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Sticking to the
Basics

This will be an overview of the Custom Reporting feature in your
Maxient System. This is not an exhaustive tutorial. We will try to
reenforce key concepts to establish a strong working foundation of

how Custom Reporting works.

= = = =

= = = =

= = = =



Why Custom Reporting

« Can help you identify missing information
* |dentify cases that contain odd values or are missing values
(missing roles or incident dates, misspelled values, etc.).

 Get specific information quickly

 Create and save reports that you run frequently



Custom

Reports
Be Aware!



Custom Analytics

Build a new custom analytic

My saved reports:

4 - Adv. Reports - Two Alcohol Charges

Run this saved custom analytic Delete it

t 2024. All rights reserved. (



Custom Reporting
Screen: 5 Sections

¢ ¢ ¢ ¢
SELECT: the fields you wish to review: These are your fields within- ** *

Maxient
WHERE: The field where you tell the system how to filter your results
GROUP BY: Used when providing you with counts of variables
HAVING: Using in conjunction with GROUP BY

ORDER BY: Allows you to determine how you want your results

sorted when displayed



> Creating
Reports

Speak it BEFORE you create it

it 2024. All rights reserved. (



WHERE STATEMENT
STRUCTURE

(TYPE = 'Conduct' OR TYPE = "Info Only') AND STATUS = 'Open’
Vs
TYPE = 'Conduct' OR TYPE = 'Info Only' AND STATUS = 'Open’



Use the fields below to assist in building the WHERE statement. Start by selecting a field from the "Case field" menu, then select the condition to be
used for comparison. Finally, enter or select the value for the comparison. The statement will be added to the WHERE field upon clicking the "Add to
WHERE" button.

Show additional instructions

Case field Condition Value

CLASSIFICATION v S v FRESHMAN

Add to WHERE Add AND Add OR

1 CLASSIFICATION = 'FRESHMAN'

t 2024. All rights reserved. (



Report 1l

e a report that will pull all cases
between August 1, 2021 and Today

INCIDENT_DATE BETWEEN '2021-08-07"AND
2024-06-26'




Report 2

a report that will pull all cases
lving a Freshman™ between August 1,
2021 and Today

*Use term(s) from your system

(CLASSIFICATION = 'Freshman') AND
(INCIDENT_DATE BETWEEN '2021-08-01T"AND
2024-06-26)




Report 5

a report that will pull all cases where
n individual was charged with "Alcohol -
Possession"*

*Use term(s) from your system

{CHARGE EQUALS Alcohol - Possession}




Report 4

a report that will pull all cases where
n individual was found responsible for
"Alcohol - Possession"*

*Use term(s) from your system

{CHARGE EQUALS Alcohol - Possession AND
FINDING EQUALS Responsible}




Report S

a report that will pull all cases where
n individual was found responsible for a
charge containing the term " Alcohol " *

*Use term(s) from your system

{CHARGE LIKE Alcohol AND FINDING EQUALS
Responsible}




Report 6

a community service opportunity you

t to email out to all students who have an
outstanding Community Service sanction. Build a
report that pulls those students’ email addresses.

COMMUNITY_SERVICE = 'Yes" AND
COMMUNITY_SERVICE_SANCTION_COMPLETED =
INOI




tch Changes

nt to change all Warning Sanctions to
mpleted...

You could make this change case by
case....or....you can use Batch Changes!
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Thank You!
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NERXFEST
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A Lesson in Deleting, Not Leaving
Your Records Retention Policy

e Trisha Hetue

Senior Client Support Specialist
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Maélcﬁreﬂ S Your Role

« What Maxient needs « What you need to
to help you remove do to prepare to
records remove records

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed t¢



Common Policies

[]

Based on Graduation/Last
Date of Attendance

[]

Based on Last Incident
Date

Remove all cases of an individual

Remove all cases of an

where it has been more than 7

individual where their last case

years since they graduated or last

was 7 or more years ago

attended the intuition

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Other Considerations

« Case Types - Remove all case types or just specific ones?

« Permanent Records - How are they defined? Specific
Sanctions? Tags?

 Statuses -- Exclude Cases with specific statuses?

* Incomplete Sanctions - Exclude cases with Incomplete

Sanctions?

= = = =

= = = =

= = - =

= = = =



© What does
the process

look like™?

onfidential information proprietary to Max twupmmmmtmw
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Based on Last Incident Date

Report will be coded for cases 7 years ago or earlier
You can run the report at your leisure and results will always

include cases 7 years ago or earlier from the date you run the
report

ﬁ Export your report to Excel or CSV
Review cases on the spreadsheet and remove any

you wish to keep.

\‘%f Return List to Maxient
) Return a spreadsheet to Maxient support

with the File ID nhumbers you wish to
remove

itten permission.

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie



Graduation Date or
Last Date of Attendance

Provide Registrar with list of ALL people in who have

files in Maxient
Since cases do not reflect the graduation date or last date of attendance, your

registrar will need to help

Registrar returns ONLY names/SIDs of

individuals affected
If you're using 7 years post last attendance date, you will only provide

those individuals who graduated or last attended 7 or more years ago

\\% Return List to Maxient

—F  Provide list to Maxient and we'll plug it into the report. This
process will need to occur every year (or each time you
want to remove records)

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxj



Case Removal Process

POLICY REPORT BUILT
® Do You know what it is or ® Reportis based on criteria ® Omit files you want to
where to find it? you provide keep from the list
SHARE REVIEW REMOVE FILES
Open support ticket to Update any cases with System Log will reflect

o getstarted o tags, dates, etc. o deleted cases



© Example
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Rep ases for Potential Removal

1200 - Cases for Potential Removal

LEGEND:

Report contains two tables found within respective tabs below. The first table, "Cases for Potential Removal”, displays all cases where the individual's last incident occurred prior to and including June 21,
2017, and that individual was never assigned a sanction found in the set: 'University Suspension','Ban from Campus','Expulsion’. Cases without incident dates (e.g., blanks or "0000-00-00") are also

displayed. Please verify these cases without incident dates; they may be current cases.

This table does not make use of access restrictions meaning that if a user is not a member of the group to which a case is restricted, that user will be able to see that case on this table when viewing it.

The second table on this report, "Cases with Separation Keywords in "Additional Sanctions/Stipulations” Field", displays cases where the case has keyword(s) from the set:
'suspension’,'suspended’,'expelled’,"expulsion’,'dismissed’,'dismissal’ found in the "Additional Sanctions/Stipulations” field and where the related sanction has not been assigned on the case. This table is

particularly important for any migrated Legacy Data where separation-related sanction(s) were not added to the case.

When you're ready to remove cases from the system (after reviewing the data in the second table), please export the report via the "CSV" or "Excel” buttons and delete from the file any cases you do not
want removed. Return the spreadsheet to Maxient and Maxient will remove all of the cases on the spreadsheet. Please be deliberate in your review. Once the cases are removed from the system, they

cannot be recovered.

Cases for Potential Removal Cases with Separation Keywords in "Additional Sanctions/Stipulations” Field
DESCRIPTION: Cases for Potential Removal
DATES: Appears to be ignored
CASE TYPES: All
HOME OFFICES: All
RESULTS: 2389

RESTRICTIONS: This report ignores case access restrictions.




Repo

ses for Potential Removal

Cases for Potential Rernoval Cases with Separation Keywords in "Additional Sanctions/Stipulations” Field

DESCRIPTION: Cases for Potential Removal

DATES: Appears to be ignored

CASE TYPES: All

HOME OFFICES: All

RESULTS: 2389

RESTRICTIONS: This report ignores case access restrictions.

Filter Results Column visibility -

Showing 1 to 2,389 of 2,389 entries

Last

First Name
Name

File ID Case Type Status

2013002201  Student Conduct  Closed
2013002501  Student Conduct  Closed
2013002601  Student Conduct  Closed
2013002701 Student Conduct  Closed
2013002801  Student Conduct  Closed

2013002802 Student Conduct Closed

2013002803 Student Conduct Closed

SID

000987624

000983181

001024164

000992351

000905164

000906600

001021592

Incident
Date

2011-08-15

2011-08-14

2011-08-15

2011-08-14

2011-08-14

2011-08-14

2011-08-14

Reported
Date

Search:

Case Created

Date

2011-08-15

2011-08-15

2011-08-15

2011-08-15

2011-08-15

2011-08-15

2011-08-15

Hearing
Date

2011-08-31
2011-08-23
2011-08-25
2011-08-19
2011-08-24
2011-09-02

2011-08-30




Rep.ases for Potential Removal

Cases for Potential Removal Cases with Separation Keywords in "Additional Sanctions/5tipulations” Field
DESCRIPTION: Cases with Separation Keywords in "Additional Sanctions/Stipulations” Field
DATES: Appears to be ignored
CASE TYPES: Appears to be ignored
HOME OFFICES: Appears to be ignored
RESULTS: 3
RESTRICTIONS: This report ignores case access restrictions.
MNOTES: The table below ignores date ranges to show cases where the "Additional Sanctions/Stipulations” field on the case contains one of the words found in the following set:

‘'suspension’,’suspended’,'expelled’,'expulsion’,'dismissed’, 'dismissal’, and where the case does not have a sanction in the set: "University Suspension’,'Ban from Campus','Expulsion’ assigned.

This table is particularly important for legacy data where the respective separation sanction may not have been applied to the case and the case is considered part of the individual's permanent record. If
the case should have the sanction applied. click the link to the File ID and add the appropriate sanction to the case. If any of these cases have had their sanctions updated to include a
separation/permanent file-related sanction, please re-run the report to refresh the data.

This table does not make use of access restrictions, meaning that if a user is not a member of the group to which a case is restricted, that user will see that case on this table when viewing it.

Filter Results Column visibility -

Showing 1 to 3 of 3 entries Search:

File ID Case Type University Suspension Ban from Campus Expulsion Additional Sanctions/Stipulations

2013002201 Student Conduct No No Mo SANCTIONS
1. sanction: @Xpulsion
Sanction Date: 2011-08-31

2014041302 Academic Integrity No No No expulsion but not really

2020001001 Student Conduct No No MNo In addition to the above sanction, | agree to complete the
following:




Problems/Pitfalls

Many Blank Dates?

See analytic 912 - Cases with problematic dates

Legacy Data has permanent sanctions not

reflected on case
Review second table on Cases for Potential Removal report and

update cases as needed

\‘% Other Issues

Information only? Policy based on Hearing date?
Multiple retention schedules?

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Thank You!

L B
¢ ¢ ¢ ¢
¢ ¢y
¢ ¢ ¢ ¢

Please complete the evaluation for this program found in
Guidebook to help us plan for future MaxFests.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Academic Processes in Maxient
Academic Integrity & Early Alerts

e Miles Komuves e Michelle Ramirez
Client Su

Director of Client Training oport Specialist
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Academic Early
Integrity Alerts

 Who facilitates

this on your
campus? » Workflow

. Workflow  Configuration

 Configuration

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed t¢



© Academic
Integrity

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



hree Types of
Processes

What do you use?




Student Conduct
Driven

Faculty report potential violations to
Student Conduct

_k

& Student Conduct manages the process
post report.

|i| Faculty may participate in conduct
meetings

served. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie



Academic Affairs/Faculty
Driven

At least one person in Academic Affairs
IS @ Maxient user

Faculty members would submit the IR
with all relevant information, these
stay with Academic Affairs

Faculty and/or Academic Affairs will
manage the case and document
meetings/outcomes

= = = =

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie



Hybrid Model

Faculty members would submit the IR
E with all relevant information including
outcome

Student Conduct receives report,
E creates case and immediately
completes a CRF

O Faculty should consult with
<@ Student Conduct about a

student'’s prior history

¢

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie



> Configuring
Your
System for
Academic
Integrity




Reporting

Charges &
Sanctions

\\Conﬁguﬁng o
Your
System

Forms
(IR Layout)

Access

Home

Group

Letter
Templates

Copyright Maxient 2024. All rights reserved. Contal al information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Add an "Academic Integrity” case
type via Manage Case Types

Manage Case Types

Maxient now allows you to customize the screen appearance by case t
cannot become favorite color), many fields can be relabeled to

hidden to further simplify the screen.

Select a case type to view or begin a new one below

Add a new case type

New case type name

Academic Integri

t 2024. All rights reserved. roprietary to Maxient. Not to B¢ disclosed to third parties without Maxient’s prior written permission.




Charges

Added via “Manage Charges": EDIT X

« Category = “Academic Integrity” Edit

 Follow the code!

« Add expanded language for letters

Copyright Maxie

Academic Integrity Cheating

Facilitating academic

Edit Academic Integrity _
dishonesty

Edit Academic Integrity Plagiarnsm

Edit Academic Integrity Linauthorized Cooperation

EX

Ch

Fai

Pls

Un

CHARGE/ISSUE TITLE

This is the "short form", used in drop down

Cheating

menus and, optionally, in your letters. It
should remain relatively constant from
year to year for statistical reporting
purposes.

This "long form" is an opportunity to be

. = = =

more descriptive with your charges/issues
(i.e. citing the Code). Most schools will use
the expanded language in |etters. It is ok
ontains confidential information proprietary % Maxient. l\%t t§%e disclosed to t?\ird parties without Maxient’s prior written permission.

Fmrr +ham ~hareem FiFlAa Mel b Eavrmm Ty =y

240 LU L act dishonestly or unfairly in order to gain an

advantage, especially in a game or examinatior



EDIT DESCRIPTIVE SANCTION
NAME ¥

FCOURSE

Edit Academic F in Course

F on

Requested via Manage Sanctions wt - Academic Assignment oo
» (Category = “Academic”

« Add letter language & detail fields
(ex. course name, number, etc.) Academic

Edit Academic Integrity AIWKSHP
Workshop

Edit e e Grade GRADEREDUCE
Reduction

DESCRIPTIVE NAME

Fin Course
A brief description of this sanction. This will be
used in dropdown menus, reports, and alert
emails.
LETTER LANGUAGE o A~ A~ B [ U Font Sizes v
When this sanction is selected on a CRF, this S———— P————
language will be placed in the outcome letter. = = & E L E E E E o L

You will receive a failing grade in {{FCOURSE_COURSE?}} for the
Merge field dictionary {{FCOURSE_TERM}} term.

al information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Access Resitriction
Groups

- Added via “Manage Groups”

« Help create privacy for cases assigned to
Case 2017006101 is access restricted.

this group For more information, please contact your system administrator.

« (Can also add group “access” to specific

items like Charges, Sanctions, etc.

GROUP NUMBER OF
EDIT + NAME ~ DESCRIPTION ¥
ID MEMBERS

. Academic : :
Edit 5 _ Academic Integrity cases
Integrity

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxien
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Added via “Manage Offices”
Home Office = “Academic Affairs”
Can control report filters via Analytics

Controls email language when
sending out letters

SUBJECT LINE FOR EMAILS TO CASE PARTIES

If no subject line is provided for this office, the default
found on the Configuration screen will be used. No HTML
permitted.

BODY TEXT FOR EMAILS TO CASE PARTIES

For emails sent using the Verified Delivery method, this text
will form the content of the email and will be followed by a

If no body text is provided for this office, the default found
on the Configuration screen will be used.

t 2024. All rights reserved. (

link to access the PDF letter from Maxient's secured servers.

EDIT OFFICE NAME

Academic Affairs

Correspondence for Case ({{FIRST_NAME}} {{LAST_NAME}})

THIS IS AN OFFICIAL CORRESPONDENCE FROM THE ACADEMIC AFFAIRS
OFFICE AT WOODROW COLLEGE

A letter has been issued to you electronically by our office. Upon clicking
the link below, you will be taken to a screen displaying your name and
requesting an access code to ensure confidentiality. Confirm that your
name appears on the screen, and then enter your student ID number as

the access code. If you are receiving this notice in your capacity as a
leader of a campus organization, you should contact our office

immediately to request the appropriate access code for your



Letters

Letter Templates = o - e

Edit Academic Integrity = Academic Integrity - Memo to Faculty

« Create correspondence to send to it
students, faculty, or both!

Academic Integrity = Board Hearing Notice

Edit Academic Integrity = Formal Hearing Outcome Letter

« You'll likely need notification of allegations
and outcome letters for students

Edit Academic Integrity  Informal Outcome Letter

Edit Academic Integrity  Initial Meeting Letter

 Memos help to communicate with faculty —
without sending the letter to the student

Sample Memo

« Still saves a copy in EFC!

PERSONAL AND CONFIDENTIAL
Regarding Case Number: 2022000301
DATE: June 8, 2023
STUDENT: Michael Scott
ID: 333333333
The purpose of this memorandum is to provide notification of the documented outcome for the above-named student.

¢ Cheating -- Responsible

- = = =

As a result of those findings, the following sanctions have been imposed in accordance with the Code of Conduct:
* You will receive a failing grade in College 101 for the Spring 2023 term.

) ) ) o ) ) ) I'f you have any quest_ions regard_ing the i_nformation conta_ined within t_his memo, please contact me at afowler@maxient.edu.
Copyright Max Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Reporting Forms

- Add and update via “IR Layouts” screen
 Tailor the IR layout to ask Academic Integrity-specific questions

« Try repurposing the "Incident Location" field to align with your academic colleges

College (Required): Please select a department... v

College of Engineeri z ion”
At S IR “Location” Dropdown Menu

Course number and section: College of Liberal Arts
College of Science and Mathematics

The C. Montgomery Burns School of Business

College of Mass Communication
Students Involved College of Hospitality, Retail, & Sport Management
, , _ _ Mr. Wizard's School of Education
Please list all available information

School of Music

Law School

The Patch Adams School of Medicine

axient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be djsclosed to third partie

First and Last Name




Important Considerations!

Based on your workflow, things to think about!

Student Conduct
Facilitated

* |Is your IR Layout
customized for
Faculty?

* How are you sharing
information about
outcomes to
Academic
Affairs/Faculty?

Academic Affairs
Facilitated

« Who will be the
Maxient users?

 Will an access
restriction group
need to be created?
* |f so, what users
will be included?

Faculty Facilitated,
Conduct Recorded

« How will faculty know if
a student has prior
history?

o What if they ‘resolve’ the

case before consulting
on history?

» Will correspondence be
sent through Maxient?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Early Alert Workflow

The Case
Outreach to Resolution

s Incoming ® the Student
R (1) Form (CRF)

DPOD 4

¢ Create the o
Case

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



> Configuring
Your
System for

Early Alerts




Referral

Charges &

Sanctions
(Issues & Actions)

\\Conﬁguﬁng o
Your
System

Forms
(IR Layout)

Access

Home

Group

Letter
Templates

Copyright Maxient 2024. All rights reserved. Contal al information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Add an “Early Alert” case type
via Manage Case Types

Manage Case Types

Maxient now allows you to customize the screen appearance by case tyr
cannot become favorite color), many fields can be relabeled to begter re

hidden to further simplify the screen.

Select a case type to view or begin a new one below
Add a new case type v

New case type name

Early Alerts

t 2024. All rights reserved. roprietary to-Maxient. Not to-be disclosed to third parties without Maxient’s prior written-permission.




Charges/Issues

Added via “Manage Charges":

« Charges/Issues should reflect the reason

a student was referred i.e Regular
Tardiness, Missing Assignments
« Can pull analytic reports to track notable

trends

. = = =

Copyright Maxie

Edit

Edit

Edit

Early Alert -
Academic
Progress

Early Alert -
Academic
Progress

Early Alert -
Academic

Evidence of weak study
skills

Inadequate/
underdeveloped
foundational academic
skills

Missing or incomplete

ontains confidential information proprietary to Maxient. Not to be disclosepmaif%gaéties without Maxienh9m¢3%9£w&§§gments



DESCRIPTIVE

» Reflect referrals or interventions EDIT  CATEGORY  + = ¢ SANCTION
provided to students
e Consider adding letter |anguage to Early Alert Advisor Referral REFER_ADVISOR
send to students and/or faculty that orovided
- : : Early Alert PROVIDE_RESOURCE
describe the referral or intervention Resources
that Was prOVIded Early Alert Referral REFER_GENERAL

« Submit request to Maxient staff via
Manage Sanctions tab

DESCRIPTIVE NAME

A brief description of this sanction. This will be used in

Referral

dropdown menus, reports, and alert emails.

LETTER LANGUAGE 4.’ . B /7 U Font Sizes
When this sanction is selected on a CRF, this language will o

(/O

be placed in the outcome letter.

You are being referred to {{REFER_GENERAL_TO_WHOM}} for
Ve T2 dRefer e {{REFER_GENERAL_REASON}}. Your first meeting should take place by
{{REFER_GENERAL_MEETING_DUE}}.

ential information proprietary to Maxient. Not to be disclosed to thitd parties without Maxient’s prior written permission.

t 2024. All rights reserved.



Access Resitriction
Groups

Will it be important to your institution
. o Case 2017006101 is access restricted.
to restrict these cases to Sp@lelC For more information, please contact your system administrator.

users?

