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ABOUT THIS MANUAL

Document History

Date Volume | Edition | Revision | Content

May 2009 1 1 1 Initial release of this document

April 2010 1 1 2 Updated to include changes from
the November 2009 release and the
February and March 2010 patches.

June 2011 1 1 3 Updated to include changes from
the June 2011 release.

March 2013 1 1 4 Updated to include changes from
the March 2013 release of Synergy
version 8.0.

CONVENTIONS USED IN THIS MANUAL

Bold Text

Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

Tip — Suggests advanced techniques or alternative ways of
approaching the subject.

Note — Provides additional information or expands on the topic at

hand.

Reference — Refers to another source of information, such as
another manual or website

Caution — Warns of potential problems. Take special care when
reading these sections.
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BEFORE YOU BEGIN

Before using any of the Edupoint family of software products, please make sure the
computer hardware and software meet the minimum requirements.

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

6 Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter One.:
INTRODUCTION

This chapter covers:
» Overview of Discipline and Conference Functionality
» A Note About Navigation

Copyright© 2013 Edupoint Educational Systems, LLC 7
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OVERVIEW OF DISCIPLINE AND CONFERENCE
FUNCTIONALITY

The Synergy SIS navigation tree (also known as the PAD tree) includes the following
functionality related to student discipline and conferences:

¢ The Discipline module, which includes the Student Discipline screen and
associated reports and setup screens

e The Discipline Incident module, which includes the Incidents screen, the Student
Incident screen, and associated reports and setup screens

e The Student module, which includes the Student Conference screen and its
related setup screen and reports

Generally a district uses the Discipline module or the Discipline Incident module, and not
both. Often, the one that is not in use is hidden.

Within the Discipline Incident module, the Discipline screen records information regarding
a single student, and the Discipline Incident screen records all participants in an incident,
links to multiple student records, and lists the roles of various people involved.

The companion manual to this User Guide, Synergy SIS — Discipline and Conference
Administrator Guide, covers the configuration required for the screens listed above.

A NOTE ABOUT NAVIGATION

To indicate how to find screens, this guide uses shorthand like Synergy SIS > Discipline >
Student Discipline, which means: In the Navigation Tree, click Synergy SIS (if necessary
to open it), then Discipline (if necessary), and then Student Discipline.

= Synergy SIS
> Accommaodations
[ Attendance
b Az
P Course
> Course History
= Discipline
P Reports
P Setup

% Student Discipline
Synergy SIS Navigation Tree

If the Navigation Tree pane itself is not open, click the Tree button.

Tree Button

8 Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter Two:
DISCIPLINE RECORDS

This chapter covers:
» Viewing Student Discipline
» Editing Student Discipline
» Adding Discipline Records
» Deleting Student Discipline Records
» Menu Options

Copyright© 2013 Edupoint Educational Systems, LLC 9
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VIEWING STUDENT DISCIPLINE

The Student Discipline screen is at Synergy SIS > Discipline > Student Discipline.
To find a student’s discipline record, there are two methods: Scroll and Find.

To scroll through the student records to find the student:

1. Click the Next button (3) at the top of the screen to advance to the first student’s
records. Records are sorted alphabetically by last name, so the first student to
appear most likely has a last name that starts with A.

' n a Quick Launch (7
T EEEOS

b synergy SE

 Synerg ST Student Discipline
b Attendance

b a7

Student Name: Schoot Status: Homeroom
Next Button

2. To scroll in reverse alphabetical order, click the Previous button (<.

i ‘& Quick Launch

b ESD \’D‘Qf)

|» Synergy SE

v Sinergy SIS Student Discipline
:iﬁendame Student Name: Schoat  Status Homeroam:

Previous Button

3. Continue clicking the buttons until the desired student record appears.

To switch to Find mode to look for the student records:
1. Click the Find Mode button (3.
clee
Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

| \:(9 (Q) (9 ‘ gi’_) ‘ Find Undo Status: Reacly | = % g @
Student Discipline [«
Student Name: Schoo:  Ststus:  Homeroom:

ling | Discipline Histary

é@ame\ First Name Middle Mame  Suffix  Perm D Grade Gender
Frh ) | | | | v v
— Finding by Last Name
3. Click the Find button or press the Enter key. The first student record that matches
the search criteria appears. Then use the Next button if needed to find the exact

student.

10 Copyright© 2013 Edupoint Educational Systems, LLC
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Note: In Find Mode, you can search for students using any of the
yellow fields on the screen. Entering anything in any box but the first
one opens a window with a list of students matching the criteria entered.
To select a student, click on the name; the student record appears in the
Student Discipline screen. Close the window after selecting the
record. For more about finding students in any screen, refer to the
Synergy SIS — Student Information User Guide.

o The Discipline tab of the Student Discipline screen lists all discipline records
that have been entered for the student at the current school during the district

calendar year.

Student Discipline Screen, Discipline tab

Student Discipline

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 403

Discipline |_Discipline History
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

Abbott Y e |90s483 12 v Male ~

Counts and Totals Q|
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demeriis

Hispanic A b ‘U |U ‘U.U ‘U

Discipline Incidents [Addwizard | Add | Show Detail | &
% =] =] =] =] g
| 10/13/2011 7 Bus v 3:40 PM Bus Driver Wilson, Rob b

| 04/30/2011 7 Dress Standard b 2:55 PM McGrew, Tom McGrew. Tom b

e Across the top of the tab is the student information: Last Name, First Name,
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade
level), and Gender. This information is displayed on the top of any student-
related screen, and it can be edited in the Student screen only. Other
information displayed on this tab is specific to the Student Discipline screen.

Discipline [_Discipline Histary

Last Marme First hame Widdle Name  Suffix

Perm ID Grade
[abbott Billy Jc |

[s05483 12

Gender

¥ [Male v

Student Information Row

e The Counts and Totals section shows the Resolved Race/Ethnicity and
Instructional Setting for the student, as entered into the Student screen. It
also displays the total number of incidents for the school and year, the total
number of hours and days the student has been under some type of penalty
such as detention or suspension, and the total number of demerits the student

has accumulated.

Counts and Totals

Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic b b |U |U ‘U,U ‘[]

Counts and Totals, Student Discipline Screen

Copyright© 2013 Edupoint Educational Systems, LLC
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e The Discipline Incidents section lists the discipline records. For each record, it
displays the date and time of the incident, the person who referred the student to
the disciplinary process, and the staff member who handled the disciplinary
process. The Referred By name and Staff Name can be the same. The
Referred By name can be a person who is not on the staff of the school.

Description is a discipline code used for submitting data to the state and for
analyzing trends. It can also be the basis for automatic assignment of demerits
and for setting security for the incident record. The number of demerits can be
overridden in the detail screen of the incident, as shown later in this chapter.
The security can be configured so that only certain staff members can see
certain types of disciplinary records. The discipline codes are defined on the
District Discipline Code and School Discipline Code screens.

Discipline Incidents [Addwizard | Add | Show Detail |
x = =] =] gl =
o 10/13/2011 Bus ~ 340 PM Bus Driver Wilson, Rob ~
| 04/30/2011 Dress Standard b 2:55 PM McGrew, Tom McGrew, Tom b
Discipline Incidents, Student Discipline Screen
a Reference: For more information about the Discipline Codes, please

see the companion manual Synergy SIS — Discipline and Conference
Administrator Guide.

More detailed information can be seen in the full discipline record. To access the
complete discipline record:

1. Click the Show Detail button.

Student Discipline

Student Name: Abbott, Billy C. Schoot Hope High School  Status: Active  Homeroom: 403

Discipline | Discipline History
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

Abbott [Billy [c [90s483 12 v Male v

Counts and Totals Q|
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits

Hispanic b ~ [0 [o [o.0 o /\
Discipline Incidents [AddWizard | Add | Show Detail | g
* =] =] =] =] g
I 10/13/2011 7 Bus Rd 3:40 PM Bus Driver Wilson, Rob M

I 04/30/2011 i Dress Standard b 2:55 PM McGrew, Tom McGrew. Tom b

Student Discipline Screen, Show Detail Button

12
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2. Select the record on the left side to display. The full discipline record shows on the
right side of the screen.

