Discipline

Major vs. Minor Referrals

e Major referrals are:
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o Referrals with action posted on the Admin screen.
o Referrals with the action of “06 Referred to the office (major)” on the Refpg2 screen.

e Minor referrals are:

o Referrals with no action posted on the Admin screen.
o Referrals with no action of “06 Referred to the office (major)” on the Refpg2 screen.

Getting Started

1. Inthe navigation panel on the left, click on the button labeled Discipline, then under Entry, select Discipline

Posting.

2. At the setup box, verify / set the desired school year, then click OK.

Search Programs

4 Student Master
A Attendance

v Discipline

= * Eniry

E 3 Digcipline Posting

M Event Track ing (testing)

# Foints System
M Lists
* Loaders
* Count
* Trends

Setup-12.13.19
— Sefup

Welc

2

Year: | 1920

Disfrict : 010

Schoal : 762

Grade :

[] Major Refermrals Only
|:| Include Impoerted Referrals

Points System

Additional Emails

Setup box:

Year - Defaults to the current year. A prior year may be accessed
by clicking in the field and making the appropriate selection from the
drop down list.

District - Default value is based on the user's security settings. It
will be limited to their district only.

School - Default value is based on the user's security settings. If
the user is assigned to a school, the school default value will be their
school site code.

Grade - Leave blank or select all to include all grade levels.
Otherwise, choose the desired grade.

Major Referrals Only - Click to see major referrals only.

Include Imported Referrals - Click to see referrals from other
schools.

Points System - Click to use the table to default in a points value
on the discipline screen.

Additional Emails - Click to add additional emails of which
discipline notices will be sent.



https://wiki.edgear.net/wiki/w/index.php?title=Points_setup
https://wiki.edgear.net/wiki/w/index.php?title=Additional_Emails
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Creating a Discipline Referral

RefPG1 tab- This is the initial screen where details of the offense are entered. The RED fields are required

1. Click in the field next to the word NAME to get a list of students. Click on a student name to begin the referral.

Welcome Dashboard | Student Master [1] | Discipline Posting [

Student Student Find One Box
Name * SIDNO A B c D E F G H
Phone \ Grade 1L o k] ]m]n]o]|er
— Schaol Information RN
Staff ID and Q R 8 P u v w X
Name :
School : 026 I0WA HIGH SCHOOL \/ & ! l = & - 7
Referal = 6 7 8 9 spe | o

Incident -
Jan v |23 ~ (2020 |w | 3 e
Date : U

Search : 6

HName First Hickname Prefix Suffix

r— Incidents

Code Mature of Referral Incident Description

Evidence

= Remarks

a. Tip: After selecting the student, a user can click on the gear icon to access a menu showing attendance,
schedule, grades, test scores, etc....

2. Click in the field next to Staff ID and Name. A listing of staff members will appear. Click on the name of the staff
member who is associated with the referral.

Welcome Dashboard Student Master [] | Discipline Posting []

— Student ion
Name - -n- SIDNO - Pe'pfr';;':f 01 Student Enralled at this Site
Phone : Grade : 09 Age: 14 [C] Bus Referral
r3 Staff Find One Box
Staff ID and
HName : A B (o3 D E F G H
School : 026 I0WA HIGH SCHOOL \
1 J K L M M o B
— Refenal i =
'“ggg“ Jan | |23 |w|2020 |v| @] Time: 1155 \ HH:MIM Q R s T u v | w | X
— Incidents LY Y z 1] 1 2 3 4 5
Code MNature of Referral Incident Descripfion Witn 6 7 a 9 Spe cir
Search: || 0
Mame Suffix Number District Sch Object Functii
ABSHIRE NINA M B 010 o2& 186 2720
ACKLEY BRANDY 010 026 12 130
Evidence
ADAME MAX P 010 026 1z 110
= Remarks
ALBERS LORNAG 010 02e 13 2122
ALCAMNTARA RACHEL A 010 026 12 Zn
ALEXANDER ANITA G 010 026 12 121
ANDERSCN GRANT A 010 026 12 130

3. Fillin the Incident date, Time, Code (state time code), and Location.

Date :

Referral Information M
’7'“”“"* Jan v |23 |w|2020 |w|E| Time: 1155 HH:MM  Cods : 02 Dtation - 13 01 Classroom
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Select the incident that occurred by clicking in the first cell under the Code column. When clicked, a box will
appear with a list of incident codes. Select the desired code, then click OK. Additional incident codes can be
selected by clicking in the cells beneath. Up to five incident codes can be selected by clicking in each respective
code cell. **(You want to enter the most severe incident first.)

— Incidents

Code | Mature of Referral Incident Description O Witnesses

[ ]

Value | Descripficn

Nature of Incident

m Continued open defiance

]
Evidence : D
— Remarks |:| 02 Disrespect for authority
|:| 03 Unfounded charge against authority
|:| 04 Repeated profane/obscens communication
If there were any witnesses, click in first row of the 0 | Witnesses SIDNO
Witnesses area to add Witnesses for the incident. I:I L ]
If any Evidence code is to be noted, e ( ] e ————
cI|cI.< in the' Evidence field to selecta —femarks ~ [ | Value | Description
desired Evidence code. \ =
001 01 Email

=]

[ ooz 02 Grafiti
[] 003 03 Motes
[C] on4 04 Web Site
]

1

003 05 Video/Audio Tape

Estimated number of characters remaining for prinfing School Behavier Form: 999 99 Other

In the — Remarks

Remarks g?ii?eﬂi ?Er":rjle teacher to stop falking and sit down, student ignored teacher. When told again, student refused and told the teacher, "l don't have
field, enter

exactly what

happened in

the incident.

Note: Only the top 4 lines of the remarks area will print on the state discipline form.
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8. This is one of three screens to create a referral. To move onto the next screen, notice the gray tabs at bottom of
the screen. Click the RefPG2 tab to continue.

RefPG1 RefPG2 Admin Hearings Comments

Delete Help Clear Setup Save Prev

RefPG2 tab

This tab contains action taken or comments by the teacher or other staff making the referral. Victims (required for
bullying / cyber bullying) and Perpetrators can also be identified.

1. The first option on the page is Action Taken by Teacher, Bus Driver, or Other Employee. To enter actions, click in the
first cell under the Code column. When this cell is clicked, a selection box appears. Choose the desired code, then
click OK. Up to four actions can be selected.

a. Note: If the action of “06 Referred to office (major)” is selected....
i. The referral will be classified as a “major”.

ii. If created by a teacher from the gradebook system, an automatic email will be sent to school
administrators indicating a referral has been created requesting administrative action.

Code  Action Taken By Teacher, Bus Driver or Other Employes
Conference with Pupil

1y
Referred to Counselor Select TeacherActions

Value Description

[
|:| 01 Conference with Pupil
Page 2 Data 02 Referred to Counselor
Parent Contact : |:| 03 Flaced in Detention
|:| 04 Assigned Remedial Work
M os Referred to Social Worker

2. Next, fill in any parent/guardian contact details. Click in the field next to the text “Parental Contact:” to bring up a
list of contact methods. Choose the appropriate contact method. Then, fill in the date of when the parent/guardian
was contacted by clicking in the field next to the text Date. This will bring up a calendar to select the correct date in
which the parent was contacted.

— Page 2 Data
Parent Contact :[P Phoned the parent (fill in the date of confact), ] Date : [Jan w23 v |2020 |
Select Parent Contact b
TeacherEmployse WValue Descripficn
Recommendations : D -
|:| P Phoned the parent (fill in the dat...
o
Date S.:hu:u-:ul . |:| L Sent home a letter to parent
Employee SF'E::_ﬁd Jan | ¥i[2020 ¥ |:| c Conference with the parent




4,
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If there are Teacher/Employee Recommendations, type them in the area provided. Click to enter the date the
Employee signed the behavior form.

