd.org

Document

Enter e-mall address (send to)

abullyparent@email.com

Optional Message:

Attached is a document for HIB

187_BJH 02132020 sent to you from
Principal.

_Send )
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Logs

1. The Log tab automatically records every change made to an Incident after the first time it's
saved. The audit trail shown on the right side of the tab is automatically generated by the
system every time a change is detected. It will list the exact time each change is made and
the username of the person in your district who made the change.

General ][ Classification “ Location ‘[ Witness 1[ Motivation ]( Investigator's Notes ][ Report Summary " Actions ” Corduslons] Tasks [ Contact Log l Logs l

Notes Audit Trail
Changed Contact with Parent Date to "2/14/2020" a
+ Changed Contact with Parent Time to "1:30:00 AM"

Before Submittal N After Submittal

There are no notes to display. School Admin 2/14/2020 3:22 PM
Victim Action for Vietim Victim: Cleared Reported Incident to an Agency YES

School Admin 2/14/2020 3:24 PM
Conclusions: Selected Bullying Founded

School Admin 2/14/2020 3:29 PM
Conclusions: Selected Alleged Offender: Bully Bully Is Founded

Associated Incidents

An incident can be linked to another associated incident via the Associated Incidents tab. Click
on the Associated Incidents tab. Use the dropdown to search for the Tracking Number of the
incident to be linked.

Tracking Number:
152_BIH_02242020

m( Classification W[ Location ]fm( Motivation ]( Investigator's Notes ]( Report Summary ]m( Conclusions “’m( Contact Log }@\l Associated Indidents ll

Associated Incidents

Tracking Number Type
[70_BJH 05062019 < [Incdent
*
84_BH_07162019
86 07152019 \

Indicate the tracking number of the incident to
187_BJH_02132020 . . . . .
s be linked. Click Link This Incident.
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Adding an Incident

When creating a new incident record in HIBster, enter the Date of Incident, Time of Incident,
Reported Date, School, and Investigation Type. The incident cannot be saved without this

information. A Tracking Number will be assigned to the incident automatically once it's been
saved.

1. Click on the Home ( ) icon to return to the HIBster Home page. To add an
incidents,click on the (H ) icon in the top navigation bar.

Add New Incident

Incidents for School Year: | 2012 - 2020 i

2. Anincident form will open. The form contains multiple tabs. Each tab consists of a series of
fields and questions which help collect information about the incident. This is similar to the

process in Managing Submitted Incidents except in this case, the user will be adding all
information for the incident.

General -1( Classification ][ Location -]( Witness ][ Motivation -]( Investigator's Notes -]( Report Summary ][ Actions ‘M Conclusions ]( Tasks ][ Contact Log W@I’ Associated Incidents W

Tracking Humber: Date of Incident: Schook: Did you report to Safe 2 Say? If so, what is
[ | the ID?

Status:

Pending by School Admin on 2/24/2020 at 2:52 PM Time of Incident: Informant Name:

Brief Description of Incident: ’[ﬁ“‘"" AN/ PH) ]

(200 characters or less)

Informant Phone Number:
Reported Date:

Targets (Victims)

Alleged Offender(s)

No victims added.

Mo Alleged Offenders added.

Enter information on the General screen about the incident in the spaces provided. Click
Save & Continue.

General " Classification " Location "’ Witness " Hotivation ][ Investigator's Notes ]( Report Summary ][ Actions " Conclusions “’ Tasks ]r

192.8% 02420 ) Wy A Tracking Number | ] [— -
Status: 2 ident: Infq t Name:
Investigation started by School Adnf Wll | be =] utO' pﬂ; Cllt‘:::;ok me:

(62'_?1; ?@ﬁgﬁt;ﬂ;ﬁ;l;ﬂdent: ge ne rated u po n save. e ) Informant Phone Number:
Victim received threatening text messages from another |2 ,2'4 o 215-123-4567

student, berating her and urging her to hurt herself, Ll

T~

Cancel I Save & Continue I Save & Close _"

25



Adding Targets (Victims) on the General tab

Updated: 03/13/2020

Once the incident has been saved, the ( +) icon will appear which allows the user to add

Victims and Alleged Perpetrators to the incident.