GROUP NUMBER OF
EDIT + NAME 4~ DESCRIPTION *
ID MEMBERS

Edit 27 Early Alert Academic Early Alert Cases

. = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxien



Added via “Manage Offices”
Home Office = “Early Alert”
Can control report filters via Analytics

Controls email language when
sending out letters

SUBJECT LINE FOR EMAILS TO CASE PARTIES
If no subject line is provided for this office, the default found

on the Configuration screen will be used. No HTML
permitted.

BODY TEXT FOR EMAILS TO CASE PARTIES

For emails sent using the Verified Delivery method, this text
will form the content of the email and will be followed by a link
to access the PDF letter from Maxient's secured servers. If no
body text is provided for this office, the default found on the

Configuration screen will be used.

{FIRST_NAME}}, We're here to help ({{FIRST_NAME}} {{LAST_NAM

<b>At Woodrow College, we are committed to your success and to
supporting you when you have academic struggles.</b>

For more questions, go here! <a href="https://www.LINK.com/"
target="_blank">Resources and Support</a>

A letter has been issued to you electronically by our office. Upon clicking
link below, you will be taken to a screen displaying your name and reque
an access code to ensure confidentiality. Confirm that your name appea
the screen, anki then enter your student ID number as the access code.

t 2024. All rights reserved. ( pnfidential information proprietary to Maxient. Not to be disclosed|to third parties without Maxient’s prior written permission.



Letter Templates

« Create correspondence to send:
* |nitial outreach to a student
» Closure/referral letter to a student
 Memo to the instructor documenting
your follow up

 Memos help to communicate with
faculty without sending the letter to the
student but still saves a copy in the EFC

PERSONAL AND CONFIDENTIAL
Regarding Case Number: 2021000901
Dear Phyllis:

Our office has received notice of an Early Alert concern. This issue was brought to our attention by Dr.
History, who indicated you may be experiencing difficulties with:

* Poor Time Management
e Missing Homework/Assignments

- = = =

Your Academic Coach met with you on June 10, 2024 about this concern and offered the following

Copyright Max Contains confidential information proprietary to Maxient. NEPES be disclosed to third parties without Maxient’s prior written permission.



Referral Forms

« Add and update via “IR Layouts” screen
« Consider the ease of use for faculty when creating this IR

« Add a question with checkboxes that mirror the specific academic issues in your system

Concerns

Early Alert Form

Please check all that apply:

Attendance Concern

] Excessive/Unexplained absenteeism

This form must be completed and submitted when a student demonstrates at-risk behavior. If your concern requires immediate attention,

[J] Regular tardiness

please contact Campus Safety.

This form is not a crisis response notification. If a student has made threats of harm to self or others, contact emergency personnel
immediately and notify Campus Safety at either 434-555-1212 or 911.

Faculty/Instructor Information

(] Frequently leaves class early
(] Failure to report to work study

[J Missing practice, student activities, or other responsit

Faculty/Instructor Name:

[] Has not accessed online class

Date of Report (Required): mm/dd/yyyy

24 Ablsightsxesgrved. Contaiascariidential information proprietary to Maxient. Not to be disclosed to fird parties without Maxient’s prior written permission.



Important
Considerations

No matter how you receive information,
Maxient can accommodate recording it!

o~y Updating cases is a common and cyclical
R’ process - record your work there!

There's always a point where you'll want to

\\% record the decisions you've made and the

—F support you provided to the student.
Use the CRF!

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.
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Thank Youl!

= = = =
= = = =
= = = =
= = =

Please complete the evaluation for this program found in
Guidebook to help us plan for future MaxFests!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Nintais =4t

PHOEUIX:

Accommodations and Disability
Service s

e Turi Watson
Client Success Advisor

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Some Considerations

» The use of Maxient for Disability Services or Accommodations
is what we would consider to be an “off-label” use.

« Maxient wasn't designed for this purpose, but the existing
screens and workflow can accommodate this process when
customized with appropriate options.

« For our screen shots, please engage in a willing suspension of
disbelief and consider an academic term to be just a few weeks

long.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Recommendations

* Create at least one IR for Accommodations Request
« Update Configuration Screen and Manage Case Types
« Create Concerns to be tracked
« Request Accommodations to be tracked
* Create Letters
» Request received - detail next steps and timeline
« Request received - need documentation
* Request approved

» Request denied



@ 'R Layouts

and
Configuration
S creen
hanges

ontains confidential information proprietary to Maxient. Not to be disclosed t



« Woodrow College - Accommodations Request

+ https://cm.maxient.com/reportingform.php?WoodrowCollege&layout id=
¢ ¢ Py
2 ¢ ¢ ¢ ¢

» Aurora University - Accommodations Renewal Request

« https://cm.maxient.com/reportingform.php?Auroralniv&layout id=51

« Howard College - Accessibility/Accommodations

 https://cm.maxient.com/reportingform.php?HowardCollege&layout_id=5

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.


https://cm.maxient.com/reportingform.php?WoodrowCollege&layout_id=32
https://cm.maxient.com/reportingform.php?WoodrowCollege&layout_id=32
https://cm.maxient.com/reportingform.php?AuroraUniv&layout_id=51
https://cm.maxient.com/reportingform.php?HowardCollege&layout_id=5

Configuration Screen Changes

« CC Recipients (Optional) - Depending on how many people
may receive accommodations letters - you may opt to add CC
recipients to each letter using the "Other: Specify Below“option
instead of updating this field and maintaining changes as
necessary

« CC Recipients - Letters/Memo Distribution Method
(Recommended) - Allows you to track when CC recipients have

viewed the letter (displayed in Analytic 72: CC Recipients on

Letters).



Configuration Screen Changes

- Hearing Officer Titles (Recommended) - Will new users be
managing the files in Maxient? They'll need a Hearing Officer
Title.

« Statuses (Recommended) - Consider your process - Open and
Closed may be sufficient, but if you want to track whether those
accommodations are being reviewed or monitored, you may

want to create others (Under Review, Active, Awaiting

Recertification, etc.)



Manage Case Types

Manage Case Types allows you to customize

Maxient for your specific case type. I I
¢ ¢
 Available to Level 5 users under Administrative v o

functions

Permits you to rename key elements, limit options
for specific fields, and hide/repurpose other fields

to simplify screens

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Manage Case Types

e Terminology Tab

Manage Case Types

Maxient now allows you to customize the screen appearance by case type. While it is not possible to completely change an underlying field (e.g. SID cannot become favorite color), many fields can be

relabeled to better reflect their role in a given case type. Additionally, irrelevant fields can be hidden to further simplify the screen.

Select a case type to view or begin a new one below

Disability Services v

Disability Services

¢ ¢ ¢ ¢

Values highlighted in green indicate they have been modified from the default values.

Terminology Lists Fields to Hide or Repurpose

Standard Terminology Customized Name
Charge Concerns

30 character limit

Finding Decision

30 character limit

Hearing Officer Administrator

30 character limit

Incident Request

30 character limit

Sanction Accommodations
30 character limit

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Manage Case Types

e Lists Tab

Disability Services

Values highlighted in green indicate they have been modified from the default values.

Terminology Lists

Item

Appeal Statuses

20 character limit per option

Classifications

30 character limit per option

Deadline Offset Default
Specify the number of days

Findings

30 character limit per option

Fields to Hide or Repurpose

Available Options

No appeal filed;
Appeal received;
Appeal in process;
Approved;

Denied

Freshman;
Sophomore;
Junior;
Senior;
Graduate;
Not Enrolled;
Faculty;

Staff

14

Short-Term;
Long-Term;
Denied

¢ ¢ ¢ ¢

vz
Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Manage Case Types

e Lists Tab

N/A

Incident Locations

100 character limit per option

¢ ¢ ¢ ¢

Request Received;
Request Approved;
Request Denied;
Renewal Received:
Renewal Approved;
Excused Absence;

Milestones
Extended Time for Assignment;

255 character limit per option
Assignment/Lab Make-up;
Rescheduled Exam;
Reduced Workload;

Remote Work Environment

Accommodations not provided;
Communication;
General Information;

Meeting;
Note Categories Other Contact;
100 character limit per option Referral;

Pregnancy Accommodation Requested;

7~

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Manage Case Types

e Lists Tab

Parent/Guardian;
Student
Referral Sources

50 character limit per option

¢ ¢ ¢ ¢

Disability Services Meeting;
Disability Services Review Only
Resolution Types

50 character limit per option

Requester
Roles
30 character limit per option
#~
Spring 2023;
Summer 2023;
Tags Fal I‘2023;
100 character limit per option Spring 2024;
Summer 2024

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Manage Case Types

 Fields to Hide or Repurpose Tab

Disability Services

Values highlighted in green indicate they have been modified from the default values.

Terminology Lists Fields to Hide or Repurpose

Maxient Variable Field Customized Name Visibility '~|" ‘I’ '~|" '~|"
ACADEMIC_ADVISOR Academic Advisor Academic Advisor O Hide

ACADEMIC_MAJOR Academic Major Academic Major O Hide

MEM_ATHLETICS_SPORT Athletic Affiliation Athletic Affl. v Hidden

CLERY_RATIONALE Clery Rationale Clery Rationale ¥ Hidden

CLERY_REPORTABILITY Clery Reportability Clery Reportability ¥ Hidden

GPA_CUME GPA Cumulative (at case creation) GPA Cumulative (at case creation) SRR

GPA_LAST TERM GPA Previous Term (before case) GPA Previous Term (before case) 7 Hidden

MEM_GREEK_ORG Greek Affiliation Greek Affl. ¥ Hidden

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Font Family Font Sizes

= 66 & <o I

Dear {{PREFERRED_NAME} },

You have submitted a request for {{CUSTOM_1}} accommodations. Please note that we have not received documentation
disability from a qualified evaluator. Until this documentation is received, we are unable to review your request.

You can submit this documentation by attaching it to the following form: Accommeodations Request

Alternatively, you can bring your documentation in hard copy to our office in Building R, Room 112. We are open from 8 am to 5 pm,
Monday through Friday. No appointment is necessary to submit a hard copy of your documentation.

If you have any questions, please contact us at (434)555-1234 or disabilityservices@woodrow.edu.

Sincerely,

- = = =

= = = =

= = - =

= = = =



Font Family ~ Font Sizes

6 &£ o I

Dear {{PREFERRED_NAME}},

Thank you for submlttln our documentation for your accommodations request. Based on the information that you have provided, the

accommodations or concerns about them not bemg followed please contact our ofﬁce at disability SEI'VICESU.WODdIDW edu or call
(434)555-1234 to schedule an appointmentt.

Sincerely,

- = = =

= = = =

= = - =

= = = =



BODY TEXT OF EMAIL TO MEMO RECIPIENTS

This text will form the content of the email to any recipients when sending a letter as a
memo. Like emails to case parties, this will be followed by the email signature of the
sender and accompanied by a PDF version of the memo.

{{FIRST_NAME}} {{LAST_NAME}} 1§ enrolled in one of your courses this term. This student is qualified under the
A\gericans with Disabilities Agi€nd has been approved to receive academic accommodations. Please review the

attached AT reAccess Letter for details. If you encounter difficulty opening this attachment, please contact
the Office of Disability Services at 434-555-1214 .

Every term, for each student that has requested and been approved for accommodations, our office will send
out approved Academic Access Letters, copying the student and professor on that email. If you have any
questions please feel free to respond to this email or contact me at tmorrison@maxient.com or
accessibility@maxient.com, and please respect the student’s right to confidentiality in not disclosing the above
information. Thank you for assisting us in providing equal access and opportunity for all students.

- = = =

= = = =

= = - =

= = = =



Options Letterhead/Margins Recipient's email CC/Memo recipients' email

From:

Toni Morrison <twatson@maxient.com>

Subject:

Message from Woodrow College Office of Disability Services

Memo email body text:

Angela Martin i9 enrolled in one of your courses this term. This student is qualified under the Americans with Disabilities Act and has been approved to receive academic
aesammodations. Please review the attached Academic Access Letter for details. If you encounter difficulty opening this attachment, please contact the Office of Disability Services
at 434-555-1214 .

Every term, for each student that has requested and been approved for accommodations, our office will send out approved Academic Access Letters, copying the student and
professor on that email. If you have any questions please feel free to respond to this email or contact me at tmorrison@maxient.com or accessibility@maxient.com, and please
respect the student’s right to confidentiality in not disclosing the above information. Thank you for assisting us in providing equal access and opportunity for all students.

- = = =

= = = =

= = - =

= = = =



Letter Notes:

« User of _PURE sanction-related merge fields will prevent the
inclusion of any pre or post language typically associated

with sanctions

= = = =
= = = =

« Review Merge Language fields on the Configuration screen
« Memo to Instructor attached to EFC, not sent to the student
 Alternate Option - copy all instructors on letter to student
regarding accommodations**

 Alternate Option 2 - send letter to student with

Copyright Max@n)tgg4§ﬁ%§stelsgr)vg anl’:zlrg nfiémaamr;gnatllctn p\r/c}plwllcgm tc! L.!)%egt.rNLo% tcc;gegscléed to third parties without Maxient’s prior written permission.

= = = =

= = = =



Letter Notes:

« User of _PURE sanction-related merge fields will prevent the
inclusion of any pre or post language typically associated

with sanctions

= = = =
= = = =

« Review Merge Language fields on the Configuration screen
 Memo to Instructor attached to EFC, not sent to the student
 Alternate Option - copy all instructors on letter to student
regarding accommodations - (Remember, Analytic 72!)

 Alternate Option 2 - send letter to student with

Copyright Max@%@4§ﬁ£l@telsgg anl;llrg nfiémaainr;gnatllctn Q!c}érllcgm tc! @)%Et.erb'! t(;ge(;src.léed to third parties without Maxient’s prior written permission.

= = = =

= = = =



> |ssues and
Actions ...

The Ability to
ename Them !

= = = =

sed to third parties without Maxient’s prior written permission.



|Issues
Exam ples

These would need to be
adjusted to fit your process.

They are added via the
Manage Charges screen

. = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxien

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Accessibility
Accessibility
Accessibility
Accessibility
Accessibility
Accessibility
Accessibility
Accessibility
Accessibility
Accessibility

Accessibility

Blind

Central Auditory Processing Disorder
Deaf

Emotionally Impaired

Hearing Impaired

Learning Disability - Math

Learning Disability - Non-Verbal
Learning Disability - Reading

Learning Disability - Written Expression
Medical: Temporary

Physically Impaired

Blind
Central Auditory Processing Disorder
Deaf

Emotionally Impaired

Hearing Impaired

Learning Disability - Math

Learning Disability - Non-Verbal
Learning Disability - Reading

Learning Disability - Written Expression
Medical: Temporary

Physically Impaired




Issues

Update Existing Case 2022001201 Angela Noelle Martin (987654009
I t ( : I l a I I I ( : d CASE DEMOGRAPHICS CONTACT REQUEST EFC ASSIGNMENT RESOLUTION ACTIONS TASKS NOTES OTHER ADMINISTRATIVE
Resolution Date Resolution Type
2023-04-08 Disability Services Review Only

Re m e m b e r th at Leve I 5 u S e rS Note: Manually entering a date here will cause the

can NoOwW rename th e syster‘n .m believe a CRF s on file. i
Charges/Issues fields via the e surersuen [l e
Manage Case Types and it Will s

impact the Update Existing

Administrator 3 Administrator Name 3
Case screen. :
Finding
Pregnancy Accommodations Request x v Approved - Temporary

Finding

Finding

. = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxien



These are requested by Level 5 users
and built by Maxient staft.

They should reflect the
accommodations that you can
orovide for individuals and contain
details fields that change
person to person.

t 2024. All rights reserved. (

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommodations

Accommeodations

Assignment Deadlines

Assignment Delay + 7

Audio Books

Classroom Location Move

Closed Caption

Preferred Seating

Record Class

Service Animal

Test Scribe

Use of Calculator

Visual Contact

Assistance Animal

Extended Test Time

Froofreader

MNote Takers




This is how they will appear once
applied by completing a CRF (Case
Resolution Form).

t 2024. All rights reserved.

Update Existing Case

CASE DEMOGRAPHICS CONTACT REQUEST EFC

Completed? Details

e
O Yes

Assignment Deadlines @® No

O Referred

O Yes

Assignment Delay + 7 @® No

(O Referred

Preferred Seating ® No

O Referred

ASSIGNMENT

RESOLUTION

ACTIONS




Issues and Actions
Consideration s

« Use Category and Section options to make granting

= = = =

e
access to your ADA group easier -
* |ssues don't typically require Expanded Language as it would

be unusual to include them in a letter

« Consider the use of Auto Mark Completed option for Actions

= = = =
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Workflow Difference

« When managing a Disability Services process, you

will create a case based on the first IR submitted to

= = = =
= = = =

request accommodations.

» Subsequent renewal requests will be submitted via
your designated form, BUT....

You will use the option to Add Person to Existing

Case to create a new file within the existing case

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

= = = =

= = = =



Benefit S

Adding the same individual to the same case repeatedly has

Many benefits for this particular workflow:

Permits

sharing of EFC

Multiple Files Find People

for one and Timeline

person/per accurately and notes- use

term in one indicate Shared notes

option from

case...like old services and

accordian file support first case

Permits for
more
accurate
analytics on a
per term

basis

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Initial Case Creation

» Create as you typically would

 Gather documentation and add to EFC

« Can create a folder for the initial term of request

v ¢ ¢ ¢

« Complete Case Resolution Form to grant accommodations

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Case Resolution Form

» Create as you typically would

 Gather documentation and add to EFC

« Can create a folder for the initial term of request

v ¢ ¢ ¢

« Complete Case Resolution Form to grant accommodations

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Complete Required
fields, indicating
decision, and
adding

accommodations

CRF

Case Resolution Form 2022001202

Name SID DOB Role
Angela Noelle 987654009 2005-11-03 Requester
Martin

|l. Resolution Information

Resolution Type Resolution Date Administrator(s)
Disability Services Review Only 2024-06-14 Assoc. Dean of Students (Toni
Morrison)

Parental/Guardian Notification
No

Il. Concerns and Decision
1. Attention Deficit Disorder (ADD) Long-Term

lll. Accommodations
* Student is having some health issues that are requiring further workup and specialist evaluation. They will need some
accommodations for assignment deadlines and testing until their medical situation stabilizes.
» If a medical event occurs, Student may take up to one week to complete assignments and tests. They should
communicate with you and/or my office as soon as possible to notify us that a medical event has occurred.
* Extended Test Time one and half time



i = - w )

Finalize Save in progress

FINALIZE

Has this case been resolved?

® Yes. Outcomes here will be counted toward analytics, sanction alerts will be sent, and this data will be available to letter merge fields.

O No. We'll put a copy of this in the EFC, but the case effectively remains unheard and a new CRF can be started at any time.

Keep this case assigned as-is, or move it to someone else?

CO m p | ete Re q u i re d No change (Toni Morrison, Assoc. Dean of Students) '

Add/remove tags

Click to add/remove tags ...

fleldS, Ind Icatlng Update the case status
Open v
. - Set the next deadline date
decision, and
Next deadline reason

[ ]
a d d I n g Review documentation for next term

Send a ping, if needed

Click to select pings ...

accommodations




Next Steps

Send Communications
» Letter to Requester

« Memo/copies to instructor/supervisor confirming

= = = =
= = = =

accommodations

Case will appear on Overdue Cases tab at Deadline Date

« Send letter to student indicating they should submit renewal
- OR -

 [Initiate renewal automatically

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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> Adding Person
to Existing Case

This 1s the
riticalstep!!

= = = =

sed to third parties without Maxient’s prior written permission.



@ Add people to an existing case

If a case has already been opened (i.e. 20780723) and you're simply adding additional
people to it (-07, -02, etc.), you'll want to begin here.

Enter the existing case number:

20210017
(first 8 digits only)

Enter the unique SID for each new person (one per line):

987654009

@ No commas or semi-colons, please.

Get started

t 2024. All rights reserved. (



Create New Case

Incident Information

Type Required

Disability Services

Referral Source required

Student

Reported By

Incident Date Incident Time

2022-06-09

Incident Location

student

t 2024. All rights reserved.

Access Restriction

Disability Services

Reporter's Email Address

Reported Date

2022-06-09

Specific Location

2021-2022



t 2024. All rights reserved.

CASE DEMOGRAPHICS CONTACT

Case Created Date

2022-06-23

Referred By

Student

2022-06-09

Incident Location

student

Reported Date

2022-06-09

EFC ASSIGNMENT

Incident Time

CASE DEMOGRAPHICS CONTACT

Case Created Date

2023-04-08

Referred By

Student

Incident Da

2023-04-08

Incident Location

Engineering

Reported Date

2023-04-08

INCIDENT EEG

Incident Time

ASSIGNMENT

RESO




Why Update the
Date Field s ?