— Page 2 Dala

Parent Contact . P Phoned the parent (fill in the date of confact), Date ; |Jan

"Teacher/Employee text entered here”
Motes about the contact made such as phone conversation, email sent, etc

Teacher/Employee
Recommendations

Date School =
Employes Signed Ean ¥ 23 (w2020 W ﬁ\
Form :

Click in the Movtivations cell and select the possible motivations for the incident.

Mativations : l ] Select Motivation(s)

[~ Others Involved ‘\- [] | Value = Description

O Victims ]

D [ o Avoid Adult
[ o2 Avoid Peers
|:| 03 Avoid Task/Activity
|:| 04 Obtain Adult Attention
|:| 03 Obtain llems/Activities
] os Obtain Peer Attention
|:| 98 Don't Know
[ o9 Other

If the referral is for bullying or for cyberbullying, Victim information is required. Click in the Victims area to add
Victims of the incident. A second screen will appear in which the user enters Victim remarks, services received, and
any injury information. Injury code must be entered.

— Others Involved

Victim Options e
D Victims SIDNO

E[ WVictim Type © 01 Student Enrolled at this Site Select An Injury Code *
- Student ! Walue Description
Name : [ ] 1

o Mothing significant or visible (Can be used for bullying, har...

o Minor (Cuts, bruises, scrapes not requiring offsite medical ...

03 Intermediate {Serious injury requiring offsite treatment, x-r...

Comments -
Victim comments here.

05 Major (Hospitalization, Loss of Conscicusness, significant

Permanently Debilitating (brain damage. amputation, loss ...

20 Mental Trauma - lesser (Requiring some freatment or coun...
21 Mental Trauma - greater (Requiring extensive counseling o...
50 Life-Threatening, ICU. Coma, rehabilitation necessary

59 Loss of Life

Parent/Guardian Contact Date : ‘
Jan ¥ |23 ¥ 2020 || (@

Viclim Received yd
( ( Y

[F] Counseling [ Medical Treatment [ other Support

OEEOoEE@EEEE G

99 Other

0K
CK
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6. If there are any other Perpetrators, click in the first blank row of the Perpetrators box to add additional
Perpetrators. The referral details for Refpgl and Refpg2 will be copied to these Perpetrators (a copy of the referral
is created for these additional perpetrators, with the exception of the Admin details). The administrator can then go

and add actions taken for the additional Perpetrators. Instructions on page

D  Perpetrators v SIDHO R...

L1 ]\

7. Click on the gray tab at the bottom labeled Admin to enter the actions taken by the Administrator.

RefPG1 RefPG2 Hearings Comments

Deleie Help Clear Setup Save Prev

Admin tab

This is the tab where action taken by the School Administrator is entered.

You can select up to 4 actions taken by administrator.

Co Det 125 055 Bus Code  Action Taken By School Administratio... Date

C )| )

Points
Lost :

Poinis
Eamed : -




Revised Jan 31, 2020

Conference (CO)

1. To assign a conference, click the cell in the : —
) CO v Det IS5 0SS5 Bug Coede Action Taken By School Administratic
upper left below the letters CO. Fill out the b1 120 Hels Conference with Student
details in the next window, then click OK. . _
F‘LGIn:S Conference Arrangements X
081
Points Conference ; Required Mot Required (# Held
Eamed :
Administrative Conference SchedulediHeld /
Comment=E Date: Wan | v |23 [v (2020 [v| m
Locafion : | SCHOOL PRINCIPALS OFFICE L4
Date Disciplinarian | j )
Signed Form : Time : 14:50 HH: M

Other Agencies

Conference Type : #* Student Parent

Minutes Removed : Clear Cancel ize

— Perpeftrator Received

In School Suspension — Full day (Code 10)

An In-School Suspension (ISS) can be at the school site or at another site. It involves removing a student from his/her
normal class setting for at least a day. Class services are continued, but the student is not in his/her normal classroom.
It should not be used for situations where a student is sent out of class for a class period or two.

1. Click in the cell below ISS. (On the Left side of the Admin screen)

|’" On the Left side of |
| the Admin screen

o

] IS5 J;.»-"'J'C;SS Bus Code  Action Taken By School Administratio... Date
Held 01 120 Held Conference with Student |_‘

Points d__‘-

ost /" Clicking here will bring up the
|55 box where you will put in the
date(s) which will automatically

populate the right side
2. Click in the Days cell and enter the number of days the student will have an ISS. Next, click in the field next to the

text Start to bring up a calendar and select the date the student starts his/her ISS. Click the Calc button to have the
system figure the Return date. If the student is being recommended for expulsion, click to select the check box for
“Recommend Expulsion”.

155 BOX - 10.21.2019 . . b4
checksifiapplicable:
..—-P—l:l Recommend Expulsion **D0O NOT
Suspension PaleBange ENTERA
Start: [Jan v [23 [w[2020 [ r—' Retun: [Jan | |27 [v[2020 [v|m Days RETURN DATE,
- THE SYSTEM
ncidentVWeapon
WILL FIGURE
515 Incident : | 01 X Willful disobedience »
IT FOR YOU **
[[Weapon Weapon Type : M.

7
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In the pink area, select the SIS incident code to be reported to the state.

a. If aweapon was involved, pick the weapon check box, then identify the type of weapon from the drop down
selection (Required for state reporting).

155 BOX -10.21.2019 *

[] Recommend Expulsion

Suspensicn Date Range
Days : 2 Start : [Jan v |23 | W |2020 |w Return : [Jan w27 | w2020 |w Calc| |Days

— IncidentWeapon

SIS Incident § 01 X Willful disobediencs w
[Weapon L 'eapon Type - v

checkliftapplicable

— Hearing

I-%aar{gg w ¥ v Time : HH:MM Loc:

If this is resulting in a recommendation for expulsion, and if the user knows the date, time, and location of the
hearing, enter in the information in the fields provided. (Done by CWA)

Click OK to close the ISS details window. The user will now see a count of days under the ISS label, and an action of
“1SS On Site” will be displayed on the right under “Action Taken By School Administration”.

Co DOiet IS5 055 Bus Code | Action Taken By School Adminizstratio... Date

Held 2da '_...., 10 004 155 On Site 2020-01-23
01 120 Held Conference with Student

After SAVING, a pop up window will appear that will show previous referrals. The total box will show days
suspended if the listed referral(s) resulted with a suspension.
- Also, another box will appear which is the Attendance Conflict Check.
o If you click OK, the attendance will be recorded to the show the suspension day(s).
o If you undo the check by “New” or “X” out of the window, then the attendance will NOT be
recorded to show the suspension day(s).

Attendance Conflict Check *®

o Ifthe suspension days (|SS & OSS) stretch over - This is to resalve conflicts between the student's Suspension/Expulsion dates, Attendance and the student s Enroliment
a weekend, the days will only display for the deF S = e P F—
current week, then after the weekend the New 011232020
suspension days will display for the following _- e
week.

Type Legend
|— OK: no change | NEVV: add attendance record | DELETE: remove attendance record |

OK
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7. If astudent is sent to ISS at an alternative location for a short duration of time (not an expulsion situation, but a
temporary removal), the correct code to use is 11 ISS Discipline Center/Alternative Site.

a. To change code 10 ISS on Site to code 11 ISS Discipline Center/Alternative Site because the student is doing
the ISS at another school site, click the original code 10 ISS on Site. A listing of actions will appear. Select
the code 11 006 ISS Discipline Center to complete the change.

