
  
 

  
 

 
 

SWARM User Guide 
(Social Worker Activity and Referral Module) 

This user guide provides step by step directions on creating concerns and referrals within SWARM.  Some 
users’ functionality may differ according to tool rights assigned to their Infinite Campus accounts. 

 

Creating a Concern 
Navigate to the SWARM module within Infinite Campus.  Click the “Concerns” outline link, followed by the 

“Create New Concern” button at the top left of the Concern Dashboard. 
 

 
From the window that displays, search for the student for whom you would like to create a concern. 



  
 

  
 

The top section of the resulting screen will display demographic information about the selected student… 

 
…while the lower part of the screen provides fields allowing the user to describe the nature of the concern. 

Please note that – according to the settings preferences determined by the district’s SWARM administrator 
– some districts will select from a Concern Reason droplist, some will fill in a Comments box, and some 

will have both options. 



  
 

  
 

 
Once information about the concern has been added, click “Create Concern”. 

 
 

The user will now be returned to the Concern Dashboard.  The just-created concern will display as “new”. 

The concern dashboard will display a list of any concerns submitted by the user who is currently logged in 
to Infinite Campus.   

 
 
 
 
 
 
 
 



  
 

  
 

If a user with appropriate tool rights clicks the “details” button to the left of a concern, s/he will receive the 
following options:  

 
 
 
 
 
 
 
 
 
 
 
 
 
The “Create Referral” button is used for concerns that have been determined eligible for escalation 
to referral status. 
The “Close Concern” button may be used when it has been determined unnecessary to further the 
concern into a referral. 
The “Archive” button is only appropriate for concerns that may have been created by mistake.  
Once a concern has been archived, it will no longer display on the dashboard but will remain in the 
database. 

 
 

Should the user decide to close the concern, clicking the “Close Concern” button will display the following 
dialog box:  

 

 
 

The user keys in the reason for closure, clicks “Close Concern”, and the concern is removed from the 
user’s dashboard. 

 



  
 

  
 

If the user would like to review the status of any concern s/he created this school year, clicking the “Show 
All Statuses” button at the top of the concern dashboard will return a list of all concerns, whether referred 

or closed. 

 
The resulting list can be filtered by any of the headers at the top of each column. 

 
Clicking the name of any student takes the user to the Student Overview page for that student (also 

available in outline links), which recaps all historical concerns, referrals, and activities for that student. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

  
 

The Archive button should only be used in cases where a concern has been created in error: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The user will receive the following dialog box:  

 

  
 

Both archived and closed concerns are available to view by clicking the “Show All Statuses” screen from the 
Concern Dashboard.  Users with appropriate access can reactivate archived and closed concerns. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

  
 

Creating a Referral 
 
 

From the concern dashboard, the user may choose to escalate the concern by creating a referral. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Once the Create Referral button has been clicked, the referral entry screen displays. 

 
The first two sections of this screen are for reference.  The student’s demographics information populates 

from his or her Infinite Campus account.  Following that, concern information as it was originally input can be 
viewed. 

 
  



  
 

  
 

Beneath the Concern Information, the basic details of the referral display.  The information there may be 
changed or added in. 

The Social Worker field populates based on the original concern but may be edited using the droplist of 
social workers.  Users may also select an Alternate Social Worker and Additional Staff if appropriate to the 

referral.  Other fields in this section include a text box for the Referred By staff member and a droplist for the 
relationship of the person creating the referral to the student. 

 
 

Following the Referral Information section, the reasons for the referral display.  The initiator of the referral 
may create as many reasons as necessary for the case in this area.  The list of reason types are determined 

by administrators during the initial SWARM setup. 



  
 

  
 

Next is a Homeless status area, which defaults to “no”: 

 
 

When the Homeless status is changed to “yes”, the creator of the referral then selects from a droplist for 
Dwelling Code and Homeless Reason. 

 
 

The Actions section allows owners of the referral to add a list of any activities that occur during the life of the 
referral… 

…while the Summary area provides a place that the person in charge of the referral may describe the nature 
of the case.  All areas on the referral page may be updated as the case requires. 

 



  
 

  
 

The final section of the referral lists the names of any other students in the same household.  The creator of 
the referral may check the box next to the name of anyone listed there if a case also needs to be opened on 

that person’s behalf, as well. 

 
 

Once the referral has been created using the button at the bottom of the screen, the user is taken to the 
Referral Dashboard… 

…where the referral that has just been created will display at the top of the list.  As with the Concern 
Dashboard, the Referral Dashboard may be filtered according to the column headers. 

 
Staff with the necessary tool rights may also create referrals without first initiating a concern by using the 

Referrals section of the SWARM outline links.  
 

SWARM administrators may also be able to view others’ cases in the school or district, but most users will 
have access to their own cases only.  

 



  
 

  
 

The Transfer Portal button at the top of the Referral Dashboard indicates whether action is needed 
pertaining to students with open cases who have either transferred within district or withdrawn for another 

school system. 

 
 

If the Transfer Portal button is clicked, the user will be taken to dashboard for that area… 

…and by clicking the “Close Referral” button for the withdrawn students or the “Transfer Referral” button for 
the transfers students within the district, may take the appropriate action for each type of case. 



  
 

  
 

Creating an Activity 
 

Activities in SWARM refer to anything a social worker might need to keep track of that doesn’t have to do 
with a referral.  The Activities Dashboard can be accessed from the Activity outline link in Infinite Campus. 

There are three types of activity in SWARM: individual student, student group, and other group.  Each type 
is created by clicking the Create New Activity button at the top left of the dashboard. 

 
All types allow the user to select an activity, agency, contact type, contact made, and to comment. 



  
 

  
 

Student groups can be created using the Manage Student Groups button on the Activity Dashboard.   

 
When a Student Group Activity is created, group members can be manually edited based on which 

members were in attendance at the specific meeting. 



  
 

  
 

Other Group describes any group a social worker may meet with exclusive of students. 

 
As each new activity is created, it will appear at the top of the Activity Dashboard. 

 
 
 
 
 