Student Discipline
Sludent Name: Abbott, Billy C. Szhost Hope High School  Statux: Active  Homersam: 403
Discipline | | ne Hislory
Last Name First Name Miggie Name  Suffx  Perm D Grade Genaer
Abbatt Hlly le |s05483 12 v Male v
Counts and Totals -
Resohved Race/Ethnicity instructional Setting Tolal incidents Total Hours Tolal Days Total Demerits
Hispanic - ~ 3 f 1o o
ad Wizard | i | Hade Detail |CY|
b i Qescription: Bus
int Report =
—il l_:' S = PV Dicinary Acion Fom Metge Document Metge Language
B:| Defiance o8 - -
incient Tame Refermed By Referral Date
1 [F 340PM Bus Driver 7
Location ncidenl Conlext
|| Bus -

Disposftion Code Disposition Dale  How's Days Demerits

0ET w20 [P [o0 0

Last Change User Last Change Date

user. admin | [osnz2om [P

Comment [ O

Student used bad language towards the bus drver on the ride

o chool Student was moved to the font of the

mainder of the nde
Private Comment 3
Oincident Explained To Student
| T ]
| | DET.Dstention [ 10202010 [ 1vzoaot0 [P Wilsan, Rab w | Adr ?I

Detail screen of Student Discipline

3. The detail screen of the disciplinary records shows the following:

e Print Disciplinary Action Form button — prints either the form itself or a letter
to be mailed to the parents. To print the letter, select the type of letter in the
Merge Document list and the desired language in the Merge Language list. To
print the form, leave both the Merge Document and Merge Language fields
blank. An example form and letter are at the end of Chapter Five in this guide.

e [ncident Date and Time — the date and time the incident occurred.

o Referred By and Referral Date — the person who referred the student to the
disciplinary process and the date they made the referral. This person does not
need to be a staff member, and the name is entered in free form text.

e Staff Name — the name of the staff member who handled the disciplinary
process with the student.

e Location —where the incident occurred.

e Incident Context — the time period in which the incident occurred, such as
lunch hour or after school hours

e Disposition Code and Disposition Date — these display-only fields show the
latest date and type of action taken as a result of the incident, based on the
records in the Disposition section below.

e Hours, Days, and Demerits — the total number of hours and days and demerits
this student as a result of the actions taken in response to this incident. The
hours and days are calculated based on the disposition records, and the
demerits can be manually entered or calculated based on the setup of the
discipline code selected.

Copyright© 2013 Edupoint Educational Systems, LLC 13
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Last Change User and Last Change Date — these display-only fields show the
username of the last person who changed the disciplinary record and the date
the record was changed.

Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

Incident Explained To Student — if checked, the incident was discussed with
the student.

The Disposition section records the actions taken as a result of the incident, such
as detention or suspension. There may be more than one action recorded here.
Each disposition record displays the type of action such as a warning or probation,
the start and end date of the disciplinary action, the duration (in hours), the number
of days, the staff name of the person processing the disciplinary action, and ATR is
the attendance code that is used if the action results in an absence in the student’s
attendance records.

Disposition [ Add | &
* gl gl gl = [ Days < Z[aR =
I DET-Detention % 10/06/2010 10/06/2010 1 Wilson, Rob b Adr v

Disposition section, detail screen of Student Discipline screen

The Discipline History tab of the Student Discipline screen displays a summary
of the student’s discipline records from all schools attended and all school years.

Student Discipline T

Student Hame: ABbBott, Billy C. Schosl Hope Hgh Schosl  Siates Active  Hemarnem 403

Discipling Histary |

Middie Name  Suffic  Perm ID Graoe Gender
12 “ Male v

DOress Standard
Oehance s
Fighting wilson,

Tardies [} L 1 Wealhers. Rense
Internetcomput 1210 PM Mr Smilh Viesla Cudy Hope

Discipline History tab, Student Discipline screen

14
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EDITING STUDENT DISCIPLINE

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Yeor 2041-22

EEEE&I&E S s el e

Lock | Sign Out | Support | Help

@[] . @ ouickiaunch

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

peru~]| @D @ B | &5 [Cest D iroe |

Edit Button

3. To edit the information displayed on the main screen, click on the row to modify and
change the information as desired.
Student Discipline

Stuclent Hame: Abbott, Billy €. Scniet Haps High Seronl  Siates: Active  Hsmarsas 453
| Discipling |_[scipine Matary

Last Name First Hame Midde Hame  Suffix.  Parm ID Grade _ Gender
Attt iy e fon5483 2 v e~
Counts and Totals 3
Resotved RacaEihnaity instructionsl Setting Total incidents Tolal Hours Total Days Total Demeris
| HMispanic 1 v 13 oo
e Incldents. Add Wizand Add Sherw Delail | Q)
g 7 Bus * 40 FM Bus Oirvver Willson, Rioh 2
ﬂﬂ w2 [ Cress Standad 255 FM WcGrew, Tom MeGraw, Tom -

Student Discipline Screen, Show Detail Button
4. If the information that needs to be changed is not displayed on the main screen,
click on the Show Detail button to display the detail screen of the discipline record.
Student Discipline

Student Name: Abbott, Billy C. School: Hope High School  Stafus: Active  Homeroom: 403

jine |_Discipline History

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
[Mbbott [Billy e a0s483 12 v |Male v
Counts and Totals Q)
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic ~ ~ o o o0 o
Discipline Incidents AddWizard | Add | Hide Detail |
Description: Bus
Print Discipline Report Q
Print Disciplinary Action Form Merge Document Merge Language
\ | 4
Incident Date Incident Time Referred By Referral Date
- [Tardies 101312011 [340PM | Bus Driver Il
| peme i g Siaff Name Location Incident Context
(Wilson, Rob | [Bus Il v
Disposition Code Disposition Date Hours Days Demerits
DET 10062010 9 1 00 o]
Last Change User Last Change Date
05/16/2011
Comment [&] Q&
Student used bad language towards the bus driver on the ride
home from school. Student was moved to the front of the
bus for the remainder of the ride.
Private Comment %] Q
[Oincident Explained To Student
Disposition Add [}
— Dispositio Disposition End — =
Da Date
I DET-Detention |+ |/10/06/2010 10/06/2010 1 Wilson, Rob >|[Adr v

Student Discipline Screen, Show Detail

Copyright© 2013 Edupoint Educational Systems, LLC 15
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5. Select the discipline record to edit by clicking on the discipline record description on
the left, and edit the information in the detail screen as needed.

6. To add a new disposition record, click the Add button in the Disposition section
and enter the new information in the blank line at the bottom.

Type dates in M/D/YY format, or select using the Calendar 5= button.
Click the Save button at the top of the screen.

ADDING DISCIPLINE RECORDS

There are two ways to add a discipline record. By using the Add button, a quick record can
be created by adding a new line in the main screen of Student Discipline. However, if
additional details need to be added, they would have to be added by saving the new line
and then clicking the Show Detail button. The Add Wizard button opens a window that
allows all of the information to be entered in one screen.

Adding Discipline Records With the Add Button

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Edupoint

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @ B | 5
Edit Button

3. Click the Add button in the Discipline Incidents section.
Student Discipline

Student Name: Abbett, Billy C. School: Hope High School  Status: Active  Homeroom: 403
Discipline | _Discipline History
Last Name First Name Middie Name ~ Suffix  Perm ID Grade Gender
|Abbatt |Bilty [c 905483 12 v [Male v
Counts and Totals Q)
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic b b \3 |1 |1.U \U P
Discipline Inci [Addwizard  Add _JJShow Detail |
[ [ tine] =] =] = =] =
10/13/2011 Bus v 340 PM Bus Driver Wilson, Rob v
I 04/30/2011 Dress Standard b 2:55 PM McGrew, Tom McGrew, Tom v
| I 09/29/2010 Defiance v 7:58 AM Mr Weathers McGrew. Tom v

Student Discipline screen

16 Copyright© 2013 Edupoint Educational Systems, LLC
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4. A new line is added to the bottom of the list of discipline incidents. Enter the
Incident Date, and select the type of incident irthe Description list. Typet
in M/D/YY format, or select using the Calendar — button.

he date

Student Discipline

Student Name: Abbott, Billy C.  School: Hope High School  Status: Active  Homeroom: 403
ine | Discipline History

Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Gender

[Abbott [Billy [c [a05483 12 v |Male v

Counts and Totals Q
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits

Hispanic - e [ [10 o

Discipline Incidents Add Wizard Add Show Detail | ()

cident Date Descriptio cide! e Referred B aff Name

n 101372011 [ Bus b 3:40 PM Bus Driver Wilson, Rob b

I 04/30/2011 Drass Standard v 2:55 PM McGrew, Tom McGrew, Tom v

' el Laf. ﬁ ALl Mrw athar: ¥ e L

o 112011 [ | v 2 |

New record line, Student Discipline screen
person who referred the student in the Referred By column.

Staff Name drop-down.

Click the Save button at the top of the screen to save the new record.

If additional information needs to be recorded, click the Show Detail button.