Code  Action Taken By School Administratio...  Date
10 004 IS5 On Site 2020-01-24
120 Held Conference with Student

000 No Action Taken

120 Held Conference with Student

170 Contacted Parent/Guardian

999 Assigned to Detention

080 Assigned Remedial Work

999 Student Reprimanded

173 Held Conference wiParent/Guardian —
012 Refermred fo Counselor

999 Assigned Recess Detenfion —

i

002 Qut of school suspensicn

10 004 1SS On Site

" 006 Discipline CenterAlternative Sile]

180 Corporal Punishment

O O

13 160 Loss of Privileges
OK

Out of School Suspension (0SS)- Full Day (Code 09)

An Out of School Suspension is given when a student is sent away from school for one or more days. No class instruction
is done. The student is not physically present on any campus.

1. To assign an Out of School Suspension (0SS), click in the cell below OSS. (On the Left side of the Admin screen)

/ On the Left side of |
. the Admin screen |

co Det IS5 053 Bus Code Action Taken By School Administratio...  Date
Held 01 120 Held Conference with Student =

J’ Clicking here will bring up the

_ 055 box where you will put the
N date(s) which will automatically
‘ populate the right side.

2. The flow and details for posting an OSS are the same as posting an ISS.



4.

5.
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Click in the Days cell and enter the number of days the student will have an OSS. Next, click in the field next to the
text Start to bring up a calendar and select the date the student starts his/her OSS. Click the Calc button to have the
system figure the Return date. If the student is being recommended for expulsion or Zero Tolerance, click to select
the check box for “Recommend Expulsion” or “Zero Tolerance”.

1
055 BOX - 10.21.2019 checkiifiapplicable %
%%
[[] Zero Tolerance HD Recommend Expulsion DO NOT
ENTER A
Suspension Date Rangs- RETURN
Start | [Jan ¥ 23 | |2020 || E } Return ; [Jan v |24 | 2020 | v W Calc || | Days
DATE, THE
J SYSTEM
— Incident'Weapon
SIS Incident : |21 X Commiis any other serious offense » WILL
FIGURE IT
[|Weapon Weapon Type : A4
: FOR YOU **
— Hearing
I-%aarizg w ) » | (B Time HH:MM Loc:

In the pink area, select the SIS incident code to be reported to the state.
a. If aweapon was involved, pick the Weapon check box, then identify the type of weapon from the drop
down selection (Required for state reporting).

155 BOX - 10.21.2019
] Recommend Expulsion

Suspension Date Range
’7[)3-_\.3; 2 Start ; |Jan w |23 w 2020 w | | Return : |Jan w |27 w | 2020 » | | | calc Days

IncidentVWeapon

515 Incident §1 01 X Williul disobedience

|:| Weapon - - 'eapon Type :
checklifiapplicable

Hearing
’7 l-%aargg w ~ » (B Time : HH:MM Loc:

If this is resulting in a recommendation for expulsion, and if the user knows the date, time, and location of the
hearing, enter in the information in the fields provided. (CWA does this)

Click OK to close the OSS details window. The user will now see a count of days under the OSS label, and an action
of “OSS Out of School Suspension” will be displayed on the right under “Action Taken By School Administration”.

Co Det 125 0sS Bus Code | Action Taken By School Administratio...  Date
Held '1da g 002 Cut of school suspension 2020-01-23 r
Pointz 01 120 Held Conference with Student 2020-01-22 L
Lost I
_ Points

10
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7. After SAVING, a pop up window will appear that will show previous referrals. The total box will show days

suspended if the listed referral(s) resulted with a suspension.

- Also, another box will appear which is the Attendance Conflict Check.

o If you click OK, the attendance will be
recorded to the show the suspension day(s).

o If you undo the check by “New” or “X” out of
the window, then the attendance will NOT be
recorded to show the suspension day(s).

o If the suspension days (ISS & OSS) stretch over

a weekend, the days will only display for the
current week, then after the weekend the
suspension days will display for the following
week.

Bus Referral

If it is a Bus Referral, select “Bus Referral” box on the RefPG1 ta

_| Attendance Conflict Check *

This is to resolve conflicts between the student’'s Suspension/Expulsion dates, Attendance and the student's Enroliment
Period.

Fix? Type Date CO ... C... Reason CIT... C... Reason

F Mew 01/23/2020

v Mew 01/24/2020

Type Legend
|— CK: no change | NEW: add attendance record | DELETE: remove attendance record

OK

b. The Room # will become “Bus#”

Student Infermation

e . . Perpetrator
ame SIDNO :

ﬂ' Type :

Phone : Grade : Age:

[ |/ Bus Referral ]

School Information

Staff ID and

Name :

|

Follow the same directions as a regular referral.

Bus Suspension

[ Bus #:

1. To post a Bus Suspension, click the cell below the label BUS. (On the Left side of the Admin screen)

2. When the cell below BUS is clicked, the Bus Suspension box appears.

a. If applicable, check the Recommend Expulsion check box.

Co Det IS5 055 Bus

HELD

b.

Enter the number of days the student will be suspended from
the bus. Next, set the start date of the bus suspension. Click the Calc button to have the system figure the
return date.

If Weapons were involved, place a check next to Weapon, then identify the Weapon Type (required for
state reporting if a weapon was involved).

11



d. Click Ok when done entering the details.
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BUS BOX - 10.21.2019 *
[ Recommend Expulsion
Suspension Date Range
Days: 1  |start{[dan  |v 20 [w|2020 |v| @) Retum:|yan |w[22 v |2020 |w | ]| catc| | [Days
IncidentWWeapon
[ ]Weapan Weapon Type w

SAC / Clinic Detention / TOR

The title above stands for Student Adjustment Center / Clinic Detention / Time Out Room. This action code is used for

situations in which the student is going to be removed from the normal class setting for a short duration such as recess

time(s) or one/two class periods

1. On the right upper side of the screen, click in the Code field. A pick list will appear. Click to choose 14 999 SAC /
Clinic Detention / TOR from the list of actions.

Code Action Taken By School Administratio...  Date
[a]
=
Administrative Actions *
Walue Description
=] 02 170 Contacted Parent/Guardian |7
|:| 03 999 Assignad to Defention o
|:| 04 070 Student Suspended From Bus
|:| 05 140 Student Reprimanded
|:| 06 173 Held Conference w/Parent
[ o7 012 Referred to Counselor
|:| 03 002 Out of school suspension
] o9 004 ISS On Site
|:| 10 006 IS5 Discipline Center
i | 999 Assigned Seating On Bus
12 999 SAC/Clinic Detentiony TOR
13 999 Alternate Placement
|:| 14 180 Corporal Punizshment
L U |:| 19 999 Expulsion Hearing Resulis
|:| 16 999 Assigned Recess Detention E

OK

12
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Detention

Detention that is before school, after school, at lunch, or at recess ( no instructional time is missed) — it is entered on the
left side of the screen with the addition of the detention schedule — no minutes removed is necessary.

1. To assign a detention, click the cell below the letters DET. ( On the Left side for the Admin screen)

GO Det 155 055 Bus

]

2. First, set the days and times of the regularly scheduled detentions by clicking Set Times. This only needs to be done
once to set default days and times of detention.