1. Click on the ( +) icon on the left-hand side of the screen to add a victim/target. Add

necessary information to the Victim screen. In the right column of the Victim screen, click

on the ( + ) icon under Statement to upload a student statement. If the student receives

special education services, proceed to the next bullet point. If not, click Save & Close to

return to the General screen.

Targets (Victims)

)%

Mo victims added.

1. Click on
the (+) to

add a victim.

Most Recent Autosave: In 5 minutes

\

General 1( Special Education ]

Victim Type:

| Ivictim of violent Criminal Qffense

student with disability || tnaurred Minar Injury [ tncurred Serious Bodily Injury

[ incurred Major Injury [ incurred Mo Injury

Statement

Y

First Name: Last Name:

Caterina [sok | . L
PO W | 2. Click on the (+)
to upload a
A Suite:
pher SeRe student statement
City State  Zip (if available.)
Philadelphia |lpa_ ~]| |
Home Phone: Mobile Phone:
215-666-9898 [ |
Student Id: Student State Id: |
Age: Gender: Grade: 3. C"Ck Sa"u'e & CIOSE
14 |[Female | [Ninth : .
when all information
Ethnicity: [J Gender Non
has been entered.

Asian “| Binary /
h,

~ Save & Add _ Save & Continue | Save B Close I
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If applicable, click on the Special Education tab to review or add information regarding the

student’s special education status. Click Save & Close when complete. Click Save & Close

again to return to the General screen.

General Spedal Education

General ] Special Education l

Victyf Type:

osave: In 5 minutes

dent with disability

] Hearing Impairments
[ ntellectual Disability
[ 1ntellectual Disability-Severe Cognitive Impairment
[l Deaf-Blindness

[I Traumatic Brain Injury

[] Autism

Communication Impaired

[[] orthopedic Impairments

[ visual Impairments
Intellectual Disability-Moderate Cognitive Impairment
Emotional Disturbance
Other Health Impairments
Speech Language Impairments

LI Specific Learning Disability

[ section 504
LEP

IDEA

Save & Add ) Save & Continue

_ Save & Close )

3. Click on the associated icon for a student overview, to edit an entry or to delete an entry.

Targets (Victims)

+ %

Caterina Sok
Age: 15
Grade: 10

Gender: Female

Student ID: 46565111

Ethnic Origin: Asian
State ID:

= Student Overview

= Edit Entry

#

= Delete Entry

4. Click on the ( + ) icon to add another target/victim (if appropriate).

Adding Alleged Offender(s) on the General tab

1. Add Alleged Offender in the right-hand column of the screen. Click on the ( +) icon to add
the alleged offender. Add necessary information to the Alleged Offender General screen.
Follow the procedure for Adding Targets (Victims) on the General tab for each alleged

offender.

2. Click on the ( + ) icon to add another alleged offender (if appropriate).
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Logging Initial Parent Contact

Proceed from the General screen to document the initial contact with the parents/guardians of
the victim(s) and the alleged offender(s). Click on the Action tab at the top of the screen to

document initial contact with parents. Click on the ( / ) icon to log contact with

parents/guardians. Click on the ( / ) icon for all Victims and Alleged Offender(s) involved in the
incident to open screens to document initial contact with parents/guardians. Click Save &
Continue when documentation has been entered for all students involved.

