W2 CCPS

F@cus

School Soltware

Discipline — Administrator (Charter Schools Only)

Only Charter Schools enter discipline referrals directly into FOCUS. Charters DO NOT utilize Student Pass.
Creating a Referral
1. Click Discipline tab
Select Add Referral
Enter search criteria
Click Search
Select Student

The referral form will display

R

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.

FPCUs AddReferral

Sheryl Priester ¥ [2013-2019

@ Quarter 1 @

Submit this referral

Reporter b

Incident Date " geptember v [16 v [2018 v |
Reviewed by an Administrator

Referral

Incident (Event) ID

Discipline Code (Incident Type) *

AD ALCOHOL DISTRIBUTION [ALC]
AN ARSON [ARS]

AT AGGRAVATED ASSAULT [TRE]
AZ ABUSIVE BEHAVIOR []

B2 BUS VIOLATION - LEVEL 2 []

BH BULLYING [BUL]

BP BEEPER/CELL PHONE []

BU BURGLARY/BREAKING & ENTERING [BRK]
CD TECHNOLOGY VIOLATION [)
CH CYBERBULLYING [|

DA DEFIANCE OF AUTHORITY []

AG AGGRAVATED BATTERY [BAT]

AP ALCOHOL POSSESSION [ALC]

AU ALCOHOL UNDER INFLUENCE [ALC]
B1BUS VIOLATION LEVEL 1]

B3 BUS VIOLATION - LEVEL 3]

Bl HARASSMENT/INSTIGATE []

ET BOME THREAT [DOC]

CC CLASS CUT ]

CE ILLEGAL USE OF TECHNOLOGY []
CT CHEATING []

DC DISRUPTION ON CAMPUS MAJOR [DOC]

NE ECL AR NOLIA NACSECSIAR IO

1 Back o Studert List (=) Printy

Referral Form Requirements

“ Discipline Code (Incident Type)
is required

" Location is required
" Context is required
*s Referral School is required

s School Where Incident
Occurred is required

~. Teacher/Staff is required
“» Incident Time is required -

© Heip 8l Logout

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.

Location * | N/A
Context * | N/A
Refemral School * | N/A
Theft - Personal Device | N/A v
N/A *

Weapon Use

WU WEAFUN-U | HER-FUDSEDDIUN [VWHEU]
YA ASSAULT/THREAT [TRE]
YS BATTERY-SEXUAL [SXB]

v

YA WEAFUN-U I HER-DIDUHARGEL ||
YB BATTERY [BAT]
ZB BATTERY ON STAFF [BAT]

_—

- Discipline Code (Incident Type)
s required

"\ Location Is required
" Context is required
- Referral School is required

*x School Where Incident
Occurred is required

. Teacher/Staff is required

"\ Incident Time is required

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. Aaron Abreu

Reporter v
Incident Date: Select the date of the event. Incident Date " geptember v [18 v | 2018 v |7

Reviewed by an Administrator

Reviewed by Administrator: Select the
Referral

checkbox only if you are going to be creating and
processing the referral at the same time. Incident (Event) ID
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).

PA PHYSICAL ATTACK [PHA] E PR PROFANITY [] h

PV PARKING LOT VIOLATION [ PY PROFANITY TOWARD STAFF []

RB ROBBERY OR ATTEMPTED [ROB] RF INCITING A DISTURBANCE []

RV RULES VIOLATION MINOR [] RX DISRUPTION ]

SA SEXUAL ASSAULT [SXA] SC STEALING OF AMOTOR VEHICLE [STL]
SH SEXUAL HARASSMENT [SXH] SM SEXUAL MISCONDUCT [SX0]

ST PETTY THEFT UNDER $300[) SX GRAND THEFT - $300 AND UP [STL]

TE THREAT OF INJURY TO SELF/OTHER [] @ TP TOBACCO POSSESSION [TEC] e

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.

Theft - Personal Device | N/A v
Weapon Use |N/A v
Inappropriate Material - School 7
Equipment
Use of Drugs |N/A ¥
Invalved in Bullying | N/A *

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

Inappropriate Material - Personal [,
Device NA Y

For example, if alcohol related, then use of
Use of Alcohol [N/A ¥ alcohol would need the Y or N.

Involved in Hate Crime |N/A v
CyberBullying - Off Campus | N/A v
CyberBullying - On Campus | N/A v

CyberBullying - Unknown |N/A v
CyberBullying |[N/A v
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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.

F@CUS Add Referral Sheryl Priester W 20132010 [ [Quatert [
Submit this referral
| Involved in Hate Crime |N/A * =
,r'“ B cucidd P b . y s bt e e P b, — e S o
P v
School-Related Arrests | N/A ¥

Comments

% Form ready to be submitted! -

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.

Reporter]
Incident Date

Discipline Code (Incident T-,-pe;\ PR PROFANITY []

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).