3. Forthe desired day(s) on which detention | petention Arrangements-02.21.2017 X
W|” be held' Set the detention times. Be DMondav Start Time : HH:MM End Time : HH:MM
ili H Tuesday Start Tima. - HH-RARA End Tima. - HH:MM
sure to use Military Time as shown below! g TR = -
. Wednesday HH:MM
CIle OK When done tO return tO the & Please select the times that detention are held at:

. Thurzday HH:MM

detention screen. ] Monday : 15:00 HH:MM  to: 16:00 HH:MM
[T Friday HH:MR

Tuesday : 15:00 HH: MM te: 16:00 HH: MM
[ Saturday HH:MM

Wednesday : 15:00 HH:MM to: 16:00 HH:MM

Thursday : 15:00 HH:MM to: 16:00 HH:MM

Friday : 15:00 HH:MM to: 16:00 HH:MM

Exclude — ]
Dates : v v Saturday : 09:00 HH:MM  to:[12:00] HH:mm || i
Days : Start : Calc Days
OK Cancel
Location Of

Detenfion : h

i g el

4. Pick the day(s) of detention. Enter the :

Detention Amrangements- 02.21.2017 ®
number Of days and the Start date' CIICk the | [] Manday Start Time : 15:00 HH:MM End Time : 16:00 HH:MM
Calc button to let the system figure the end of Start Time : 15:00 HH:RiM End Time : 16:00 HH:M
detention (return) date. Click to enter the [7] Wednesday Start Time : 15:00 HH:MM End Time : 16:00 HH:MM
Location of detention. When done, click OK. Start Time © 15:00 HH:M End Time : 16:00 HH:

[ Friday Start Time : 15:00 HH:MM End Time : 16:00 HH:MM
[7] Saturday Start Time : 09:00 HH:MM End Time : 12:00 HH:MM

Please check off weekdays "first” to calculate date span below comrectly.

Exclude v v » | [ v » » | [ » » v | [F
Dates :

Days : 2 Star: |[Jan v 14 » (2020 | | [E }F\eium Jan » |17 ¥ |2020 | v | [@

Location Of

Datention Detention Room .

Set Times Ieal Cancel

13



Other Administrative Actions:
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Frequently, additional actions are taken by the Administrator which show he/she is working with the student or taking

proper steps. An administrator can click in the blank Code cells in the upper right to add other actions taken such as

contacted parent or held conference with student.

To add additional actions, click in the next empty cell
under Code, then select other appropriate actions as

shown below. Four actions per referral can be

selected.

Code  Action Taken By School Administratio... Date
A Administrative Actions
Value Descripiicn
O
|:| 01 120 Held Conference with Student
|:| 02 170 Contacted Parent/Guardian
|:| 03 999 Assigned to Detention
|:| 04 070 Student Suspended From Bus

v

1. Partial Day ISS (code 69) for more than 2 hours and less than a whole day - it is entered on the right side of the
Admin Screen and minutes removed must be entered on the Admin Tab.
co Det IS5 055 Bus Code  Action Taken By School Administratio...  Date
009 Suspension - 1S (partial day) 2020-01-24 |Z
Poinis / ‘,‘
Lost : 1
Points L3
Eamed : | =
Administrative
Comments :
liSuspDays 03.25.2019 ML *
School Ref# Date 0SS | Minutes | Total IS5 | Exp
O s Formn: 140 |sn[24 Jsn[2020 || Sgnes Farmn 034 1 20200123 [ ] =
Other Agencies : Alt Sile.n'Prograi
[ Minutes Removed : [130] 10.4? Day(s) ( Th|5 WindOW appears_if the |
— Perpetrator Received ‘ student has any prior
Serious Injury - minutes/days removed.
— Event Related To
Hate/Bias :
[ Drugs [ Alcohel Use
Changed :
Mame SIDNO 053  Min/Days Total IS5 | Exp
o UJ'UEI 2 o

The Attendance entry for partial day ISS must be entered manually. JCampus will not enter the ISS on the

Attendance Screen. It should be entered as a 03 (P- In School Suspension) in Attendance, with a “check out” and

“check in” which reflects the time of day the student is out of the classroom. (This way the teachers will know

where that student is and not to mark them in attendance.)

14 07:45|05 U |Dor./Parent Note Needed 10 |6«
Example: 14 03 |11
1 07:50|03 P |In School Suspension 11:00)03 P |In School Suspension ] 08 |7C
15 4 oe |4
15 03 |1z

#



2.

minutes removed must be entered on the Admin Tab.
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Partial Day OSS (code 68) for less than a whole day - it is entered on the right side of the Admin Screen and

Cco Det 135 05% Bus Cod » Action Taken By School Administra... Date
63 008 Suspension - 005 (partial day) 2020-01-24 ] -
Points =
Lost: 1
Poinis
Eamed : b
Administrative
Comments :
diSuspDays 03.25.2019 ML *x
Date Disciplinarian [ 1z v |4 v 2020 |w School Ref# Date 055 Minutes  Total IS5  Exp
o ! 2
Signed Form : 1 034 1 2020-01-23 I:I 2
Other Agencies
[Minutes Removed : | 180 ] rIJI.4? Day(s) -~ . i . N
— Perpetralor Received This window appears if the
Serious Injury student has any prior
ST minutes/days removed.
Hate/Bias :
[[] Drugs [ Alcoha
Changed :
Mame SIDHO 055  Min/Days Total IS5 Exp

The Attendance entry for partial day OSS must be entered manually. JCampus will not enter the OSS on the
Attendance Screen. It should be entered as an 09 (S-Out of School Suspension) in Attendance with a “check out”

and “check in” which reflects the time of day the student is out of the classroom. (This way the teachers will know
where that student is and not to mark them in attendance.)

3.

In-School Detention code 45 (during class time) — it is entered on the right side of the Admin Screen and

minutes removed must be entered on the Admin Tab. Must be 2 hours or less. If more than 2 hours, it needs

to be a partial day ISS .

co

Points
Lost:
Foints
Eamed :

Administrative
Comments :

Date Disciplinarian | j5n

Signed Form :

Other Agencies

Det

v |24 2020

[I’-.‘Iinutes Removed : | 180

}3.4? Day(s)

Code  Action Taken By School Administratio...  Date

040 In-School Detention 2020-01-24

Disciplinarian
Signed Form :

Alt Site/Program :

[] Third Party Authorized Punishment

The Attendance entry for In-school Detention must be entered manually. Use code 31 (Time out room) for this

attendance code. (The times in attendance should reflect when the student was out of the classroom. This
way the teachers will know where that student is and not to mark them in attendance.)
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Administrative Comments / Dates / Other Data

1. This portion of the Admin screen is where the Administrator identifies any special memos or conditions related to
the referral.

2. Click to enter the Date of the Administrator handled the referral, then click in the “Disciplinarian Signed Form” cell
to identify which administrator handled the referral.

3. If details such as Other Agencies, Perpetrator Injury, and any Hate/Bias information needs to be entered, click in
the appropriate cell to enter the data.

Administrator comments entered here |

Administrative

Commends

Diate Disciplinarian | j3n, w |27 w2020 | |:|| Disciplinarian LEBLANG. MICHELLE
Signed Fopm . L 11 1 | | Signed Form : ’
Other Agencies : Alt Site/Program :
Minstes Removed - \ [] Third Party Authorized Punishment
— Perpetrator Received — -
Serious Injury : Enteridetails |f'applleab|e -———___.._D Medical Treatment
— Ewent Related To
Hafe/Bias : w
ngs cohol Use angs
O Alcohol U =

[ I

4. Ilmportant! Click the Save button at the bottom of the screen to save the referral.
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Expulsion Hearing Results

After a hearing is held on a recommendation for expulsion, the results of the hearing should be added to the referral.

The steps below describe the steps to be done for this process.

1. Locate the referral that needs the expulsion posting.

a. Onthe discipline posting screen, click the Find Ref button in the lower right. This will bring up a listing of
students with referrals. Browse to the desired referral to add the expulsion hearing results.