« Will aid in running analytics to allow you to include

= = = =
= = = =
= = = =

relevant file for the individual term

» Impacts how information from renewals appear in Timeline

« Permits Prior History to truly represent when, how often and

what type of accommodations have been provided

= = = =



Move into EFC

REGIONAL TRAINING: Case or File ID

Academic Accommodations
2022-06-23 Angela Martin
2022-06-23 e Request Form e & 20210017
Long-Term Accommodations Request

Office of Student Success 20210017 All parties

3:52:45 pm

2021001701 Angela Noelle Martin 987654009 Awaiting Re-Certification  2022-06-09 Disability Services
Showing 1 to 12 of 12 entries

2021001702 Angela Noelle Martin 987654009 Open 2022-06-09 Disability Services

* Move Renewal Request into EFC shared by all
parties by entering that 8-digit Case number.

« Take opportunity to rename file appropriate
(e.g. Summer 2023 Renewal Request).

t 2024. All rights reserved. (



Manage Renewal
Request

¢ ¢ ¢
v ¢ ¢ ¢
¢ ¢ ¢

« This means you only have one open file per student. oo

Earlier File can be marked as Closed (change status)

Update Notes

» Begin using Shared Notes from the first file
Complete CRF

Send Communications

Rinse and Repeat!



€@ 'mpact on
Prior History

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed t



How Does This Look?

« Can limit prior history to just Disability Services or

Accommodations Case Type

v ¢ ¢ ¢

« Accurately provides the number of times an individual has

been provided accommodations

« Should reflect just one open file at a time

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



€@ Pregnancy and
Parenting
Accomodations

ontains confidential information proprietary to Maxient. Not to be disclosed t



Use of Milestones
Set up Pregnancy/Parenting Case Type

 You can use Milestones to track the number of times a

pregnancy/parenting accommeodations is granted over course

= = = =
= = = =

of the pregnancy or parenting concern.
* Create case as typical
« Complete CRF and send communications

» Key - Add Milestones to track each time accommodation is claimed

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

= = = =
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Use of Milestones

Update Existing Case 2022001201 Angela Noelle Martin (987654009)

CASE DEMOGRAPHICS CONTACT INCIDENT EFC ASSIGNMENT RESOLUTION ACTIONS TASKS NOTES OTHER

Access Restriction

Disability Services v

Collaborators

Click here to select collaborators ...

Milestones
M Extended Time for Assignment Saturday April 8, 2023 at 12:00am [J Delete milestone
M Excused Absence Sunday April 9, 2023 at 12:00am [J Delete milestone
M Extended Time for Assignment Monday April 17, 2023 at 12:00am [J Delete milestone
M Extended Time for Assignment Friday April 28, 2023 at 12:00am [J) Delete milestone
M Extended Time for Assignment Tuesday May 9, 2023 at 12:00am [J Delete milestone
M Excused Absence Thursday May 25, 2023 at 12:00am [J Delete milestone

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Counting Milestones

191 - Cases with Milestones

LEGEND: Report displays for the specified date range and date of reference, the list of cases with milestones. There is one table for each case type. If cases of a particular case type
do not have any milestones, then that case will not appear on this report. If two or more file IDs on the same case have a different case type, then the results will appear in each of
the case type tables. The order of the columns for the milestones is based on their order in the "Milestones" field in "Configuration. If the milestone doesn't exist in the "Milestones"
field in "Configuration" screen, then it's placed at the end of the columns.

Note: This report makes use of access restrictions, meaning that if a user is not a member of the group to which a case is restricted, that user will not see that case on this report
when viewing it.

DESCRIPTION: Milestones for Cases Where Type is Disability Services E
DATES: INCIDENT DATE between January 1, 2023 and June 8, 2023

CASE TYPES: All

HOME OFFICES: All

RESULTS: 1

RESTRICTIONS: This report respects cases access restrictions.

Therefore, you may see more or less here than other users, depending on your individual access to the component cases.

Filter Results Column visibility «

Showing 1 to 1 of 1 entries

Search:
Case Home Incident Incident Reported Case Excused Extended Time
N SID Created

Number Type Office ame (SID) Date Location Date D;i: € Absence for Assignment
20220012 Disability Office of Angela Martin 2023-04-08 Engineering 2023-04-08 2023-04-08 2023-04-09 2023-04-08 04:00:00
Services Disability (987654009) 04:00:00 2023-04-17 04:00:00
Services 2023-05-25 2023-04-28 04:00:00
04:00:00 2023-05-09 04:00:00

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Counting Milestones

192 - Count of Milestones by Case Type

LEGEND: Report displays for the specified date range and date of reference, the count of milestones by case types. If two or more file IDs on the same case have a different case
type, then the results will appear in each of the case type columns. If this occurs, then the sum of the counts in the "Total" row for each table will be inflated. The order of the
columns for the milestones is based on their order in the "Milestones" field in "Configuration. If the milestone doesn't exist in the "Milestones" field in "Configuration" screen, then
it's placed at the bottom of the list.

Case Type is "Disability Services" Case Type is "Student Conduct"
L B
DESCRIPTION: Count of Milestones Where Case Type is "Disability Services"
DATES: INCIDENT DATE between January 1, 2023 and June 8, 2023
CASE TYPES: All
HOME OFFICES: All
RESULTS: 2
RESTRICTIONS: This report ignores case access restrictions.

Filter Results Column visibility «

Showing 1 to 2 of 2 entries

Search:

Milestone Count of Cases
Excused Absence 2
Extended Time for Assignment 4
TOTALS 6

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Thank You!

Please com plete the evaluation
forthis program , found 1n
Guidebook, to help us plan for
future MaxFests.

¢ ¢ ¢ ¢

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Be Your Own Maxient M.D.
System Health Checks

Jason Andrews

Senior Clients Support Specialist
Maxient, LLC

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



The Doctor is in...

Necessary User Information Data

Tools Management Distribution Administration

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



@ The
Necessary
Tools
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The Necessary Tools

Analytic Reports

Level 5 User Involvement

Your Own Insights!

. = = =

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Analytic
Reports

900 Reports Custom Reports
These reports provide a Constructed to meet more

20,000 view of the system specific data set needs and

and indicate where there can also allow for batch
may be issues or changes of field values
discrepancies in data or across your case files

user accounts

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Level 5 User Involvement

Many of the changes you will want or need to make in the
system will require, minimally, a Level 5 user. If you are not one,

this is the time to make a friend @

This can also be a great opportunity for Level 5 users to
connect/re-connect with lower level users about day-to-day

issues or needs within the system



You Know Analytics

‘ Your

Have you or other users When running Ow.r‘
noticed anything which analytic reports do I n s ] g h.l-s

feels clunky or “sticky”, the numbers seem
items not appearing as right, or do they feel
you expect them, or as though something
submitted reports not IS missing or is out of
landing where you place? Do you have
expect them to? multiple variations of

the same thing?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed t¢
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Users: What Can They Do?

Analytic 900: User Accounts Report

 Provides a comprehensive list of settings for each user

« CTRL/ CMD “F” are your best friend... also that “Search”
box too

 This is a “big” report - take things a couple items at a
time.

« Consider grouping users into functional areas and

what they should be able to do and have access to

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Maxient M.D. Says...

» Go to “Manage Users"” and fully update one account a time.
* An ounce of prevention is worth a pound of cure - Invest the
time.

* If you need to restart - Delete and replicate



Users: Are They Engaging?

Analytic 901: User Account System Health Check

« Goal is to show how folks are engaging with the system
« When they last logged in
« How many pending IRs are assigned to them
» Statuses of cases assigned to them make sense

« Understanding where some may be overloaded/behind

« Adds perspective to who really needs to log in

Logs: User Activity Report

« Provides a detailed account of what, precisely,
a user is doing... or not doing.

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Maxient M.D. Says...

* GO to “Incoming Reports” -- how old are some of the pending IRs?
» Qutreach to users to discuss their use and where they need
assistance

» Review and update your user list and delete unneeded accounts



Users: Are They Engaging?

Analytic 7: Case Turnaround Analysis

 Provides an overview of all cases and the time it
takes to resolve cases - Individually and Averages

« A“health check” of your processes

Hearing Officer Dashboards

 Specific to individuals’ Hearing Officer Title
 Case turnaround for their specific cases

e Overdue Cases

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Maxient M.D. Says...

» Opportunity to get processes and people back on track
 Consider using tasks to help folks redirect towards success

* Allows for a clear message on expectations that is backed by data



© Information

Distribution

Where Does It Go?
Who Gets It?

onfidential information proprietary to Max twumpmqﬂmtmw
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Where Does Information Go?

Analytic 902: Routing Rules Report for Incident Report Layouts

* This is a powerful tool - use it to check your rules and even
compare them

* [tems that are red are considered “broken”, which may explain
unusual behaviors in routing

A great way to survey who gets IRs routed to them and who gets
copied
 Bold carbon copy emails means they are not a user - not a bad
thing.



Maxient M.D. Says...

* Fix broken rules and build routing rules

 Stay away from duplicate rules

» Use Hearing Officer Titles for recipient - helps with staff transition
* IRs should route to a person that will take action on the (i.e. turn

them into cases)

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Who Gets Information - Beyond IRs

Analytic 914: Hearing Officer Titles (HOTSs) in Use

* Al HOTs in the “Assigned to” of all cases and whether it is
occupied

» Allows you to see changes in HOTs and find cases that may have
been lost in staff transition

* Tells you whether HOT is in your Configuration area



Maxient M.D. Says...

« Reach out to Maxient to help move cases around
» Make sure all actively assigned HOTs are in the Configuration

Area

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Who Gets Information

Analytic 913: Open Cases Not Assigned to a Current User

* No one is tracking these cases

* Note the “Last Modified” date and determine what you need to
do with these cases



Maxient M.D. Says...

 Look for cases with red flags that may need immediate follow up
 Check the audit trail of these cases to see who created the case

 For stagnant cases: determine what you want to do with them

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Who Gets Information

Analytic 915: Cases with No Access Restriction

* If you are regularly using access restrictions OR recently made it
required, look here

 Look at the “Count” tab first to find your problem areas



Maxient M.D. Says...

* If access restriction is important, set your system to make it
required (on Configuration)

* If there are trends by case type, work with the staff responsible
for those cases

* If there are large numbers of cases to restrict, reach out to us!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Where do the
numbers come
from?
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Demographic Information

Analytic 910: Demographic Feed and Configuration Screen
Values Crosscheck

» Side by side comparison of your feeds, configuration, and cases

* Mismatches aren't the end of the world, but some consistency is
Important

* Impacts many of the demographic based analytics



Maxient M.D. Says...

* |[deally have what is in your demographics feed and configuration
match
* Review IR layouts to check for consistency
» Analytic 903 - IR Layout Field Values

» Accounting for information in cases - What is worth changing.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Clery Georgraphy

Analytic 911 - Clery Locations Crosscheck

* Your Clery folks will thank you

» Reviews Incident Locations and compares to Clery Locations in
Configuration

* This report is considering date range

* You will see whether it is categorized, and where



Maxient M.D. Says...

« Make sure incident locations are up-to-date and categorized
* Never delete Clery locations from configuration

* Knowing what locations are ok to be considered uncategorized

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Dates in Cases

Analytic 912: Cases with Problematic Dates

e Look for “Yes"” in the columns to determine where the issue is

* Also, cases missing key dates are shown



Maxient M.D. Says...

* Try to update the dates if possible
» Check the audit trail to see who last managed it and reach out to
them if you can

* This is going to change some of your analytics - be prepared

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



@ Questions™?
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= = = =
= = = =
= = =
= = =

Thank You!

Please complete the evaluation for this
program found in Guidebook to help us plan
for future MaxFests.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Beyond Conduct: Using Maxient
for More Processes

LaRonda Brewer \QS’

Assistant Dean of Students GeoroaState
Umversrt)@

MaxFest 2024



GSU At-A-Glance

Research | Institution

Large, Public

Enrollment = ~52,000

Predominately Black Institution (PBI)

Urban

#1 in awarding degrees to African American students
#2 in Innovation



Office of the Dean of Students
e Student Conduct

* Assistant Dean
o 2 Coordinators
« 2 Graduate Assistants

] Senior Records
Coordinator

« Student Support
« Assistant Dean
o 2 Coordinators

1 Administrative
Specialist




Academic Dishonesty

v

Georgradtate
University.




The Process

« DOS Role = Recordkeeper (+)

» Case Resolution
« Academic Penalty Only and no prior history
« Recommended Disciplinary Penalty (+)
« Academic Dishonesty History (+)



Academic Dishonesty Reporting Form

GeorgraStateUniversity
o — v

Reporter Information

Faculty member's full name:

Date of incident (Required): mm/dd/yyyy O

@ Learn more

Academic College (Required): Please select a location ... v

Course and Course Number:

O Learn more



Involved Party

Student's First and Last Name Panther ID Number (no dashes) University Email address



Type of Academic Dishonesty (Required)
(J Cheating on Exam 0 Multiple Submissions

(J Falsification O Plagiarism

Academic Penalty(ies) (Required)

(J Zero on Assignment O Point Penalty

(J Fail Assignment O Grade Deduction

(J Fin Course O Fail Comprehensive Exam
(J Redo Assignment ) Grade Change

If you selected "Other" under Academic Penalty, please specify the academic penalty:

O Unauthorized Collaboration

0J Unauthorized Public Posting and Distribution

) Retake Exam Rewrite Doctoral Exam
O Deferral of Graduation
O None

O Other



Campus (Required)

O Alpharetta
O Atlanta
O Buckhead
O Clarkston
O Decatur
O Dunwoody
O Newton

O Perimeter Online



Supporting Documentation

Attach in one PDF the notification letter from the College, the Notice of Academic Dishonesty, and the Supporting Documentation. 5GB ‘

maximum total size.

Attachments require time to upload, so please be patient after submitting this form.

Choose files to upload Choose Files

Select copy recipients



Admissions Background Review

v

Georgradtate
University.




* Process triggered when:
« An applicant answering yes on their application for the
security guestions related to:
« Criminal history
« Student conduct history at high school or college
« Military history
* A current student should have revealed criminal or
conduct history on their application



Decision Matrix

Offices of Admission
Undergraduate and Graduate

Admissions Background Review Committee

DUI

Drug use

Good Standing (except incidents of sexual
misconduct)

Theft

Shoplifting

Non felony charges

Drug Distribution

Assault with Deadly Weapons

Felony Charges

Sexual Misconduct

Pending disciplinary/ academic proceeding




How we utilize Maxient for this process

» Notification to DOS

« Communication with applicants
» Collection of Information

 ABR Committee

« Case Resolution Form

* Appeals



Notification to DOS

( Admissions Background Review Reporting
GeorgraStateUniversity Form

Reporter's Information

You are currently authenticated as LaRonda Brewer. Not you? (4

Your full name:
Your email address:

Application Term:

O Learn more



Applicant Information

Applicant's First and Last Name Select Role Panther ID Number (no dashes) Applicant's email address from
= application
Please select the applicant's campus type. (Required)
O Atlanta Undergraduate Applicant
O Atlanta Graduate Applicant

O Perimeter Applicant



Supporting Documentation

Please attach the applicant's Admissions application and any other documents as needed. 5GB maximum total size.

Attachments require time to upload, so please be patient after submitting this form.

Choose files to upload Choose Files

Email me a copy of this report




Communication with Applicants

* Multiple Letter Templates
* Criminal History — In State or Out of State
« Military Discharge - DD214
« High School or College (Release of Information Form)

 Additional Information Form



Admissions Background Review - Additional
Gex )rglaStau‘Um\'(‘rmty Information Collection

Applicant:

Based upon the review of information you submitted on your application or should have disclosed on your application, we need to some additional information to

initiate the Admissions Background Review Process. Please answer all of the questions below.

If you have any questions, please email backgroundreview@gsu.edu.



Applicant Information
Legal Name Select Role DOB (YYYY-MM-DD) Cell Phone Number
v
Personal Email Address




In the following section, we need information on your criminal history, high school or college conduct, and military discharge. Please answer all questions truthfully.

Do you have criminal history? Include all criminal history including cases where you entered guilty plea or first offender sentence or were found guilty? (Required)
O Yes
O No

In which state(s) do you have criminal history? (Required)



Did you have a dishonorable or other than honorable discharge from the military? (Required)

O Yes

O No

Do you have conduct history at a previous high school, college, or university? (Required)

O Yes

O No

If so, what is (are) the name(s) of the school, college, or university? If your answer in the previous section was No, please enter, N/A in this section. (Required)



ABR Committee

« Composition of Committee:
« Undergraduate Admissions
« Graduate Admissions
« Dean of Students/Student Conduct
« Legal Affairs

« User Level — Level 1
» Access Restrictions — ABR/CDR/DQOS
* Review of documents in the electronic filing cabinet



Appeal Process

Admissions Background Review - Appeal Form

GeorglaStateUniversity
L- — v

Appeals should be submitted within 5 business days of the original decision (deadline date is noted on the decision letter). Your appeal
should include a typed intent to appeal statement as well as any additional documentation that addresses your rationale for appealing the
decision, and any new information that may impact the decision. This will be your only opportunity to present new information and or

documentation.

You may submit your appeal including any additional information using this form.

You are currently authenticated as LaRonda Brewer. Not you? (%'



Background Information

Your Legal Full Name (First and Last Campus Panther ID Number (no dashes) Phone number

Name) =

Email address

Upload Appeal

Include your appeal statement AND any additional documentation. 5GB maximum total size.

Attachments require time to upload, so please be patient after submitting this form.

Choose files to upload Choose Files



Continuing

DUTY 1O

Disclose
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The Policy

Georgia State University Students have a continuing duty to report criminal/disciplinary events
that occur after application to the university. The criminal/disciplinary events that must be
reported are described below and reports must be made to the Office of the Dean of

Students, deanofstudents@gsu.edu, within 72 hours of the Student’s notice of the event. Failure
to comply with this requirement may result in sanctions up to and including immediate withdrawal
from the university.

* Conviction of a crime other than a minor traffic violation;
« Criminal charges filed against the Student;

« Entering a plea of guilty, a plea of no contest, a plea of nolo contendere, an Alford plea, or a
plea under any first offender act in response to charges filed against the Student; and

» Disciplinary or academic misconduct charges initiated or sanctions imposed against the
Student from a high school or former college or university.

The university will review all reported incidents to determine if the Student’s conduct poses a
significant threat to the safety and well-being of the University Community.


mailto:deanofstudents@gsu.edu

How We Use Maxient

» Letter Templates

« Connection to ABR Process
* Follow the same process
« Potential Invalidation



Dean’s Certification
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What is a Dean’s Certification?

e Certification of student conduct record

« Common types of Certifications
« State bar
« Students or Former students enrolling at other institutions
« Federal Government



Methods of Certification

 Form
» Letter of Good Standing
 Letter explaining student’s history



What is Reportable?

* Only cases where students have been found
responsible

* Not Reportable

« Academic dishonesty cases with only an academic
penalty

 Informal Resolution— Community Intervention Program
« Community Living Standards- noise, guest violations



Dean's Certification Form

Ge wngtathm\'crmtv

Please complete the form in its entirety and provide the following:

¢ The student's full name while attending Georgia State University

e Panther ID number (or date of birth if you do not remember your Panther ID)

¢ Phone number and email address

¢ An email address for where the completed Dean Certification should go

¢ The student's signature and date on the form from the requesting institution (this is the student's permission to release the information). Note: The form cannot

be submitted blank or processed without the student's signature.

If your form is requesting disciplinary/student conduct information and academic information (GPA, academic standing, etc), you can submit this form, and we will

forward the form to the Office of the Registrar upon completing the conduct portion of the form.
If your form is only requesting_academic information, please do not use this form. You need to submit the form to recgradsvc@gsu.edu.

Thank you.



Student or Former Student for Whom You Are Requesting Certification

First and Last Name Select Role Panther ID Number (No Dashes) DOB (YYYY-MM-DD)

Cell Phone number Email address

Add another party



Additional Information

Please list the name of EACH institution to which we should send a report, as well as the e-mail address we should use to send it. You can list more than one email

address. Example: Prestigious University - prestigiousexample@mail.com (Required)

Do you have a specific candidate or applicant number that we need to reference on our report? (Required)
O Yes

J No

What is your specific candidate/applicant number? (Required)




Campus (Required)
O Alpharetta
O Atlanta
O Atlanta Online
O Clarkston
O Decatur
O Dunwoody
O Newton

O Perimeter Online

A Dean's Certification can be a form or letter. Please let us know what you need. (Required)
O I need you to complete the form | am attaching to this submission.
O I need a letter stating the student's conduct history.

O I need a form completed AND a letter stating the student's conduct history.




Did the student sign the form? The student must complete the student information section and sign the waiver section. The student's signature and date on the
form from the requesting institution is the student's permission to release the information. Note: The form cannot be submitted blank or processed without the
student's signature. Check to confirm that the student signed the form or that you are uploading a separate FERPA Release of Information. (Required)

O Yes

Supporting Documentation

Please upload all supporting documentation. 5GB maximum total size.

Attachments require time to upload, so please be patient after submitting this form.