Reportel v
locident Date Taertember v [18 ¥ | 2018 ¥ T
| Reviewed by an Administrator (@ 1
If you want to create a new referral and process at the same Referral
time, make sure the Reviewed as Administrator checkbox is Incident (Event) ID

checked when creating the referral. Checking this box and
submitting will mark the referral off as “processed” and remove the portal alert.

| B o] | OFF |
Student StudentID % | Grade & Reporter 4 Entry Date * | Submission Date & Processed & | Piscipline Cc
= 03 09/06/2018 | 09/18/2018 11:46:04 & PR PROFAL
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Entering an Action Record No Action Record(s) Ex
Action Code

1. Open the discipline record.

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

S

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

No Action Record(s) Entries were found.

L?”glh Attendance

Action Code Action School Taken Date Taken By Date Begins Date Ends Code

o
Action

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.

Reported to Law Enforcement | Y - Yes, An official action was taken by v
[NiA
Y - Yes, An official action was taken by an SRO and a case number was assigned
N - No, not reported to SRO
C - Consultation with SRO but no official action taken
Comments

Zero-Tolerance:Expulsion *

School-Related Arrests

e Y = Reported to law enforcement and reports to DOE as Y.
o N = Not reported to law enforcement and reports to DOE as N.
o 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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hnalogy

F@CUS Add Referral Sharyl Friestur W e i oot W
Tishacrad Schoal *
Tha incidnt cods oguires creating  SESIR incideet. Fleasa chaoss a SESIR inciden ram tha is r 8 oul e it A Rfueral & icidard | -
sk 10 CT8A1E 3 T D
| Greate Mew SESIR Incident | Add To Existing SESI mcidens | — m

NiA

5 . Student

School Grounds, On Campus

NA

Mo Action Record(s) Entries were found.

Length
Aetion Code Aetion Sehool Takin Date Takan By Dato Bagina Dists Endy of Oaedance | ot Zore
Action

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.
Click Add Referral & Incident button in the upper right corner.
The Referral and Discipline Incident will be added to the system.

FECUS Add Referral Shary! Priestan B wiEs W caw

Tisheral Kbl * . L
s ] T P
Tha incidnt cods oguires creating  SESIR incideet. Fleasa chaoss a SESIR inciden ram tha is r 8 oul e it A Rfueral & icidard | -

kw10 CTA18 3 Nk D

| Create New SESIR Incident | Add To Existing SESIR ncident | — al

NiA

5 . Student

School Grounds, On Campus

NA

Mo Action Record(s) Entries were found.

Length
Aetion Code Aetion Sehool Takin Date Takan By Dato Bagina Dists Endy of Oaedance | ot Zore
Action

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

Incident Type (Discipline
Code REFORTED) - N/ r
2nd Incident Type (NON-
REPORTED) N/A ’
3rd Incident Type (NON-
REPORTED) N/A ’
dth Incident Type (NON- -
REPORTED)” N/A
FOCUS: Discipline — Administrator Page 5 of 9
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For example:
Discipline Code (Incident Type) * SESIR Discipline Incident Type *

LULauUil [ UL - WLADD

Discipline Incident

DM VANDALISM/DAMAGE UNDER 51000 ] DO UNAUTHORIZED OTC MEDICATION [DRU] 4
¥ DP DRUG POSSESSION [DRU] ¥/ DS DRUGS-SALE [DRD] 'c”sif:E‘ETa”éz%%‘Ei“-’”"@ DS DRUGS-SALE [DRD] v
vl . i
DT DRUG PARAPHERNALIA ] DU DRUG USE [DRU] 20 Inident T9pe (NON- pp py POSSESSION [DRU) =
DV DRESS CODE VIOLATION ] DX DETENTIGN NO SHOW EXCESSIVE || I !
3rd Incident Type (NON- FX FICHTING [FIT] v
ET EXTORTION [TRE] FA FALSE FIRE ALARM [DOC] REPORTED)
FF FAIL TO FOLLOW REASONABLE REQ. [] FR FORGING NOTES - FALSE ID [] RS, [ype (NON- DT DRUG PARAPHERNALIA I v
FS COUNTERFEITING [OMC] FT FIGHTING-MINOR/MUTUAL ALTERC [] 1 || Drug Related * Y- Yes v
# FX FIGHTING [FIT] GA GANG RELATED ACTIVITIES [] Drug Description ™ M - Marijuana/Hashish/Other Cannil ¥
Thomnmmmm ormrrmmm mm T Alcohol Related * N - No v
Weapon Related * N - No, the Incident was not Weapor ¥
\Weanan Descrintion & - Mot Apnlicable v

*Based on the SESIR Priority Chart
Viewing a Referral

Menu Option
1. Click the Discipline tab. earch_

Select Referrals. Add Referral

The Search screen will display. n Referals ¥

R Add a Discipline Inciden

Enter search criteria.
Click Search.

o > 0N

Portal Page

The “New Referrals” link in the Portal Alerts module on the

portal page will also navigate to the referrals screen listing & 13 new referrals

unprocessed referrals. These referrals will remain continue to | 9 5rteachers haven' taken attendance today
dlsplay Until they are processed “u 57 teachers haven't taken attendance yesterday

< 2 students absent today,
@ 22 students absent yesterday

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.