RefPG1 RefPG2 Admin Hearings Comments

, ——
Delete ][ HelpWeb || Clear Setup ”_Save | prev |[ Wext | FindRer |

2. After locating the referral, click the blue — green Hearings tab located on the lower right.

RefPG1 RefPG2 CUHIICHS

[ pelete |[ Helpnen | Cle;r_Jr_Setup J[ save |f Pre? | mwext | FindRer |

" Hearings

3. If applicable, enter any Manifest Hearing Information.

Hearing Information

Manifestation Hearing Date: | | ¥ - =)@ e ] Thicd Party Authorized Punishment
Minutes Removed : | 0 W T— [ | Disabilty-Related

4. Click the Post Expulsion button, then select the appropriate decision.
I’ Hearing Results

Post Expulsion | Decision : I

"Post Expulsion Decision

| value
(7] 1 Return to Classroom
[:I 2 Suspension
(] 3Expuision
[C] 4in-School Suspension

5 In-School Expulsion

Interview Comments

6 Alternate Site Suspension
7 Alternate Site Expulsion

O
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5. Enter the number of Days the student will be expelled. Set the Start date of the expulsion.

a. If the start date of the expulsion is within the dates of the OSS (a normal occurrence), a
Suspension/Expulsion Date Conflict box will appear. Click the Adjust button to let the system automatically
end the OSS to match the start of the expulsion.

— Hearing Results
| Post Expulsion | Decision : |7 Alternate Site Expulsion | fRemove ExpulsionJ
strt:[Jon_[w]30 [wfo012 [¢)[F) meum:[ [¢] [w] [v][F[caic] pays]
| Suspension/Expulsion Date Conflict X
: Suspension Date range
Hearing and| | Days : [10] start: [Jan_ [wf2¢ [wf2012 [ @) [T Returns: [Feb [wfo7 [w]2012 |w] @ (cai]
Interview Comments : . -
Mate is after the expulsion hearing : 01/30/2012 Click "Adjust” to trim
_ the OSS to match the
[ Adjust Cancol J start of the expulsion.
6.

Click the Calc button to let the system figure the return date. Enter any comments in the Hearing and Interview
Comments field.

a. Ifthe return date is to be for a date going into the next school year, click in the Return Date field to
manually enter the return date.

— Hearing Results
' Post Expulsion | Decision | 7 Alternate Site Expulsion [Remove EXDU'SiONJ

o P 5 e R e ) B | (23

SIS Incident : |01 X Willful disobedience B3
=== |Post expuision hearing comments here

Hearing and

Interview Comments :

7. Be sure to click the Save button when done.
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Printing Discipline Forms and Letters

Revised Jan 31, 2020

1. Inthe upper right of the discipline posting screen, click on the Action button. Next, select Letters.

Letters

Demographics

Clubz and Sports

Stu History

2. Aselection of forms will appear. Select the appropriate form to print. A guide on which to use appears in the

following steps.

Letters -0?.22.2():19 *
[7] Behavior Report 1 (One Pags)
|:| Behavior Report 2 (Mo Signature)
[] Behavior Report 3 {Long Form)
[] Atemate Site Suspension Form
|:| Altemate Site Suspension Form - Elementary
[] Buspension Form
[] Expulzion Form
[] Recammend Expulsion format 1
[] Recommend Expulsion format 2
[7] Student Assignment Shest
|:| Disciplinary Letter to Parents
[] Detention Hetification
[] Bus Suspension Molification
[] Suspend License Form
|:| Zchool Harazsment, Infimidation, or Bullying Form
[7] Corporal Punishment Form
[T]FINS Letter
[] FINS Referral Checklist
[] Court Report
[] Detention Mofice

[] Parental Conference Request

Print

3. To print state behavior form, click Behavior Report 1, 2,
or 3.

4.  To print a Suspension letter for an In School or Out of
School Suspension, select Suspension Form.

5.  To print an Expulsion Recommendation letter, select
either Recommend Expulsion format 1 or Recommend
Expulsion format 2.

6. To print a form to let teachers know a student has been
sent to ISS or 0SS, select Student Assignment Sheet.

7.  To print a letter notifying the parent/guardian of a
regularly scheduled detention, select Detention Notification.

8.  To print a summary report containing the student’s
demographics, attendance, grades, enroliment history,
transcript, and detailed discipline information suitable for a
hearing or a conference, select Court Report.
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ISS Listing (Create a List of Students in ISS on a Given Date)

1. Inthe navigation panel on the left, click Discipline, then Lists, then ISS/OSS List.

At the setup box, set the From Date and To Date to the desired day to check for students who have been
referred to ISS.

In the Discipline Type field, click to open a select box. Click “4 In-School Suspension” .

Count Type will be set to Incident Count.

List Type will be set to Detail.

Active Only students should be checked as shown below.

As of Date will be set to the current date.

8. Click OK to obtain a report of students who are in ISS for the given date range.

No v s~w

Setup-11.08.2015 ML b4
“ear : [ 1920 L
District : (010 w

Schoal : 026

From Date : |Jan w |27 ¥ 2020 |w | FA

To Date : |Jan » 27 |» 2020 |w | [

Select Suspension/Expulsion Type #

[ value

Do Mot Show Students Returning On To Date Descripticn

Grade : &
Ethnic - |:| 1 Return to Classroom
|:| 2 Suspension
Gender :
4__* [ 3 Expulsion
[Disciplin&T','pe: - I 4 In-School Suspension
[(Ecunt Type : Ilncidenl Count L | ] [ s In-School Expulsion
Team : |:| B Alternate Site Suspension
List Type - | Detail - |:| T - Altermate Site Expulzion
| Select the
asOfDate: [Jan  |v |27 |v|2020 |v|mm discipline
[] Show Remote Scheduled Only t}"p'e needed
[] Show Total Referal Counts —
[] Show Excepfionalities
[] Skip OSS/155 When Start Date = End Date
[[]Use SIS School oK
Sped: = All Sped Only Mon Sped
S04 w0 Al 504 Only Mon 304
oK
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Welcome

Sel

OooooOoOO

9. Report of students with ISS for a given date shown below.

Dashboard Discipline Posting [] | 155/055 List [

RSch  Last Mame Suffizc First Name Middle Name
026
026
026
026
026
026
026
028

ESch | SIDNO
026
026
026
026
026
026
026
026

Al

Admin Ac... Hearing ...
10.01,02

10.02.01

10,021

10.02,01

09.02,01

10,02

10.01,02

10.02.01

GD Gen Eth Sped

09
06
07
o7
06
10
08
07

M

m M =z = = MM

1
1
1

S

Revised Jan 31, 2020

Ref Date

2020-01-22
2020-01-22
2020-01-24
2020-01-23
2020-01-24
2020-0117
2020-01-24
2020-01-24

PR By LI LI U e S W e

Ref# Bus

x| T ZT < | ZT =T =

Start Date

2020-01-27
2020-01-24
2020-01-24
2020-01-24
2020-01-24
2020-01-24
2020-01-27
2020-01-27

Return Date
2020-01-28
2020-01-27
2020-01-27
2020-01-28
2020-01-27
2020-01-27
2020-01-28
2020-01-23

Days SIS Inc

1
1
1
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List Students with “06 Referred to Office” Action on Refpg 2

If Teachers are allowed to post discipline, one of the actions on Refpg2 is “06 Referred to Office”. Normally, an email is
sent to the administrator when this occurs. If the administrator needs a printed list of students who have the Refpg2
action of “06 Referred to Office” (often posted by Teachers), follow the steps below:

1. Enter the discipline posting module as discussed at the start of the discipline section.

2. Click the Action button on the upper right, then choose Audit Discipline Data.

3. Inthe Audits Menu, choose Referral History Analysis.

Letiers

Search

Cemographics
Clubs and Sports
Stu History
Discipline Siatistics
Suspensions

Log

Court Repoart

| Referral History Analysis | (] Audit Discipline Data )

Suspenszion Occurrences Letier Sysiem
Zet Detention Range

Doc Archive

4. Set the From and To date range.
5. Uncheck “Complete History”, then click “ADMIN ACTIONS” as shown below.
6. Click OK.
Setup-10.08.2015 #
Date From : [Aug  |» [13 |+ |2019 |
DateTo: [Jan |+ |27 |» 2020 |~

[C] Complete History ———o vy |

Uncheck

Grade :
’7 Show Pending

Conferences |(® Admin Aclions Hearings Detentions

OK

7. Alisting of students who have referrals with a Refpg 2 action of “06 Referred to Office” will be displayed.
8. Print the listing. In Discipline Posting, use the Find Ref button to browse to the listed referral.
9. Review the referral, then post any needed administrative action, then save.
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List Students with “Recommend Expulsion” Selection

Revised Jan 31, 2020

When an administrator creates a discipline referral, in some instances, the option to “Recommend Expulsion” is

provided on the ISS, 0SS, and Bus Suspension boxes as shown below:

" 1SS BOX - 06.18.12 ML

(

——— Recommend Expulsion

Suspension Date range

Days;lzl start: [Aug [w]20 [w]2012 [ @) [F] Retuns:[aug [w]27 [=]2012 |vJB

— Incident/Weapon

SIS Incident : |35 X Bullying

[]weapon

Weapon Type : [

If the administrator would like a listing of the students that have “Recommend Expulsion”, but have no expulsion
information in the Hearings tab, follow the steps below:
Enter the discipline posting module as discussed at the start of the discipline section.
2. Click the Action button on the upper right, then choose Audit Discipline Data.
In the Audits Menu, choose Referral History Analysis.

1.

3.

SBLC

Demographics

Search

Letters

Clubs and Sports
Stu History
Discipline Statistics
Suspensions

Log

Court Report

[ Referral History Analysis : n Audit Discipline Data

Suspension Occurrences Letter System

Set Detention Range

Do Archive

At the setup box, set the From and To date
range.

Uncheck “Complete History”, then click
“Hearings”.

Click the OK button.

A listing of students with “Recommend
Expulsion” selections will appear.

Print the listing. In the Discipline Posting
module, click the Find Ref button to locate
the referral.

Edit the referral with the Expulsion

Setup-10.08.2015

Date From: [Aug | » |13 | » (2019 | » | [F

Date To - |Jan w |27 w 12020 | | EH
[c lete Hist 4 A

omplete History ———i
— Uncheck J
Grade : b
Show Pending
’7 Conferenceas Admin Aclions | (®) Hearings | Detentions
8] 4

information on the Hearings tab, then click the Save button.
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How to find Discipline Referrals with missing Admin Actions

¥ Discipline
* Entry

= M Lists

M Admin Action List

1. Go to Discipline > Lists > Referral List

M sutomatic Points List

M Detention List

M Discipline Audit

M Discipline Points List

E Dizcipline Points Purchase List
M Discipline Utility

M Ho List

M Incident/action by Ethnic/Gen...
M Incident and Action Taken Matrix
M 135/055 List

M Manually Entered Points List
M Minutes Removed Report

M Recommended Expulgions

M Referral Detail List

l M Referral List l
Student Stafistic Review
Additional Filters

2. Inthe Setup box, set it for a specific showTipe: A" Hiner

Order To List : | Alpha Order v
day or date range. s
ubs
H . B Setup-04.15.2019 *
3. Inthe Filters tab- Show Type: Major Sports -
. ear | 1920 ¥
4. Click OK, OK. N -
District : | 010 .
Team :
School © 038
Morning Bus :
Grade :
N Evening Bus :
Setfora FromDate : [Aug  |»[13 [v[2019 [+ | = :
specific day = Sped: ® Al () Sped Only () Non Sped
r ToDate : |[Mov  |w |21 |w|2019 |~ | m@
| or date range | 504: (@ Al 504 Only Mon 504
M Caolumn :
Show Remate - Mon-Remote Remote All
Fillers [] Show Total Referral Gounts
QK Show All Referrals For Active Students

D Mon-Duplicated Student List
[] Show Referrals for the To Date
|:| Include Imported Referrals

[] Show Only OOZ Students

OK
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Once the report appears, you are looking for blank Admin Code Descriptions. These are the Referrals that need an
Admin Action assigned.

Juampus Tracey (Last Login: 11/21/2019 10:54 AM) o U v T’

Welcome Dashboard | Referral List []

Edit RSch Student Name ESch SIDNO GD IEP Eth Gen  Lunch Ref# Ref Date Refer Name Bus Inc Incident CD Description ACD  Admin Code Description Adm Date ACD2 ACD3 ACD4 HCD

B 3 PR SR - W TARRRRS 06 N H M Lu1 13 2H9-11-14 iSRRG M 80 Initiating/instigating a fight 09 002 OQut of school suspension 2019-11-13 01

D o7 N B M Lu1 5 2019-11-15 M 16  Fighting 09 002 Out of school suspension 2019-11-15 02

G 06 N w F Lu3 2 2019-10-31 H 97  Refuse to comply 10 004 1SS On Site 2019-11-01 01

B [} N B F Lu3 1 2019-11-06 M 19  Excessive fardiness 05 999 Student Reprimanded 2019-11-06 01

= 06 Y B M LUt 9 2019-10-29 N 19  Excessive tardiness -

B 02 v WM LWl 1 2019-10-25 ¥ 45 Bullying® 004 1SS On Site 201e-11-01 | Look for blank

G o7 N W M LU 1 2018-11-08 Y 44  Cell phone/electronic device 36 040 In-School Detention 2019-11-08 Admlﬂ Code

B 08 N B F L1 1 2018-11-13 N 19 Excessive tarciness [ Description

G o7 N w M Lu1 3 2019-11-06 ] 44 Cell phone/electronic device 05 999 Student Reprimanded 2019-11-0

B % N WM LU1 5 2019-10-25 Y 45 Bullying® C /(

B 07 N B M Lu3 5 2019-10-2& M 30 Class disturbance 10 004 1SS On Site 2019-1

G o7 N B M Lu3 6 2019-11-18 ] 46 Inappropriate physical cont 004155 On Site 01

G o7 N B M L3 7 2018-11-19 N 02  Disrespect for autharity

B 06 N H M L3 4 2018-11-19 M 87  Refuse to comply 10 004 1SS On Site 20181121 ™

G 03 ¥ B M Lu1 " 2019-11-01 ] 98  Profanity in communication... 09 002 Out of school suspension 2019-11-04 01

G wun 08 Y B M LU 12 2018-11-07 N 04 Repeated profaneiobscene... 09 002 Qut of school suspension 2019-11-07 01 06

You can edit from this report by clicking the Edit symbol in the 1%t column. Edit

E

This Edit symbol will bring up the Referral screen, add your Admin actions in the Admin tab

and click SAVE.

You can X out of the Referral screen when done then select another referral that needs an Admin Action.
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Discipline Frequency Report

Revised Jan 31, 2020

This report will give the user counts, lists, and graphs of discipline data for the school or district.