[ cemernt W[ Classification ]( Location Wl' Witness ]( Motivation ][ Investigator's Notes 1( Report Summary [| Actions mr

General Action W Additional Actions ]

e\

Caterina Sok

Most Recent Autosave: In 5 minutes
Action

Have you madd Action 1[ Additional Contacts “ Remedial M Disciplinary M Program Lth
Have you repol

Disciplinary

Agency Contact
ram Lo Yes MNo
Frag ® () Have youmade contact with H you reported this
=7 the parent/guardian of this incident te an agency?
victim?
Date: Time: (HH:MM AM/PM) ‘i

02/24/202 12:15pm
Name of person contacting Parent/Guardian:
Marta Perez

O Parent/Guardian notified in writing
| Spoke with Parent/Guardian

] voice message left

| could not contact

O Other(Please Specify)

Documenting Incident Details on the Tabs

Document details about the incident on the Classification, Location, Witness/Evidence, and
Motivation tabs. Click on each tab to enter information about the incident. Click Save &
Continue after each entry.

( General Classification 1( Location 1( Witness 1( Motivation “
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1. Click on the Classification tab. Use the check boxes to enter all information on the Verbal &
Physical pleat. Click on the Emotional & Electronic and Violence & Vandalism pleats as
appropriate to enter details about the incident.

["Gererat || Gassitcaton || tocation | Winess | Motwation | nvestipatorshetes | Reportsommary | Actions | Concusons || Tesks || Contee

Click all items below that apply:

V. i U, ual i ?
Was this an act of sexual harassment or sexual violence?
®ves \No

Verbal & Physical

Click on a pleat to

enter information.

[vIname calling
MTaun ting/fridiculing
[v] Mocking

O Making offensive comments

L Teasing
~' Demeaning comments

_lother (please state)

L Kicking

I-J Hitting fpunching
1+ Pushing

Cpinching

[ Emotional & Electronic

[ Violence & Vandalism

2. Click Save & Continue when complete.

Location

1. Click on the Location tab. Use checkboxes to document the location(s) of the incident.

General 1( Classification ]( Location W( Witness W[ Motivation W( Investigator's Notes W[ Report Summary ]( Actions ][EI

Click all items below that apply:

] Building Exterior
[ lpus Stop

Cell Phone

|l classroom

[ pistrict Office

| |Ha||wa\,r

.7| Internet
Locker RoomfArea
"I Lunchroom
Offsite Program
—.| Offsite School Sponsored Function

Parking Lot

On the way toffrom school
| |Playgrnund

D Restroom

[ ] school Bus

[Jschool Entrance

| |at a school sponsored activity or event off
school property

2. Click Save & Continue when complete.
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1. Click on the Witness tab. Enter witnesses if applicable. Once a witness has been saved,

witness statements and physical evidence can also be uploaded here. Follow the process

for adding victims and alleged offenders to add witnesses. (See Adding Targets (Victims) on
the General tab for details.)

+

e

Mo wil

2.

of evidence to be uploaded. Use the ( + ) icon to upload a file. Follow the procedure for
uploading documents outlined in the Uploading documents section of the stepper. The

Witnesses

5 add

Witness Type:

general education student

First Name:

Last Name:
|Corn elia

| |Erbe
Address:

|Apt or Suite:

City State

Zip

Home Phone: Mobile Phone:

Student Id: ; Student State Id:

Grade:
“| | Ninth

Age: Gender:
|l4 | Female

Ethnicity:
Multiracial o

e

1. Click the ()

Most Recent Autosave: In 5 minutes

sign to add a
student
statement.

P

2. Click Save & Add to add
another witness, Save &
Continue to stay on this screen
OR Save & Close to close this
screen.

_Save & Add ) Save & Continue

) Save & Close )

Evidence area is intended for ALL documented evidence pertaining to the incident.

