
OFFICE OF THE SUPERINTENDENT        OFFICE OF SCHOOL OPERATIONS 

ATTACHMENT A 

1. The reporting system can be accessed through www.lausd.net under the Office of School Operations 
or  by typing the internet address: http://istar.lausd.net . 

 

2. To access the application system, log in by using your single SIGN-ON information (USER NAME:  
name.lastname; PASSWORD:  same password for e-mail Outlook or turning on your computer) 

Click the link to access 
the log in screen for the 
application system. 

Type in your 
USERNAME and 
PASSWORD 
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Click to access 
login screen. 

http://www.lausd.net/
http://istar.lausd.net/


4. Principals and Supervisors at each school and office sites are automatically given access to the 
Incident Reporting System.  He/she will be authorized to: 
• assign up to 3 designees to access the site 
• manage the user assignments, roles and rights 

3. You will be prompted to the “HOME” display screen below: 
 

Select the appropriate action for 
your incident entry:  Begin by 
clicking either “Begin Incident 
Report” or “Child Abuse Report.”  

List of reports for your 
location only. 

The Administrator Screen will allow you to 
perform the following:   
• Manage the user assignments, roles and 

rights 
• Assign designees 

• LEVEL 1 – Access to location report, 
view and edit 

• LEVEL 2 – Limited access to initiate 
and save report only.  No view access 
to location report(s). 

• Reports Screen 
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Print/ 
Print Preview 

Home Adm. Page Help 
Document 

Logout 



5. To enter an incident report, select “BEGIN INCIDENT REPORT” from the  Main Menu Page. 
 

Select “Begin Incident Report” to 
enter incident information. 
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6. The ISTAR Application is divided into six tabs: 
I. Incident Tab 
II. Issue Type Tab 
III. Persons Involved Tab 

 
 

I.  INCIDENT TAB 

The Incident Tab screen will reflect the following: 
• Reporter  Information - The reporter information is auto populated based on your SINGLE SIGN 

ON information but can also be manually corrected in the event that some of the information is 
incorrect.    Reporter information includes:   
- Cost Center 
- Employee Number 
- Title 
- First and Last Name 

• Contact Information for Additional Updates 
• Location of Incident 
• Date of Incident 
• Time of Incident 
 

On top:  click on each tab You can navigate or view each tab by:  

At the bottom:  click “Previous” or “Next” buttons 

- Telephone Number 
- Fax Number 
- E-mail  

IV. Action Tab 
V. Incident/Injury Report Tab 
VI. RARD (Risk Assessment Referral Data) Tab 



I.  INCIDENT TAB         cont. 
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Incident Tab 

Appropriate box/es must be selected to 
activate the list of incident types that will 
be  shown on the next tab which is the 
Issue Type Tab. 

II.  ISSUE TYPE TAB 

The Issue Type Tab screen will reflect information based on the selected responses from the 
previous tab which is the Incident Tab.   Information will or may include: 
• Incident Types for Student 
• Incident Types for Employee 
• Incident Types for Parent/Community Member 
• Incident Types for District School/Facilities with impact to instruction and operation 
• Information regarding suspected child abuse reporting 
• Definitions of incident types 

The response to this question will affect the information that 
will be shown on the next tab which is the Persons Involved Tab: 

If “YES” is selected – The information regarding suspected 
child abuse reporting will be shown.  
If “NO” is selected – The definitions for the various incident 
types will be shown.  



II.  ISSUE TYPE TAB        cont. 
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Sample screen display  for: 
•  List of Incident Types 
• Suspected child abuse 

reporting information 

Users are able to enter ISIS 
information from iSTAR system 
by clicking on the ISIS icon at 
the bottom of the iSTAR page. 

Issue Type Tab 

Message reminder 
will show when 
you select an 
incident that 
require ISIS entry. 

ISIS incident types and system access: 
 



III.  PERSONS INVOLVED TAB 

The Information Tab will allow you to add information regarding the 
• Suspect 
• Victim 
• Witness 
 
It will also require the reporter to provide appropriate information such as: 
 

• Student Number 
• Name 
• Grade 
• Date of Birth 
• Gender 

• School of Attendance 
• Employee Number 
• Site or Office Name 
• Position Classification 

• Job Title 
• Home Address 
• Parent/Guardian of a student attending 

which school and grade level 

Persons Involved Tab 

Records multiple information regarding 
the suspect, victim or witness and 
whether he/she is a student, employee, 
parent or community member. 
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IV.  ACTION TAB 
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The Action Tab will allow you to: 
• Record Incident Description 
• Record Updates 
• Record and track necessary actions required to resolve the incident 
• Record user log - Name of who created and updated the report 
  - Date when the report was created and updated 
  - Time when the report was created and updated 
• Record Additional Notification 
• Select and save status of the incident (open, pending, or closed) 
• Attach and save documents such as pictures, notes, etc. 
• E-mail the report to another person 
• Revise and only save the document without submitting the report (note:  system will save but 

will send automatic reminder  to limited staff from the Office of School Operations) 
• Submit  report for automatic distribution to appropriate District staff 

 

Enables user to e-mail 
the report to anyone 
in the Outlook list. 

Incident Status – select the 
appropriate status of the 
incident: 
•   Open - action(s) required 
•   Closed - incident has  
     been completed and no  
     further action is required. 

E-mail 

Allows you to type in the description 
of the incident, follow-up steps taken, 
and assistance received. 

Record action details. 

Action Tab 

Record additional 
information notification 

Enable user to upload and 
save documents such as 
pictures, notes, etc. 



V.  INJURY/ACCIDENT REPORT TAB 

As part of the system upgrade, the OEHS Injury/Accident Investigation Report Form has been 
consolidated with the Incident Report Form and will be reflected under the Injury/Accident Report 
Tab.  This tab will only show if the following incidents are selected: 
• Accident  
• Death 
• Injury 
• Medical 
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Injury/Illness Report Tab – The OEHS Injury/Accident 
Investigation Report Form has been consolidated 
with the Incident Report Form.  This tab includes 
questions and information required for the following 
incidents:  accident, death, injury, and medical. 



VI.  RARD TAB 

As part of the system upgrade, Student Health and Human Services included the on-line form of the 
Risk Assessment Referral Data (RARD) in iSTAR.  The RARD Tab will appear if the following STUDENT 
incident types are selected: 

Suicidal Behavior 
 5150/Hospitalization 
 Self-Injury/Cutting 
 Suicidal Behavior/Ideation (injury) 
 Suicidal Behavior/Ideation (non-injury) 

For complete information, please refer to Bul-2637.1 – Suicide Prevention and Postvention (Students)
   

 This tab includes 
questions and 
information 
required to record 
actions taken at 
school for each 
student suicidal or 
self-injurious case. 

Allows you to save information only for 
initial draft of the report or update a 
submitted report for minor corrections or 
changes such as spelling or grammar check. 

Allows you to submit the report for e-mail 
notification to appropriate staff. 
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