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Ways to Create Behavior Incidents

• Behavior Incidents in Infinite Campus are created 
in two ways
– Behavior Referral

– Directly in the Behavior Management tool

• Behavior Incidents are grouped as Events that have 
taken place at the same time, in the same location.
– Multiple Events should be grouped within the same 

Incident, if related.
• For example, an event of Bullying, and the event of Alcohol use 

may both take place within the same Incident, i.e., an on-
school-property sporting game.
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Behavior Referrals

• Behavior Referrals
– Users can create Behavior Referrals if they have the 

necessary tool (access) rights.
– Behavior Referrals must be created within a 

calendar/school (selected in header bar).
– Users must fill the required fields in the form before it

may be saved as a Draft or Submitted, the remainder of
the entry is optional.
• Which fields display as required will depend upon your

administrative set up.
• If a Draft is saved, it will not be submitted until the user

submits it.



Behavior Referral Form
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INCIDENT DETAIL INFORMATION

Alignment- Discipline and Award are available. Types of 
events offered will be based on this selection.

Date - Always required, defaults to 'today'

Time of Incident - Always required, defaults to ‘now’

Notify - List of all available Campus Behavior Admins 
designated to manage Behavior incident reports

Title - Text box to enter the name of the incident

Context - Descriptor for reporting. List can be edited by 
district

Context Description - Text box to enter details about the user 
selection of Context

Location -Required field. The list is located in the Core 
Attribute Dictionary and may be edited by the District. 

The SSEC report requires values to report properly.

Location Description - Text box to enter details about the 
user selection of Location.

Damages - Financial cost of the Incident.

Details - A text box to describe the referral 
(1000 character max.) It is recommended not to enter a 
student’s name in the details section.



Behavior Referral Form (Ctd.)

EVENTS AND PARTICIPANTS SECTION

Add Event/Participant- Is the only active section
until more detail is added. This may be set to 
“required before submitting” in the Behavior 
Preferences and will assist the behavior admin. 
when the most detail possible is entered

From this point on, all detail entry takes place 
within a popup window, and Save Draft is the only 
option allowing the user to continue or edit 
information before submitting.

Event Type - Selected from district-defined list. 
Types can be district-wide or school-specific

Gang Related - Checkbox for SSEC reporting.

Bias Related - Does not affect SSEC reporting.

Alcohol Related - Does not affect SSEC reporting.

Drug Related - Does not affect SSEC reporting.
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Behavior Referral Form (Ctd.)

“This event required the use of Behavior 
Response"- Checkbox that will require the linkage 
of a district- defined Response Type before the 
behavior manager may mark the incident 
"completed". If no responses are available in your 
database, this must remain unchecked.

"Add Participant" - Can be Student, School 
Employee, or All People. If an involved person is 
not in Campus Census (All People), an identity 
must be created before they can be linked, and 
non-Census person information should be added 
into the Details text until the time when a
Census/Registrar user or admin user may add the 
person to be linked properly.

Searches can be performed as in the Menu > 
Search, by last name, first name, name portions, 
and using wildcards, but at least two characters are
required for a search.
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Behavior Referral Form (Ctd.)

If the selected event is mapped to 
an SSEC- reported classification, an 
additional required field will display
asking the user to define the event.
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Participant Details - Once a person is 
selected, they should be assigned to the 
appropriate Role: Offender, Victim,
Participant, or Witness.

Demerits - An optional points system for
your district.

Injury - Selection for severity of injury 
incurred by this person.

Injury Description – Optional text area.

Medical Service Provided - Check box for
ad hoc reporting.

Details - Description text box.

Add as many events, participants, and 
roles as necessary. 

Save Draft and Submit when ready.
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Behavior Referral Form (Ctd.)



Create Incident - Behavior Management
• Behavior Managers can create Incidents directly 

in the Behavior Management Tool.

– Click New. Entry is similar to the Behavior 
Referral tool. Form differences are as follows:
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Status – Used for filtering calendar 
wide table of all Incidents. 
Incidents may not be marked 
Complete if certain required fields 
are missing.

Submitted By – List of all users 
with Behavior Referral access who 
are NOT marked “Behavior 
Exclude” for this calendar within 
Census.



Display on Portal - Check whether to display to 
parents and/or student portal. Will only 
display if Behavior is selected in the School's 
Portal Preferences.

