Appendix ED-K3
ELC EC-SWIS Procedure
Referral Entry Only Users

1. All staff will have an account created within EC-SWIS. Using this account will be reviewed during start-up training and throughout the year as needed. It is the staff’s responsibility to ensure that they log into their account to complete set up. 
2. Only children that have had a previous BIR entered will show up in EC-SWIS. The first BIR is written on the paper form and sent to the Data Coordinator who will create a file for the child.
a. Please allow 2 weeks for children to show in EC-SWIS. 
3. Once children are entered into EC-SWIS, staff will be able to enter all of the behavior incident information in real time. 
4. If you submit the first paper form and the student is not entered into the system, please email the Data Coordinator with the name of the student that needs to be entered. 
a. Please track these students with a paper behavior incident referral form or electronic note. These are for your reference only and do not need to be submitted to anyone. 
b. When you have received confirmation of the student being added to the system, please enter the information from Step A into the EC-SWIS system. 
5. Enter all behavior incident information into EC-SWIS daily. 


Additional information: 
	
Entering and Managing Referrals Video https://www.pbisapps.org/resource/referral-form-for-referral-entry-only-user