Enter time the incident occurred in the Incident Time column, and the name of the

Select the name of the staff who is administering the disciplinary process from the

Student Discipline
Student Name: Abbott, Billy C. Schost Hope High School  Status: Active  Homeroom: 403
| Discipline History

Last Name First Name Middle Name  Suffix Perm ID Grade Gender

Abbott [Billy [c [a05483 12 v Male v

Counts and Totals @
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits

Hispanic v v o fo [o-0 o P
Discipline Incidents Add Wizard Add Show Detail | ()
[ [ine| Incident Date = Description 2 Incident Time & Referred By 5 {
101132011 Bus - 340 PM Bus Driver Wilson, Rob ~
043072011 [Dress standara v |255PM | McGrew, Tam [cGrew, Tom v |

Student Discipline screen, Show Detail button

9. Click on the new line that was added on the left side of the screen, and enter the

information needed in the detail section on the right side of the screen.

Student Discipline

Studen! Hame: Abbott, Billy €. Seneal Hope Wgh Schel - Status Actve  Hemersan 403

Discipling | [haciphne History

Last Name First Hame Miggie Mame  Suffx  Perm D Grage _ Gender

[Abbeat By e [a05a83 12 - [Male v

Counts and Totals >

Resolved Raca/Emniclly Instructional Setting Toial Inckients Total Hours Tetal Days: Total Demedits

| Hispanic & = rl ||—0 El

s [Raawcws | Asa | o Detan |
niption: Bus.
T s 9
55 Standa -
= ~ ot oy Acten Form | MEAQE Document Wérge Language
Ushance v " o
fincxsent Date  Incident Time Refered By Ruterral Date
w3201 [Fiia0PM Bus Oriver
Staff Name _!-C‘Em Incigent Context
WWison, ok > Bus -
Disposition Code Disposition Date  Hours Days Demerits
[DET [tozoeoe [P o0 ]
Laal Change Liser Last Changs Dale
User. Agmin | josarzons [P
Comment [ O Privale Comment [ O
Stsdent used bad language towaeds the bus dives on The ride
horme fiom school Student was maved to the front of the
bus for the remander of the nde
[incident Expeained To Student
Disposhion LT )
CET-Dstenten @ 10202010 [ wavaon [§ 1 Vitlaen, Rob v A

Detail screen, Student Discipline screen

Copyright© 2013 Edupoint Educational Systems, LLC
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10. Additional information that can be added:

Referral Date — the date the student was referred to the staff member handling
the disciplinary process. Type the date in M/D/YY format, or select using the

Calendar E# button.
Location — where the incident occurred

Incident Context — the time period in which the incident occurred, such as
lunch hour or after school hours

Demerits — the total number of demerits assigned to this student as a result of
this incident. The demerits can either be manually entered or calculated based
on the setup of the discipline code selected.

Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

Incident Explained to Student — if the incident was discussed with the student,
check this box

The Disposition section records the actions taken as a result of the incident,
such as detention or suspension. Click the Add button to record a disposition.
There may be more than one action recorded here.

—
Disposition Add
% =] = =] = [Days - | <[ ATR
[ DET-Detention  +10/20/2010 10/20/2010 1 Wilson, Rob || [Adr v

Disposition section, detail screen of Student Discipline screen

For each disposition record, select the type of action such as a warning or
probation from the Disposition column, enter the start date of the action in the
Disposition Date column, and enter the end date of the disciplinary action in
the Disposition End Date column. Type dates in M/D/YY format, or select
using the Calendar ¥ button. Enter the Duration of the action in hours, and/or
the number of days in the Days column. Select the Staff Name of the person
processing the disciplinary action in the list, and select the attendance code that
is used if the action results in an absence in the student’s attendance records
from the ATR drop-down list.

11. Click the Save button at the top of the screen.

Adding Discipline Records with the Add Wizard Button

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Cdupoint

Checking Current Focus

18
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2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

pens]| @ @ @ | 5o D s |

Edit Button

3. Click the Add Wizard button in the Discipline Incidents section.

Student Discipline i
Sludent Name Abbott. Billy C. schoot Hope High School  Status: Active  Hamacsear 403

Discipline | )
Las! Hame First Hame Middle Name  Suffix Perm ID Grade Gender

[Abbott By e T o5 12 v Mate

| Counts and Tatals =
| Resoved Rac aEhnic ity Instructional .\Zﬂtnng Totad Incadents Total Hours Tokal [ k‘}ﬂ Total Demerits

Hispanic - v i 1 [to fo

Discipling Incidants

013201 &=
_] oo 7 Dress Standard - 255PM
VI sz [F

Defiance - 1:55 AM Mr VWeathers

Student Discipline screen

4. The Student Discipline Detail Add screen appears. The required information to
add is highlighted in blue. The required fields are the Description, Incident Date,
Referred By, and Staff Name.

[Bescimption

[student DisciplineDetail Add
nic Dty

Irciktent Time Referred By Reterra Dale

| Tno] i g Do - GpoemonFrale < | Dwatn | e S| Sefifame -] Anfessonc 8
Student Discipline Detail Add screen

5. The information that can be added is:

o Description — the code assigned to the incident used for submitting data to the
state and to categorize incidents for reporting and analyzing trends. This is
referred to as the Discipline Code. It can also automatically assign a certain
number of demerits to the student, and set security for the type of incident. The
number of demerits may be overridden. The security may be configured so that
only certain staff members may see certain types of disciplinary records, based
on the code selected here. The codes used here are defined in the District
Discipline Code and School Discipline Code screens.

see the companion manual Synergy SIS — Discipline and Conference

@b Reference: For more information about the Discipline Codes, please
Administrator Guide.

e |[ncident Date and Incident Time — the date and time the incident occurred.
Type the date in M/D/YY format, or select using the Calendar L& button.

o Referred By and Referral Date — the person who referred the student to the
disciplinary process and the date they made the referral. This person does not
need to be a staff member, and the name is entered in free form text. Type the
date in M/D/YY format, or select using the Calendar button.
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Staff Name — the name of the staff member who handled the disciplinary
process with the student.

Location — where the incident occurred.

Incident Context — the time period in which the incident occurred, such as
lunch hour or after school hours.

Demerits — the total number of demerits assigned to this student as a result of
this incident. The demerits can either be manually entered or calculated based
on the setup of the discipline code selected.

Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

Incident Explained to Student — if the incident was discussed with the student,
check this box.

The Disposition section records the actions taken as a result of the incident,
such as detention or suspension. Click the Add button to record a disposition.
There may be more than one action recorded here.

Disposition ‘ Add ‘Q
77 [ Line| \ \ \ | \ \ |
u v [ B v v

Disposition section, Student Discipline

For each disposition record, select the type of action such as a warning or
probation from the Disposition column, enter the start date of the action in the
Disposition Date column, and enter the end date of the disciplinary action in
the Disposition End Date column. Type dates in M/D/YY format, or select using
the Calendar i button. Enter the Duration of the action in hours, and/or the
number of days in the Days column. Select the Staff Name of the person
processing the disciplinary action from the drop-down list, and select the
attendance code that is used if the action results in an absence in the student’s
attendance records from the Att Reason Code list.

6. Click the Save button at the top of the screen.

20
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DELETING STUDENT DISCIPLINE RECORDS

To delete a discipline record:

1. Before deleting the record itself, all disposition records must be deleted first. To

delete the disposition records, click the Show Detail button to see the disposition
records.

_Student Discipline o
Student Name: Abbott, Billy C.  Schoot Hope High School  Status. Active  Homeroam 403
Diselpling |_Discipine History

Last Hame First Hame Middie Hame  Suft Pem I Grade Gender

[Abbort By e [s05483 12 v [Male v

Counts and Totals 3
ity Instructional Selting Tolal Incidents Total Hours Tolal Days Tolal Demerits

Hispanic a2 || v I li.0

I ozzonn [P Bus v 340 PM Bus Driver Witson, Rob e
I 02011 [ Dress Standard - 255 PM McGrew. Tom McGrew, Tom %
| T T Diefiance - T:58 AM Mr Weaathers MeGrow, Tom -

Student Discipline screen

2. Click in the X column of all disposition records and click Save to remove the
disposition records.

Student Discipline

Student Name: ADDOT, Billy G. Schost Hope High School  Status: Active  Homesoom: 403

fpline|_Discipine History

Last Name First Name Mige Name Sl Perm IO Grace Gender

labbott [auity Ic 05483 |12 v Male v

Counts and Totals >
AT ERCRERR - ST RO R TH I N IOn ¥Ouk Fiode Tom Cae T O Do

Hispane = ~[3 1 fro fo

[Aodweara | Aas | Hide Detail Q)

1 Devss Standard - o

[ | | ey scinrom | 0SSR e Larguage
] Defiance - T

mcident Date Incident Time Retermed By Refertal Date.