(Evidence

Is there any physical evidence?l I Yes I (®) No

3. Click Save & Continue when complete.

Evidence

+ X

Is there any physical evidence? () yae

5 No

| Picture/Video/Audio Tape
[l other (please state)

[ Email

If there is physical evidence to be uploaded for the witness, click Yes, then identify the type
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Motivation

1. Click on the Motivation tab. Enter information regarding the perceived motivation for the
incident by checking the appropriate boxes on the tab.

e ————————
General Classification Location Witness Motivation Investigator's Notes Report Summary Actions Conclusions Tasks Contact Ly

If you feel the incident was in any way motivated by any of the following distinguishing characteristics please indicate by checking where appropriate:

O Appearance I Disability O Home drcumstances —l Religion
] Ancestry Gender [ Medical condition Sexual Orientation
O Color B Gender Identity & Expression | Race/ethinic origin ] Other (please state)

Additional Motivations:

Obtain Peer Attention —l Obtain Adult Attention [i] Avoid Peer(s) n Avoid Adult(s)
|l avoid Tasks/ Activities Obtain Items/Activities [ Junknown Motivation or T Other Motivations Please specify
don't know

2. Click Save & Continue when complete.

When all descriptive information for the incident has been entered. Begin the process of

documenting the investigation of the incident. See Documenting the Investigation.
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HIBster allows the user to search for specific incidents in order to download incident

summaries. Any previous search terms used on the Custom Report Generator OR on the

Incident Search page will be remembered in the browser as long as the user is logged into

HIBster. Press the Clear button located near the top of the page to start a new search.

For text boxes, the search will return any partial matches it finds. If a field is left completely

blank, the system will NOT filter by that criteria. Checkboxes work in a similar way. Pressing the

Filter Criteria button while all search fields are blank or on their default selection will show

every incident in the district available to the viewer.

1. Click on the Home ( ) icon to return to the HIBster Home page. To search for an

incident in the system click on the search ( n ) icon in the top navigation bar.

Welcome =

e -

LI TTEEES IR

2. A new window will open allowing the user to conduct an incident search based on the

search criteria selected. The user can search criteria under the General, Type,
Classification, Location, Witness, Motivation, and Action tabs. The Executive Summary tab
is for administrators. Anything on this tab will be featured as the first page of an Executive
Report. Enter desired criteria under the desired tab, then click the Search button. Click on

the Clear button to clear the fields to begin a new search.

Wi sar ot Y
(® None
Con
) After
© Before

() Between

General W Type ( Classification M Location M Witness W[ Motivation W( Action W[ Executive Summary ]
W sior: SRR ... D e
- Date Started
First Name: (. Bullying Founded [ Bias Related !
2 b Date Closed
_! Bulying Unfounded Bias Intimidation —
Last Names (> Bulying Founded - Offender Unidentifiable Occurred [ DateAppro:
C [ Gang Related Date Reported
Student Id Harassment Founded
( Harassment Unfounded Date Of Inddent
Schook (2 Harassment Founded - Offender Unidentifiable Date Repol BOE
: Ty
 sexual Harassment Founded
Grades Involved: T
( TackngiNumber
' Sexual Harassment Unfounded racking Humher
() Sexual Harassment Founded - Offender Unidentifiable Custom 1d:
@ Al O submitted  C Not Submitted }
Incident Archive:
© only Show Active Incidents
2 Only Show Archived Incidents
© Show All Incidents
Was this an act of sexual harassment or sexual violence?:
O Yes
) No
Search Clear ) *Be sure to dlick search before generating reports to apply your search criteria.
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3. Once the criteria have been established and a search has been generated, use the scroll bar

to navigate to the bottom of the screen to view the results. Hover, then click on the
incident number to open.

2. Hover, then click on an incident to
Generate Report Generate Excel Rej Generate Open the |ncident. Py your search criteria.
Number & Custom ID Date/Time school Submitted By Type |
192_BH_02242020 = 2/24/2020 8:30:00 AM School Admin HIB I
187_B0H_02132020 2/13/2020 12:45:00 AM Tibster241 HIB
86_BIH_07192019 7/11/2019 12:00:00 AM Khebner@phiasd.org HIB
84_BIH_D7162019 hibster241 HIB
Tracking Number:
70_BIH_05062019 192_BIH_02242020 = bbctarng e =
3. Incidents are coded 1. Use the scroll bar to
\ General | cusaicanion | by Tracking Number. bestigatar's nates || Report su navigate to the bottom of
Tracking Number: Date of Incident: Schy the screen to view the
| 192_BJH_02242020| 2/24/2020 Bl
- . results.
Status: Time of Incident: Inf
Investigation started by School Admin on (HH:MM AM/PM} cat
2/24/2020 at 3:05 PM 8:30am
: i 3 nf{
Brief Description of Incident: :
e e Repontea bt
Victim received threatening text messages from ~ et
fiﬂqtm?r.studsﬂt, berating her and urging her
Targets (Victims)
Caterina Sok
Age: 14 Gender: Female Ethnic Origin: Aslan =
Grage: 9 Student ID: State ID: u / x