1. On the left hand navigation panel of WebPams, select Discipline, then Trends, then Discipline Frequency Report.

V[Discipline

J

* Entry
W Lists

* Loaders

‘-Counl

= * Trends

*Discipline Frequency Report ]

2. Atthe setup box, set the Year, School(s), Grade Range, and Date Range.

3. Inthe lower part of the setup box, set the following options:

a. Sped: Select to show for “All” Students, special ed only, or non-special ed only students.

b. PBIS: Select to show data for all referrals, major referrals only, or minor referrals only.

c. Referral Type: Select to show data for regular referrals or only bus referrals.

Setup - 11.26.2019
Year :
District :

School

(il

026

[ Grades :

09101112

Students :
Team :
Sporis :
Clubs :

Special Codes

Date From : |Aug v (13 |» (2019 |
Date To : [Jan w27 w2020 |w
{Shcu: Actions w

Special Ed . e All Sped Cnly Mon Sped

S04 e Al 504 Only Mon 504
LEP: = Al LEP Cnly Mon LEP
PEIS ;. = All Major Minor

Referral Type :

Run for :

®) Regular Bus
[ Primary Inc/Act On

Al

Iy

.

[] Include Remote Scheduled

|:| Only referrals from selected schools

oK

d. Primary Inc/Act Only: Select to show data for only the first Incident
code or Action code on a referral. Not selecting will show data for all
Incidents/Actions on a referral.

e. Run for: Select All to show data for referrals at any time of the day.
Select Only During Instruction Time to show data associated with codes
reflective of during class time. Select Out of Instruction Time to show data
associated with codes reflective of outside of class time.

Actions b

Actions
Hearing
Incidents r
215 Incidents
Locations
Maonth

Time

Staff

Day

DoV
Administrator

**This can be changed once the report is run.**

4. Click OK to begin the report.
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5. On the left will be a table showing counts by Actions. Click on the counts to reveal students who comprise the

counts. On the right will be a chart of the actions for the given time period and grade range.

6. On the lower right, click on any of the following buttons to get different data and charts: Ref (Referrals), Inc
(Incidents), Loc (Location), Mon (Month), Time, Staff, Day (Number of Referrals per day), DoW (Day of Week), and

Hear (Hearing Results).

7. To print the table on the left, click the Print button at the bottom of the screen.

8. To print the chart on the right, click the tiny printer icon on the lower left of the chart.
On the right is a graph displaying, by default, the number of referrals per code.

Code  Description

0o
[1}]
02
03
04
05
08
o7
08

Welcome

000 Mo Action Taken

120 Held Conference with Student

170 Contacted Parent/Guardian

989 Assigned fo Detention

080 Assigned Remedial Waork

999 Student Reprimanded

173 Held Conference wiParent/Guardian
012 Referred to Counselor

999 Assigned Recess Detention

002 Qut of school suspension

004 1SS On Site

006 Discipline Center/Alternative Site
180 Corporal Punishment

160 Loss of Privileges

888 SAC/Clinic Detention/TOR

999 Expulsion Hearing Resulls

999 Alternate Placement

999 Assigned 1o Dormitory Detention
140 Probation Card Issued

999 FAPE

002 0SS Refemed to Child Welfare OF..
004 1SS Referred to Child Welfare Offi...

Discipline Frequency Report [

v | #Ref

232
443

15
298

7

2

329
426

#5tu

183
237

Avg
14
157
1
148

% Stu
1553
26.47

14
189

056
047
019

17.31
217

»

&

Mumber of Referrals

Number of Referrals by Action Code

500

w
=
o

22 999 Behavior Contract 1 1 1 0.09
23 070 Student Suspended From Bus 0
24 99 Assigned Seafing On Bus ® Qb ok QP P o gl D AR g R ® ol
25 999 CWA - Court Referral
26 999 CWA - Mandatory Conference Action Code
27 989 CWA - Court Petifion - 00 - 01 02 - 03 - 05 - 06 13 >
28 048 PAC - Posifive Action Class
29 001 Expulsion Recommendation & 6 1 056 Pie Ref ™ Fren 5
30 003 Expulsien - Qui-of-School

Act Hear Inc SIS Loc
N 005 Expulsien - In-school
32 008 Suspension - Allemate Site Mo Time Staft Day Daw
33 007 Expulsion - Allernate Site Admin
34 011 Referred to Office
35 013 Referred to Social Worker -

Setup Print Help

Located on the bottom of the graph is a set of buttons:
Pie will change the graph from a bar graph to a pie graph
Ref will change the graph to show by referrals per code
Stu will change the graph to show by student per code
Freq will change the graph to show by average student per code
% will change the graph to show by percentage of the student body per code
Act - This will change the graph to show the number of referrals per actions code.
Hear - This will change the graph to show the number of referrals per hearing code.
Inc - This will change the graph to show the number of referrals per incidents code.
SIS - This will change the graph to show the number of referrals per SIS incidents code.
Loc - This will change the graph to show the number of referrals per location code.
Mon - This will change the graph to show the number of referrals per month code.
Time - This will change the graph to show the number of referrals per time code.
Staff - This will change the graph to show the number of referrals per staff.

Day - This will change the graph to show the number of referrals per day code.
DoW - This will change the graph to show the number of referrals per day of the week.
Admin - This will change the graph to show the number of referrals handled by each administrator.
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Discipline Points System

The Discipline Points System is a system that allows the user to track student activity automatically as it relates to discipline and
attendance. Additionally, the user can manually add / remove points to a single student or perform this task to a group of students.
Each Wednesday night, the WebPams system will update the points earned / lost by the student as a result of discipline and
attendance activity.

Points System Program

The Points System is where the user goes to do activities such as...

e Setup the automatic points calculation based on attendance and discipline of the student.
o Note: The automatic points calculations based on these settings are done each Wednesday night.

e Setup the Item Maintenance for items that can be redeemed for points.
e Individually work with a student to review or edit points.

Points System: Setting up the Automatic Points Calculation with Points Maintenance

This section deals with the panel that automatically calculates the points to be added or removed for attendance / discipline activity.

How-to
1. Inthe navigation pane on the left of WebPams, go to Discipline > Entry > Points System.
2. Atthe setup box, set the correct Year, District, and School, then click Ok.
3. Click the Point Maint button on the lower right of the screen.
4. Review / edit the points to be automatically added / deducted for student discipline / attendance activity.

e Daily Attendance: Points to be added for attending a full day of school with no time lost.

e  Minor Referral: Points to be removed for a discipline referral in which there is information only on the Refpgl and
Refpg2 tabs of a discipline referral and there is no “06 Referred to the Office” action on Refpg2. Typically these are
referrals in which the teacher has recorded a discipline problem, and has handled it without the need for the office
to become involved.

e Major Referral: Points to be removed for a discipline referral in which there is information on the Admin tab of a
discipline referral, or “06 Referred to Office” on the Refpg2 tab of the referral. Typically, these are referrals
handled by the school administrator.

e Suspension: Points to be removed for a discipline referral in which the student was given an ISS or OSS.

e Late To School: Points to be removed for having an attendance posting for coming in after the start of the school
day.

e Early Leaver: Points to be removed for having an attendance posting for leaving before the end of the school day.

e  Minutes After School Starts: A “grace” period of minutes in which any Late to School posting will not be counted.
Many schools set this to “0”.

e Minutes Before School Ends: A “grace” period of minutes in which any Early Check out will not be counted. Many
schools set this to “0”.

e  Skip Codes: Identify the categories of absences which will not be counted for any points deduction related to
attendance. Many schools set this to “P” as it represents the category for “field trips” and “ISS”.

e When done modifying the Points Maintenance items, click the OK button.
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Points System: Item Maintenance — Setting up the “Store” to purchase items or privileges.