10132011 [P 340 PM | Bus Omer | 7

Stan Name Locaton Incigent Context

Wilsen Rob o |{Bus ) I =

Code Date  Hours Days Demerits

[DET 110202010 fr [0 ]

Last Change User Last Change Date

User, Admin | [os0720m1 57

Comment@NS BiNale Compent O
Student used bad kanguage towards the bus diver on the nde ||

home from school  Student wars moved to the front of the
bus for the remainder of the nde.

|
[incident Explained To Student

Add |
DET-Dotenbon % (0202000 [P weozow B 1 Widson, Rob v e

Deleting Disposition Records

3. Click in the X column of the discipline record to delete.

Student Discipline

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Homeroom: 403

Discipline | _Discipline History
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Abbott [gilly lc |905483 2 v Male v
[Counts and Totals Q
|Resolved Race/Ethnicity Setting Total Total Hours Total Days Total Demerits
| Hispanic v v 6 J1 .0 Jo

Discipline Incidents Add Wizard Add Show Detail 0
I [ ncidentDate  -|  Descripion | IncidentTime -|  ReferedBy - |  StafiName -
[ | IR Bus v 340 PM Bus Driver Wilsen, Rob v
I 04302011 Dress Standard v 255 PM McGrew, Tom McGrew, Tom v

) 09292010 Defiance ~ 7.68 AM Mr Weathers
— Deleting Student Discipline Records

4. Click the Save button at the top of the screen to delete the record.

McGrew, Tom v
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Chapter Two

MENU OPTIONS

At the top of the Student Discipline screen, a Menu button provides access to additional
information regarding the student’s discipline records.

Feport Preferences
Wi Audit Detail For Student Discipline] Hope High School  Stat,

Menu '{:I) 'C-D -;}) ;‘3: Save | Undo
Reports MStudent Discipline Profile]

The options available under the Menu button are:

X
Student Discipline Screen, Menu Options

o Reports — prints the Student Discipline Profile report for the student currently

displayed.

Tip: To select additional options for this report or to print the report for a
group of students instead of an individual student, the report should be
e run from the Reports folder in the Synergy SIS Navigation Tree. For
' more information about running Discipline reports, please go to Chapter
Five in this guide.

22
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e Report Preferences — sets the options used when printing a student profile. It
is the same Report Preferences option available from the Menu button in the
Student screen. These preferences are covered in detail in the Synergy SIS —
Student Information User Guide.

The IDS801 Preferences section affects the Disciplinary Action Form that you
can print from Synergy SIS > Discipline > Student Incident. For more

User Password and Preferences

User Name: User, Admin

Password  Preferences | Report Preferences |

Student Profile

Suppress Photo

Hide Health Conditions

Hide Parent Info

Hide Emergency Info

Hide Physician Info

Hide Signature Info

Include Health Condition History

Show Homeroom Teacher

Student Schedule

Hide All Personal Info

Hide Perm 1D

Discipline Profile

Include Full History

Student Attendance Profile

Hide Type Totals

Hide Reason Code Totals
Include Current Schedule
Hide Parent Information

Show All Day Reason Code Totals

Reporting Preferences

Use Simple Header

Phone Number Options

Mask Phone Numbers

ID5801 Preferences

Hide Custodial Information

Hide Messages to Parent

Use Custom Acknowledgement Text
Custom Acknowledgement Text: 55 @

Report Preferences Screen

information, see Disciplinary Action Forms on page 131.

Copyright© 2013 Edupoint Educational Systems, LLC
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e View Audit Detail For Student Discipline — displays the Audit Trail History
screen, which lists all changes made to the student’s discipline records,
including who made the changes and when.

Audit Trail History [«
Properties Show Detail | (@
e [Business Obje Prope e o T Old Value " . Date :
Studentbiscipline DisposiionDate Uptate 20081008 20081008380 |05/17:2009

Admin 19:45.09
User, 05/17/2009

fowrs Update |1 ! Adrnin 19:45.08
Demerits Update |0 0 gg&r‘ﬂl’m ?g!;;fégtlg
DispositianCode Update WRN WWRN gaElfnr\n ?g’;;‘%gng
i T
StudentDiscipline Days Update 0.0 0.0 g;;rm ?g!;z!;gﬂg
DispositionDate Update 20081008 oooatons VEL |99 a9
=) W o
Demerits Update |0 0 g\iiﬁnr\n ?g!;;fégﬂg
DispositionCode Update |DET DET e, e A

Admin 19:44:53
User, 05/17/2009
Admin 16:58:35
User, 09/17/2009

StudentDiscipline| StudentSchoolvearGU  |Update | <Links=

Demerits Update |0 i} Actmin 1655 95
User, 05/17/2009

CodeDiscSchoolvearGU|Update | <Links <Linke | aimn 1656 35
StudentDiscipline Demerits Update |0 0 User, 05/17/2009

Admin 16:58:12
User, 05/17/2009
Admin 16:58:12
User, 05/17/2009
Admin 16:98:12

StudentSchoalyearGU  |Update | <Links

CodeDiscSchoolyearGU Update | <Link: <Links=

Audit Trail History for Student Discipline

The Print Page button at the top of the screen may be used to print the information on the
Student Discipline screen.

]| @@ ® (&) e | |

Print Page Button

The Print Page button prints the information exactly as it is displayed on the screen, and
does not show the information available using the scroll bars.

éf)'::],) i}}) .‘;‘Jl & Status' Ready | S4 I?]II g @
Student Discipline

Student Name: Abbott, Billy €. School: Hope High School  Status: Active Homeroom: 403

__Discipline | Discipline History

Last Name First Name Middle Name Suffix Perm ID Grade Gender

|Abbot |Billy lc | |905483 12 v Male  «
Counts and Totals (&)
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits

Hispanic v v |3 1 [1.0 |O

Discipline Incidents | Add wizara Add | Show Detail |3y
x | Lin9| Incident Date % Description $| Incident Time %‘ Referred By % Staff Name %‘

I— 1 |1OI‘I3#2D1‘I [p“ Bus v 340PM Bus Driver Wilson, Rob v
[ 2 |04J'30|’201 1 [Fj‘ Dress Standard v 2:55PM McGrew, Tom McGrew, Tom v
I 3 |09f29#2010 |_’pi‘ Defiance v~ 758 AM Mr Weathers McGrew, Tom b

Printed Student Discipline Screen
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Chapter Three:
DISCIPLINE INCIDENT RECORDS

This chapter covers:
» Viewing Incident Records
Adding Incident Records
Editing Incidents
Deleting Incident Records
Menu Options
Viewing Student Incidents
Adding Student Incident Records
Editing Student Incident Records
Deleting Student Incident Records

vVvyvyvVvyvVyVYyYVYYvVYYy

Menu Options
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The Discipline Incident folder offers two screens of student discipline incidents. You can
create and view records per incident, using the Incidents screen, or per student, using the
Student Incident screen. The Incidents screen lists all incidents, and then displays the
students involved in the incident. The Student Incident screen lists all incidents in which a
particular student was involved.

VIEWING INCIDENT RECORDS

The Incidents screen is at Synergy SIS > Discipline Incident > Incidents.
The Student Incident screen is at Synergy SIS > Discipline Incident > Student Incident.

To find an incident record, there are two methods: Scroll and Find. To scroll through the
incident records to find the incident:

1. Click the Next button () at the top of the screen to advance to the first incident.
Incidents are sorted by date, with the earliest incident appearing first.

Tt o ’ﬂ Quick Launch —_ _
ESD (<) QA )=
: Synergy SE ‘ K@ \'CD D )
v Synergy S1s Incidents
P Attendance

o

Find | Unda | Add ‘ De\ete|

Incident ID:  incicent Dete:  Referred By:  Entered By, Organization Name
Next Button

2. To scroll in reverse date order, click the Previous button.

 Tvue ” E—
ESD ~ | F

:Synergy SE ;‘;” Find | Unda | Add ‘ De\ete|

v Synergy S1s Incidents
b Attendance

b

’ﬂ Quick Launch

Incicent ID;  ncident Date:  Referred By:  Entered By:  Organization Name
Previous button

3. Continue clicking on the scroll buttons until the desired incident appears.

To switch to the Find mode to look for the incident:
1. Click the Find Mode button.
@
Find Mode Button

2. Enter either the Date or the Incident ID.

Incidents [=
INZident ITF  kcidect Oale  Ralarred By Fnlernd By Oeganization Nams:

Informatlon | Faticipants | —— T 15

Date Tme /2 incilentiD  RETNET LasiName  Referrer First Name  Referral Date  Staft Name
Bl NI A J £ ®
Description 3] O Private Description [ O

" Gang Related I Hate Related
Incident Cost Incident Context Code Incident Context Comment MQ
w

Finding By Referrer Last Name
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3. Click the Find button or press the Enter key. The Results screen appears with a
list of records matching the criteria entered. Click on the record to view, and it
appears in the Incidents screen.