4. Reports can be generated from this screen by clicking on the Generate Report, Generate
Excel Report and Generate Bulk SSDS (Student Safety Data System) buttons. *Be sure to
click Search before generating reports to apply desired search criteria.

Generate Report Generate Excel Report ) Generate Bulk SSDS Search Clear

G te R | . . . . . H H
enerate TEROTt 3 detailed summary of each incident included in your search in a single PDF
file.

Generate Excel Report

will create a CSV file split into tables containing basic information for each
incident.

cenerate Bulkssps ) Will create a ZIP file containing SSDS (Student Safety Data System) forms for
' each incident automatically filled out in a PDF format. The forms used will be

either the SSDS HIB Report or the SSDS Other Incidents Report, depending on
whether the investigation type is HIB.
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5. Users can also search tasks by clicking on the blue hyperlink in the top left corner of the

screen.

|ﬂ PHILADELPHIA

Clic c to search tasks.

School Distric

General Type Classification

Witness

6. This link opens another set of search fields to search tasks. Enter desired criteria, then click
the Search button. Click on the Clear button to clear the fields to begin a new search. The
user can also use the blue hyperlink to return to the search incidents screen.

g Search Tasks

Click] to search incidents.

Use the blue hyperlink to return to
the search incidents screen.

Deadline Date
Completed Date

® None
L 0on

() After

) Before

() Between

_ Complete

_) Incomplete O

Search

) Clear |

7. For example, a search for Incomplete tasks will return the tasks yet to be completed for an
incident (identified by its Tracking Number).

Search Tasks

Deadline Date
Completed Date

)5 Task Deadline Date

® None
Oon

O After
) gefore

() Between

) Complete * Incomplete Al

Task Description

Tracking Number

Number of Days Deadline

Determine appropriate discipline

187_BJH_02132020

3 02/16/2020 ]
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8. Hovering over the incident and clicking on it will bring up the incident task for the user to
adjust the deadline as necessary. The user can also mark the task as Complete from this
screen. Click Save & Close when complete.

Toskpescton Tk e
Determine appropriate discipline 187_BJH_02132020 Most Recent Autosave: In 5 minutes
Search Clear Determine appropriata dscpine
Assigned to Role: Any Assigned to User: Any
Days to complete: 3 Deadine: 2/16/2020
Notification Sent: Yes Status: Pending
_ Adjust Deadline
If the Incident Task has Reason for delay:

been completed, it can be
marked complete by
marking the checkbox.

Save Save & Close Cancel

Using Student Overview Functionality

Click on the Home ( ) icon to return to the HIBster Home page. The Student Overview (

)icon in the top navigation bar allows users to search a student and see their history on
HIBster.

1. To see astudent’s history in HIBster, click on the Student Overview ( ) icon.

Welcome -

2+ @ EPEsTEE®ON? a8

o *]
2. Click on the 2 people ( © ) icon in upper right corner.
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Student Overview *

No Student Selected ‘ Select Studen ‘
Victim Incidents 1[ Alleged offender Incdents T Witness Incidents ] /

Incidents where this student was a Victim /

No Incidents Found

3. Type inthe student’s name OR click on the search button to pull all students in a list form
that meet the search criteria.

| Find Student

Enter Search Criteria

Il First Hame: Last Name: School Student ID: Grade: H
Wal WL - Twelfth Search
First Hame Last Name Student Id Date of Birth Grade