Choose files to upload Choose Files




Creating the Case in Maxient

« Current students in your data feed

 Manual Input of needed information
e Sfudent’s name
« Student’'s email address
« Date of birth
 Gender
« Ethnicity



Letter of Good Standing

To Whom It May Concern:

This is to verify that [student’s name] has had no disciplinary actions or proceedings during his/her
enrollment at Georgia State University. [Student’s first name] is in good disciplinary standing.

Sincerely,



Disclosing Student History

| am writing in response to a request for information on the above referenced student. This
individual has given written consent indicating that information pertaining to records at Georgia
State University may be released to you.

During enrollment at Georgia State University, [Student’s First Name] was involved in the
following disciplinary action:

Incident Date
Charges

As a sanction, [Student’s first name] was required to complete the following sanction(s):
[Student’s first name] has completed all sanctions and this matter is closed.

If you have any questions about the reported information, please contact me at
laronda@gsu.edu.

Sincerely,



Completing A Form

Office of Admission and Financial Aid

College & University Certification

Please complete the first part of this form, and give it to the administrative office in charge of student disciplinary records at
each college and university you attended prior to enrolling at Tulane Law School. Make as many copies of the form as
necessary. The form must be returned directly to Tulane Law School by the individual completing the form.

Institution Completing Questionnaire: __Georgia State University

Student Name: _ ID Number at Institution: _

In accordance with the Family Educational Rights and Privacy Act of 1974 (“FERPA”, or the “Buckley Amendment”), |, the

undersigned, hereby authorize the institution named above to release for all purposes any and all financial, academic,
disciplinary, or other educational records and information to Tulane University.
£ S AN .4

Student Signature !

Date




Completing A Form

PART II: To Be Completed by the Designated College or University Official

Thank you for providing us with the requested information about this student’s official record. Please include any information
that would help us to assess his or her character and fitness to practice law.

Was this applicant subject to academic or disciplinary sanctions, or are there any such charges pending? [JYes [XNo
Do you have any reason to doubt this individual’s personal or academic integrity? Oves XNo

If the answer to either question is yes, please provide relevant details below. (Attach additional sheets as necessary.)

LaRonda R. Brewer |
Name of Official (Printed) Signature of Official

Assistant Dean of Students

Position




No Hazing @ State
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Max Gruver

18-year-old LSU student

From North Fulton County, GA

Pledged Phi Delta Theta

Attended Bible Study

e Hazing ritual in which teenage pledges were
pressured to chug several bottles of Diesel, a
190-proof grain liquor

Died of alcohol poisoning and aspiration less

than 24 hours later



Haze' or 'hazing' means to subject a student
to an activity which endangers or is likely to
endanger the physical health of a student, or
coerces the student through the use of
social or physical pressure to consume any
food, liquid, alcohol, drug, or other
substance which subjects the student to a
likely risk of vomiting, intoxication, or
unconsciousness regardless of a student's
willingness to participate in such activity.

https://www.legis.ga.gov/legislation/59273



https://www.legis.ga.gov/legislation/59273

« Examples of activities that may violate this policy include but are noft limited to
the following:

forcing, requiring or encouraging nudity at any fime;

paddle swats;

treeings (e.g., tying someone up and throwing food or other substances on them);
line-ups (e.g., yelling at or harassing people in a formation);

calisthenics (e.g., push-ups, sit-ups, jogging, runs);

causing an individual to be sleep deprived and/or to suffer from unreasonable fatigue;

conducting activities that do not allow adequate time for class attendance, study and
completion of assignments, participation in group projects;

theft of any property;
road trips (e.g., dropping someone off and leaving them to find their own way back);

Perfqrming acts of personal servitude for members (e.g., driving them to class, cleaning
heir individual rooms, serving meals, washing cars, shopping, laundry);

scove,n%er hunts without prior approval from the appropriate university appointed official,
or which includes activity that would otherwise constitute hazing;

forcing or requiring the violation of university policies, federal, state, or local law.



NOR o VVAIN[CXRC)
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Inversity Office of the Dean of Students

Abou Student Assistance Student Conduct Sexual Misconduct Programs & Services

Conflict Resolution & Decision-Making PORT A HAZING INCIDENT
Workshops

Policy on Academic Honesty

No Hazing @ State
Student Code of Conduct At Georgia State, we are committed to providing a safe educational environment for our students and
student organizations. As outlined in the Student Code of Conduct, hazing is a violation of state law and
FERPA is strictly prohibited by Georgia State both on and off campus. Violation of this policy may result in both

disciplinary action and criminal charges.

Hearing Boards
In compliance with the Georgia SB 85 "Max Gruver Act", beginning July 1, 2021 Georgia State will

publicly disclose administrative adjudication of hazing or hazing related convictions. The law requires that
institutions establish policies to facilitate the:

(1) Reporting, investigation, provision of due process, and administrative adjudication of alleged incidents
of hazing as related to students and student organizations; and

(2) Public disclosure of administrative adjudications of hazing or hazing related convictions within 15
calendar days of final adjudication or public notice of criminal conviction and remain posted for a period

I ¢ - [oc than five vearc P

Reporting Code of Conduct Violations

Student Ethics and Standards Board (SESB)

Student Organization Hearings




Hazing Investigation Form

GeorgaStateUniversity

Submission Information

You are currently authenticated as LaRonda Brewer. Not you? ('

Today's Date (Required): mm/dd/yyyy m

Your Information

Your Full Name Panther ID (No Dashes) Cell Phone Number GSU Email address



Hazing Policy and Questions

Please read the following definition of hazing from the Georgia State University Student Code of Conduct “Hazing” means any intentional, negligent or reckless
action, activity or situation that endangers or is likely to endanger the physical health of an individual or causes an individual pain, embarrassment, ridicule or
harassment as a condition or precondition of gaining acceptance, membership, office or other status in a student group, whether or not such group is formally
recognized by the University and regardless of the individual’s willingness to participate. Actions and situations that may constitute hazing may include, but are not
limited to, the following: forcing or requiring the drinking of alcohol or any other substance; forcing or requiring the consumption of food or any other substance;
calisthenics (e.g., push-ups, sit-ups, jogging, runs); treeings (e.g., tying someone up and throwing food or other substances on them); paddle swats; line-ups (e.g.,
yelling at or harassing people in a formation); theft of any property; road trips (e.g., dropping someone off and leaving him/her to find his/her own way back);
scavenger hunts; causing an individual to have fewer than six (6) continuous hours of sleep per night; conducting activities that do not allow adequate time for
study (e.g., not allowing an individual to attend class, causing one to miss group projects); forcing or requiring partial or complete nudity at any time; performing
acts of personal servitude for members (e.g., driving them to class, cleaning their individual rooms, serving meals, washing cars, shopping, laundry); forcing or
requiring the violation of University policies, federal, state or local law. Based on the above definition, did hazing occur during your membership intake process?

(Required)
O Yes

O No




If yes, list specific behavior that you believe constitutes hazing and the individual(s) involved in the hazing:

According to Sections Il (A) 13 of the Georgia State University Student Code of Conduct (the “Code”): Providing any false statement or misleading information,
including by omission, to or about the University. | certify that the information provided in this document is true to the best of my knowledge, and understand that
omissions or misrepresentation is a violation of Georgia State University’s Student Code of Conduct. (Required)

(J Il agree.




Community Infervention Program
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What is Community Intervention?

* Building on the tenets of the Restorative Justice program, the Community
Intervention Program provides a form of informal resolution for students
engaged in the student conduct process. This program will serve students whose
conduct does not require an interim measure and is not a serious threat to the
university community. A strong focus on student development and their
understanding and adherence to the Pounce Pillars are key elements of the

program.



Key Provisions

Not allowed for Interim Measure case or cases where suspension and expulsion are
recommended

Only allowed to participate in the Community Intervention Program once

Students must accept responsibility

No appeals

Students will have the option of an informal resolution if they have not previously
completed the program

Will not count as reportable student conduct records for background check; however,
ODOS will use this information in determining a student’s eligibility for the
Community Intervention Program and when determining future sanctioning options.



University Housing - Incident Report Form

Gec )rglaStau‘Um\'(‘rsm'

This Incident Report Form is intended for alleged violations of the Student Code of Conduct & Community Living Standards that occur in

University Housing. Please remember to write all reports in third party and check for spelling and grammar. Thank you.



Background Information

You are currently authenticated as LaRonda Brewer. Not you? (4

Your full name:

Your position/title:

Your phone number:

Your email address:

Urgency of Report (Required): Please Choose... v

Date of Incident (Required): mm/dd/yyyy o

Time of Incident:

Location of Incident (Required): v

Specific Location:



Involved Parties

Please list the individuals involved (excluding yourself), including as many of the listed fields as you can provide. Panther IDs are

required (no dashes). For non-students, please list an SSN or Drivers License number in the block labeled SID (Student ID #) if available.

Name or Organization Select Role ID Number DOB (YYYY-MM-DD)

Phone number Email address Hall/Address

Add another party




Questions

Please provide a detailed description of the incident/concern using specific concise, objective language (Who, what, where, when, why, and how). (Required)

Check all that apply: (Required)
U None
(J EMS Called
(J EMS Transport
(J EMS Transport Refused
(J Arrest

(J Criminal Charges Pending



Did the incident involve a student conflict? (Required)

Please Choose... v

If the incident involved a conflict, who were the involved parties? (Required)
U No Conflict
O Student v. Roommate
O Student v. Student
O Student v. Student Staff
O Student v. Professional Staff

O Student v. Police



Supporting Documentation

Photos, video, email, and other supporting documents may be attached below. 1GB maximum total size. Attachments require time to
upload, so please be patient after submitting this form. PDF preferred for word/text documents. 5GB maximum total size.
Attachments require time to upload, so please be patient after submitting this form.

Choose files to upload Choose Files

(J Email me a copy of this report




CIP - Initial Letter

{{BASIC_SALUTATION}},

The University has received information that you may have violated the Georgia State University Student
Code of Conduct (the \"Code\”). Please schedule a Community Intervention Intake Meeting to determine if

we can engage in an informal resolution of the reported conduct. As a part of our Community Intervention
Program, it is our goal to create an environment where:

e Students are engaged in the community,

e Students act as responsible members of the community,

o Students develop an understanding of ethics and integrity, and

o Students feel that they are a part of the Georgia State Community.

A summary of the information that we have received at this time includes: {{INCIDENT_SUMMARY?}}



Based on the information received, we will discuss the following potential policy violation(s) in addition to
other Code violations that may be revealed through our conversation:

{{EXPANDED_CHARGES_LIST BULLETS}}

At the conclusion of your Community Intervention Intake Meeting, the Office of the Dean of Students will
determine if your case is eligible for resolution under the Community Intervention Program.



Please schedule a Community Intervention Intake meeting with me no later than
{{CALC_5_BUSINESS_DAYS}}. You may schedule your virtual meeting to occur over the phone or via the
web by emailing me at {{ASSIGNED_TO_EMAIL}}. If you have an international humber or choose the
web-based meeting, you will receive a meeting invitation sent to your Georgia State University email
address. If you fail to respond by {{CALC_5_BUSINESS_DAYS}}, your case will be forwarded to the
student conduct process for an Administrative Resolution.

Thank you for your prompt attention to this matter.

Sincerely, {{SIGNATURE}} Dean of Students Designee



The Restorative Conversation

e What happened?

e What were you thinking at the time<¢

e What are your thoughts about the incident since it
occurrede

¢ Who has been affected by what you have donee¢
In what way?¢

e What do you think you need to do to make things
rghte



(g Community Intervention Program Resolution
GeorgraStateUniversity Form

Background Information

You are currently authenticated as LaRonda Brewer. Not you? (%'

Date of Meeting (Required): mm/dd/yyyy [

YOUR INFORMATION

Full Name ID Number GSU Email address Your Case Number



RESPONSIBILITY AND RESOLUTION ELECTION

During your meeting with the Dean of Students, you discussed the following violation(s) of the Student Code Conduct and are accepting responsibility for these
violation(s): (Required)

(J A1 Violation of the Student Code of Conduct or any university policies, rules or regulations.

(J A2. Conduct which is obscene or indecent.

(J A3. Disruption or obstruction of teaching, instructional, research, disciplinary, public service, administration, or other university activities.

(J A4. Harassing a person through unwanted conduct directed at him/her that causes reasonable fear for safety (e.g., Stalking) or is sufficiently severe,

pervasive and persistent that it interferes with the person’s university employment or ability to participate in or benefit from university programs.

O AS. Threatening physical abuse, intimidation, coercion, retaliation, and/or conduct which threatens the health or safety of others.

J A6. Physical abuse, intimidation, coercion and/or other conduct which endangers the health or safety of others.

(J A7. Attempted or actual theft of and/or damage to property belonging to the university, any Member of the university Community or others.
(J A8. Possession of property the Student knows or has reason to believe may be stolen or misappropriated.

(J A9. Use, possession, display or storage of any weapon, dangerous instrument, explosive device, fireworks, or dangerous chemical unless

specifically authorized by university officials, or local, state or federal law.

O A10. Public intoxication or use, possession, consumption, Distribution or sale of alcoholic beverages except as expressly permitted by the university’s

Alcohol Policy (see the Alcohol Policy).



LJ AT1. Use, consumption and possession or Distribution of any narcotic, dangerous drug or Controlled Substance or possession of drug paraphernalia

that would violate the law.

(J A12. Falsification, forgery, alteration, Fabrication or misuse of university records, forms or other documents.

(J A13. Providing any false statement or misleading information, including by omission, to or about the university.

J A14. Providing or gaining unauthorized access to or use of university property, resources or facilities.

J A15. Operating a non-chartered or non-approved organization on any property belonging to the university.

O A16. Engaging in, supporting, promoting or sponsoring Hazing (see the Hazing Policy).

O a7 Gambling as prohibited by local, state, or federal law.

(J A18. Engaging in any Sexual Misconduct (see the Sexual Misconduct Policy).

J A19. Commission of any offense prohibited by local, state, or federal law.

O A20. Failure to comply with directions of university officials or law enforcement officers acting in performance of their duties and/or failure to identify

oneself to these persons when requested to do so.

O A21. Knowingly filing a complaint comprised in whole or part of false accusations.
(J A22. Failure to respond as directed by the Dean of Students on any matter including, but not limited to, a request to meet concerning an issue, or a

notice alleging a violation of the Student Code of Conduct.

J A23. Failure to comply with the sanction(s) imposed for an earlier violation of the Student Code of Conduct.




Check the Resolution Route below by which you wish to have your case resolved. All charges must be resolved through the same process. The Community
Intervention Program requires the approval of the Dean of Students. (Required)

(J Community Intervention Program. This involves completing an engagement conversation with the Dean of Students and the completion of the

Community Intervention Plan assigned by the Dean of Students. Electing this route requires that you accept responsibility for all charges. This option

is not appealable.

| acknowledge that | have reviewed and understand the information in this document and that my voluntary election regarding responsibility and resolution route
are accurately represented herein. Checking this box serves as my electronic signature. (Required)

U 1 agree



| understand that if | fail to complete the educational requirements that my case will be forwarded to the student conduct process for an Administrative Resolution.
(Required)

U lagree

| understand that the resolution of this case is not appealable. (Required)

O 1 agree




Case Resolution Letter

{{HOUSING}} {{HOUSING_ROOM_NUM}}
{{BASIC_SALUTATION}},

Based on our conversation in your community engagement meeting, you accepted responsibility for
violating the Georgia State University Student Code of Conduct (the \"Code\"):

{{EXPANDED_CHARGES_LIST}}
Specifically: {{INCIDENT_SUMMARY}}

Based upon my review of the information related to your case, as well as our discussion during our
meeting, your Community Intervention Plan is as follows:

{{ALL_SANCTIONS_LIST}}
The evidence in support of this resolution is as follows:

{{RATIONALE}}




The resolution of conduct cases through the Community Intervention Program are not appealable and will

not be reported on a background check. If you do not complete the sanctions, your case will be forwarded
to the Student Conduct process for an Administrative Resolution.

Your experience and thoughts will assist the Office of the Dean of Students with creating enhancements to
better serve the University Community. Please fill out the short evaluation
at https://gsu.qualtrics.com/jfe/form/SV_erMjgTWPi5a8fgp. Thank you for your assistance.

If you have questions regarding this matter or need assistance in the future, please contact me.

Sincerely,




Questions

LaRonda Brewer

Assistant Dean of Students

laronda@gsu.edu \QS’
GeorglaState

www.deanofstudents.gsu.edu UIllVQI'Slt}L



mailto:laronda@gsu.edu
http://www.deanofstudents.gsu.edu/
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Bias Beware:
The Critical Eye of Courts on Bias Response

Jason Kistler

e Adam Hark

Counsel Senior Client Support Specialist

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Presentation overview

« The state of bias response and how it has come to be viewed in the eyes of courts.
« Common functionality in your Maxient system implicated by these developments

Goal

To inspire conversations - both here today and back home on your campuses - about
our ambitions for bias response, the ways we communicate those (including through

the use of our Maxient system), and the perceptions that follow.

What are we NOT doing?

« @Giving legal advice
« @Giving policy advice

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



What is Bias Response?

“...[Blias incidents include prejudicially motivated conduct, speech, or
expression that does not constitute criminal activity. ... These incidents
might include microaggressions, protests, displays, and events that are
hostile to various diverse groups and are considered to have a
deleterious effect on the overall campus climate and/or on particular

groups on campus.”

Miller, Ryan A., et al. "A Balancing Act: Whose Interests Do Bias Response Teams Serve?" The Review of Higher Education, vol. 42 no.
1, 2018, p. 313-337, at 315-316.

What are its aims?

Student Well-Being? Institutional Protection?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



“At Elizabethtown, ... the small liberal-arts college in central
Pennsylvania ... the baseball team had reportedly held a ‘gay
drinking day,” where partiers supposedly dressed and acted
in ways they considered ‘gay,’ like drinking fruity drinks.

Students who report incidents ... sometimes find their
colleges’ responses inadequate.

[A student], at Elizabethtown, also expected more—details of
incidents from administrators, he says, and punishment for
the baseball team'’s ‘gay drinking day."|

THE CHRONICLE OF HIGHER EDUCATION

STUDENTS

As Slurs and Otfenses Multiply,
Colleges Scramble to Respond

By Casey McDermott

t 2024. All rights reserved. (

Maxie RERDEMBERRs203&d to third parties without Maxient’s prior written permission.



Common Criticisms
of Bias Response

Appearance of Chilled Speech
qguasi-judicial
element

Vagueness in Anonymous

the concept Reporting
of bias

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



alities Across Cases

- Same basic fact pattern: Students wish to engage in intellectual debate and
expression, but hold back for fear that their particular ideas - typically
“conservative” in nature - will run afoul of the institution’s policies and/or garner
the unwanted attention of the Bias Response Team (or equivalent) to the students’
detriment.

- All brought by Speech First, Inc.

- Always against public institutions

- Bias response is always challenged alongside one or more policies
harassment policies) as facially in violation of the First Amend

- Always a pre-enforcement challenge
- Schools tend to present their Bias Response Team as wj
- Schools typically attempt some change of policy mid- e claim

Moot

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Laird v. Tatum
408 U.S. 1 (1972)
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Speech First, Inc. v.

SCHLISSEL

939 F.3d 756 (6th Cir. 2019)

Referrals?

“The Response Team'’s ability to make referrals - i.e., to inform OSCR or the
police about reported conduct - is a real consequence that objectively chills
speech. ... The referral initiates the formal investigative process, which itself

s chilling even if it does not result in a finding of responsibility or criminality.”
At 765.

Invitations to Meet?

“...[T]he invitation from the Response Team to meet could carry an implicit threat
of consequence should a student decline the invitation. ... It is possible that, for
example, a student who knows that reported conduct might be referred to police

or OSCR could understand the invitation to carry the threat: ‘meet or we will refer
your case.” At 765.

Terminology?

“...[T]he very name ‘Bias Response’ suggests that the accused student’s actions
have been prejudged to be biased.” At 76s.

UNIVERSITY OF

MICHIGAN



Speech First, Inc. v.

KILLEEN

968 F.3d 628 (7th Cir. 2020)

Referrals?

“BART, like any member of the University community, could report a potential
Student Code violation to OSCR or the Police without infringing on any student’s

right to free speech. ... The mere possibility of a referral does not demonstrate
standing.” At 642-643.

Invitations to Meet?
“...[N]Jothing in the record shows that any individual student fears potential consequences
resulting from an invitation to meet with BART, or consequences from declining that invitation,
and has self-censored because of those fears... Furthermore, the fact that a majority of students

actually decline a meeting supports the conclusion that students do not feel compelled to meet.”
At 640.

Team Composition?

“While some BART staff are drawn from departments with disciplinary or law enforcement
functions, BART has no such functions... BART has no authority to impose sanctions, and BART
does not require any student to change his behavior.” At 641, quoting the findings of the district court.




Speech First, Inc. v.

FENVES

979 F.3d 319 (5th Cir. 2020)

Referrals?