Relationship to School - Locked list provided by
Campus to further define person.

Whether displayed to parent or student, 
the same generic information displays on 
the portal under the column titles below.
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Create Incident - Behavior Management (Ctd.)



If "Behavior Response" is checked as 
part of an Event, it activates the Add 
button.

Response Type - District-defined list of
types, can be calendar-specific or
district-wide.

Behavior Response Approver - Select 
from staff list designated as an 
approver (may be a required field).

Pre-Response Actions - Text field for 
description.

Response Details - Text field for 
description.

Post-Response Actions - Text field for 
description.
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Create Incident - Behavior Management (Ctd.)



Room - Text field for description, required 
if “seclusion” type is selected

“Student was injured during the response"
- if checked, a text box for a description is
provided and required.

Guardian Contacted - If checked, 
additional fields provided, and 
date/time required.

Add Participant - Response participants 
are defined as the people who are 
restraining the student, assisting in the
restraint or observing the restraint or
seclusion.

Role - Locked list to define level of 
involvement.

Participant was injured during the 
response - If checked, text box for 
description is provided and required.
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Create Incident - Behavior Management (Ctd.)



Review Participants link - Shows event participants, 
with pictures if available. It also includes expandable 
contact information.
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Create Incident - Behavior Management (Ctd.)



Adding Behavior Resolutions

• Resolutions can be added by Users who 
have Behavior Management tool rights.

– Resolutions can be district wide or school-based.
– They must be Discipline/Award aligned.

• Resolutions for an SSEC-reported event must have a State Code 
Mapping to report on the SSEC extract.

– They can be created with the capacity to:
• Calculate End Date/Duration - based on start/end date/times.
• Allow the Behavior Manager to record attendance for the 

resolution dates.
• Link to a Removal Sub-Type: Detention, Suspension, or Expulsion.

– Resolutions linked to Detention are automatically linked 
to the Detention Tracker tool.
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Resolution Type - Allows users to create and 
manage resolution codes assigned to student 
behavior events. Behavior Resolutions describe 
actions taken as a result of a behavior event, 
such as detention or an award for good 
behavior. 

Resolution Start Date - Required for resolution to be 
saved.

All other fields are optional if Resolution isn't linked 
to calculate or require additional reporting data.  It is 
still best practice to provide as much detail as 
possible.

The Removal Reason field is a district-defined list, 
and does NOT link to the Removal report. It is used 
as an ad hoc reference to indicate the reason the 
student was removed from their instructional setting 
as a part of a behavior resolution.

Resolutions can be applied to one or more related 
students.
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Adding Behavior Resolutions (Ctd.)



Adding Behavior Resolutions (Ctd.)
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• Resolution Entry - Linked to detention but
not calculating duration or attendance.

Detention Duration – Count 
of time to be served.

Duration Units – Indicate 
whether count to be served is 
Hours or Minutes.



• Resolution Entry - Linked to Calculate Duration, 
Allow Attendance Modification, and to the 
Removal Report.
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Duration in School Days:  Auto-calculated 
but can be overwritten.

Attendance Code: Will apply to selected 
student(s) in all scheduled periods 
spanning the start and end date/times. 
THERE MUST BE AN ATTENDANCE CODE 
CHECKED FOR BEHAVIOR or this field 
will not display, even if the resolution
allows it.

Resolutions can be applied to one or 
more related students.

Adding Behavior Resolutions (Ctd.)



Check for attendance conflicts:

Click the Check for attendance conflicts button to verify the 
student does not have existing attendance records. 

When there are existing attendance records:
• Overwrite Existing attendance - When selected, 

existing attendance records are overwritten with 
new attendance records based the Attendance 
Code selected for the behavior resolution for all 
dates encompassed within the resolution.

• Save attendance but do not overwrite - When 
selected, attendance records created by the 
behavior resolution are saved but any existing 
attendance records which overlap attendance 
records created by the behavior resolution are not 
overwritten. 

• Save behavior resolution but not the attendance -
When selected, behavior resolution data saves but 
existing attendance records are not modified or 
replaced.

Click the Save button when finished. The assigned resolution 
is saved and displays on the student's behavior record and is 
stored with the behavior management entry. Depending on 
the options chosen for the attendance entry, the student's 
attendance record is also updated with attendance 
information related to the behavior. 18

Adding Behavior Resolutions (Ctd.)