F@CUS Referrals Sheryl Priester 2018-2019 Quarter 1

Demographic Enrollment Schedule Requests Grades Gradebook Absences Activities | Referrals Fees & Payments Test History Search.. e

Total Days of Discipline: 0 / + Add Referral

Shew Referrals from all scheols All years

2 Referrals Found | Customize Columns |
B .
Student 4 StudentID 4 Grade £ Reporter & Entry Date * | Submission Date & Processed &  Discipline Code (Incident Type) & | School-Related Arrests 4 | Context 4 Incident (E/
= 05 /06/2018  09/18/2018 11:46:01 PR PROFANITY 1 - During.. 2018100
= 05 018 09/18/2018 13:15:22 CCCLASSCUT[LDSD.. 1 - During.. 1004
>
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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. ] Back to Student List & Printy

Deleting a Referral

1. Click Delete this referral in the top right corner of Duplicate Referral | Delete this referral || Save
the screen. -
Search... O
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.

Duplicate Referral | Delete this referral | Save

To duplicate a referral:

Search... o
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.
FOCUS: Discipline — Administrator Page 7 of 9
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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.

i Sheryl Priester 20182019
F@c US sStudents with Referrals Suortor 2
Display Students with at least | 1 referral v
Report Timeframe: | August v | fifteen v |2018 v |7 December v |18 v [2018 v [ Go
Search Screen | Simple List Customized List
282 Students with referrals |2 Search
Photo Student Student 1D Grade Referrals Most Recent Referral
. . 09 eleven Dec 13, 2018
. . 10 10 Dec 5, 2018
. 09 5 Mov 8, 2018
I hd
Q M Backto Stugent List (=) Printy @ neip Bl Logout

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.

F@C US students with Referrals Sheryl Priester

Display Students with at least 1 referral ¥

Report Timeframe: | August v | fifteen v 2018 v | -| December v |18 v 2018 v |2

Category Breakdown

The Category Breakdown Report displays graphical representations of conduct data, allowing
administrators to track discipline trends.

Sheryl Priester 20182019

F@CUS Category Breakdown Quarter 2

Location ¥ | Advanced Go

Breakdown Further?

Effective Date | December v [18 v | 2018 v 7

Report Timeframe: | August ¥ |15 v [2018 v |/ - December v |18 v [2018 v |7 Go
Pie List

CM - CAMPUS

CT - COURTYARD

HL - HALLWAY

HR - HOMERCOM

I1S-188

LR - LUNCHROOM

LY - LIBRARY/

ME - MEDIA CENTER

OF - OFFICE

Q & Back to Student List Y Help &l Logout
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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.

F@C US Category Breakdown

¥ | Advanced
Breakdown Further?
Effective Date | December v |18 v | 2018 v s

Location

Report Timeframe: | August

v[15 v[2018 v |- December v |18 v|[2018 v [

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.

o Return To Focus

Modules.php

-_—

FPCUS Referral Log

Enter search criteria.

Select options to include in Referral suent]

Log. More Seacch Ontions
Click Search.

FOCUS will generate a PDF file with a

single log per page to ensure student

confidentiality.

Collier County School District Discipline Log

09

DEICH

Oct 23, 2018 10:34 AM

Oct 18, 2018

Comments:

Date:

Dec 12, 2018 08:12 AM

Dec 5, 2018

Comments:

A pack to Stucent List (=) Printw

Sharyl Priester B o201 [§ (Cuererz

Includa All Rafarrals from All Years and All Schacks

Include in Roberal Lag
= Entry Date ! Submission Date
' Reporter Incident (Event) ID
Discipline Code (Incident Type) Location
Context Referral School
Theft - Personal Device Weapan Llse
Material - School Uza of Drugs
Irvolved in Dullying Inapgropriata Matarlal - Personal Device
Usa of Alcohed Invalved in Hate Crime

CyberDullying - Off Campus.
CyberBullying - Unknown
Action Record(s)
Zero-Tolerance Expulsion

Schaal Whara Incidant Occurrad

CyberBullying - On Campus
CyberDullying

Reportad to Law Enforcement
School-Related Amasts
TaacharStaff

Incident Time # Comments

Leterhead Template | None

Student Croup | NIA
# Search All Schools
# Include Inactive Students
Inclsde Previous Years Inactive Stedonts
Use Mast Recent Enraliment

Search | Reset

€ Help al Logot
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