“...[W]lhen the ‘CCRT determines there is a possible violation of the university’s
institutional rules or policies... the CCRT refers the incident to the appropriate
entity.” ... [A] policy thus enforced is sufficiently proscriptive to objectively chill
student speech.” At 333.

Terminology?

“The CCRT describes its work, judgmentally, in terms of ‘targets’ and ‘initiators’ or incidents.” At 337.

Anonymous Reporting?
“That the CCRT invites anonymous reports carries particular overtones of intimidation to
students whose views are “outside the mainstream.” At 33s.

Memorable Quote?
“The CCRT, in some measure, represents the clenched fist 38

in the velvet glove of student speech regulation.”
At 338 (emphasis added).



Speech First, Inc. v.

CARTWRIGHT

32 F.4th 1110 (11t Cir. 2022)

Terminology?

“No reasonable college student wants to run the risk of being accused of
‘offensive,’ ‘hostile,” ‘negative,’ or ‘harmful’ conduct - let alone ‘hate or bias.” Nor
would the average college student want to run the risk that the University will
‘track’ her, ‘monitor’ her, or mount a ‘comprehensive response’ against her. ...
Pair that broad, vague, and accusatory language with the task-force-ish name of
the investigating organization - the Just Knights Response Team - and we think it

clear that the average college student would be intimidated, and quite possibly
silenced, by the policy.” At 1124,

e

Invitations to Meet?

“To be clear, the fact that the JKRT's website once refers to the accused student's participation as
‘voluntary’ doesn’t change the overall tenor of the message conveyed there - namely, that if your
speech crosses our line, we will come after you. The freedom that a student has to ignore the
JKRT process is akin, we think, to the freedom a child has to refuse his parent when she asks,
‘Would you please clean up your room?" At 1124, Footnote 5 (internal citations omitted) (emphasis added).




Speech First, Inc. v.

CARTWRIGHT

32 F.4th 1110 (11t Cir. 2022)

Notable Hostility in
Fact Recitation

“So... to sum up: The bias-related incidents policy creates a mechanism by which a UCF student
can be anonymously accused of an act of ‘hate or bias’ - i.e., an ‘offensive’ act, even if ‘legal’ and
‘unintentional,’ that is directed toward another based on any of a number of characteristics that
echo (but do not precisely mirror) those listed in the discriminatory harassment policy. The JKRT
‘monitor[s] and ‘track[s] bias-related incidents, ‘coordinate[s] university resources,’ marshals a

‘comprehensive response[],” and where necessary, coordinates ‘interventions’ among affected y
parties.” At 1118.
Anonymous Reporting, Referrals, \

and Team Composition all implicated UCF

in the Court’s factual background.




Referrals?

“...[1]n truth, the BIRT's ability to refer matters is neither special nor much of a
power. ... ‘BIRT may report a Student Code violation just like any other member 3

of the Virginia Tech community.” At 195 (quoting the district court, emphasis added).

Invitations to Meet?

“The district court expressly found that even when the BIRT does extend an invitation to meet, there is ‘no evidence that

students feel obligated to come to these voluntary meetings’ with the Dean of Students.”
At 194 (quoting district court).




Favorable Dictum With a Nod
to Higher Education

“...[T]he First Amendment does not stand in the way of modest efforts to
encourage civility on college campuses. ... The Constitution... does not require
us to ignore that universities have not always been places where such open
dialogue is accepted from everyone. With this history in mind, many universities
- Virginia Tech among them - find it equally vital to communicate that their
campuses are places welcoming to all students, whatever those students’ backgrounds

and whatever their political, social, or religious views. Just as universities may legitimately strive
to promote intellectual curiosity, so too they may legitimately strive to promote civility and a sense
of belonging among the student body.” At 198-199.




Speech First, Inc. v.

SANDS

601 U.S. __ (2024)

Fourth Circuit’s Judgment
is VACATED, and the claims
are DISMISSED AS MOOT.



Speech First, Inc. v.

éﬁsN D202§ IN DISSENT...

Referrals and
Invitations to Meet?

“...[E]ven if the ‘perpetrator’ is not technically required to accept the team'’s
invitation to meet, it is hard to believe a college student could so easily ignore
a university official's request, especially when the report will be filed and ‘the
referral power lurks in the background of the invitation.” Quoting Schlissel.

Terminology?

...the accused student - whom the policy pre-emptively labels as the

) 1)

perpetrator

Team Composition?

“...[A] report can have weighty consequences. After a report is filed, it goes to the
bias response team. The team includes university officials from the Office of the
Dean of Students, Office for Equity and Accessibility, Office for Inclusion and
Diversity, Student Conduct, and the Virginia Tech Police Department.”




Speech First, Inc. v.

%ﬁl\”?o; IN DISSENT...

Anonymous Reporting?

“The policy permits anonymous reporting, meaning there is little to no social
cost for accusing a classmate of bias.”




“Until we resolve [this], there will be a patchwork of First Amendment rights on college
Campuses: Students in part of the country may pursue challenges to their universities’
policies, while students in other parts have no recourse and are
tentially pressured to avoid controversial speech
to escape their universities'
scrutiny and

ation.” fa
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Consideration #1 - Your team

v = What is your team name? What are you known as
around campus?

Who makes up your team?

Who on your team has access to Maxient?

\‘%r Do you have a “Group” set in Maxient?
- Access restrictions

rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third partie itten permission.



Consideration #2 - Letters

OFFICE OF STUDENT CONDUCT
DIVISION OF STUDENT AFFAIRS

January 25, 2024

Toby Flenderson
Sent electronically to t.flender@maxient.com

January 25, 2024

Dear Toby,

On October 7, 2022, the Office of Student Conduct (OSC) received documentation from Jason K, |
regarding your violation of the Smoke and Tobacco Free policy on San Francisco State University's
campus.

Per CSU Executive Order 1108, all universities within the California State University system, including
San Francisco State University, are Smoke & Tobacco Free. In concert, San Francisco State University is
a 100% smoke and tobacco-free campus.

In efforts to build a healthier and more resilient campus community, San Francisco State University has
been moving towards being a smoke and tobacco-free campus for many years. This provides faculty,
staff, students, guests and the public with a campus that supports one’s freedom to learn, teach, work,
think and take part in their intellectual endeavors in a fulfilling, rewarding, safe and healthy environment.

What are the benefits of being a smoke and tobacco-free campus?

There are many benefits of being a smoke and tobacco-free campus. Benefits include healthier lungs,
heart and immune system for all members of the campus community. There are also environmental
effects such as cleaner air and campus environment. Research shows there are behavioral health effects
including an increase in individuals who successfully quit, decrease in people who start smoking and
supports those who have quit.

While it is your personal decision to smoke and/or use tobacco, the use is not permitted on campus.
“Smoke and tobacco-free” includes inhaling exhaling, burning or carrying any lighted or heated:

* Cigar, cigarette, cigarillo or pipe
¢ Electronic cigarette (e.g. vapes)
* Hookah
e Other tobacco products (e.g. chewing tobacco/snuff)
LEADING THE WAY IN STUDENT CONDUCT SINCE 1842
123 MAIN STREET, CHARLOTTESVILLE, VIRGINIA, 22903 434-555-1212

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

Expect that all communication from
your Maxient system can end up as an
exhibit within a court case.

Is there an implied threat of being
investigated?

Does the recipient believe that a

meeting with you is required?

= = = =

= = = =

= = = =

= = = =



Consideration #2 — Letters (cont.)

he default subject line by letter template!

\lerts <notifications@maxient.com> © «a &« ~ & ° DO nOt fo rget that your

Jason Kistler Fri 6/14/2024 8:08 AM

IS AN OFFICIAL CORRESPONDENCE FROM THE CENTER FOR STUDENT SUCCESS AT

communication can be more than your

yodrow College, we are committed to your success and to supporting you when you have
mic
gles.

ore questions, go here! Resources and Support | ette r te m p | a te !

r has been issued to you electronically by our office. Upon clicking the link below, you will be taken
creen displaying your name and requesting an access code to ensure confidentiality. Confirm that
lame appears on the screen, and then enter your student ID number as the access code.

etter will appear in PDF format and should be printed or saved for your records. It will remain ° e
sible through this link for 30 days. If the letter fails to appear, you may need to use a different o eVI eW a n a e I C e S
uter or install the free Adobe Acrobat Reader. If you continue to experience difficulty accessing your

or wish to confirm the legitimacy of this message, please contact our office at (202) 456-1111.

Pick up your letter

row College

nt Success and Retention
of the Provost

yitesville, VA 22903
456-1111
ntsuccess@maxient.com

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

= = = =
= = = =
= = = =
= = = =



Consideration #3 — Reporting and IR Layouts

-Take the temp.... Is there a “chill"?
-Keep in mind this is public facing!

Concerning Behaviors Reporting Form

If you would like to file a report about concerning behavior that you have witnessed on campus, please use this form. For behavior you

believe may violate the Code of Conduct please make a report here (4,

Reporter's Information

Please provide us as much detail as you can about yourself and the incident you witnessed.

Your name:

© Learn more

. = = =

Your phone number:

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxien



Consideration #4 — System Langua

Default settings

* Your Maxient system is only ac

Standard Terminology Customized Name

by your approved users - Manage

Administrator

» New feature - Manage Case Types!

se Types

Maxient now allows you to customize the screen appearance by case type. While it is not possible to completely change an underlying field (e.g.
SID cannot become favorite color), many fields can be relabeled to better reflect their role in a given case type. Additionally, irrelevant fields can be
hidden to further simplify the screen.

Select a case type to view or begin a new one below

Default Settings v

Default settings

Terminology Lists Fields to Hide or Repurpose

= = = =
= = = =
= = = =
= = = =

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Consideration #4 — System Language (co

ault settings

rminology Lists Fields to Hide or Repurpose ® N eW fe a t u re o M a n a g e Ca S e

tandard Terminology Customized Name

 This will allow you to ensure the

learing Officer Administrator

language and options in your process

\cident Incident
. . .
are appropriate
Default settings
Terminology Lists Fields to Hide or Repurpose
Manage Case Types
Item Available Options
Maxient now allows you to customize the screen appearance by case type. While it is not possible to completely change an underlying field (e.g.
SID cannot become favorite color), many fields can be relabeled to better reflect their role in a given case type. Additionally, irrelevant fields can be No appeal filed;
hidden to further simplify the screen. Appeal received;
Approved;
Select a case type to view or begin a new one below Appeal Statuses Denied;
another here;
Default Settings v Go one more reason here
Default settings
Freshman; |" “l’
Sophomore;
Terminology Lists Fields to Hide or Repurpose Junior; |, q,
Classifications SERNOE;
Graduate; |.| tl.l

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior matitkemegermission.
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¢ ¢ ¢ ¢

Thank You!

Please complete the evaluation for this program found in Guidebook to help us plan for future MaxFests.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Ninkais 2=HEL

PHOE U]

But did you document it?
Using Maxient for Human Resources Processes

e Michael ). Ginsburg
Client Success Advisor

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Agenda

» Sharing vs. separate systems
 Manage Case Types

» Access Restrictions

e Charges / Issues of Concern
» Sanctions / Actions

« Configuration considerations

« Adding employees to the Demographics file

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



> Sharing vs.
Using
Separafte
Systems




Sharing vs. Separate Systems

« How many of you use Maxient for Employee cases?
 How many share a system with other areas?
 How many use you a separate system?

» Benefits of sharing

» Benefits of a separate system



Sharing vs. Separate Systems

 Everything is tracked
 Audit trail by File and Case
« System Log (level 5 only)
« User Activity (level 5 only)



Incoming Reports
Create Mew Case

Complete CRF

Update Existing Case

Find Case

Find Priors / History

Letters

Analytics
Administrative
Manage users
Manage groups
Manage charges
Manage sanctions
Manage tasks

IR Layouts
Manage letters
Manage analytics
Manage offices
Configuration

Manage watchlist

Logs

Logs

Select log to view

System Log

QUEE" Citv CD"EgE User: Jean-Paul Sartre
Case Manager

Thursday May 4, 2023 ﬁ &1 ‘ @q

Access Level: 5

System Log
The system log format changed effective January 2018, so its appearance will vary slightly depending on the time period selected.

Select Month to View

May 2023 hd

The infomafion confained on these pages iz privileged snd confidentisl information infended =zolely for the individus! or entify who has sccezzed if for official purposes and by lswful mesnzs. Any dizzemination, dizfrbution, or copy of thiz communication iz sinctly profibited. § you hsve

received thiz communicaiion in emor, plesse immediately nofify us by felephone af (434) 295-1748, and refum the criginal mezesge fo uz vig the U5, Posial Senvice af Queesn Cily College, Siudent Cenfer Suite 450, Charoftesville, VA 22903, withoul refsining & copy




Incoming Reports
Create New Case
Complete CRF
Update Existing Case
Find Case

Find Priors / History
Letters

Analytics
Administrative
Manage users
Manage groups
Manage charges
Manage sanctions
Manage tasks

IR Layouts

Manage letters
Manage analytics
Manage offices
Configuration

Manage watchlist

Logs

Select log to view

Queen City College
Case Manager

Thursday May 4, 20232

Select itemn to view

System Log for May 2023 ...

‘ Print || Copy H 5V H Excel H PDF |

CATE AND TIME

2023-05-01 07:53:12
2023-05-01 07:53:27
2023-05-01 15:39:55
2023-05-01 15:40:08
2023-05-02 10:20:55
2023-05-02 12:10:26
2023-05-02 15:00:19
2023-05-02 15:00:22
2023-05-02 15:53:45
2023-05-02 15:56:33
2023-05-02 15:56:36
2023-05-02 15:57:25
2023-05-04 09:50:21

Login attempt for jpsartre successful from 67.149.60.96,

jpsartre logged out from 67.149.60.96.

Login attempt for maxient successful from 67.149.60.96.

maxient logged out from &7.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.

jpsartre logged out from 67.149.60.96.

Login attempt for unauthorized user UNSUCCESSFUL from 67.149.60.96.
Login attempt for jpsartre successful from 67.149.60.96.

jpsartre logged out from 67.149.60.96.

Login attempt for unauthorized user UNSUCCESSFUL from 67.149.60.96.
Login attempt for jpsartre successful from 67.149.60.96.

jpsartre logged out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.

Lser: Jean-Paul Sartre

Access Level: 5

A A@s

Search:




Queen City Aaron Dev Maxient Case Manager User: Jean-Paul Sartre

Case Ma.fltt‘p:{{f:::-ncho.maxient.com.fmsoinden.php?aaronde'.r Access Level: 5

Thursday May 4, 2023 ﬁ &1 ‘ @ﬁ

Incoming Reports L Dg S

Create New Case

select log to view Vi
Complete CRF & User Activity

Update Existing Case User Activity Select from any current user, or specify a username to find records for an account that no longer exists. All user activity searches will appear in the
Find Case system log.

Find Priors / History Select Username

Letters Jean-Paul Sartre (jpsartre)

Analytics

Administrative

Start Date End Date
2023-04-27 2023-05-04

Manage users

Manage groups

Manage charges

Manage sanctions
Manage tasks

IR Layouts

The infomaticn confsined on these pages iz privileged snd confidenfis! informsafion infended solely for fhe individus! or enfify who has secessed i for officisl purposes snd by Iswiul mesns. Any dizszeminsfion, dizinbufion, or copy of thiz communicsiion iz sfrictly prohibited. F you Rsve

Manage letters received thiz communicsfion in emor, plesse immedistely nofify us by felephone sf [434) 2951748, snd refum the oniging! mezzsge fo us vis fhe U5, Postsl Sendee st GQueen Cily College, Sfudent Cenfer Suife 450, Chardottesville, VA 22303, without refaining 5 copy

Manage analytics

Manage offices
Configuration

Manage watchlist

Logs




User: Jean-Paul Sartre

Queen City College
Case Manager

Access Level: 5

AeA@Es

Thursday May 4, 2023

Incoming Reporits
Create New Case
Complete CRF
Update Existing Case
Find Case

Find Priors / History
Letters

Analytics
Administrative
Manage users
Manage groups
Manage charges
Manage sanctions
Manage tasks

IR Layouts

Manage letters
Manage analytics
Manage offices

Configuration

Manage watchlist

Logs

Logs

Select log to view

Select itemn to view

Activity log for Jean-Paul Sartre (jpsartre) ...

Below is all case-level audited activity for the user. Activities traditionally found in the system log (e.g. logins, logouts, running analytics) which occurred after January 1, 2018 are also shown.

‘ Print H Copy H C5W H Excel H PDF ‘

DATE AND TIME

2023-04-27 14:26:43
2023-04-27 14:27:35
2023-05-01 07:53:12
2023-05-01 07:53:27
2023-05-02 10:20:55
2023-05-02 12:10:26
2023-05-02 15:00:22
2023-05-02 15:00:30
2023-05-02 15:53:45
2023-05-02 15:56:36
2023-05-02 15:57:25
2023-05-04 09:50:21
2023-05-04 09:56:40

IP ADDRESS

67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96
67.149.60.96

FILE ID

2022002302

Login attempt for jpsartre successful from 67.149.60.96.
jpsartre logged out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.
jpsartre logeed out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.
jpsartre logged out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.
Case record accessed on Update Existing Case screen
jpsartre logged out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.
jpsartre logged out from 67.149.60.96.

Login attempt for jpsartre successful from 67.149.60.96.
User activity logs for jpsartre from 2023-04-27 through 2023-05-04 viewed by Jean-Paul Sartre




© Manage
Case Types

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Manage Case Types

« ADD INFO AND SCREENSHOTS

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



© Access
Restriction
Groups

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Access Restriction Groups

« What are they and what do they do?

= = (= =
= = = =

« Who sees what?

e Access (User) Level vs. Access Restriction

 Level 5 users notified when additions made to Groups
« Make sure In-System Notification turned on in Account

Settings

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Incoming Reports

Create New Case

Complete CRF

Update Existing Case

Find Case

GROUP ID

Find Priors / History

Letters

Analytics

Administrative

Manage users
Manage groups

Manage charges

Manage sanctions

Manage tasks

IR Layouts

Manage letters

Manage analytics

Manage offices

Configuration

Manage watchlist

Logs

NAME

Title IX - Employee Cases

Title X - Confidential

Title X - Conduct

Title 1X

Students of Concern

Student Complaints

Records Requests

Employee Relations

Early Alert

Disability Services

Community Health Cases

BIRT

Academic Inteqrity

Queen City College
Conduct Manager

Tuesday May 31, 2022

Manage Groups > Overview

DESCRIPTION

Title X Cases involving employees (fTaculty/staff).

Title X reports that require additional confidentiality due to the nature of the incident or individuals involved.

All cases involving gender-based equity concerns move to this group during adjudication.

All cases involving gender-based equity concerns start in this group.

Multidisciplinary group that helps to ensure the well-being of the campus community

Cases assigned to this group involve records requests (Student-initiated, Background Checks, Dean's Certifications, Open Records, efc.).

Reports of bias occurring on campus.

Academic Integrity case managers.



Queen City College
Conduct Manager

Tuesday May 31, 2022

Incoming Reports Manage Groups > Edit GI‘OLIp

Create New Case
1D

Complete CRF
This value is set automatically by Maxient.

Update Existing Case
Find Case

Employee Relations
Find Priors / History

DESCRIPTION
Analytics
Administrative

Manage users

Manage groups
Manage charges

Manage sanctions DEFAULT MESSAGE ON CASES

This message will be used as the "Access Restriction Description”, shown on all cases

This case is access restricted. For more information,

Manage tasks please contact a Maxient Level 5 user.

belonging to this group.
IR Layouts y
.

Manage letters
[] Check here to update this message across all cases that belong to this group
Manage analytics

Manage offices

Configuration MEMBERSHIP Gertrude Stein, Dean of Imagination

Select the members of this group.