Note: In the Find Mode, you can search for records using any of the
yellow fields on the screen. For example, you can enter a first name in
addition to the last name. This opens a window with a list of records
matching the criteria entered. To select a record, click on it; that record
appears in the screen. For more about finding records in any screen,
please refer to the Synergy SIS — Student Information User Guide.

Once the desired record has been located, the information in the Incidents screen is:

1. The Information tab shows the information about the incident itself. The
information on this tab includes:

Incidents

Incident ID: 2 Incident Date: 03/09/2011 Referred By: Jones, David Entered By: Wilson, Rob  Organization Name: Hope High School

Infurmaliunl Participants | Violations = Documents

Date Time Incident ID  Referrer Last Name  Referrer First Name  Referral Date Staff Name
03/09/2011 [r15Pm |2 Jones David 03/10/2011 Wilsan, Rob -
Description [ Q Private Description [%5]Q

Two students had an altercation before the home football
game. A separate student, not involved in the altercation,
was injured during the incident.

[]Gang Related []Hate Related

Incident Cost  Incident Context Code Incident Context Comment & &
Qutside School Hrs, Non-sch Sp b

Weapons
Number Of Firearms Number Of Non-Firearms

Location

® =

I Athletic Field or Playground v @Fuulha\lﬂeld

Other Schools

= [ Line] =

Information Tab, Incidents Screen

e Date, Time, and Incident ID — the time and date the incident occurred, and the
ID number assigned to the incident by Synergy SIS.

e Referrer Last Name, Referrer First Name, and Referral Date — the name of
the person who referred to the student to the disciplinary process, and the date it

happened. This person may be anyone, and does not need to be a staff
member.

e Staff Name —the staff member who handled the disciplinary process.

e Description —the details of the incident. This description is displayed in the
ParentVUE and StudentVUE portal, where the Private Description is not
displayed.

e Gang Related or Hate Related — if the incident was gang-related or hate-
related, these boxes are checked.

e Incident Cost — if the cost of the incident can be quantified, such as stolen
property values or damage estimates, the amount is entered here.
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e [ncident Context Code and Incident Context Comment — the incident context
is the general timeframe, such as before school or after school. Any further
details about the context are added to the Incident Context Comment field.

o \Weapons —the number of firearms and the number of weapons other than
firearms

e Location and Location Text — where the incident took place. The Location is
a standardized list of places, such as cafeteria or locker room, and the Location
Text can specify that location in more detail, such as which locker room.

e Other Schools are schools in the district other than the current school whose
students were also involved in the incident.

2. The Participants tab lists all people who were involved in the incident. This is
divided into two groups — the students involved, and the other people involved.

Incidents [

Incident ID: 2 incident Date: 09/13/2012 Referred By: Jones, David Entered By: Wilson, Rob  Organization Name: Hope High School

Infarmation _ Participants | Violations Documents
Date Time IncidentID  Referrer Last Name Referrer First Name Referrer Type  Referral Date Staff Name

09/13/2012 [15PM |2 [Jones |David v 10/06/2012 Wilson, Rob b

Participant Totals Q
Offender Additional Victims Total Victims Bystander or Witness

I I

Students Involved ‘ Show Detail || Chooser ‘O
= [Gender[Grade | |

| Abbott. Billy C M 12 ||Offender v r Fighting; Other Violations of School Policies =...|Hope High School | Detention

u Acosta, Kathleen D.|F 11 |Victim r Kennedy High School

u Adams, AlbertR. |M 12  |Offender - Fighting; Other Violations of School Policies »__.|Kennedy High School

Other Involved Persons ‘ Add || Show Detail ‘O
x = A‘ Al % % % %

= = =
H Sam X v Security Staff v Offender v -

Participants Tab, Incidents Screen

¢ The information displayed for each student involved in the incident includes their
Name, Gender, Grade, and School of Enrollment. It also shows the Role
they played in the incident, such as offender or victim, the Violation they
committed, and if they were injured the Injuries Sustained box is checked.

e The section at the bottom of the Participants tab, Other Persons Involved, lists
any people other than students that are involved in the incident. It includes their
Last Name, First Name, and Middle Name, Gender, and their Relation to
School such as security staff, parent, or visitor. It also lists their role in the
incident such as victim or witness in the Incident Role field, and if they were
injured during the incident the Injuries Sustained box is checked.

e A summary of the number of participants and type of participants in the incident
is also shown in the Participant Totals section. It also lists the number of
Additional Victims for those victims not listed in the sections below.
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3. To view additional information about the students listed, click the Show Detail
button in the Students Involved section and click the Line number for the student
on the left. The first tab is the Student Incident Detail tab. The information
available on this tab includes:

| Students Involved Hide Detail || Chooser |O
Abbott. Billy C. Student Incident Detail |_Incident Detail _Incident Violations _ Interventions | Additional Information | Enrollment Restrictions
Acosta, Kathleen D.  |incident ID Incident Date Entered By Referred By Referrer Type
[ Adams, Albert R. [2 | [o9r1312012 | |wilson, Rob| [Jones, David| |
Print Discipline Report (&
Merge Document Merge Language
v v
Student Incident Information Q)
Incident Role Cost to victim  School of Residence Last Change Date Last Change User
Offender A |08/29/2012 15:11:00 User, Admin

Incident Role Description [%] @

Explained To Student [] Teacher Conference [_| Disability Manifest

Comment [§7 Q@

Two students had an altercation before the home football
game.

Private Comment [&] Q

Offender Information (&)
Motivation

Motivation Description [ @

Disposition Information Q)
Hours Days Demerits Hearing Office Disposition Hearing Office Disposition Date
| reslaaicDeneris_| T
Disposition [Addwizard | Add (D
x g g = [oetaiHours = [vays - | = [am =
| | Actions Com| + & Wilson, Rob B B
| Detention | |10/29/2012 10/29/2012 L] Vesta, Cindy B B

Show Detail, Students Involved Section

e Print Disciplinary Action Form button - this button prints either the form itself
or a letter to be mailed to the parents. To print the letter, select the type of letter
in the Merge Document list and the desired language in the Merge Language
list. To print the form, leave both the Merge Document and Merge Language
fields blank. An example form and letter are at the end of Chapter Five in this
guide.

¢ Incident Role —the same field as displayed on the main screen of the
Participants tab, this drop-down categorizes the role of the student in the
incident.

e Cost to Victim — the amount of monetary damages the victim(s) incurred due to
the incident.

e School of Residence — the school in which the student was enrolled at the time
of the incident.

e Last Change Date and Last Change User — the last time the incident record
was modified, and who modified it.
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¢ Incident Role Description — additional details about the activity of this
individual in the incident.

o Explained to Student and Teacher Conference — whether the incident and its
disposition have been explained to the student, and whether there has been a
teacher conference regarding the incident.

e Disability Manifest — indicates the need to determine whether a student’s
disability played a role in the behavior.

¢ Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

¢ Motivation — the reasoning behind the behavior (from lookup table
K12.Discipline > Offender Motivation).

¢ Motivation Description — additional details regarding motivation.

e Hours and Days —the number of hours and/or days for which the action in the
disposition was taken. For example, it could be the number of hours in
detention or the number of days the student was suspended.

e Demerits and Recalculate Demerits — the number of demerits is calculated
based on the violations selected and the demerits assigned each violation when
the Recalculate Demerits button is clicked, or it can be manually entered.

e Hearing Office Disposition and Hearing Office Disposition Date - the result
of the hearing office’s investigation and the date of their decision.

4. The Disposition section displays all of the actions taken with regards to this student
as a result of the incident. Multiple dispositions may be displayed. For each
disposition, the following information is listed.

Disposition [Addwizard | Add  |@
X - - = [petai Hours ~oays - | = [amm <
[ Suspension ¥ | ||03/10/2011 03/24/2011 L] McGrew, Tom *||Unx |+

Disposition Section, Student Incident Detail tab
e Start Date and End Date - the dates the disposition action starts and ends.
¢ Disposition Code - the category or type of action taken.

e Hours and Days —the number of hours and/or days for which the action was
taken. For example, it could be the number of hours in detention or the number
of days the student was suspended.

o Staff Name — the staff member who administered the disposition.

¢ ATR —the attendance code used if the action resulted in an absence in the
student’s attendance records.
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5. Additional details about the disposition are also available. To view the details of the
disposition, click on the green plus sign in the Detail column.

