Discipline Staff to Process Teacher Referral

This document gives instruction on how to setup Discipline Referral Automated Emails and where
Discipline staff will go to find a Teacher generated referral.

Part I: Setting up the Discipline Referral Automated Email

1. Advanced Features — Automated Emails (WS\AF\AE)
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2. Click Add
3. Email Setup as indicated below: Make sure to take the check mark off the Select All Offenses
and only select the Referral Code then click on Save.
Automated Email Maintenance 2 e
Email § " S ) ]}
— —— i
Email Event Type:| Discipline Referrals v

Event That Triggers an Emgjl; Any Referral Issued [ Offenses - Entity 413 - WSVWARVAE - 8255 - 05.16.06.00.06 - Google Chr... u—J':' =] 3

() Salact All Offenses | Offenses | https://skytrainech.sccresa.org/scripts/wsisa.dll/WService=wsECHTr
* Email Description: [Discipline Referrals - Any Referral Issusd Offenses a 7

Automated Event Status: ® Active Inactive

Views: | General ¥
Filters: | *Skyward Default v

Message Recipients

Code & | Description

| Student Contacts || Clear | | General Staff | | Clear
SO L L EETEIEEY “ |[_sekctan |

No Contacts s No Contacts “Mle1 @ P11 Positive Referral — =
62 LJ P16 Possassion of lightar (Desslect AL
63 L p23 Profanity, Vulgar, Obscentiy Lan

- - 64 L) P24 Property Misuse

65 LJ P26 Public display of affection

Message Composition o o —

Priority:| High v
* Subject: [A Discipline Referral Has Been Assigned To <Student Full Name=
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4. Message Recipients: Click on General Staff and select the appropriate staff members who will
receive the email notification then select Save.

Code Selection a4 [
Message Recipients A G
Views: | General ¥ | —
\ Student Contacts | (_clear | | Bies a1 seare v T oW & E :
LIErs. | Back
(2 e = Lost Name = First Middle
Select All
1 5 | Colman s = Staff
. Connolly I Deselect A
lcook _leff | [JECC
40 | Cook Patty
Message Composition 5 [ Coordinztor WIA
Priority:| High v 6 LI Corbat Sheryl
R = T T = N T P S NS TR W TE Y 7 L1 | Comish Janet
5. Make any necessary changes to the Message and select Save

Message Composition
Priority:| High i
* Subject: [A Discipline Referral Has Been Assigned To <Studsnt Full Name>
* Body: [a discipline referral has been assigned to <Student Full Name=: <Offense Description=.

Pre-defined Fields:| <Address - Address 2» v|[ Insert || Preview Email | Reset SubjectiBody |

Choose 'Save' to create an Automated Email Setup for Entity 413...

Part ll: Finding Referral and changing to Offense

1. After the Teacher has entered a referral for a student you will receive an email

A Discigline Referral Has Been Assigned To ;IS

Inbox x

SkyMsgiglsccresa.org 10:37 AM (1 minute ago) . o P4
tome [»

FROM D@ecsd.us

A discipline referral has been assigned to Fl |Referral.

District: East China School District
District Web Site:

State: M|

District Code: 74050

Current School Year 2016-17
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2. You will look the student up in Profile O in Office - Discipline - Entry by Student

(Profile Example)

St Clair Hich School (41 ;) = Donna Winingsr  Account Preferences Exit ?
SKYWARD
- Student Educator Advanced | Federal/State | Custom
Home ‘v Families ‘ Staff ‘ Services Serwce ‘ Office ‘ Administration Access Plus | Features Reporting ‘ Reports ‘O‘
1 H | = Discip[ine Tab ﬁ' -] l - {jFaver'rtes' 4‘1‘_‘|New Window IE| My Print Queuy

Comss  * | sucen: [ (<] >) @ Ranges (_Aa ) (_Doite ) Transier ) (_Poeuso )

Pers Curricul

Section 31A Grad Year (Grade):2019 (10) DOB (Age):|12/20/2000 (15) | Entity, School, Status:|413, 413, A Default:413, 413, A I:l

Section 24 Customize

Early On Advisor: Hayes, Laura Gender: M NY Status: A OtherID: —

Section 234

Single Parent Offenses

Disp Homemaker s -

Views: | All Offenses ¥ | Filters:| * Current Year Only ¥ Q ick

| s ' Yua &m

v RTI Year* Date = Time Inc Nbr | Off Description OffiRef School |Location |Bus Ci
> 2016-17 (413 10:14 am 3[R0l [Referal  |Refemal
B0 oo T | s [ i014am] 3[R01 el Roora 413 11|

Referrals
Interventions

w Discipline Dis(%_ates |
1

—
| All Notes (D) |

Demerit Hist

| Totals |
» Health B
Bativin Sty
(Offlce Dlsapllne entry by Student Example)
1 H Entry by Student ﬁ -] l - QFaucr'rtes' CDldew Winde:
Views: | Student Details v | Filters:| *Only Active Students v Y W F =

Last Name & Schl Hmrm Homeroom Teacher Birthdate

2019|413 12/28/20880

Expand All Collapse All  Maodify Details (displaying 5 of 5)  View Printable Details

3
4 w Student Details
g age: 15
6 Student Status: A - Active Gender:
Grade: 10 Other ID:
7 Graduation Year. 2019 Student Key:
B Default Entity: 413 - St Clair High School Primary Phone #:
L] School: 413 - 5t Clair High School Advisor: Laura Hayes
Birthdate: 12/20/2000

scaress I

w Offenses Add Cffense

#| Current Year Only

Entity School Year Inc Nbr Date Time Offense Offense/Referral School
lete History 413 2016-17 3 08032016 10:14 AM RO1 - Referral R - Referral 413 - St Clair High Schog
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3. By expanding the Offense details you can see the Teacher Comments

» Offense I]etail&l Edit Dﬁensel Delete Offense  History

Offense Description: Referral Dize. Officer:
School: 413 - St Clair High School Referred By: AN

Location: 1 - On School Grounds Entered On: 08/03/2016 Wed 10:15 am
3 S Aol A0: 4.4 a0 Eanse Points: 0.00

P Action Summary and Detail Add Action Summary

4. Click on Edit to change the referral to an offense and process as normal.
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