Manage watchlist Jean-Paul Sartre, Associate Dean of Students

[J KurtVonnegut, Chair, CARE Team

Toni Morrison, Director of Student Conduct




Jser: Jean-Paul Sartre
Access Level: 5

Queen City College
Conduct Manager

Tuesday May 31, 2022 ﬁ él ‘ Gﬂ
-

Notifications

|l earn more

Show 50 ¥ entries Search:

Related to Date v Details Initiated By Unread [ | w0

Group 5 February 9, 2022 10:57 am Addition to group | Academic Integrity (id: 5) Jean-Paul Sartre (jpsartre) added Maxient Staff Account U
IR 00000276 February 9, 2022 9:43 am New IR assigned to you O
Group 14 January 12, 2022 10:41 am Addition to group | Title IX (id: 14) Jean-Paul Sartre (jpsartre) added Maxient Staff Account

Group 19 June 17,2021 12:17 pm Addition to group | Title IX - Conduct (id: 19) Amy Farrah Fowler (afowler) added Amy Farrah Fowler

Group 5 May 10, 2021 12:50 pm Addition to group | Academic Integrity (id: 5) Cathy Comfort (ccomfort) added Dr. Seuss

Group 14 April 12,2021 11:59 am Addition to group | Title IX (id: 14) Amy Farrah Fowler (afowler) added Amy Farrah Fowler




©® Charges and
lssues of
Concern




Example Issues of Concern

Accommodation Request - Alternate Schedule
Accommodation Request - Equipment/Software Needs
Accommodation Request - Breaks

Accommodation Request - Light Duty

Accommodation Request - Location Change
Accommodation Request - Parking

Accommodation Request - Reduction in Hours

= = = =

= = = =

= = = =

= = = =



Example Charges

» Interpersonal Conflicts - Co-Worker
* Interpersonal Conflicts - Supervisor

* Interpersonal Conflicts - Student

= = = =

= = = =

= = = =

= = = =



© Sanctions
and
Actions

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Example Sanctions and Actions

» Backpay

« No Backpay

e Change of Supervisor

* Job Transfer

» Performance Improvement Plan

* Training

= = = =
= = = =
= = = =
= = = =



Example Sanctions and Actions

* Reprimand

* Probation

« Work Location Change

e Suspension with Pay

» Suspension without Pay

e Termination

= = = =
= = = =
= = = =
= = = =



Employee Relations

] Warning

] Performance Improvement Plan

Employee Coaching

STAFF_NAME

Gertrude Stein

FIRST_SESSION_DATE
2022-07-06

Facilitated Dialogue
Suspension with Pay
Suspension without Pay

Termination

Y'Y -MIM-D DY)

= = = =

= = = =

= = = =

= = = =



© Configuration
Considerations

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Configuration

» Case Types and Subsets

» Employee Relations

= = = =
= = = =
= = = -
= = = =

» Employee Discipline
» Title VII, Title VI, or Bias Incident
» Title IX- Employee

» The last one needs to be listed in Case Types and Case Type

Subset Representing Title IX areas



Configuration

» CC Recipient List

« People copied frequently on correspondence

 Classifications
« Employee
» Faculty
e Staft

« Job Titles / Classifications

= = = =

= = = =



Configuration

» Findings

 Founded and Unfounded Vb e

 Also add to Finding - Term for Responsible if it means * ¢ ¢ *

involved party is responsible for Charge

» Hearing Officer Titles

» Assigned to users who manage cases



Configuration

* Incident Locations
e Offices

* Departments

« Milestones

« Documents significant dates/steps in your process

= = = =

= = = =

= = = =

= = = =



Configuration

* Note Categories
» Consultation
* Email
» Meeting
* Phone Call
« Referral
« Walk-in

= = = =
= = = =
= = = =
= = = =



Configuration

 Referral Sources
« Co-Worker

= = = =
= = = =

« Employee

e Supervisor

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

= = = =

= = = =



Configuration

» Resolution Type
« Employee Formal
« Employe Informal
» Grievance Formal

e Grievance Informal

= = = =

= = = =

= = = =

= = = =



Configuration

 Roles
« Co-Worker

= = = =
= = = =

» Supervisee
e Supervisor

 Witness

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

= = = =

= = = =



Configuration

e Statuses
» Open
« Documentation Review

« Pending Outcome Completion
* Closed

= = = =

= = = =

= = = =

= = = =



Configuration

* Tags
 Collective Bargaining Unit
» Legal Representation

* Union Representation

= = = =

= = = =

= = = =

= = = =



© Adding
Office(s)

= = = =

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Manage Offices

« What offices might you need?
« Employee Benefits
« Employee Relations

 Human Resources

« Why you want them
* Analytics

« Correspondence

= = = =

= = = =



© Adding

Employees to
Demographic
File




Demographics File

« Employees must be sent in same file as students

« What to send for employees

= = = =
= = = =

SID

Authentication Token

Name

DOB (if also a student for Clery reporting)

Campus location / contact info in Local Address and Phone
fields

= = = =

= = = =



Demographics File

« What to send for employees
 Job Title or Group as Classification
 Home Department in Academic Major field
« Supervisor Name in Academic Advisor field
« OTHER fields

« What are they and what can you send?

= = = =

= = = =
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Thank You!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



NERXFEST

PHOE U]

CARE-Iing for Students BIT by BIT

Sarah Koukal
Director of Client Support
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Agenda

Configuring

Receiving
Your System

Reports and
Creating ‘
Cases
‘ Case
Management

Resolving
and Closing
Cases
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> CONFIGURING
YOUR SYSTEM
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Configuring Your System:
Type & Status

CASE TYPES
> CARE, BIT, BAT, TAT
> Keeps your cases separate from other processes
> Particularly helpful for reporting through analytics

STATUSES

> Different levels of monitoring
> High Monitor
> Low Monitor

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:
Tags

TAGS

Allows you to track cases that are not CARE, but may have been
discussed at CARE

« Review for CARE
 For CARE Team Review

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:
Risk Level

The NaBITA risk rubric is available for use
» Turned on via the Configuration Screen
« When turned on, it is visible on the Create New Case and

Update Existing Case screens

NABITA RISK RUBRIC ENABLED ® Yes O No

If enabled, the NaBITA Risk Rubric will be available for reference when creating or

updating a case. Configuration
Screen




Configuring Your System:

Risk Level

The NaBITA rubric in your system appears as a pop-up window:

/cm.maxient.com/v2,

N2

of 2

NaBITA Risk Rubric
D-SCALE

Life Stress and Emotional Health

DECOMPENSATING

verely disruptive, directly impacts others, and is act

This may include life-threatening, self-injurious behaviors such as:

A Suicidal ideations or attempts, an expressed lethal plan, and/or hospitalization
Extreme self-injury, ife-threatening disordered eating, repeated DUIs
Repeated acute alcohol intoxication with medical or law enforcement
involvement, chronic substance abuse
Profoundly disturbed, detached view of reality and at risk of grievous injury or
death and/or inability to care for themselves (self-care/protection/judgment)
Actual affective, impulsive violence or serious threats of violence such as:

A Repeated, severe attacks while intoxicated; brandishing a weapon
A Making threats that are concrete, consistent, and plausible
A Impulsive stalking behaviors that present a physical danger

DETERIORATING

Destructive actions, screaming or aggressive/harassing communications, rapid/
odd speech, extreme isolation, stark decrease in self-care
Responding to voices, extremely odd dress, high risk substance abuse;
troubling thoughts with paranoid/delusional themes; increasingly medically
dangerous binging/purging
Suicidal thoughts that are not lethal/imminent or non-life threatening self-injury
Threats of affective, impulsive, poorly planned, and/or economically driven violence
Vague but direct threats or specific but indirect threat; explosive language
Stalking behaviors that do not harm, but are disruptive and concerning

DISTRESSED

Distressed individuals engage in behavior that concems others, and have an
impaired ability to manage their emotions and actions. Possible presence of
ressors such as:
® Managing chronic mental ilness, mid substance abuse/misuse, disordered eating
@ Situational stressors that cause disruption in mood, social, or academic areas
@ Difficulty coping/adapting to stressors/trauma; behavior may subside when
stressor is removed, or trauma is addressed/processed
If athreat is present, the threat is vague, indirect, implausible, and lacks detail or focus

DEVELOPING

Experiencing situational stressors but demonstrating appropriate coping skills
Often first contact or referral to the BIT/CARE team, etc.

Behavior is appropriate given the circumstances and context

No threat made or present

3

if-injury, dang
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d unfalr treatment or grievanc e students’ academi
al, and peer interactions. The individual h
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that say “'m going o be

on a particular day). There may be stalking behavior and es
e ch as intimidation, telegraphing, and

understand reaction time of emergency response.

ELEVATED

Behavior at the elev:
multple off

with multple incidents) and involves
ing. The individual may
d

stan
eciic but in

stem) and the individual continues to attack the tar

s 1o safety and support. Others may feel th

ultimatums

may b usirated and engage in non
media, put up posters around campus, or
The individual may be
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andlor increasing social isolation. If t a threat
meone out of their way while storming of
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The individual here may be struggling and not doing w
around others, with the o I report being made
dance of caution and
trouble fiting in, adjusting to wrong way. They
th their thoughts o and there may ing and conflict
idual wil be succe
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E-SCALE

Hostility and Violence to Others

EMERGENCE OF VIOLENCE

ing towards a plan of targeted violence, s f hopelessness,
and/or desperation in the attack plan; locked into an al or nothing mentality
Increasing use of military and tactical language; acquisition of costume for attack
Clear fixation and focus on an individual target or group; feels justified in actions
Altack plan is credible, repeated, and specific; may be shar y
Increased research on target and attack plan, employing counter-surveillance
measures, access o lethal means sense of imminence to the plan
Leakage of attack plan on social media o teling friends and others to avoid
locations

ELABORATION OF THREAT

tion of target, intimidating target to lessen their abil
Seeking others to support and empower future threatening action; may find
extremists looking to exploit vulnerability; encouraging violence

Threats and ultimatums may be vague or direct and are motivated by a hardened
viewpoint, potential leakage around what should happen to fix grievances and
injustices

There is rarely physical violence here, but rather an escalation in the dangerous-
ness and lethality in the threats; they are more specific, targeted, and repeated

ESCALATING BEHAVIORS

Driven by hardened thoughts or a grievance conceming past wrongs or perceived
increasingly adopts a singular, imited perspective

When frustrated, storms off, disengaged, may create signs or troll on social media

Argues with others with intent to embarrass, shame, or shut down

Physical violence, if present, is impulsive, non-lethal, and brief, may seem sim-

ilar fo affective but driven here by a hardened perspective rather than

mental health and/or environmental stress

EMPOWERING THOUGHTS

Passionate and hardened thoughts; typically related to religion, politi
status, money/power, social justice, or relationships

Rejection of alternative perspectives, critical thinking, empathy, or pes
taking

Narrowing on consumption of news, social media, or friendships
those who share the same perspective

No threats of violence




Configuring Your System:
Risk Level Dropdown

If you use the NaBITA risk rubric or e
another threat assessment rubric,
we may be able to set up a risk
level tracking box

Risk Level

» Indicates the level at which the
person is currently assessed Elevated

Moderate

» Particularly helpful for Mi
prioritizing cases

UEC Screen



Configuring Your System:
Risk Level Milestones

Used to track Risk Level over time (vs. just current Risk Level)
« (Created via the Configuration screen

MILESTONES

List of milestones available for addition to cases. One per line,

semi-colon delimited. Moderate:

Elevated:

Critical;
Screen New Incident

Configuration



Configuring Your System:
Risk Level Milestones

Used to track Risk Level over time
« Apply them on the “Case” tab on the Update Existing Case screen

Update Existing Case 2019000101 Dwight Kurt Schrute (777777777)

CASE DEMOGRAPHICS CONTACT INCIDENT EFC ASSIGNMENT RESOLUTION ACTIONS TASKS NOTES OTHER

Existing Milestones

No milestones have been marked in this case.

Description Date Time

v 05/25/2022 03:16 PM ©

CARE Use Only
Mild

Moderate
Elevated

Critical Update Existing Case

New Incident Screen




Configuring Your System:

Risk Level Milestones

Pull a “sparkline” in analytics to show risk level over time:

Case
Created
Date

File ID Status

2023000502 987654011 2024-02-26

2021000901 Low
Monitor

987654004 2023-05-09 Phyllis

Assigned
To -
Name

Amy Farrah
Fowler

Dr. Seuss

Charges/
Issues

Depression
Withdrawal
from social
groups

Heightened
Emotional
Distress
Hostility

Moderate

Risk Level

Trend

\/\

cident
ummary

as not come
o class for
hree weeks
nd told RA
annot get
yut of bed
nd wants to
leep.

tudent had
motional
yutburst in

aculty

ember's

office.

Timeline

= Timeline

= Timeline




Configuring Your System:
Issues

Much like charges in conduct cases, issues address specific
behavioral concerns

« Most CARE Issues of Concern won't need expanded language
on the Charges/Issues screen

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Behavioral Concern

Behavioral Concern

Behavioral Concern

Behavioral Concern

Behavioral Concern

Behavioral Concern

Behavioral Concern

Behavioral Concern

Aggression

Anxiety

Bizarme behavior

Depression

Disordered Eating

Disturbed Writing

Heightened Emotional Distress

Hostility

Aggression

Anxiety

Behavior that is inconsistent with expectations.
Depression

Disordered Eating

Disturbed Writing

Heightened Emotional Distress

Manage Charges
Hostilities screen

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



onfiguring Your System:
Issues

You can limit who has access to what Charges/Issues
» Select on a user-by-user basis via Manage Charges or
Manage Users

WHO HAS ACCESS? Users
Checkmark the users and/or groups who should have access

to apply this charge/issue in cases. Amy Farrah Fowler, Residence Hall Director, Capstone House

C.S. Forester, Assistant Director of Judicial Affairs General Privileges Communication Analytics Charges/lIssues IR Layouts Letters Forms Sanctions/Actions
C.S. Lewis, Dean of Academic Affairs

Campus Judicial Board, Campus Judicial Board BEHAVIORAL CONCERN

Captain Accountability, Senior Associate Dean of Students for Commt Aggression

Standards and New Initiatives

Anxie
Cathy Comfort, Director of Counseling ty
Dr. Seuss, Dean of Students Bizarre behavior
Edgar Allen Poe, Associate Dean of Students Depression
v ) ) ) i ' '
% F. Scott Fitzgerald, Residence Hall Director - Tucker House Disordered Eating

M ana g e C h a rges [J] George Orwell, Coordinator of Judicial Affairs/Student Conduct
SC reen Gertrude Stein, Dean of Imagination

(<

Disturbed Writing

(<

Heightened Emotional Distress

Hostility
Mood Swings/Intense Emotional Outbursts Ma nage Users
Suicidal Ideation Screen

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:
Issues

Charges/Issues Access ALSO can be added via Manage Groups
 |f charges are assigned based on Group Membership, they will
be underlined with a dashed line on the Manage Users screen

MEMBERSHIP

Select the members of this group.

Amy Farrah Fowler, Residence Hall Director, North Los Robles Apartments

Pronouns: she/her/hers

(<]

Anne Rice, The OG of Vampiric Studie

General Privileges Communication Analytics Charges/Issues IR Layouts Letters Forms Sanctions/Actions Signatures

a

Charlotte Bronté, Director of Counsel

(<]

CS Forester, Assistant Director of Judi

e e Which charges/issues are available for this user to select in cases? If access is inherited from a group membership, the charge/issue will be

underlined with dashes.

Dr. Sheldon Cooper, Master of his on

O 00O

F. Scott Fitzgerald, Residence Hall Dir

(<]

George Orwell, MSW, CSW, House De = -9y

Gertrude Stein, Dean of General Awe [J Depression

a

Manage Groups

Harry Potter, The Boy Who Lived [J Disturbed Writing

(<]

Screen

(<]

Henry David Thoreau, Dean of Studer  [] Hejghtened Emotional Distress

L) Withdrawal from. social groups Manage Users
[LJ Check/Uncheck All Behavioral Concern Charges/Issues SC reen
Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s priOr Written perrr




Configuring Your System:
Sanctions/Actions

Purpose:
« They are an outcome or response to identified behaviors
» They can be supportive measures and/or required interventions

Examples of Supportive Measures:
« Counseling, mentoring, referrals to resources, etc.

Examples of Required Interventions:
» Professional threat assessment, therapist clearance letter,
behavior contracts, etc.



Configuring Your System:
Sanctions/Actions

Limit who has access to use your Sanctions/Actions
» Select on a user-by-user basis via Manage Sanctions, Manage

Users, OR Manage Groups

- If access is based on Group Membership, they will be underlined
with a dashed line on the Manage Users screen

WHO HAS ACCESS? Amy Farrah Fowler, Residence Hall Director, Capstone House
Checkmark the users who should have access to apply

S A A [J C.S. Forester, Assistant Director of Judicial Affairs
C.S. Lewis, Dean of Academic Affairs
Campus Judicial Board, Campus Judicial Board
Captain Accountability, Senior Associate Dean of Students
Cathy Comfort, Director of Counseling
Dr. Seuss, Dean of Students
Edgar Allen Poe, Associate Dean of Students
F. Scott Fitzgerald, Residence Hall Director - Tucker House
[} George Orwell, Coordinator of Judicial Affairs/Student Conduct

M ahnha ge Sa nC'l'ions Gertrude Stein, Dean of Imagination
SC reen (] Henry David Thoreau, Dean of Students

General Privileges Communication Analytics Charges/Issues IR Layouts Letters Forms Sanctions/Actions Signatures
Which sanctions/actions are available for this user to select in cases? If access is inherited from a group membership, the

sanction/action will be underlined with dashes.

BEHAVIOR TEAM ACTIONS

Off-Campus Counseling Assessment

On-Campus Counseling Referral

Past Institution Follow Up
Re-Entry Process
Social Media Check

Behavioral Threat Assessment Manage Use (=)
[J check/Uncheck All Behavior Team Actions Sanctions/Action Items SC reen




Configuring Your System:
Tasks

Set tasks for yourself and others to distribute the workflow
« Add tasks or task templates via the Tasks tab of the UEC

Update Existing Case 2021000901 Phyllis Margaret Lapin-Vance (987654004)
CASE  DEMOGRAPHICS ~ CONTACT  INCIDENT  EFC  ASSIGNMENT  RESOLUTION  ACTIONS  TASKS  NOTES  OTHER
] send Check-In Email Dr. Seuss 2022-05-13 ¥ 4
] Add Progress Notes Dr. Seuss 2022-05-20 ¥ 4
] Meet with Student Dr. Seuss 2022-05-20 ¥ 4

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:

Tasks

Create Task Templates via the Manage Tasks screen
» Are there actions you take for every CARE case?

Editing: Student of Concern Process

ID Template name Template access Owner

69 Student of Concern Process Shared v Amy Farrah Fowler v

Drag and drop + to reorder tasks.

Task (Required) Category Due date
Initial Outreach to student Student of Concern v 3 weekdays
Description Applies to Assigned to [] Delete
Phone, email, in person. One individual v Person case is assigned to v ¢ Move
Y
Task (Required) Category Due date
Resource List sent to student Student of Concern v 5 weekdays
Description Applies to Assigned to [] Delete
Send list of resources via a Maxient letter. One individual v Person case is assigned to v ¢ Move
A

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:
Letter Templates

Will you send students communication via Maxient?
* Create letter templates to make it faster and more consistent!

File Message Help

Message from Woodrow College: Phyllis, we want to assist you!

To Sarah Koukal

< % LE N ]
@ Gertrude Stein <notifications@maxient.com> e) Reply 6) Reply Al Forward w

Tue 5/10/2022 1:30 PM
This is an official correspondence from the Student of Concern Team at Woodrow College.

It has come to our attention that you may be in need of assistance. Please click the link below to view more information about the College's concerns
and the resources available to you. Upon clicking the link below, you will be taken to a screen displaying your name and requesting an access code to

ensure confidentiality. Confirm that your name appears on the screen, and then enter your student ID number as the access code. This is not spam, so
please don't hesitate to log in.

When you log in, a letter will appear in PDF format. If follow-up is requested in your letter, please follow the instructions therein. If you have any
qguestions, please feel free to contact the Dean of Students office at 434-295-1748.

Pick up your letter




Configuring Your System:
Letter Templates

Verified vs. Standard Letter Delivery

« Wouldn't it be great to send these letters in the body of
an email?

« Now you can using “Standard Delivery”!

Options Email content Letterhead/Margins

O Verified Delivery

Recipient must click a link in their email to retrieve the letter. You can verify receipt in the EFC and audit trail, and re-send the letter if needed. Prior to May 2024, this was how
all letters were sent in Maxient.

@ standard Delivery

Letter will be sent as an email attachment. The recipient will not need to click a link and login, but you will be unable to track receipt. Learn more about this new feature [




Configuring Your System:
Create and Office

When sending email communication, it will appear to originate
from this Office/Team

File Message Help

Message from Woodrow College: Phyllis, we want to assist you!

. . Reply | % Reply All | = Forward
@ Gertrude Stein <notifications@maxient.com> e-) Py é) eply orwar ﬁ

To Sarah Koukal Tue 5/10/2022 1:30 PM

This is an official correspondence from the Student of Concern Team at Woodrow College.

It has come to our attention that you may be in need of assistance. Please click the link below to view more information about the College's concerns
and the resources available to you. Upon clicking the link below, you will be taken to a screen displaying your name and requesting an access code to

ensure confidentiality. Confirm that your name appears on the screen, and then enter your student ID number as the access code. This is not spam, so
please don't hesitate to log in.

When you log in, a letter will appear in PDF format. If follow-up is requested in your letter, please follow the instructions therein. If you have any
questions, please feel free to contact the Dean of Students office at 434-295-1748.

Pick up your letter

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:

Create and Office
Offices are added via the Manage Offices screen

Manage Offices/Teams > Overview

EDIT

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.