Disposition [ AddWizard | Add | @
% & & = [petatours ~[oays - EEE
I Suspension ¥ | ||03/10/2011 03/24/20M R McGrew, Tom ¥ ||Unx &

Disposition Records, Detail Button

6. The Student Disposition screen appears. It contains the following:

Student Disposition 4
Student Name: Abbott, Billy C.  School Name: Hope High School  Grade: 12
| ion |
Disposition Number Disposition Date  Staff Name
1 10/08/2012 Vesta, Cindy v
Disposition Description Q
Disposition Code Sub Category 1 Place Moved To Modification Authority Code  Zero Tolerance Restraint Type
Detention b b b b b
Additional Text 5] @ Comment [ @
Dates Q@
Start Date End Date Disposition Review Date Completed Receives Support Services
10/29/2012 10/29/2012 No v
Attendance Reason Code Hours Reassignment Days
v
Assigned Start Date Assigned End Date
Expulsion Modified Days Reduced Did Return
GFSA Modification Description [§5] Q
@
Manifestation Determination Manifestation Meeting Manifestation Meeting Date AES Type
-
Referral To Law Enforcement Q
Hearing Review Date Referral Results Police Report Num Was Referred to Law Enforcement
] v
Associated Violations [%]
2 Fighting
2 Other Violations of School Policies > Other Violation of School Policies

Student Disposition Screen
o Disposition Number — the number assigned by the system to this disposition
o Disposition Date — the date the action was taken.
e Staff Name —the staff member who administered the disposition
¢ Disposition Code - the category or type of action taken.

e Sub Category 1 and Sub Category 2 — if there are sub-categories selected for
the disposition code, those sub-categories are displayed here.

e Place Moved To — if the student was taken to another location, the name of the
place to which the student was moved.

¢ Modification — if a modification was made to the disposition, the type of
modification made.

e Authority Code — if a modification was made, the code indicating under whose
authority the modification was made.

e Zero Tolerance — indicates whether this offense is of a type that requires
specific action due to its severity.
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Restraint Type — if restraint was necessary, an indication of the means.
Additional Text — any additional information about the disposition.
Comment — any comments about the disposition.

Start Date and End Date — the start and end dates of the action taken. If the
action results in an absence, the absence is recorded for this date range.

Disposition Review Date — the date the disposition should be reviewed.
Completed — if the disposition is complete, check this box.

Receives Support Services — if the student received some type of support
services, this box is checked.

Attendance Reason Code —the attendance code used if the action results in an
absence in the student’s attendance records.

Hours and Reassignment Days —the number of hours and/or days for which
the action was taken. For example, it could be the number of hours in detention
or the number of days the student was suspended.

Assigned Start Date and Assighed End Date — the original dates assigned for
the disposition. These may be different than the actual start and end dates.

Expulsion Modified — if the student was expelled, and the expulsion was
modified from the original length, this box is checked.

Days Reduced — if the expulsion was modified and the number of days
reduced, this shows the number of days reduced.

Did Return — this box is checked if the student returned to school.

GFSA Modification Description — if the disposition varies from the
requirements of the Gun Free Schools Act, it can be noted here.

Manifestation Determination — if the student also receives special education
services, a separate meeting or review may take place. If a determination is
made, this box is checked.

Manifestation Meeting and Manifestation Meeting Date — if a meeting occurs
in conjunction with the determination, this box is checked and the date of the
meeting is entered.

AES Type —if an alternative to external suspension (AES) was agreed upon for
the student, the type of alternative is indicated.

Hearing Review Date — the date to follow up regarding the referral to law
enforcement.

Referral Results — the results of the referral to law enforcements, such as
misdemeanor charges or no action taken.

Police Report Num — the number of the police report.

Was Referred to Law Enforcement — indicates whether the offender was
referred to local law agency (as required for some offenses).

Associated Violations - the violations associated with a particular disposition.

32

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three

Discipline and Conference User Guide

7. On the detail screen of the Students Involved section, the Incident Detail tab of
the student detail is the same information found on the Information tab of the
Incidents screen. It shows a summary of the incident and the incident location.

Students Involved

i/ Abbott. Billy C.

‘ Hide Detail H Chooser ‘0

| Acosta, Kathleen D.
<|Adams, Albert R.

Student Incident Detail | Incident Detail |_Incident Violations

Interventions _Additional Information

Enrallment Restrictions

Incident ID Incident Date Entered By Referred By

Referrer Type

[2 | [09r13/2012 | [wilson, Rob [Jones, David| | |

Incident Date Incident Time Referrer Last Name

Referrer First Name Referrer Type Referral Date

ocatio

09/13/2012 7:15 PM Jones David | [10/06:2012
Entered By Incident Context Code State Incident Number
|Wi\son, Rob V‘ |Duriﬂg School Hrs V‘
Description 5] @
Two students had an altercation before the home football -
game. A separate student, not involved in the altercation,
was injured during the incident.
Private Description [ Gy
Incident Locations Add @

ocatio

Athletic Field or Playground

~

@ Football field

i

Incident Detail tab, Student Detail

8. On the Incident Violations tab, the Committed Violation box is checked for each
violation associated with the student. If multiple students are involved in an incident,
they might not all be associated with all of the violations.

Students Involved

Hide Detail H Chooser ‘0

1| Abbott. Billy C.

Student Incident Detail Incident Detail | Incidk |_Interventions | Additional Information
“1Acosta, Kathleen D.

Incident ID Incident Date Entered By Referred By Referrer Type

Enrallment Restrictions

©iAdams, Albert R. 2 | [oar1312012 | |wilson, Rob| [Jones, David| | |
Incident Violations Add @
ommitted
be eve Des ptio eapons
olatio
2 2 1-Highest § + |Fighting None
v 63 ‘ v Sg‘}gi[e\;\o\atIOHB of School Policies > Other Violation of School None

* Incidents must be marked as Committed before a Severity can be assigned.
Incident Violations tab, Student Detail

9. The Interventions tab contains actions taken in response to the incident.

Students Involved

| Hide Detail || Chooser

|®

il Abbott. Billy C. Student Incident Detail | Incident Detail | Incident Violations ||
“Acosta, Kathleen D. Incident ID Incident Date Entered By Referred By Referrer Type
| Adams, Albert R. [2 | [09/13/2012 | |wilson, Rob| [Jones, David| | |

|_Additional Information | Enrollment Restrictions

Interventions

add | @

- erventio ommer
CorrectedWarned - @ -

Interventions tab, Student Detail
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10. The Additional Information tab contains detailed information regarding injuries and
suspension, if applicable.

| Students Involved ‘ Hide Detail || Chooser ‘O
l Abbott. Billy C. Student Incident Detail  Incident Detail  Incident Violations | Interventions | Additi Infc ion | Enrollment Restrictions
Acosta, Kathleen D.|incident ID Incident Date Entered By Referred By Referrer Type

[ |adams, AbertR. |l | [09r13/2012 | [wilson, Rob| [Jones, David| |

Injury Information @

Injuries Sustained [C]Serious Bodily Injury
Injury Description 5] Q
Comments (]

Additional Info [E5] @

Suspension Information (%]

Student Conference Held Prior to Suspension
Reason Conference Not Held Prior To Suspension [ @

Parent Contacted About Suspension
Method Used to Contact Parent

v

Efforts fo Contact Parents Include [25 @

Suspension Conference

Conference Date Conference Time

Reason Suspension Conference Mot Held 5] &

Additional Information tab, Student Detail

e Injuries Sustained and Serious Bodily Injury — whether the student sustained
injuries, and whether they were serious.

e Injury Description —a description of the injury.
¢ Additional Info — any additional information about the incident.

e Suspension Information — if the student was suspended, additional details
about the suspension, such as details of the student conference and any contact
with the parents regarding the suspension, is noted here.
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11. The Enrollment Restrictions tab shows any restrictions on enrollment in schools
within the district as a result of the disciplinary incident. The information contained
on this tab is also displayed on the Other Info tab of the Student screen.

| Students Involved | Hide Detail H Chooser ‘ (& ]
Abboti. Billy C Student Incident Detail _Incident Detail _Incident Violations __Interventions _Additional Information | Enroliment Restrictions ||
Acosta, Kathleen D. Incident ID Incident Date Entered By Referred By Referrer Type
[ |Adams, Albert R. [2 | [08/13/2012 | [wilson, Rob| Jones. David| | |
Enroliment Restriction Hearing Office Disposition  Hearing Office Disposition Date
Alternative Placement he b
School Type Enrollment Restrictions (@]
School Type Include/Exclude |School Type
Include v || Elementary School I~ Middle School I High School v Special School
Organization Enroliment Restrictions Add | @
% = <
u Continuation High School « Include b

Enroliment Restrictions tab, Student Detail

o If the student’s enroliment options are restricted, the type of Enroliment
Restriction is shown. An attempt to transfer the student to an excluded school
will be blocked with the message, “Student has an enrollment restriction and
cannot be enrolled in this school.”

