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The IC Behavioral Referral Form allows staff members to complete an 
online referral for student(s)behavior event and submit it to an 
administrator responsible for managing behavior for further action

The form is made up of 2 main parts - General Information and 
Event Details /Participants

The following pages outline steps for submitting behavioral referrals. 

Incident - General Information

Event Details

Participant Participant
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2.  click toggle Outline button for better 
workspace

1.Click Behavioral Referral located in the Index Outline
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click new

First enter 
information for 
the incident as a 

whole.

For date, be sure 
to enter date of 

incident, not date 
of submission

Please choose 
only ONE admin

Do not list any 
student names in 

the incident 
section
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Next, section is 
Events and 

participants - 

click on add 
event/participants
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FIll out event details, but DO 
NOT mention students by name - 

that will be added in the 
participant(s) details

there is a need for confidentiality 
here, since parents of all involved 
will eventually see the report in 

the system.  If writing details 
about an incident involving more 
than one student, each must be in 
a separate participant section for 

the same event.  For example, 
when describing event, write 

“altercation with another student 
in class” for example.  If two 

students were involved, then you 
will need 2 participant sections.
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