OFFICE NAME

Academic Affairs

Behavioral Intervention Team

Bias Incident Response Team

Early Alert

Housing and Residence Life

Human Resources

Office of Disability Services

Office of Student Conduct

MAILING ADDRESS

555 Happy Street, Building 7
Charlottesville, VA 22901

555 Happy Street, Building 5
Charlottesville, VA 22901

555 Happy Street, Building 5
Charlottesville, VA 22901

555 Happy St.
Charlottesville, VA 22901

555 Happy Street, Building 5
Charlottesville, VA 22901

Charlottesville, VA 22901

4

EMAIL ADDRESS

aa@maxient.com

bit@maxient.com

birt@maxient.com

earlyalert@woodrow.edu

info@maxient.com

hr@maxient.com

accessibility@maxient.com

osc@maxient.com

4

+ Add Office

»

PHONE NUMBER $

434-295-1748

434-555-1212

434-555-1212

434-555-1414

434-555-1212

434-295-1748

434-555-1214

434-295-1748



Configuring Your System:
Access Restriction

Access Restriction Groups can protect your most sensitive cases

» A Group also allows you to assign issues and actions to group
members, rather than updating them individually!

Groups

] Academic Integrity These are all people who deal with Al cases
] Alien Cases Cases involving non-homo sapiens

Behavioral Intervention Team Multidisciplinary group that helps to ensure the well-being of the campus

community
(] BRC - Medically Sensitive Sensitive BRC cases
] Just Because Group Just because!
[ Limited BIT More sensitive cases
L) Office of Student Conduct Al staff members of the OSC
L] Title IX

Manage Charges
Screen

(] Ccheck/Uncheck All




» RECEIVING
REPORTS
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Configuring Your System:

IR Layout Examples
Create an IR layout specifically for your BIT/CARE Reports

« University of Akron
https://cm.maxient.com/reportingform.php?UnivofAkron&layout id=10

« University of Denver
https://cm.maxient.com/reportingform.php?UnivofDenver&layout_id=99

« University of North Georgia
https://cm.maxient.com/reportingform.php?UnivofNorthGeorgia&layout_id=4

» North Carolina State University
https://cm.maxient.com/reportingform.php?NCStateUniv&layout id=2

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.


https://cm.maxient.com/reportingform.php?UnivofAkron&layout_id=10
https://cm.maxient.com/reportingform.php?UnivofDenver&layout_id=99
https://cm.maxient.com/reportingform.php?UnivofNorthGeorgia&layout_id=4
https://cm.maxient.com/reportingform.php?NCStateUniv&layout_id=2

Configuring Your System:
IR Layout Examples

Be clear in your instructions:

IF THERE IS IMMEDIATE RISK TO LIFE OR PROPERTY, Please Call 911

Referrals will only be reviewed during normal business hours,

Monday - Friday 8:00 a.m. - 5:00 p.m., and may not be immediately reviewed.

What happens once a referral is made?

Once a referral has been submitted a member of the CARE staff may contact the reporting party for additional information prior to
contacting the student. Once the necessary information has been gathered a staff member may reach out to the student (this is determined
on a case by case basis). During our meetings with students, students are provided with appropriate resources and referrals and are

offered additional follow up.

Who should use this form?
This referral form is for the use of current students, faculty, staff, and community members. If you have any questions related to completing

this form or would like a status update, please email studentaffairs@woodrow.edu.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Ask good questions - but not too many!

What behaviors have you noticed that are concerning? (Required)

Depression/Anxiety Disjointed thoughts Lack of energy

Disordered eating Mood swings Withdrawal from social groups/activities
Suicidal thoughts or actions Excessive crying/emotion Other

Attempted suicide Angry outburst

Please describe the behaviors that prompted this report. Please be as specific as possible, and include names of other withesses to these behaviors. (Required)

.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Your System:
IR Layout Tools

Are those QR Codes?!

e Put them on flyers or business cards!
« Give them out during Orientation to make reporting faster & easier!

QR CODE

This QR code can be used to direct people immediately to this IR
layout. Right-click on the image and save it, then use anywhere you

desire!

IR Layouts ->
Edit Layout Screen




Configuring Your System:

IR Layout Tools

GET THE WORD OUT!

« (Consider creating an institutional reporting landing page to help
reporters identity which reports to use

a

Report an Incident

Report a Non-Academic Violation

Non-academic violations are behaviors that include, but are not limited to, alcohol, disorderly
conduct, drugs, hazing, harassment, physical violence, or other violations of university policies,
regulations, or rules. To report non-academic misconduct, please use our online reporting

form or the Maxient link to your right.

Report an Academic Integrity Violation

Academic violations are behaviors that include, but are not limited to, cheating, plagiarism or

falsifying official records related to the University. General classroom misbehavior is considered

a non-academic violation. To report academic misconduct, please use the Report of an Academic

Integrity Violation (RAIV) form and/or the green link to your right.

Report Relationship or Interpersonal Violence, or
Sexual Misconduct

Interpersonal violence includes dating violence, domestic violence, sexual harassment, sexual
misconduct, or stalking behaviors. The Office of Student Conduct works with the Office for

Institutional Equity and Diversity to address interpersonal violence concerns. To report

REPORT OF AN ACADEMIC
INTEGRITY VIOLATION (RAIV)

Please use our online reporting form to
report an alleged Academic Integrity
violation. You can attach the completed
RAIV form and supporting documents
therein. Please contact the Office of
Student Conduct at 919.515.2963 with
questions about reporting an incident.

RAIV FORM (PDF)

STUDENT CONDUCT
REFERRAL

MAXIENT

North Carolina State University



https://studentconduct.dasa.ncsu.edu/reporting-an-incident/

Configuring Your System:
IR Layout Tools

OR ... Take advantage of our IR Landing Page Option!

7 N

There are several options for reporting different types of incidents to Woodrow College Departments. Please review the following options and select the one
most appropriate for your needs.

Not sure if a behavior is a violation or how to categorize it? Contact the Office of Student Conduct at (555) 555-1234.

Do not use any of these reports if presenting an immediate threat to life or property. Reports submitted through this service may not receive an immediate
response. If you require emergency assistance, please contact Woodrow State Police at 111-111-1111 or dial 911.

Please select the appropriate reporting form:

I need to report a violation of the Code of Student Conduct.
I need to report academic misconduct.

I need to report an incident involving sexual misconduct.

I need to report concerning conduct.

I need to request an accommodation.

MacBook Air




Configuring Your System:
IR Layout Tools

You can find the link and the QR code for the landing page on

the Configuration screen

REPORTER LANDING PAGE - INTRODUCTION TEXT

This text appears at the top of the reporter landing page to provide additional
instructions to reporters, if needed.

The URL for your landing page is https://cm.maxient.com/reporting.php?
WoodrowCollege.

For your convenience, this QR code will also take you there:

REPORTER LANDING PAGE - SELECTION LABEL

The text here will appear in bolded type above the dropdown where users
select the form they need.

Font Sizes A~ A~ B [1

T —
=~ 66 &£ o I
There are several options for reporting different types of incidents to Woodrow College Departments. Please review
the following options and select the one most appropriate for your needs.

Not sure if a behavior is a violation or how to categorize it? Contact the Office of Student Conduct at (555)
555-1234.

None of these reporting forms are 911 or Emergency Service:

Do not use any of these reports if presenting an immediate threat to life or property. Reports submitted through this
service may not receive an immediate response. If you require emergency assistance, please contact Woodrow
State Police at 111-111-1111 or dial 911.

Please select the appropriate reporting form:




® CASE
MANAGEMENT
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Case Management
Where to Start

Where do your reports come from?
 Faculty/Staft?
« Students?
 Community Members?

Who will create your cases?
« Does one person serve as a funnel?
« Can anyone in the team create a case?

- If so, make sure to let everyone else know the case exists via
Routing Rules, CCs, and/or Pings

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



When do we create cases?
» (Create a case for each new instance of concerning behavior

» This model utilizes Find People to see a student’s behavioral
history, recidivism, and/or escalation

e @Great overview of a student’'s behavior over time

Once the case is created, you can select the initial Risk Level, or
you can wait until your team meeting.

* From there, the work begins!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Case Management
Day-To-Day Work
Individual Notes

» Track interactions with students (phone calls, emails,
parents, faculty, etc.)

Time Spent
» Track how much time your team is spending on each case



Case Management
Day-To-Day Work
Pings
» Let others know about important updates
» Did you know you can ping a group?!

Electronic File Cabinet (EFC)

» Letters from therapists, student statements, additional
incident reports, etc.



Case Management
Day-To-Day Work

Tasks

« Use tasks to keep ensure that the elements of your
process aren't missed

Actions
 Track actions, interventions, and/or accommodations

« They will populate on the Case Resolution Form (CRF)
when you go to close the case

« Think of these like Interim Actions for other processes!



Case Management
Team Meetings

Meet Regularly (Weekly, Bi-Weekly)

Ideas for Team Membership:
« Dean of Students / Student Conduct
« Reslife
« Wellness / Counseling Center

.} | [
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 Academic Affairs
« Campus Safety
« Athletics



Case Management
Team Meetings

Work from an Agenda!
« Request a BIT Agenda Analytic Report from our support team!

1307 - New BIT Agenda Report

LEGEND: None provided.

This report displays case information for cases with a case type in the set: 'BIT','Student of Concern' and where the case has a status that is not found in the "Statuses - Term for Closed" field in "Configuration". Date ranges are
ignored so that no cases are missed. This report is initially ordered by Status ('Monitoring','Title IX - Supportive Measures','Title IX - Adjudication’, Title IX - Investigation','Title IX - Outreach’,'Low Monitor','High Monitor','Resolved
- Pending Sanction Completion','Open’) and then by the case created date.

Filter Results Column visibility

Showing 1 to 2 of 2 entries

Search:
. - Case . -
- First Last Assigned To < Deadline Risk .
File ID Status SID Photo Charges/Issues Created Deadline Incident Summary
Name Name - Name Reason Level
Date
2021000901 Low 987654004 Phyllis Lapin- Dr. Seuss Heightened 2021-11-16 2021-11-16  Teamto Moderate  Student had emotional
Monitor Vance Emotional Distress review report outburst in faculty

Hostility member's office.
2021001501 Open 987654014 Andrew Bernard Gertrude Stein  Heightened 2022-05-10 2022-05-13  Outreach to A student was crying

Emotional Distress student inconsolably

Showing 1 to 2 of 2 entries
Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Case Management
Team Meetings

There's an order to things!
* NaBITA recommends reviewing older cases first

Risk Levels are important to help direct your conversion!
* In each team meeting, revisit the Risk Level
« Use your NABITA dropdown
« Will you track Risk Level over time using Milestones?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Case Management
Team Meetings

Take good notes!

« Whether using a Risk Level dropdown and/or Milestones, add
an Individual Note explaining the rationale for the Risk Level|,
and outlining next steps.

Do the work!
» Assign tasks, write notes, decide on next steps, etc., etc., etc.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



® RESOLVING
CASES
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Resolving Cases
Case Resolution Form (CRF)

Summary Document for Supportive Measures

« Summarizes the actions, interventions, and/or
accommodations applied in this case

Formal Documentation of any Requirements
« (Can assign “Actions” that require due dates
- Anger management class
- Counseling assessment
- Care Plan from a Licensed Provider

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Resolving Cases
Multiple Open Cases for One Student?

Close old cases and use the newest case for continued
management

« Only manage one case per case type at one time!
« Use the most recent case to track current progress and activity
» (Close old cases using the CRF

« Add reference notes to related cases to keep information easily
accessible

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Case Management
Other Tools

Forms

e Release of Information Form
e Threat Assessment Form
e Resources Lists

Other Analytic Reports

« Report 95 - Sanction Frequency with Charges
= You'll see actions you've applied with their associated issues
« Report 52 for a list of actions applied by your Behavior Team

« Report 61 for a list of all the applied issues of concern - it's a great
way to spot the trends year-to-year!



@ Questions™?
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Thank You!

Please complete the evaluation for this
program found in Guidebook to help us
plan for future MaxFests.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Configuring Maxient for Clery Crime Statistics
A Deep Dive

Mike DeBowes Michael Ginsburg
e Vice President, Regulatory e Client Success Advisor
Compliance and Strategic Initiatives Maxient

D. Stafford & Associates
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Understanding Maxient’s
Clery Structure

e How information makes it way into Maxient

> Reporting Forms
> Reporters select Incident Locations when submitting IRs
> Charges and Clery designations are assigned later
> Routing rules may assist you in notifying the reporting structure
of the institution

> CSA Forms
> Typical CSA Reporters: RAs, Campus Safety, Dean of Students
Office, Conduct Office, etc.
> Non-typical CSA Reporters: Wellness Office, coaches, etc.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Understanding Maxient’s
Clery Structure

e Behind the scenes, Maxient is constantly working for you:
> |f the Incident Location matches a value defined as a Clery Location
on Configuration, the system associates it with your Clery
Geography

> |ndividual Maxient users select the applicable Clery designation(s)
in each File ID in the Clery Reportability field

>The Clery Reportability is paired with the Clery Location to populate
the output of Clery analytics

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Understanding Maxient’s
Clery Structure

e The role of Level 5 users:

> |Level 5 users identify and modify Incident Locations, Clery
Locations, and Clery Associated Charges via the Configuration
screen

> As your code changes, Level 5 users can create new charge titles or
edit existing ones
>You may decide to cascade changes... or not
>Don't forget to reflect those changes on the screens mentioned
above!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Understanding Maxient’s
Clery Structure

e So what is the process?

> Establish charges and locations and ensure they exist in the
appropriate Clery boxes on the Configuration Screen
>Run Clery Analytic 911 to check your work!

> Run Clery Analytic 86 to review cases for Clery

> Run Clery Analytic 85 to view your results!
> Filter analytics by Home Office, when multiple campuses or
institutions are managed by your Maxient system
> Use “Reported Date” as your “Date of Reference”

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Maxient for Clery:

CLERY LOCATIONS - ON CAMPUS CLERY LOCATIONS - NONCAMPUS

Subset of your defined incident locations that would be classified as Subset of your defined incident locations that would be classified as
On Campus under the Clery Act. Use semicolons ONLY to separate Noncampus under the Clery Act. Use semicolons ONLY to separate
entries. No semicolon after last entry. entries. No semicolon after last entry.

ON
ON CAMPUS

CAMPUS RESIDENCE
HALLS

CLERY LOCATIONS - ON CAMPUS RESIDENCE HALLS

Subset of your defined incident locations that would be classified as
On Campus Residence Halls under the Clery Act. Use semicolons
ONLY to separate entries. No semicolon after last entry.

NON-
CAMPUS

CLERY LOCATIONS - PUBLIC PROPERTY

Subset of your defined incident locations that would be classified as
Public Property under the Clery Act. Use semicolons ONLY to
separate entries. No semicolon after last entry.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Maxient for Cler

CLERY ASSOCIATED CHARGES

List of charges in your system that, when present in a case, should
generally also be in your Clery report. This is used by the Clery
Crosscheck report.

Alcohol - Distribution;
Alcohol - Possession;
Alcohol - General;
Alcohol - Presence;

Alcohol - Public Intoxication;
ONE FIELD Alcohol - Use;
Weapons or Dangerous Items;
TO RU L E Drugs - Distribution;

Drugs - General;

THEM ALL oruge- Presence,

Drugs - Presence;
Drugs - Use;

Reported Intimate Partner Violence;

Reported Non-consensual Sexual Contact;
Reported Non-consensual Sexual Penetration;
Reported Sexual Exploitation;

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Maxient for Clery:

e Run this report first! (then 86... then 85)
©) Run this report annually

Adjust your date range - we recommend running by
Reported Date

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Maxient for Clery:

e Uncategorized Locations
> Add them to the correct box on Configuration OR ignore
them!

e Charges listed as “No”
> Review them all - should they be on your Clery-Associated
Charges list?

Always add to the Clery-Associated Charges box. Never
delete! (Also never delete Clery Locations)

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Configuring Maxient for Clery:

Incidents occurring outside of On-Campus Student Housing
Facilities

e Public property locations (using block #s or cross streets)
Consider broader Locations on IR Layouts, and more precise
locations in Configuration (e.g., street name on IR Layout,
block numbers in Configuration)

e Online, Off-Campus, and Unknown Location options

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



How to Select Clery Crime
Classifications in Maxient

e Users can select Clery Reportability from the Create New Case
screen, the Update Existing Case screen, or on the Case

Resolution Form

€) Clery Rationale field

Use “Not Clery Reportable” when cases have been reviewed
and determined not to be Clery crimes (or Clery crimes that
occurred outside of Clery Geography - develop a practice and
be consistent with how you do this)

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 86 - Clery Crosscheck Report

e Run this before Analytic 85!

e This is a full review of any cases that have Clery-Associated
Charges listed in charges 1-6 on the Resolution tab of the UEC

Use it as a guide to help you complete a comprehensive review
of Clery Reportability

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 86 - Clery Crosscheck Report

Clery Crosscheck by Charge

DESCRIPTION:
DATES:

CASE TYPES:
HOME OFFICES:
RESULTS:
RESTRICTIONS:

Clery Crosscheck by Tag

Clery Crosscheck by Charge

REPORTED DATE between August 1, 2023 and July 31, 2024

All

All

4

This report ignores case access restrictions.

Filter Results Column visibility «

Showing 1 to 4 of 4 entries

File ID Name
2023000201  James
Halpert

2023000202 Kelly
Hannon

2023000203 Stanley

Hudson

Housin
Room 8/ Incident Reported Incident
Date Date Location
Number
MNorth Quad 2024-03-14 2024-03-15 Morth Quad
- 230
Patterson 2024-03-14 2024-03-15 MNorth Quad
Hall - 501
2024-03-14 2024-03-15 North Quad

Incident
Location
Specific

2nd Floor
Hallway

2nd Floor
Hallway

2nd Floor
Hallway

Assigned
To

Assoc.
Dean of
Students 2

Assoc,
Dean of
Students 2

Assoc,
Dean of

Referred
By

Resident
Advisor

Resident
Advisor

Resident
Advisor

Report
Number

202460

2024-XXXX

2024-XHXX

Charges

Alcohol -
Possession
Noise Policy

Alcohaol -
Possession
Noise Policy

Alcohaol -
Possession

Tag:
Review
for
Clery

Home
Office

Housing 18
and

Residence

Life

Housing 18
and

Residence

Life

Housing 21
and

Age at
Incident

Search:

Clery
Reportability

DISCIPLINARY
ACTIONS:
Liquor law
violations

Not Clery
Reportable

DISCIPLINARY
ACTIONS:

Clery
Rationale

If you
wanted to
write a
rationale, it
would go
here. Clery
is hard. This
helps you
remember.

student
under 21

Clery
Reportability
Last
Updated

2024-03-19
15:32:29 -- Jean-
Paul Sartre

2024-03-19
15:32:41 -- Jean-
Paul Sartre

2024-04-18
17:02:58 -- Jean-

Copyright Maxient 2024. All rights reserved. Contains confidential informagiggRroprietary to Maxient. Not {gieglisclosed to thirgbpagties without Maxiggtiswrior writteaR8rmissiQRartre



Aha

Clery Crosscheck by Charge

DESCRIPTION:

DATES:

CASE TYPES:
HOME OFFICES:

RESULTS:

RESTRICTIOMNS:

Clery Crosscheck by Tag

Clery Crosscheck by Tag

REPORTED DATE between August 1, 2023 and July 31, 2024

All
All
1

This report ignores case access restrictions.

Filter Results Column visibility

Showing 1 to 1 of 1 entries

File ID

2023000201

Housing/

Room
Number

Morth Quad
-230

Incident Reported Incident

Date Date Location

2024-03-14 2024-03-15 North
Quad

Incident
Location
Specific

2nd Floor
Hallway

Assigned
To

Assoc,
Dean of
Students 2

Referred

By

Resident
Advisor

Report
Number

2024-XKXX

Charges

Alcohol -
Possession
Noise
Policy

lytic 86 - Clery Crossch

Tag:
Review
for
Clery

Review
for Clery

eck Report

Home
Office

Housing
and

Residence
Life

Age at

Incident

18

Search:

Clery
Reportability

DISCIPLINARY
ACTIONS: Liquor
law violations

Clery
Rationale

If you
wanted to
write a
rationale, it
would go
here. Clery
is hard. This
helps you
remember.

