Bullying, Harassment, and/or Intimidation submission in Focus SIS

Students are able to electronically submit a Bullying, Harassment, and/or Intimidation form in the Focus SIS portal.
Students can log into their Focus student account to access the form to complete. If the student is unable to complete
the form electronically or would prefer to remain anonymous, they are able to access the form on the BCPS website
here, print, and submit the form to their school administrator in the school or via email.

How to report Bullying/Harassment, and/or Intimidation form in Focus SIS

1. Once logged in the Focus SIS portal, click on the Forms menu and then click on BHI Reporting. See Figure 1.

_ P I Arbutus Elementary
F h ortal @ Help (Student) ¥
Sandbox 2021-2022 v

Portal

s 3

My Information

Class Schedule

]

Class Requests
A+ Grades

@  Absences

‘ Attendance

‘ Forms

BHI Reporting

District & School Announcements

Alerts

There are no alerts

08/09 Schoology Link

7:30PM | District Announcement

Please click here to access Schoology.

Figure 1

2. The Bullying, Harassment, or Intimidation Reporting form will display. Read the directions for submission,
completing all required fields in red. See Figure 2.
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Bullying, Harassment, or Intimidation Reporting Form

Directions:

The Bullying, Harassment or Infimidation Reporting Form should be used to report alleged incidents of bullying,
harassment, or intimidation that occurred during the current school year on school property, at a school-spensared activity
or event off school property, on a school bus, on the way to and/or from schoal. or through electronic communication on or
off school property. School staff will address incidents that cccur at school or have a connection or nexus back to the
school setting that create a risk of harm to other students while they are at school or interfere with the educational
environment.

If you are a student, the parent/guardian or caregiver of a student, a close adult relative of a student, a school staff
member, or a bystander and wish to raport an incident of alleged bullying. cyberbullying, harassmant, or intimidation
please complete this form, and return it to the school principal.

Figure 2


https://scs.bcps.org/departments/school_safety/bullying__harassment__or_intimidation

3. Atthe bottom of the page, sign the document and click Submit Request. Use the green Save Draft button as
needed before submission to school administration. See Figure 3.
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Figure 3

How to view BHI Reporting form drafts and history
1. Once logged in the Focus SIS portal, click on the Forms menu and then click on BHI Reporting. See Figure 4.
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2. Onthe form, click on the Drafts to view unsubmitted reports and click on History to view submitted reports. See
Figure 5.
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3. To view Drafts, click on the View button next to the draft title. See Figure 6.
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4. To view History of submitted forms, click on the InstancelD. See Figure 7.
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