¢ If a hearing office was involved in the restrictions and/or disposition, the
disposition determined by the office is shown in the Hearing Office Disposition
field, and the date of the disposition is recorded in the Hearing Office
Disposition Date box.

e If the restriction is specific to a type of school, the type of school that is excluded
or included is shown under School Type Enrollment Exceptions. The type of
schools excluded or included is indicated under School Type.

e Specific organizations can be included or excluded as well, as shown in the
Organization Enrollment Restrictions section. For example, if the student
has a restriction but a school is included in Organization Enroliment
Restrictions, that is the only school in which the student may enroll.

12. Click the Hide Detail button to hide the display of the detail regarding the students.

13. To view additional information about the other persons Involved, click the Show
Detail button in the Other Involved Persons section.

Other Involved Persons Add Shaw Detail Dy
)

| |
u Smith Karl M || Security Staff + |\ Bystander or witness ¥ -

Other Involved Persons section, Participants tab
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14. The Information tab of the detail screen of the Other Involved Persons section

displays the following information:

Other Involved Persons Add H Hide Detail ‘ Q
Information | _Incident Violztions  Dispositions
- Sam Personal Information Q@
First Name Middle Name  Last Name Suffix
X Sam
Gender Birth Date
3
Relation To School Relation To School Other Type Of Employment
Security Staff v A

Incident Information Q)

Injuries Sustained [ | Serious Bodily Injury

Injury Description [ @
Incident Role Cost to victim
Offender v

Incident Role Description [&] @

Offender Referrals [%5] Q

Additional Info [E5] @

Private Comment [55] @

Detail Screen, Other Involved Persons Section

First Name, Middle Name, Last Name and Suffix — the full name of the
involved person.

Gender and Birth Date — the gender and date of birth of the person.

Relation To School, Relation to School Other, and Type of Employment —
the person’s relationship to the school such as type of staff or visitor or parent,
and if they are employed by the school they type of employment such as
certified or contracted. If the person’s relationship to the school is not shown in
the drop-down list, the type of relationship can be manually entered in the
Relation to School Other box.

Injuries Sustained and Serious Bodily Injury — if the person incurred any
injuries or a serious injury, these boxes are checked.

Injury Description —a description of the injury.
Incident Role — the role this person played in the incident.

Cost to victim — if this person was a victim, the cost they incurred as a result of
the incident. This might include medical expenses or the replacement of a
stolen or damaged item.

Incident Role Description — additional details about the activity of this
individual in the incident.
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15.

16.

17.

18.

19.

o Offender Referrals — referrals to outside agencies for an involved person who
is not a student.

¢ Additional Info — any additional information about the person involved.

¢ Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

The Incident Violations tab of the Other Involved Persons section shows any
violations associated with the incident. If the other involved person was an offender,
Committed Violation is checked.

Other Involved Persons ‘ Add ” Hide Detail | ("]
Information _ Incident Violati |_Dispositions
Incident Viclations Add Q@
Sam
0 tted
Descriptio

latio

v Fighting

2 Other Violations of School Policies > Other Violation of School Policies |

Incident Violations Tab, Other Involved Persons Section

The Dispositions tab of the Other Involved Persons section shows any action
taken in response to this individual's involvement.

Other Involved Persons [ Aod | Hice Detail |

Information _Incident Violations _ Dispositions |
Dispositions Add Wizard Al | @
[ [Line Disposition Code =[ startbate | EndDate = [Detail]  StaffName =
E’_1 Last warning byt

Dispositions Tab, Other Involved Persons Section

Click the Hide Detail button to hide the detail screen of the Other Involved
Persons section.

Back on the Incidents screen, the Violations tab lists all violations associated with
the incident. Each violation displays the category of the violations, and any
subcategories and details if selected. A Severity Level can also be assigned to the
violation. If this violation requires that the police are contacted, Notify Law
Enforcement is checked.

Incidents [«
Incident 1D 2 ncect Date 02OMNNY Anteeres iy Jones, Deved  Erersd fiy Wilson, Rob  Crpanizaion Name: Hope High Schoot

informaticn | Parcparts | Violatiens | Socorenss
Date Time Incigent D Referrer Last Name  Referrer First Hame  Referral Date  Staff Name
o30azo B [TIEFM 2 flenes [Daid [e3anz0n1 [ [Wilson, Rob -

i
[N oisoroer cona | 1 I r
Violations Tab, Incidents screen

To see additional information about the violation, click the Show Detail button in the
Violations section. The Committed Violation box on the Participants tab is
checked to indicate which students or other participants committed the violation.
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' Participants Tab, Violation Detail
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20. The Violation tab of the detail screen of the violation shows an expanded screen of
the categories selected. If more information is needed to describe the violation, it is

entered into the Additional Text box.

Incidents
Incident ID: 3 Incident Date: 05/03/2014 Referred By: Maloney, John Entered By: Weathers, Julia Organization Name: Hope High School
Information__ Participants | Vielations | Documents
Date Time Incident ID  Referrer Last Name  Referrer First Name  Referral Date
05/03/2011 [11:00am |3 [Maloney [John 05/04/2011
Staff Name
Weathers, Julia b

Violation(s) associated with incident require that this incident be reported to police.

‘ Violations | Add H Hide Detail ‘O
\
Drug/possession Paricipanis _ Viiolation |
[ Deadly Weapon Number Description
|S ‘Drugfpussessmn > Drug /Possession
Category Violation Severity Level
Drug/possession ~ | |Drug /Possession > (1

Additional Text [7 Q

Violation Tab, Violation Detalil

Note: When the violation category assigned to the Incident requires
that law enforcement be notified, an alert appears on every tab of
the Incident screen.

Incidents
Incident ID° @ icident Date: 06103/2011 Referred By: Maloney, John  Entered By: Weathers, Julia  Organization Name: Hope High School
Information  Participants | Violations | Documents
Date Time Incident ID  Referrer Last Name  Referrer First Name Referral Date
05032011 [ [11:00AM 3 [Maloney John 05/04/2011
Staff Name
Weathers, Julia v

Violation(s) associated with incident require that this incident be reported to police.

Law Enforcement Alert

21. The Documents tab shows any documents that are related to the incident.
Documents such as a police report can be attached here.

Incidents
Incident ID° 2 incident Date: 03/09/2011 Referred By: Jones, David Entered By: Wilson, Rob  Organization Name: Hope High School
Information | Participants “:‘\u\al\m‘ D b
Date Time INCI0EMNaseffEr Last Name  Referrer First Name  Referral Date Staff Name
03/09/2011 [T15Pm 2 |Jones |David 03/10/2011 Wilson, Rob - Hope High St v
Documents [ wd |
¢ [ el =] =] =] e
= 03/17/2011 Police Report v Hape High Shcool Incident jpg

Document Tab, Incidents
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ADDING INCIDENT RECORDS

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

IHope High School

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @ @ | 5o Dors: |
Edit Button o
3. Click the Add button at the top of the screen.
]| @D | 5| o | oo oo sosrns |2 Gy @

Incidents [«

Incident ID: incident Date: Referred By:  Entered By:  Organization Name:

_/Information | Participants | Violations Documents

Date Time Incident ID  Referrer Last Name  Referrer First Name Referral Date  Staff Name
I | \ El J
Description [ & Private Description [£5 @

[~ Gang Related ™ Hate Related
Incident Cost  Incident Context Code Incident Context Comment [ @

|| =

Weapons Q@
Number Of Firearms Number Of Non-Firearms

Incidents Screen, Add Button

4. The Incident Add screen appears. The mandatory fields are highlighted in green.

Incident Add G
_ Information | Participants = Violations

Incident Date Incident Time Referrer Last Name  Referrer First Name  Referrer Type Referral Date  Staff Name

01312013 [ | [ | [ | | || [2 |User, Admin v
Description 5] Q@ Private Description [5G

[[]Gang Related [ |Hate Related
Incident Cost  Incident Context Code Incident Context Comment [55] @ State Incident Number

v | =

Location Add (%]

Link Organizations (@]

Organization Name
Find Organization(s)
Search Organizations @ Add Organization(s) = Linked Organizations [&]
= - << Remove Organization(s) = -

Incident Add Screen
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5. Enter the following information on the Information tab:

¢ Incident Date and Incident Time — the time and date the incident occurred.

