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Incident System Tracking 
Accountability Report

• BUL-5269.2
• Electronic tool to report and document 

incidents which occur on or near District schools 
and sites

• Incidents involve students, employees, or a 
member of the school community 

• Enables efficient and effective mobilization and 
allocation of resources and supports

• Reduces potential miscommunication



iSTAR Format

❖Four Main Tabs

-Incident

-Persons Involved

-Issue Types (facilities involved)

-Summary

❖Two Conditional Tabs

-Injury/Illness

-Risk Assessment Referral Data (RARD)



Most Common Errors: Missing info phone, names, fax 
Time/date discrepancy



Most Common Errors:  Missing Persons Involved



Most Common Error:  Mis-labeled 
Incident



Most Common Errors: 

• NOT SUBMITTED
• Missing Action steps
• Missing updates
• Operations not notified
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Time to Practice

• In Pairs, read the scenario on the following 
slide.

• Decide what will be documented.

• Remember, the more concise and succinct, 
the more likely pertinent information is 
captured.



Scenario

Teacher sends student, Marko, 
into school office. Marko has a 
gash (approximately 1 inch long) 
across the forehead. The school 
nurse is not at your school that 
day and the Principal is at a 
meeting.

Do you create an iSTAR?

If so, what should be 
doucmented?
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Reminders
• Be sure to have your principal review the iStar. Email 

notifications are sent to applicable District personnel when 
the user clicks “SUBMIT”

• An iSTAR closes automatically after 30 days, so be sure all 
information has been entered into every applicable tab

• The school principal must certify all injuries/illnesses, and 
istars created at level 2



• Job Description
• ON-LINE CHILD ABUSE TRAINING:
❑The on-line Child Abuse training must be completed by ALL 

staff by September 30, 2019. Classified employees may 
complete this training on work time.

• BREAK/LUNCH TIMES FOR UNITS D

Rest periods may be combined with lunch period only by mutual 
agreement of the employee and the supervisor.

HOURS OF ASSIGNMENT BREAK(S) LUNCH

3 or fewer None None

4 One - 10 minutes paid None

5 One - 10 minutes paid
*Minimum 30 minutes unpaid

**(except Unit D)

6 to 8
Two - 10 minutes or
One - 20 minutes paid

Minimum 30 minutes unpaid

Classified 
Human Resources



Classified 
Human Resources

TRAINING
My Professional Learning Network
• Visit the website at https://achieve.lausd.net
• Call the office at 213-241-3440.
Topics to Consider:
• Top Tips and Tools for Organizing Your Workday (Recorded 

Webcast)
• First Time Manager: Meeting Expectations
• First Time Manager: Challenges
• Time Management: Quit Making Excused and Make Time 

Instead
• Welligent

https://achieve.lausd.net/