4. Once a student has been selected from the search, click on the appropriate tab to view
information about the incidents in which the student has been involved (as a victim, alleged
offender, or witness). A Student Incident Report can be generated from the Student
Overview.
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Student Overview ®

Student Overview for Caterina Sok (46565111) [ Select Student ; p. ‘

Victim Incidents 1[ Alleged Offender Incidents 1[ Witness Incidents ]
L
L}
Click on the appropriate tab to display
information regarding the student’s

involvement in an incident as a victim,
alleged offender or witness.

Incidents where this

No Incidents Found

Users can generate a

/ Student Incident

Report from the
[ Generate Student Incident Report ] Student Overview. . Cancel )
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Click on the Home ( ) icon to return to the HIBster Home page. School Level Reports are
available for HIBster users in the top navigation bar. See Using the Icons for Navigation for a

summary explanation of the report icons.

Welcome

+@*EPEBEEON? a el

Reports icon

1. The following is a list of the available reports and the type of information that can be

generated from the Report icon ( ) in the top navigation bar.

Report/Graph Type | Description
Founded/ Bar Graph or Pie Chart represents the number of Unfounded, Unfounded
Unfounded Inconclusive, Founded All Perps, and Founded Not All Perps incidents within a

selected school.

Incidents per Grade

Bar Graph or Pie Chart that represents the number of incidents per grade level
within the selected school.

Incident Victim
Ethnicities

Bar Graph or Pie Chart that represents the percentages of ethnicities involved
in incidents within the selected school.

Hot Spot Locator

Report that features the total number of incidents within the specified criteria
and the number of incidents and percentage of total that it represents for
each location that can be chosen for an incident.

Task Completion
Report

Bar Graph or Pie Chart that indicates the percentage of incidents within the
specified criteria for which the notifications tasks were “met” or “not met.” If
all tasks were completed prior to or on the deadline, the incident will count as
“met.” If even one task was not completed or completed after the deadline,
the incident will count as “not met.” Information documented in the
Investigator’s Notes tab of the incident is crucial for explaining “not met”
incidents.

Repeat Offender

Excel report that features the First Name, Last Name, Student ID, Grade,
Gender, and Incident Count for students listed as an alleged perpetrator in
more than one incident.

Repeat Victim

Excel report that features the First Name, Last Name, Student ID, Grade,
Gender, and Incident Count for students listed as a target (victim) in more
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than one incident.

Incident Summary

Report identical in format to the non-confidential report generated from
search results.

Incident Tasks

Features the incidents Tasks, Days to complete, Status, Deadline, and Reason
for Delay. This report will show all tasks that were completed on time, were
late, or not completed at all.

Incident Audit

Features Tracking Number, Audit time, User Name, and Details. It indicates all
actions taken on an incident.

Incident Signatures

This is a report that is run to find out when the incident was assigned to each
person involved. It includes users, user roles, and the date assigned.

Investigations

Features total Number of incidents initiated, number completed within 10 day
timeline, as well as the number of investigations at the specified school.

Safety Report

Breakdown of other reports. Features Founded Report, Victim Ethnicity
Reports, Hot Spot Report, Incidents Per Grade Report, HIBster Report all
incidents and Executive Summary.

Civil Rights Data
Collection

This is a biennial report (i.e., every other school year) survey of public schools
required by the Office of Civilr Rights since 1968. The CRDC collects data on
leading civil rights indicators related t6o access and barriers to educational
opportunity at early childhood through grade 12.

Code of Conduct
Report

The Code of Conduct report includes a list of total applied demerits to
students within a filtered range.

Philadelphia Sexual
Conduct Report

Custom Report for School District of Philadelphia which counts incidents
involving an act of sexual harassment or sexual violence. This includes a count
of all schools and an aggregate.

