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Only Charter Schools enter discipline referrals directly into FOCUS.  Charters DO NOT utilize Student Pass.   

Creating a Referral 

1. Click Discipline tab 

2. Select Add Referral 

3. Enter search criteria 

4. Click Search 

5. Select Student 

6. The referral form will display 

 

Only one student can be selected in Add a Referral, but a submitted referral can be duplicated and added to 
other students.  Their name will appear at the top of the form. 

 

 

Referral Form Requirements 

Required fields are also denoted with a red asterisk in the form and must be filled out in order to submit the 
referral.  These fields are also listed in the Form Requirements box located in the lower right section of the 
screen.  Click an item in this box to quickly find the field on the form. 

 

 

 

The form requirements box only appears when entering a new referral, and NOT when updating an existing 
referral.   
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Reporter:  Select the individual reporting the 
event. 

Incident Date:  Select the date of the event. 

Reviewed by Administrator:  Select the 
checkbox only if you are going to be creating and 
processing the referral at the same time.  
Checking the checkbox will mark the referral as 
processed and remove it from the referrals list. 

Incident (Event) ID:  This field will auto-populate once the referral is submitted. 

Discipline Code (Incident Type):  Select the Discipline codes where applicable.  Multiple codes can be 
selected (do not select more than 4). 

 

Note:  Codes that appear in brackets are labeled as SESIR codes/events. 

 

Location:  Select the location the event occurred 

Context:  Select when the event occurred.  

Referral School:  Select the school that is creating the referral.   

 

 

 

Only complete the following fields if 
applicable or marked with a red asterisk. 

 

For example, if alcohol related, then use of 
alcohol would need the Y or N. 
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School Where Incident Occurred:  Select the school where the incident occurred. 

Teacher/Staff:  Enter Teacher or Staff Name 

Incident Time:  Enter the time of the incident (hours: minutes (AM/PM)) 

 

Once you have entered all the required information, the Submit this referral button will turn red and a green 
checkmark will appear in the Form Requirements box. 

 

 

 

Click the red “Submit this Referral” button in the upper right corner of the screen to submit the referral. 

The referral is saved and the Incident (Event) ID number field is populated. 

 

 

Processing Referrals (Assigning Disciplinary Action Records) 

This can be done either during the initial creation of the 
referral or after the referral has been submitted (saved). 

 

If you want to create a new referral and process at the same 
time, make sure the Reviewed as Administrator checkbox is 
checked when creating the referral.  Checking this box and 
submitting will mark the referral off as “processed” and remove the portal alert. 
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Entering an Action Record 

1. Open the discipline record. 

2. Use the (+) icon in the section to add another row as necessary. 

 

Action Code:  Select the action code. 

Action School:  Select the school which assigned the action 

Taken Date:  Select the date the action was entered 

Taken By:  Enter who assigned the action 

Date Begins:  Select when the selected action was enforced. 

Date Ends:  Select when the student has completed the final action in-full. 

Length of Action:  Number of days calculated based on the from/end dates entered. 

Attendance Code:  Attendance code is used to automatically update the student’s attendance record if 
In/Out-of-School suspensions or detentions are assigned. 

Zero-Tolerance: Expl:  Select Zero-Tolerance Expulsion criteria 

 

 

 

SESIR Codes and Processing 

A School Environmental Safety Incident Reporting (SESIR) incident is considered an incident severe 
enough to require the involvement of a School Resource Officer (SRO) or incidents to be "Reported to Law 
Enforcement. 

Note:  The Reported to Law Enforcement field will default to N/A or No.  Make sure to change as needed.   

 
 Y = Reported to law enforcement and reports to DOE as Y. 
 N = Not reported to law enforcement and reports to DOE as N. 
 C = Consultation, did not report to law enforcement and reports to DOE as N. 

When a SESIR Discipline Code has been selected on a referral form, the system will display a pop-up 
window containing the Discipline Incident form once the referral is submitted. You must fill out the required 
information on the Discipline Incident form.  
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The Create New SESIR Incident tab allows users to create a new SESIR incident to link to this referral. If 
the referral is part of an existing incident, select the Add to Existing SESIR Incident. This avoids reporting 
multiple SESIRs for the same incident. 

1. Complete all required fields. 

All fields with a red asterisk (*) are required fields and have a default value.   

2. Click Add Referral & Incident button in the upper right corner. 

3. The Referral and Discipline Incident will be added to the system. 

 

Only 4 incident types can be noted on an sesir discipline incident.   
Make sure to refer to the Discipline SESIR Priority Codes Hierarchy sheet. 

https://www.collierschools.com/cms/lib/FL01903251/Centricity/domain/880/tutorials/discipline/Discipline_SESIRPriorityCodes.pdf  
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For example: 

Discipline Code (Incident Type) * 
 

 
 

 

SESIR Discipline Incident Type * 

 
 *Based on the SESIR Priority Chart 

Viewing a Referral 

Menu Option 

1. Click the Discipline tab. 

2. Select Referrals. 

3. The Search screen will display. 

4. Enter search criteria. 

5. Click Search. 

 

Portal Page 

The “New Referrals” link in the Portal Alerts module on the 
portal page will also navigate to the referrals screen listing 
unprocessed referrals.  These referrals will remain continue to 
display until they are processed. 

 

Student View 

From the Students Demographic screen: 

1. Click the Referrals sub-tab at the top of the page. 

2. The referrals for the selected student will display. 
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Editing a Referral 

1. Open the referral. 

2. Make changes as needed. 

3. Click Save in the upper right corner of the screen. 

 

 

Printing a Referral 

1. Open the referral you want to print. 

2. Click the Print button at the bottom of the page.  

 

 

Deleting a Referral 

1. Click Delete this referral in the top right corner of 
the screen.  

2. Click Ok. 

 

Duplicating a Referral 

In some instances, there may be more than one student involved in an incident.  Selecting this option allows 
more than one student to be attached to a referral, therefore creating the same incident ID for state 
reporting purposes. 
 
To duplicate a referral:  

1. Click Duplicate Referral button in the upper right hand corner of the referral form. 
2. Search and Select the student(s) involved in the incident. 
3. Click the duplicate referral button in the upper right corner of the search screen. 
4. The message “The referral has been duplicated.” will display. 
5. Click OK. 
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Discipline Reports 

The Discipline menu allows administrators to generate discipline reports, identify discipline trends, and 
utilize the data to implement behavior management support systems.  
 
Students with Referrals 
The Students with Referrals identifies students and the number of discipline referrals accrued. 
Note:  To view all students with at least 1 referral, leave the student field blank and click the Search button. 

 
 
Use the Display Students with at least pull down to filter the report by total number of referrals; once a 
number is specified the page will automatically update. 

 

Category Breakdown 
The Category Breakdown Report displays graphical representations of conduct data, allowing 
administrators to track discipline trends. 
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Use the drop-down menus to select discipline categories. Upon selecting a category, a second Breakdown 
Further drop-down menu displays; this second drop-down can further refine a Student Field to cross-
compare the Discipline Category.  

 
Note: Categories are based upon the non-text fields that are available in a school’s Referral Form. 

 

Referrals Log 
The Referral Log summarizes referrals and discipline history of a student; usually for official meetings or 
court appearances.  

 

1. Enter search criteria. 
2. Select options to include in Referral 

Log. 
3. Click Search. 
4. FOCUS will generate a PDF file with a 

single log per page to ensure student 
confidentiality. 

 
 
 

 