Tracking Detention
• Users with tool rights to Detention Tracker can update 

served detention as soon as the linked Resolution is
saved.

– Users can update time served for all 
students using the fields in the header or by 
checking each individual student in the list.

• Auto calculates time remaining.

• Record is hidden from view once time is served 
in its entirety.
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Behavior Management Tool

• Filter by Status or Alignment

• Sort by Column Titles

• View Details and Edit by selecting record

– Marking status "Complete" must be done manually

– If Behavior Preferences are set to lock completed 
incidents, they must be unlocked before editing
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Behavior Management Tool (Ctd.)

• Behavior Responses must be Complete before
record will save.

• Resolutions can be ongoing.
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Managing Behavior Within a Student Record  

• Clicking on an event will display all details.
– Clicking the Incident ID will direct the user to

Behavior Management, where all elements are 
accessible.
• Link is deactivated for users without access.

– If Detention time has been served, it can be added from 
this button, as long as the user has access to Detention
Tracker.
• Added records can be edited/deleted, but records that have 

been created in Detention Tracker have to be edited in Detention
Tracker.

• New Resolutions can be added, even if status is 
Complete.



Viewing Behavior Incident Notices

• Campus sends a message to behavior staff when
a new incident has been referred to them. The 
behavior referral sender may receive a message 
once a resolution has been assigned if the 
preferences are set as such.

– Messages are relayed through the Message 
Center.
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Viewing Behavior Incident Notices (Ctd.)

• Behavior admins will receive a message with a hyperlink that 
will navigate them to the incident in the Behavior 
Management Tool.
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Viewing Behavior Referral Notices (Ctd.)

If the behavior admin has selected the setting in the 
behavior preferences, “referral submitter” will be notified 
when a resolution has been assigned and the incident has 
been marked completed.

25
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Behavior Letters

• The Behavior Letter Wizard allows schools and districts to create disciplinary 

letters which populate student data based on predefined event trigger criteria. 

• Users are able to initially create a behavior letter and then generate that letter 

each time they want to pull student data for the defined criteria.

• Different letter formats can be created for any combination of events and 

resolutions. Users can create letters for an effective date or a date range. 

• Sort options are provided for desired printing options, either by student name or 

by mailing address zip code (for bulk mail rates). Created letters are saved and 

can be used as many times as desired.

• When entering the Effective Date to generate letters, the date entered is the date 
on which the behavior incident occurred, not the date of a behavior resolution.



Creating Behavior Letters

• Click New

– Give the letter a unique name.

– Select whether the letter will focus on an incident and event, or the
resolution assigned.

• Click Add Criteria to define which behavior details will be 
used to populate the letter.

• Letters can use thresholds to link Events, Resolutions, and role 
by adding a count to each portion before generating the letter.
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Select which Behavior Events should 
display in the letter's Discipline
Summary report.

All incidents matching - Based on the 
type/resolution/role criteria within the 
selected header calendar

Triggering event only - This only 
displays events which triggered the 
count date criteria to be met.

All incidents for the selected header
calendar, regardless of type

Select which additional information 
should display within the letter's
Discipline Summary report grid.

Click Letter Format in the bottom 
right corner to continue.

28

Creating Behavior Letters (Ctd.)



Creating Behavior Letters (Ctd.)

• Use the formatting bar to insert Campus Fields and Sub-Reports to
create your letter body.

– Save the letter to your user account, or share with a user group in 
which you are a member, by clicking Save Format at the bottom of
the page.

29
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Creating Behavior Letters (Ctd.)
All letters in Campus now have the option to store a letter in an
alternate language and can be sent in the receiver's preferred
language preference. Campus software doesn't actually translate.

To create a Spanish Behavior Letter 

Open an existing English 
template (or create new).

On the Letter format step 
(save the English version first 
if it's new,) click on preferred 
language in the drop down 
list, enter the translated text 
into the letter box, and Save.

You must also click Active next 
to the preferred language for 
the template, or else it will 
remain in "draft" mode.
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Generating Behavior Letters
• Once the format is saved, you can generate the letters by going back 

to the Behavior Letter Wizard.

– Highlight your letter in the Saved Letters window.

– Select a single date, or run the letter for a date range.

– Select a sort option for when multiple student letters generate.

– Select letter format you would like to use. Either an addressed 
form letter or a blank form letter.