1. These reports can be accessed by clicking on the Reports icon in the top navigation bar.

Welcome

Reports Incidents for School Year: [2019-2020 ~| (§
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Report/Graph Type

| Founded / Unfounded I

Incidents per Grade

Incident Victim Ethnicities
Hot Spot Locator

Task Completion Report
Repeat Offender

Repeat Victim

Incident Summary

Incident Tasks

Incident Audit
Incident Signatures O gefore
Investigations
Safety Report
Civil Rights Data Collection ) pefore

Code of Conduct Report

Philadelphia Sexual Conduct Report
veracity of all reports before using them in any official capadity.

| reports, However, the end user is ultmately responsible for confirming the

Run Report | Email Report )

3. Indicate the report parameters:

a. Ifthereportis available in Bar Graph or Pie Chart format, select the desired graph

format.

Indicate a Report Format (Browser or PDF)

=0 oo o

Click Run Report or Email Report

Indicate Status (Approved, Not Approved, All)
Indicate Date Entered and Closed Date (None, On, After, Before, Between)

If run at the school level, the school should auto-populate with the reporting school.

NOTE: Report parameters will vary. Custom Reports only include date ranges.
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Founded / Unfounded - |

Graph For t
"ngfcr’é'éﬁlaﬂi 4__——-{ a. Graph format. ‘
= ‘_< b. School dropdown ‘

c. Report format ‘

Investigation Type: (& 53

Report Format tatus

PDF v| | Approved v d. Status

DateEntered: @iyone (Jon (After ('Before ( Between

‘ e. Date parameters ‘

Closed Date: @ pyone (on (after ) Before () Between

EDS and HIBster strive for complete accuracy in all reports. However, the end user is ultimately responsible for confirming the
veracity of all reports before using them in any offidal capacity.

f. Run or Email Report H _RunReport ) Email Report )

{
|
|
Report/Graph Type
|

The Executive Summary Generator

HIBster allows you to download incident summaries that can be fully customized with the
information you want. This feature is available to all users in your district who can access HIB
reports. When generated for a group of incidents, the report will display a one page summary
for each incident in the group. The next page will include the executive summary that was
entered on the Executive Summary tab. Each following page will be a summary report of each
incident, similar to the incident reports of the incidents which match the filter criteria.

1. Click on the Home ( ) icon to return to the HIBster Home page. The Executive
Summary Generator can be accessed by clicking on the Executive Summary Generator icon

() in the top navigation bar. This will take you to a new page where you can search for
specific incidents.

Welcome ‘
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Executive Summary Generator
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2. Before any reports can be generated, a search must be conducted. Any previous search
terms used on the Executive Summary Generator OR on the Incident Search page will be
remembered in the browser. Press the Clear button to begin a new search.

Filter Criteria )] Clear |=ge sure to click "Filter Criteria” before generating reports to apply your criteria.

m@[ Classification ][' Location ”' Witness 1[ Motivation W Action ][’ Executive Summary 1

am— CEmE

First Name: ) Bullying Founded

| ) Bullying Unfounded

i 2 Bullying Founded - Offender Unidentifiable
Student Id _ Harassment Founded

‘ -/ Harassment Unfounded
‘Sclmulz—| ! Harassment Founded - Offender Unidentifiable
Grades Involved: ) Sexual Harassment Founded

) | * Sexual Harassment Unfounded

O Sexual Harassment Founded - Offender L

Driving Factor
[ Bias Related

[ Bias Intimidation
Occurred

Gang Related

ia Incident IDs

Tracking Number

Custom Id:

Date Started

Date Closed

Date Approved
Date Reported
Date Of Incident
Date Reported BOE

Investigation Start Date | |
®) None
Jon

) After
() Before

) Between

NOTE: Pressing the Filter Criteria button while all search fields are blank or on their default
selection will show every incident within the district available to the user.

3. Type in any executive summary information on the Executive Summary tab of the search
feature before clicking Filter Criteria to have it included in the first page of the report.

Filter Criteria | Clear | *8e sure to click "Filter Criteria” before generating reports to apply your criteria.