Clery
Reportability

Last Updated

2024-03-19
15:32:29 — Jean-
Paul Sartre

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 85 - Clery Report

e Run Analytic Report 86 first
e Counts appear in the table at the top of the screen

For any Clery Category that has values, we hyperlink it to a
component table with a list of the cases (File Ips)

@ This analytic displays in the format required by ED (an “audit
trail”), which makes reporting a breeze!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 85 - Clery Report

Clery Report Clery Report Breakdown (One Table)

Filter Results Column visibility w

Showing 1 to 187 of 187 entries

Search:
Clery Category On Campus On Campus - Residence Noncampus Public Uncategorized
Halls Property
Not Clery Reportable 1 1 0 0 0
Unfounded 0 0 0 0 0
DISCIPLINARY ACTIONS: lllegal weapons possession 0 0 0 0 0
DISCIPLINARY ACTIONS: Drug law violations 0 0 0 0 0
DISCIPLINARY ACTIONS: Liquor law violations 2 2 0 0 0
ARRESTS: lllegal weapons possession 0 0 0 0 0
ARRESTS: Drug law violations 0 0 0 0 0
ARRESTS: Liquor law violations 0 0 0 0 0

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 85 - Clery Report

Clery Report Breakdown - Component cases by category, sorted by incident date

Not Clery Reportable (1)

Filter Results Column visibility

Showing 1 to 1 of 1 entries

Search:
Other
. . . . ) Clery Clery
. First Last Age at Housing/ Incident Incident Reported Incident . Referred Report Charges/ Clery - Clery
File ID SID . . _ Location . Reportability .
Name Name Incident Room Date Time Date Location By Number Issues Rationale Categories
Category Last Updated
on Case
2023000202 Kelly Hannon 987654010 18 Patterson 2024-03-14  10:00 PM 2024-03-15 North Quad On Campus, Resident 2024-X3%%  Alcohol - Jean-Paul Sartre
Hall - 501 On Campus -  Advisor Possession -- 2024-03-19
Residence Noise Policy 15:32:41
Halls

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Analytic 85 - Clery Report

e Getting audited? You can export all of your case information
using the second tab. You also can request a special audit
analytic report by emailing

Clery Report Cery Report Breakdown {One Table)

Clery Report Breakdown as One Table

LEGEND: Report contains the same "component” data from the previous tab, but as one table.

Filter Results Column visibility

Showing 1 to 3 of 3 entries

Search:
Clery First Last Age at Housing/ Incident Incident Reported Incident Clery Referred Report Charge/ Clery Clery Other Clery
File ID sID . . A Location A Reportability Categories
Category Name MName Incident Room Date Time Date Location By Number Issues Rationale
Category Last Updated on Case
Mot Clery 2023000202 Kelly Hannon 987654010 18 Patterson Hall  2024-03-14 10:00 PM 2024-03-15 MNorth Quad On Campus, Resident 2024-KX30K Alcohol - Jean-Paul Sartre -
Reportable - 501 OnCampus - Advisor Possession 2024-03-19
Residence MNoise Policy 15:32:41
Halls
DISCIPLINARY 2023000201 James Halpert 987654007 18 Morth Quad - 2024-03-14 10:00 PM 2024-03-15 MNorth Quad On Campus, Resident 2024-X000 Alcohol - If you wanted Jean-Paul Sartre --
ACTIONS: 230 On Campus - Advisor Possession to write a 2024-03-19
Liquor law Residence MNoise Policy  rationale, it 15:32:29
violations Halls would go here.
Clery is hard.
This helps you
remember.
DISCIPLINARY 2023000203 Stanley Hudson 037654002 21 2024-03-14 10:00 PM 2024-03-15 Morth Quad On Campus, Resident 2024-X00X Alcohol - student under  Jean-Paul Sartre --
ACTIOMNS: OnCampus - Advisor Possession 21 possessed 2024-04-18
Liquor law Residence Moise Policy  alcohol 17:02:58
violations Halls

Showing 1 to 3 of 3 entries
Return to Top

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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BEST PRACTICES

> Day-to-Day Case Management:
> Create a case from every submitted IR
> Add all named individuals in the report (Accuser, Accused,
Withesses)
> |Include your “unknown” or undisclosed parties
> Add Charges/Issues for each involved person

‘ Analytics:

> Run Analytic 8 - Reports Set Aside and Analytic 9- Incident Reports
Pending before finalizing statistics

‘ Ongoing Management:
> Develop guidelines and a schedule for reviewing Clery Charges and

Locations to ensure consistent reporting



® Q&&ZA Time!

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclose



Thank You!

Don’t forget to complete the
session survey in Guidebook!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



MEAXFEST

PHOEUIX:

Using Maxient to Manage Complaints and Grievances

e Lance Watson

Senior Client Support Specialist

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Institutional Memory

T QaA 111 Polls

What role(s) do you have on campus? (Select
as many that apply)

Student Conduct

Title IX

€© QUICK SURVEY AND
Q&A _— S

e Human Resources
Institutional Memory

. . T 1|1 Polls ot really sure even where to begin.
We will use Slido to set up a e Notealy here 0 g
baseline for all of y’all!

Voting as Anonymous

Also, there’s a Q&A function where
you may add questions

N

Copyright Maxie ontains confidential information proprietary to Maxient. Not to be disclo



Overview

Managing Available
Complaints Resources




When considering
Ombuds processes,
you may want to
review what the
expectations are for
record-keeping

> A QUICK NOTE




© SYSTEM
SETUP
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* Create a Case Type

Manage Case Types

Maxient now allows you to customize the screen appearance by case type. While it is not possible to completely change an underlying field (e.g. SID cannot become favorite color),
many fields can be relabeled to better reflect their role in a given case type. Additionally, irrelevant fields can be hidden to further simplify the screen.

Select a case type to view or begin a new one below

Add a new case type v
New case type name




Case Types (cont.)

« Update Terminology

® C h a rge Values highlighted in green indicate they have been modified from the default values.
. . Terminology Lists Fields to Hide or Repurpose
* Finding
Standard Terminology Customized Name
« Hearing Officer Isueof Concern
30 character limit
. Finding I Outcome
* Incident |
n C I e n 30 character limit
. Hearing Officer ‘ Case Manager
[} S a n Ctl O n 30 character limit
[
Incident ‘ Referral

30 character limit '

Sanction ‘ Referrals or Actions
30 character limit '

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Terminology Lists Fields to Hide or Repurpose

Item Available Options

Modify/Update Lists
+ Appeal Status oo rcee

[ C | a S S i fi Ca ti O n S 20 character limit per option Denied
+ Deadline Offset Default

o . Junior;
Flndlngs Senior;
Classifications Graduate;

Incident Locations e
Milestones

Note Categories s e o

BRT - Managed by Team;

Referral Sources By e et v

Medical Amnesty;
FYl

Resolution Types

Findings

R O | e S 30 character [imit per option
Tags



Case Types (cont.)

« Repurpose or Hide Fields

Terminology Lists Fields to Hide or Repurpose

Maxient Variable Field Customized Name Visibility

ACADEMIC_ADVISOR Academic Advisor AsaCiemic sdvisor O Hide P ¢ b
ACADEMIC_MAJOR Academic Major Academic Major (] Hide

MEM_ATHLETICS_SPORT Athletic Affiliation | Athletic Affl. [ Hide

CLERY_RATIONALE Clery Rationale ‘ Clery Rationale ‘ [ Hide

CLERY_REPORTABILITY Clery Reportability ‘ Clery Reportability ‘ [ Hide

GPA_CUME GPA Cumulative (at case creation) ‘ GPA Cumulative (at case creation) (] Hide

GPA_LAST_TERM GPA Previous Term (before case) ‘ Sl = Sl

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



 Configuration:

e CC Recipients: Department Chairs, Supervisors, etc.

<= = = =
= = = =
- = = =

- Home Offices
- Adding a specific office can customize outgoing
correspondence for letter recipients and CCs

« Equally important: If using memos, the text of the email

IS edited here

« For multi-campus/institutions: have an office for each came

e e -




Charges/Issues

« The core nature of the complaint

« Academic, Department Policy, etc.

« Use the Category feature to keep these easily grouped

« They don't require expanded language necessarily

Copyright Ma

Complaints Academic Complaint Academic Complaint
Complaints Department Policy Complaint Department Policy Complaint
Complaints Distance Learning Complaint Distance Learning Complaint
Complaints Facilities Complaint Facilities Complaint
Complaints Faculty/Staff Complaint Faculty/Staff Complaint
Complaints Finance Complaint Finance Complaint
Complaints Personnel Complaint Personnel Complaint
Complaints Service Complaint Service Complaint
Complaints University Policy Complaint University Policy Complaint

rent ZUZ&. AlTTIghts reserved. Lontalns contiaential tntormation proprietary to

[axTent. NOTTO be dIsciosed 1O Third parties WIthoutT VI

LA

xient’s prior written permission.



 Reflects what support was offered

¢ ¢
« Referred to an office, ongoing meetings, vy
¢ ¢
¢ ¢

- = = =

¢
¢
¢
referred to process g

« Can set up Sanction Alerts to notify a department if someone is

being referred to them.




Letter Templates

* Includes: Initial Outreach/Confirmation Letter,
Follow-Up Letter, Referral Letter

« Things to consider: EEE.
 Leveraging the default CC/BCC function

« Memos: Can be distributed to the office/individuals, not to the

complaining party

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



« Depending on the type of process(es)

* Things to consider:

Who can submit IRs?

What fields are necessary in the layout?

Leveraging the Header and Section Information for

explanations

Restricting access to IRs: Who should see them?

<= = = =

= = = =

- = = =

e e -




Groups

* IMPORTANT: A small group who manages the co

« Keep it simple: “Complaints”

- Be mindful that if one of the members of the group is ther v + +

object of the complaint you may need to temporarily remove

them.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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The goal of the routing rules is the correct person

receives it
Turn it into a case including the expected type,
charges/issues

Send initial outreach letter

Add milestone

<= = = =

= = = =

- = = =

e e -



Managing the Case

« When the real “fun” begins
« DOCUMENT, DOCUMENT, DOCUMENT!

» Note categories to break out follow up notes EEE.

« Don't forget Time Spent too!

 Folders in the EFC: Keeping any follow up correspondence
grouped up together

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



« Complete the CRF!

e It captures the Resolution, Findings, Action Items,

= = = =
= = = =

and Rationale (which is most important)
« Send the follow up letter and memos (if needed)

 Using the default CC and CC function on letters is going to

help

- = = =

e e -
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Maxient Help Forum

* “Process Specific Workflows - Grievance and Co

which includes:

* A full breakdown of system set up

LA

- A webinar that shows a live example
 Atable top exercise

« Sample Letter Templates

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



@ Questions?

Copyright Maxie ontains confidential information proprietary to Maxient. wwlwﬁmmlmtm K

5 XU R B

n EAMNAXFEST
E&SBJHHU

LSSdHHUE
HNAXFESTIY
¢53dHHUE

LS ddmd
HHHPEE
&53d?

I;
j
) &
) 3
T
[l —
3

MASFE
LS
SMANFEST
= LS AW E
mARFEST I
:¢sadﬁuuem&
HHHHPESTDWK]
E¢53dﬁau&mggu
anHHPESTngImc
= LS 3B D NE N,
MAKFEST I 3 e ;e
hE&EBdHHUFmEmmgan
anHHPEST:gIImc¢53d
LSBdHHUEﬁk&&EanHRPE

PejMiphldigey __ 10101

E-:
=11
"
=L
X
ML
C

HHHPEE

T .
SNES
G]7]-
g
XU =
1 G

I
X
7]
L[]
241)



Schedule a follow up screen share using this QR Code!

L
LA
L
L B

Thank You!

Please complete the evaluation for this program found in Guidebook
to help us plan for future MaxFests.




MEAXFEST

PHOEUIX:

Could we do this in Maxient?
A Guide to Adding a New Process

Jason Kistler Lance Watson

Senior Client Support Specialist Senior Client Support Specialist

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Institutional Memory

T QaA 111 Polls

What role(s) do you have on campus? (Select
as many that apply)

Student Conduct

Title IX

° QU I C K S U I {V E Y ‘ \ N D Student of Concern/CARE
Residential Life/Housing
Q&A

e Human Resources
Institutional Memory

. . i 1|1 Polls ot really sure even where to begin.
We will use Slido to set up a e Notealy here 0 g
baseline for all of y’all!

Voting as Anonymous

Also, there’s a Q&A function where
you may add questions

T

ontains confidential information proprietary to Maxient. Not to be disclo



The Process

1. Identify the Workflow
Knowing what you want to add and why

5. Review
Consider successes and

challenges .
—= 2. Prepare Documents/Information

Get all of the information you
want to add put together

4. Train and Go Live

Train new users on the process
and start using Maxient

— = 3, Build Into Maxient
Add all the needed items

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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So what do you want to add?
e Questions to ask:
* Is the process well-defined?
 Does this process make sense for Maxient?
« For example - Room reservations? Probably not.

« Who are the key stakeholders?

« Consult with Maxient! - Client Success Advisor Meeting

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Who should be involved?

« Level 5 User
« They “speak” Maxient
« May need to show some functionalities
« Person who is responsible for the new process

« The person who is pulling all of the necessary information

together (if needed)

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Items to Consider: New User Accounts

« Who actually needs access to Maxient?

« User Levels: What do they need to do?

« Hearing Officer Titles: Do they need cases assigned to them?

« How will letters be sent out? From the office or individuals?

Manage Users > Add new

Add a user from scratch Replicate an existing user

USERNAME
This value should match the individual's campus/network username.
Minimum 2 characters, no spaces permitted.

Did you know....
....you can replicate accounts for fast user additions?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Items to Consider: Groups/Access Restriction

Manage Groups > Add New Group

NAME

‘ Title IX

DESCRIPTION All cases involving gender-based equity concern start in this group.

 Does the information need to be access restricted?

« When considering this, think of reasonable restriction needs

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Items to Consider: Charges/Issues
- What behaviors/information need to be tracked in a concise way?
o Think "what will I want to know for my annual reports?"

« Will' I be sending this to the involved individual(s)?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Sanctions/Action Items

« Capturing how something was managed/resolved.

« What was done in this case?

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: IR Layouts
« Do you need a new one or add a new “Nature” to a current report
 All depends on how specific the report needs to be

« Routing rules: Don't forget the default!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Letter Templates
 What needs to be

communicated?
« New feature alert;

Verified and Standard

Sending Analytics

Pre-coded Analytics
Choose your report
Options Email content Letterhead/Margins 1 - Snapshot of process
letter
® Verified Delivery

Recipient must click a link in their email to retrieve the letter. You can verify receipt in the EFC and audit trail, and re-send the letter if needed. Prior to May 2024, this was how all letters were sent in Maxient. Referrals / Letters

72 - CC Recipients on Letters
[J send notification to the following email address(es) upon pickup (comma-separated):

74 - Emailed Letters Retrieval Rate by Letter

jkistler@maxient.com 75 - Emailed Letters Summary

76 - Count of Letters in the Electronic File Cabinet by Address Type
O standard Delivery

Letter will be sent as an email attachment. The recipient will not need to click a link and login, but you will be unable to track receipt. Learn more about this new feature (4

77 - Resent Letters by File ID

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Tasks

Set up your process "To-Do" list!

Update Existing Case 2023002801 Dwight Kurt Schrute (777777777)

CASE DEMOGRAPHICS CONTACT INCIDENT EFC ASSIGNMENT RESOLUTION ACTIONS TASKS NOTES OTHER ADMINISTRATIVE

B. Student Conduct - Hearing

[ Meet with student Ron Swanson 2024-06-25 ¥
) Enter hearing/decision information using CRF Ron Swanson 2024-06-28 ¥
[J send Final Outcome Letter to student Ron Swanson 2024-07-01 ¥ &

All Tasks

A. Student Conduct
- Prep -- Send
Meeting
Request Letter
to student () --
Due: 2024-06-18 -
- Completed:
2024-06-14

B. Student
Conduct - Hearing
-- Meet with
student () -- Due:
2024-06-25

C. Student
Conduct -
Outcome -- Enter
hearing/decision
information
using CRF () --
Niie: 2024-0A-28

All Tasks for
This File ID

A. Student Conduct
- Prep -- Send
Meeting
Request Letter
to student () -
Due: 2024-06-18 -
- Completed:
2024-06-14

B. Student
Conduct - Hearing
-- Meet with
student () -- Due:
2024-06-25

C. Student
Conduct -
QOutcome -- Enter
hearing/decision
information

using CRF () --
Niie: 2024-0A-28

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Offices

« Manages the email language that is sent for verified letters

You can set the default subject line by letter template!

o Early Alerts<notifications@maxient.com> ® & & ~|®

To: ® Jason Kistler Fri 6/14/2024 8:08 AM
THIS IS AN OFFICIAL CORRESPONDENCE FROM THE CENTER FOR STUDENT SUCCESS AT
WOODROW COLLEGE
At Woodrow College, we are committed to your success and to supporting you when you have
academic
struggles.

For more questions, go here! Resources and Support

A letter has been issued to you electronically by our office. Upon clicking the link below, you will be taken
to a screen displaying your name and requesting an access code to ensure confidentiality. Confirm that
your name appears on the screen, and then enter your student ID number as the access code.

Your letter will appear in PDF format and should be printed or saved for your records. It will remain
accessible through this link for 30 days. If the letter fails to appear, you may need to use a different
computer or install the free Adobe Acrobat Reader. If you continue to experience difficulty accessing your
letter or wish to confirm the legitimacy of this message, please contact our office at (202) 456-1111.

Pick up your letter

Woodrow College

Student Success and Retention
Office of the Provost
Charlottesville, VA 22903

(202) 456-1111
studentsuccess@maxient.com

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Manage Case Types

* Create a Case Type

Manage Case Types

Maxient now allows you to customize the screen appearance by case type. While it is not possible to completely change an underlying field (e.g. SID cannot become favorite color),
many fields can be relabeled to better reflect their role in a given case type. Additionally, irrelevant fields can be hidden to further simplify the screen.

Select a case type to view or begin a new one below

Add a new case type v
New case type name

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Manage Case Types
~ Update Termln0|0gy Select a case type to view or begin a new one below :

CARE

* Charge CARE

Values highlighted in green indicate they have been modified from the default values.

° FI n d I n g Terminology Lists Fields to Hide or Repurpose

) H e a ri n g Off i Ce r Standard Terminology Customized Name
Charge Issue of Concern

. 30 character limit

* Incident
Finding Outcome
30 character limit

e Sanction

Hearing Officer Case Manager
30 character limit

Incident Referral
30 character limit

Sanction Referrals or Actions
30 character limit

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Manage Case Types
- Modify/Update Lists =~ = =

Item Available Options

« Appeal Status e
e Classifications -l
« Deadline Offset Default

« Findings soprmoce
* Incident Locations e E;ii“i:‘*.i_ed,.
« Milestones

* Note Categories y

Specify the number of days

« Referral Sources BT Manget by Team

BRT - Referred to Appropriate Area;
Medical Amnesty;

« Resolution Types "
« Roles
« Tags

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



ltems to Consider: Manage Case Types

« Repurpose or Hide Fields

Terminology Lists Fields to Hide or Repurpose

Maxient Variable Field Customized Name Visibility
ACADEMIC_ADVISOR Academic Advisor Academic Advisor [ Hide
ACADEMIC_MAJOR Academic Major Academic Major [l Hide
MEM_ATHLETICS_SPORT Athletic Affiliation Athletic Affl. [J Hide
CLERY_RATIONALE Clery Rationale Clery Rationale []Hide
CLERY_REPORTABILITY Clery Reportability Clery Reportability (] Hide
GPA_CUME GPA Cumulative (at case creation) GPA Cumulative (at case creation) [J Hide
GPA_LAST_TERM GPA Previous Term (before case) GPA Previous Term (before case) ] Hide

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Using a Start-Up Process

 Use Excel to collect information for fields/dropdown boxes

 Shared drive for documents like letter templates, task

templates, etc.

« |deally: Work on this in person

Submission Checklist

EEe) (ImporSnelists] (Users

General Information WEFETRTEEENEREEITEEN | Sanctions and Actions

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



The End Goal of Preparation

« Ensure All of the Relevant Information is in one place
 Assists Level 5 users in identifying the changes

« Accountability!

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Building Process

 Level 4s and 5s
 Share the load, please!

« Home Screen Announcement: Letting current users know
about changes

« Important to check in with stakeholders when things don't

make sense

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Building Pro-Tips
- Be methodical using the start-up guide
« Consider where the highest impact for current users/processes

will be experienced and save for last

« Be prepared for feedback and explain what you are doing

CONFIGURATION IR LAYOUTS AND LETTERS TEMPLATES HOME OFFICES AND
TASKS

|

l USERS AND GROUPS

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Where Maxient Staff Can Help

Bulk load charges/sanctions

Build Dashboards for Hearing Officer Titles

Build Institution Specific Reports

A friendly person when things don't make sense ©

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



© TRAIN AND

GO LIVE
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Training

* If new users, have them watch the “Bootcamp@Home” videos first
« Group together for how you will manage the specific process after
» Use test cases

e Great use of the Custom Data feed!

t time to identify potential challenges and fix them

ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.



Go Live

« Time to start using the process
« If small fixes need to be made, totally fine**
« **|f its not working, just stop doing it.

« If you are not directly involved in the process, check in with

e that are

the behind the scenes: Is it causing issues? Confusion?

ontains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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SO.... How did it go?

Get the original group back together and talk it out

Run analytics to pull information on what's worked well

If new users, ask them how they thought it went

The goal: Go back to the workflow and see what changes need

to be made.

Copyright Maxient 2024. All rights reserved. Contains confidential information proprietary to Maxient. Not to be disclosed to third parties without Maxient’s prior written permission.
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Things to Keep In Mind

« Garbage In, Garbage Out: Do the work at the beginning
« Embrace imperfection and don't get stuck in analysis paralysis

« Be open to feedback and patient with

Copyri