• If the addressed form letter type is chosen, you can either use
the default salutation or over write it with your own.

• Further narrow the student search by selecting an existing Ad 
Hoc filter if desired.

• Click Print Letters when complete.
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Behavior Messenger

• Behavior Messenger can send portal Inbox messages
for behavior notices, and if Email Messenger is 
enabled in your district, notices may be sent through
both mediums.
– Messages in Campus can be copied within an 

individual user account, and can be shared to user 
groups.
• If sharing a copy with other users, save an original!

– Message Templates can be saved for consistency in
communication.

– Message Templates can be created in multiple 
languages for select contact delivery.



Behavior Messenger (Ctd.)

• Select whether the message is to 
be saved in your user account, or
a user group.

• If creating a message for the first time, 
leave New selected under Template, 
otherwise, select an existing template
for re-use.
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Behavior Messenger (Ctd.)

• Select how to filter on students

‒ (Grade, Event Type and/or Involvement Role)

• Select whether to narrow student selection by an 
existing Ad Hoc Filter or not.

• Set the effective date.

• Elect whether to limit message by recipient's 
language choice.
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Behavior Messenger (Ctd.)

• Create a Message Subject (required) and Message
Body using the formatting bar to insert Campus Fields
and Sub-Reports.

• Elect whether to send by Inbox, Email, or both.

• Users may see Voice and Text Boxes if the 
District has the Messenger With Voice Premium 
Product.
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Behavior Messenger (Ctd.)

• If saving the message as a template for re-use,
scroll back to the top of the page and click the Save 
box next to the Template name.

– A popup will direct you to select a user/group, and
require a name for the template.
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Behavior Messenger (Ctd.)

• In order to set a Delivery Date and Time, go to the bottom of the 
page and enter the desired delivery date and time.

• It is best practice to click the Test prior to sending the message. You 
can use your own e-mail address to send the test message to for 
review.
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• Click the Preview/Send box to review message recipients and 
delivery options



Delivery method and select/deselect

• Click the Review Recipients box to see the names of who will 
receive the message. 
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Behavior Messenger (Ctd.)

• Once complete click Save and Return, or Cancel.

• Click the Preview Icon to see actual message detail prior to 
sending the message.

Preview



Behavior Messenger (Ctd.)

• Elect to Send Message (continue as scheduled) or,
click Cancel to test email delivery.

– Click Test button.

– Enter an email address in popup box (does not have
to be linked to a Census/Person).

– Click Send Test to see if transmitting.

• Continue with Preview/Send, Send Message when 

complete.
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Behavior Messenger Scheduler

• Saved templates can be sent on an automatic 
schedule.

– Saved templates must be available to user 
creating the schedule.

• Select Template name.
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Behavior Messenger Scheduler

Uniquely Name the schedule

Select the calendar to search for aligned 
behavior events

Checkbox is available to disable schedule 
if desired

Enter a recurrence frequency

Enter a start date and time for the 
schedule

Review the detail to ensure accuracy

Check whether or not confirmation should 
be sent

When complete, click Save at the top of 
the page

Incidents do not need resolutions assigned, nor do 
they need to be marked with complete status for the 
messenger to send on schedule. 41



42

Behavior Office Reports

Behavior Attendance Audit Report 

Identifies students who have behavior 

resolutions not linked to an entry in 

their attendance record or have 

specified attendance codes not 

covered by a behavior resolution. If 

attendance modification from Behavior 

Management has been enabled, the 

Behavior Attendance Audit report 

displays instances where an 

attendance record was created from a 

behavior resolution.



 Behavior Event Report
Lists the number of behavior 
events by type. The report 
can be modified in various 
ways, such as reporting 
events based on Date, 
Referrer, Role or Event Types, 
including participant details 
such as Race/Ethnicity, 
Gender, and Special Ed 
participation and grouping 
results by referrer, event 
type, or student.
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Behavior Office Reports (Ctd.)



Behavior Incident
Lists the number 
of incidents 
recorded based 
on the options 
selected in the 
report editor.
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Behavior Office Reports (Ctd.)



Behavior Removal 
Lists Resolutions assigned to 
students which have a 
Removal subtype of 
Detention, Suspension and/or 
Expulsion. The report can be 
modified in various ways, 
including reporting resolutions 
based on the Date assigned, 
the Staff Member who 
assigned the resolution and 
the Removal Type. Results can 
be grouped by Staff, Student 
or Removal Type.
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Behavior Office Reports (Ctd.)