General ]( Type ]( Classification W Location 1[ Witness W Mobivation 1[ Action

Executive Summary n

This report shows a summary of all incidents in the district year-to-date.

4. Enter desired report criteria using the tabs. Indicate General information, Type,
Classification, Location, Witness, Motivation, and Action filters as desired. This search

functions similarly to the Search conducted using the Search ( )icon in the top
navigation bar - the results displaying on the bottom of the screen will be the same. (See
Using Search Functionality.) It differs, however, in that the report can be customized using
the filters available in the Incident Summary Options available on the left side of the page.

Sample Results by incident of filter

Number Date/Time
196_BJH_03022020 3/2/2020 8:15:00 AM
192_BJH_02242020 2/24/2020 8:30:00 AM
187_BJH_ 02132020 2/13/2020 12:45:00 AM
86_BIH_07192019 7/11/2019 12:00:00 AM
84_BIH_07162019 7/16/2019 2:00:00 AM
70_BIH_05062019 5/6/2019 12:15:00 AM

Submitted By
School Admin
School Admin

hibster241

hibster241
hibster241

NOTE: Clicking on any of the incidents will take the user to that incident page in HIBster.
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'Summary - Reported Incidents 5. Once the results have been filtered and a list of

. results appear underneath the search options,
! Statistical Table

2] Exmcaitve Sty Cows Fags indicate the summary options. Enter the desired

“Tracking Number Cover Page Name as well as the report parameters

+ Custom Tracking Number using the provided checkboxes on the left side of

~ Date Entered the screen.

od i . . . .

glsncr:de?t diais 6. This extensive list of settings controls what

>~ 5Choo

B tietia information will be visible on the custom report.

~ Investigation Type

7| Filed By Everything is set to visible by default, but specific

~| Type (of Behavior) information can be hidden simply by unchecking
Targets items from the list. Clicking on any incident listed at
 Display Targets the bottom of the screen will take the user to that
~IDisplay Names ' Display s incident's page in the HIBster system where it can
| Display Grade > Display Action

be viewed or edited.
Taken

7. After choosing visibility options, scroll to the bottom

A ehssifieatinn left of the screen to print the summary for the

= Location .. . . . .
incident(s) listed in the search by pressing either

Witnesses
| Display Witnesses
~ Display Names - Display IDs

Generate PDF or Generate Excel. Generate PDF will
save your information in a PDF text format.

 Display Grade Generate Excel will save your information into a CSV
_ table file that can be viewed in Microsoft Excel.
| Evidence
| Motivation
Generate PDF
Offenders

 Display Offenders
I Display Names ~  Display IDs
/| Display Grade * Display Action

Generate Excel

Taken 8. Special note on confidentiality: If Display Names is
Srat[:';pla"' oo unchecked for any students involved in the incident,
this will make their names invisible in the list of
¥ Conclusion

Targets, Witnesses, and Offenders printed on the
| Additional Tnformation

o Exescliinig Sirnmary (For Exch incadant) custom report. However, it will NOT hide any

[ Justifications mentions of their name if they appear within the
| Tasks text for statements, additional information, or
| Statement executive summary.

Generate PDE
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The Yearly Breakdown Report

1. Click on the Home ( ) icon to return to the HIBster Home page. The Yearly Breakdown

Report can be accessed by clicking on the Yearly Breakdown Report icon (H ) in the top
navigation bar.

Welcome

: ‘l'earl_},f Breakdown Report |

2. Use the dropdowns to select the Incident Type, the Founded/Unfounded status, and the
year. Click Search when finished.

Yearly Breakdown Report

Incidents This Year: 2020

Incidents This Year: 2020

Incident Type Founded /Unfounded

All Incidents [~] [an ]

All Incidents Incident Type Founded/Unfounded

] ] All Incidents A ¥
HIB [ ~ |
Violence and Vandalism View Other Years...

2020 '
Code of Conduct Founded

Affirmative Action Unfounded
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