4.

On the Points System screen, click the Item Maintenance button on the lower right.

Click the Add button to add an item or privilege.

Enter the cost of the item in points. In the lower area, add a description such as “School cup”, “School Pencil”, “Reward
trip”, etc.... Click the Save button to store the item.

Click the Add button to add more items.

Points System: Working with a Single Student

On the Points System screen, click the Find button and browse to the desired student.
A screen showing weekly summary points will be displayed.
e Itemsin red are the deductions calculated due to discipline or attendance data for the week. These are
summarized in the column labeled Week Neg (Negative).
e Items not in red are the points earned. These are summarized in the column Week Pos (Positive).
e On the far left are the Total Pos (Positive) points earned. Itis a cumulative amount that builds from week to
week.
e NOTE: Positive points can only be earned when there are no negative points. In other words, if the student has a
showing of -50 points, no positive points will be added until the -50 are “made up”.
Adjust button: To manually add or deduct points for the current student, click the Adjust button. In the Points cell, enter
an amount. To make it a deduction (negative) amount, click the “+/-“ button. Next, enter a description such as “Caught
being good”, “Honor Roll”, etc.... Click Save to store the adjustment.
Purchase button: To record a “Purchase” of an Item, click the Purchase button. Next, click in the first cell and a listing of
items will be displayed. Click to select an item, and then indicate the quantity of items by clicking in the Qty cell. When
done, click the Purchase button.
Print Stmt (Statement) button: Think of this as a print of a receipt after posting a Purchase. After posting a purchase, the
user would click the Print Stmt button to print a receipt of the purchase transaction.
Print button: Click to print the information displayed on the Weekly tab of the student.
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Automatic Points Loader: Manage Points for Multiple Students at a Time

This module will allow the user to mass assign point additions, or point reductions to students using the loader concept found in
other loaders of WebPam:s.

How-To
1. Inthe left navigation panel, go to Discipline > Loaders > Automatic Points Loader.
2. For basic setup options, choose the Year, District, School, and Grade(s).

e At the bottom of the setup, locate the Transaction Type area.

e Ifthe user wishes to see the items entered from Points Maintenance / Items, click the Purchase option.

e |If the user wishes to simply enter points and will not be need any items from the Points Maintenance / Items
listing, click Adjustment.

3. To further limit the student listing on the left side of the loader, use the Special Codes, Team Codes, Sped Only,
Homeroom, Counselor, Club, and Sport fields to filter the student listing.
4. Click Ok. A listing of students will be on the left and points items on the right.

e Note: May be empty for the first time entering this area or may have Items listed if the user has set items to
purchase up and the option of Purchase was chosen at the setup box.

5. Tip: Hide the WebPams navigation panel by clicking the separator bar between the navigation pane and the loader. This
will give the user more room to see the columns associated with the loader.
6. Adding a Purchase Item to multiple students:

e To do this, make sure “Purchase” was chosen on the setup box to see the items entered in Points Maintenance.

e Locate the row of the desired student. Click in the matching cell under the Purchase column. The user will see an
“x” will be placed here. Repeat for each desired to student to purchase an item.

e After marking the students who are purchasing an item, locate the desired item on the right and click on it. Each
“x” will change to the purchase item and the matching point deduction.

e Note: Once posted, there is no way to remove other than doing an adjustment on the student as explained in the
next section.

7. Adding an Adjustment to multiple students:

e Todo this, the user can have set at the setup box either “Purchase” or “Adjustment”.

e Click the Add Item button. Enter the number of points to be added or deducted. If a negative deduction is to be
performed, click the “+/-“ button to place a negative in front of the point value.

o Enter a name of the adjustment such as “Honor Roll”, “Caught being good”, “Caught being bad”, etc....
o Click the Save button. You will see the created item appear on the right in the listing of items with points.

e Locate the row of the desired student(s). Click to place an “x” in the column labeled either Adjustment or
Purchase. Then browse to the desired item on the right and click. You will see the points posted to the student
along with a description.

e Note: If a mistake was made, such as assigning points to an incorrect student, create an adjustment that is
opposite of what was given, then assign to the student. Example: A student is given an adjustment of -50 by
mistake. Create an adjustment that adds 50 points back.

8. Print button: Click to print the loader student listing as seen on screen.
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Automatic Points List: Report of Negative, Positive, and Balances for Students
The Automatic Points List will give the user a report of the positive points, negative points, and balance points for a given date range.

How-to
1. Inthe navigation panel on the left of WebPams, go to Discipline > Lists > Automatic Points List.
2. For basic setup, set the Year, District, School, Grade(s), As of Date, From Date, and To Date.

e Using the From Date and To Date: Positive Points and Negative points shown will be reflective of what was earned
for the given date range. If your school prefers a running total for the entire year, set the From Date for the start
of school. If your school prefers to “reset” after each grading period or semester, set the From Date for the date of
the start of the desired grading period or semester.

3. Click the OK button.

4. TIP: The user may want to click the separator bar located between the navigation panel and the Points list screen. This will
give more display room for the columns.

5. Alisting of students with Accum Pos (Accumulated Positive), Accum Neg (Accumulated Negative), and Balance will be
displayed for the date range and grade levels entered on the setup box.
Print button: Click to print the listing with student point totals.

7. Print Stmt (Statement): On the left are select boxes near each student’s name. Click to select the desired student(s) to
print statements for, and then click the Print Stmt button.
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Appendix
State Reporting of Discipline: What gets sent to the state?

e For school year 0910 and earlier, only suspensions and expulsions were sent to the state.

e Starting in the Spring of 1011, incidents involving bullying and corporal punishment were added to be sent to the
state.

e Starting in school year 1112, all incidents with an administrative action will be sent to the state.
Teacher Generated Referrals: How does the Administrator Know When to Act?

1. Teacher creates a referral with an action of “Referred to the Office”. When such a referral is saved by the teacher,
an email will be sent to the school administrators. It will look like the example below:

This Email was generated by the JPams Communications System by Edgear.
Office Referral Notification for ISABELLA ANNE ACOSTA.

This message is to inform vou that a discipline record with a "Referred to Office" action was posted
or modified for ISABELLA ANNE ACOSTA , SID# 6099990 by ELIZABETH PARTON. The

details of this record is listed below.
L

Incidents

Code Incident Description

20 Is guilty of stealing

Incident Description:
Stealing - referring to office.

Teacher Comments:

2. Student accumulates 4 or more minor referrals with no administrative action. An email will be sent to the school
administrators. It will look like the example below:

3. Aschool administrator
This Email was generated by the JPams Communications System by Edgear. can run a repo rt of teacher

Multiple Referrals Without Action Notification for WILL EART, ACOSTA. created referrals that have

“Referred to the Office”,
This message is to inform vou that four or more discipline records, classified as minor, have been posted for WILL b P ;
y ut no administrative
EARL ACOSTA, SID# 0085060, with no administrative actions. You may wish to review these referrals for further K
action. action has been taken.

Directions are in this guide

This email waming is reset by posting an administrative action on the latest referral. . . .
s ¥ POstng in the section labeled ‘List

Dist Sch Ref# RefDate Loc Type Comments Students with 06 Referred
027 006 5 2009-01-24 AUDITORIUM MINOR Comments for referral #3 to Office'
027 006 4 2009-01-24 BUS MINOE. Comments for referral =4

027 006 3 2009-01-24 BATHROOM MINOFR. Comments for referral #3
027 006 2 2009-01-24 CAFETERIA  MINOR. Comments for referral #2
027 006 1 2009-01-24 BATHROOM MAJOR Comments for referral #1
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