Behavior Resolution
Lists students who have 
resolutions assigned. The 
report can be generated in 
one of two ways: the 
Summary option only lists 
the number of resolutions 
for each students, whereas 
the Detail option lists the 
details of each resolution. 
Sort options are also 
available to customize how 
information displays in the 
report.
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Behavior Office Reports (Ctd.)



SIRS Student Restraint Event (New York)

The SIRS Student Restraint Events Extract is an annual report to the New 
York State Education Department regarding the use of restraints in 
behavior events. This includes physical restraints, timeouts, substantiated 
and unsubstantiated allegations of the use of prohibited interventions, 
corporal punishment, mechanical restraint, and other prohibited aversive 
interventions, prone physical restraint, and seclusion.
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SIRS Student Restraint Event (New York) Ctd.

A record must be created for each instance of physical restraint or timeout, as well 
as for allegations concerning prohibited intervention types. 

Different response types during a single event will require separate event records. 
For example, if a mechanical device is utilized following the placing of a student in 
the prone position, a second event record would be reported specific to the 
mechanical device restraint. Also, multiple event records should be created if, 
after an event has de-escalated and the student is able to return to the learning 
environment, a subsequent event occurs.



SIRS Student Infraction Response (New York)

The SIRS Student Infraction Response extract reports 
disciplinary removal data for all students with disabilities.
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A record must be created for each disciplinary removal that includes an 
Event Identifier, the type of removal, response reason (required for 
unilateral removals to an Interim Alternative Educational Setting [IAES]), 
the start date of the removal, the duration of the removal, as well as an 
indication of whether the student was suspended for the remainder of 
the school year and if the student received services during suspension. 
This would be “Y” (Yes) only when the Response Code = “OSS.” A student 
can only have one suspension type at a time. If a student receives both 
an In-School Suspension and an Out Of School Suspension for the same 
incident, they must be reported separately with different start dates and 
Event Identifiers.

SIRS Student Infraction Response (New York) (Ctd.)

This code is incorrect 
and causing issues 
with state reporting.

There is SIS-196907 
assigned to it.
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New York State SSEC Report

The SSEC Report uses the following logic to “qualify” an incident 
for reporting on the extract.

For the continued logic that gives the codes and Campus Field locations
for each cell in the SSEC report grid, see the Community link:

51

https://kb.infinitecampus.com/help/ssec-extract-new-york

https://kb.infinitecampus.com/help/ssec-extract-new-york
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Generating the NY State SSEC Report

• Choose an effective date
• Choose Report Format
• An Ad Hoc Filter can be 

used to narrow search
• Select the Calendars to 

Report
• Click Generate or Submit 

to Batch and retrieve the 
report after processing is 
completed, or at a later 
time.

 
• For complete up-to-date logic, see the Campus Community 

Knowledge Base: State Specific Information > New York > NY 
State Reporting >  SSEC Extract.
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Have Questions?                Need more help?
Campus Community is a great resource! 

https://kb.infinitecampus.com/help/behavior-management-tool

https://kb.infinitecampus.com/help/detention-tracker

https://kb.infinitecampus.com/help/behavior-letter-wizard

https://kb.infinitecampus.com/help/behavior-messenger

https://kb.infinitecampus.com/help/behavior-messenger-scheduler

(Behavior Office Reports)  https://kb.infinitecampus.com/help/01a4b54

https://kb.infinitecampus.com/help/sirs-student-restraint-event

https://kb.infinitecampus.com/help/sirs-student-infraction-response-new-york

https://kb.infinitecampus.com/help/ssec-extract-new-york

Click the Campus Community link in your Campus header, 
and search the Knowledge Base.

https://kb.infinitecampus.com/help/behavior-management-tool
https://kb.infinitecampus.com/help/detention-tracker
https://kb.infinitecampus.com/help/behavior-letter-wizard
https://kb.infinitecampus.com/help/behavior-messenger
https://kb.infinitecampus.com/help/behavior-messenger-scheduler
https://kb.infinitecampus.com/help/01a4b54
https://kb.infinitecampus.com/help/sirs-student-restraint-event
https://kb.infinitecampus.com/help/sirs-student-infraction-response-new-york
https://kb.infinitecampus.com/help/ssec-extract-new-york
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