Enter the date in the format M/D/YY, or select by clicking the Calendar
button.

e Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date
— the name of the person who referred to the student to the disciplinary process,
and the date they made the referral. This person may be anyone, and does not
need to be a staff member since their name is manually entered and not
selected from a drop-down list. Enter the date in the format M/D/YY, or select

by clicking the Calendar E? button.

e Staff Name — select the name of the staff member who handled the disciplinary
process from the drop-down list.

Note: If the desired staff member does not appear in the list, make sure
they have been added to the Staff screen for the school in focus and
that the Discipline Staff Role has been checked off. For more
information, see the section on Other Setup in the chapter on Code
Setup in the Synergy SIS — Discipline and Conference Administrator
Guide.

o Description — the details of the incident. This description shows in the
ParentVUE and StudentVUE portal. Any notes reserved for staff should be
entered in the Private Description box.

¢ Gang Related and Hate Related - if the incident was gang-related or hate-
related, check the appropriate box.

e Incident Cost — if the cost of the incident can be quantified, such as stolen
property values or damage estimates, enter the amount here.

¢ Incident Context Code and Incident Context Comment — select the context,
which is the general timeframe such as before school or after school, from the
drop-down list. Enter any further details about the context in the Incident
Context Comment field.

e State Incident Number — if the incident is of a type that requires registration
with a state agency, the reference number can be reported here.

e Location —to enter the location of the incident, click the Add button in the
Location section to add a blank new line. Select the location in the list, and
enter any further details about the location in the Location Text field.

Location [T 5
¢ [[ine| [
w1 v =) =

Location Section, Information Tab, Incidents Screen

o Link Organizations — the linked organizations are schools in the district other
than the current school that were involved in the incident. To add another
school to the incident, enter the first part of the name of the school in the
Organization Name field and click the Find Organization(s) button. Click on
the line number of the school to add and click the Add Organization(s) button.
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To remove a school from the list under Linked Organizations, click the
Remove Organization(s) button.

Organization Name )

z [

Search Organizations @ Add Organization(s) »> Linked Organizations
<< Remave Organization(s)

Kennedy High School 2010R
King High School [2010R |

Link Organizations Section, Information Tab, Incidents Screen

6. Click on the Participants tab to enter the people involved with the incident.

Incident Add %

chomat Prriicipants [) Vesiations

CKent D3l ™ e—gkia#?Tme Referrer Last Hame  Referrer FirstName  Referral Daje  Stam Hame
wenvan @ 42 >

7. To enter students involved with the incident, click the Chooser button. The
Chooser screen appears.

Find Select

Chooser

Find Criteria (]
Last Mame First Name Middle Mame  Perm 1D Grade Gender

add SelectedRawfs) = | add all Ronis) 5> |

_ Search Resul‘s|

Find Result ] Selected Items (]

Line Last |First (Middle|Perm Grade Gender Organization [ Line Last |First (Middle|Perm Grade [Gender Organization
Name |Name |Name [ID Name . Name |Name [Name |ID Name

Chooser Screen

8. Enter the information known about the students involved in the Find Criteria
section, and click the Find button at the top of the screen. The students may be
found using any part of the criteria, including last name, first name, middle name,
perm ID, grade or gender. Partial information may be used as well, such as the first
letters of a last name or first name.

F elect
Chooser
Find Criteria (@]
Last Name First Name Middle Name  Perm ID Grade Gender
| ! | | v 5
addSelected Romisy > | AddAllRon(s) > |
Search Results |
Find Result (%] Selected Items %]
a . oo [Organizatio - _|Last |First |Middle|Perm|_. Organization
D)Gra ame r LI Name|Mame|Name |ID e Name
Kennedy
Smith Albert  Carl 892512 11 Male  High
School
Kennedy
Smith Albert  |Jason  |981695 11 Male  High
School
Kennedy
Smith Albert  William |873264 12 Male  High
School

Chooser Screen, Results

9. Once the Find button clicked, a list of students that match the criteria appears in the
Search Results section. Click on the name or names of the student(s) to add and
click the Add Selected Row(s) button to add the student(s) to the Selected Items
section. Multiple searches may be made until all students have been found and
added to the Selected Items section. Multiple rows may be selected by holding
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10.

11.

12.

13.

14.

down the Ctrl key and clicking on all the students needed. To remove a student from
the Selected Items section, check the box in the X column. To add all of the
students found in the Search Results list to the Selected ltems section, click the
Add All Row(s) button.

Find Select
Chooser
Find Criteria (&
Last Name First Mame Middle Mame  Perm ID Grade Gender
| I | | e 3
( Add Selected Row(s) >S| Add allRowis) >> |
e
_ Search Resuhsl
Find Result =] Selected ltems %]
st e o [oender S [Frst ot permio| [ender |
Kennedy Kennedy
Srith Albert | Jason 96169511 Male High [ Smith AlbertCarl 89251211 Male  |[High
School Schoal
TR
Srith\Albert  Williarm |873264 12 hale  |High
School
I Hope High
Smith|Andrew |Lowell  |87442912 Male School

Chooser Screen, Selected Items Section

Once all of the students involved have been selected, click the Select button at the
top of the screen and the students are added to the Students Involved section of
the Participants tab.

Students Involved [ Chooser |G
4 [ Ling| \ | \ |
|| smith. AbertC M 11 Dffender v [ Kennedy High School

Students Involved Section

Select the Incident Role for each student from the drop-down, and if the students
were injured check the box in the column Injuries Sustained. The incident role is
the role the student played in the incident such as offender, victim or witness. To
remove a student, check in the box in the X column.

If people other than students were involved in the incident, click the Add button in
the Other Involved Persons section to add a blank line where the information
about the other people may be added. Multiple people may be entered here by
clicking the Add button multiple times to add enough lines.

Other Involved Persons | Add |O
\
x
| | |
I [ | - - v [ni

Other Involved Persons Section

For each involved person, enter their Last Name, First Name, and Middle Name in
the boxes provided. Select the Gender, and Relation to School such as security
staff, parent, or visitor. Select the role in the incident, such as victim or witness, in
the Incident Role list, and check the box Injuries Sustained if they were injured
during the incident.

Click the Violations tab to categorize the rules and laws that were violated during
the incident.
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Incident Add

| information | Paricipmes | fifkilitieiia L_\__,_,___,.w__,,.m_,..,_,,,,\w,..,...,.,_._,\_..w_,_ ,,,,,,,,
incxdent Dane . Sta Name
osviort [F d
Add viclation

Violations Tab, Incidents Screen

15. To add a violation, choose the appropriate violation in the Category list, and click
the Add to Violation List button. Multiple violation categories may be added by

repeating this step.

Add violation

Category
Add To Yiolation List ‘ ‘ATF- Leaving School Grounds without Permissic V‘

Add Violation Section, Violations Tab

16. For each violation added, an additional description of the violation may be added in
the Additional Text column.

Violation List
Line |Violation Description [Additional Text Lty Law
Enforcement

ATT Leaving School Grounds .@

W|thnut Permission

Violation List, Violations Tab

17. Click the Save button at the top of the screen.

EDITING INCIDENTS

When editing the information about an existing incident, each tab must be edited separately
and all changes saved before switching to a new tab. To edit the data on the Information
tab of the Incidents screen:
1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Lodlﬂmmislnwﬂll'w

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen.
button is not available, Update mode is already turned on.

o] | @ @ B | e Do |

Edit Button

If the
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3. Click on the data to modify in the boxes with the white background and change the

information as desired. Boxes with a gray background cannot be changed.

Incidents
Inchdant ID: 2 incdent Dale: B3042044  Rolerred By Jones, David  Estered By Wikson, Bob  Orgasization Name: Hope High School

Date Time Incident 1D Referrer Last Name  Refermer First Name  Relerral Date Staft Name

7 [Dones [David 031072011 [P |Wilson, Rob v
Private Uescr:p".-:»n@o

[(1Gang Retated [Hate Related

Incident Cost  incicent Context Code ncident Context Comment [ O
Dutside School Hrs, Non-sch 3p &

Woapons =7
Number Of Fireanms Number Of Non-Firearms

Lacation A i

[ | tina] ocailo [Location Tex -
IR Atties: Freid or Playground - D Footbal fisld |
LOthgr Schools | chooser |3
U Kennedy High School 2010-R

Information tab, Incidents screen

To add a new Location, click the Add button in the Location section to add a blank
new line. Select the location in the list, and enter any further details about the
location in the Location Text field. To remove a location, check the box in the X
column next to the location to be removed.

To remove a school from the Other Schools section, check in the box in the X
column next to the school to be removed. Other Schools are schools in the district
other than the current school that were also involved in the incident. To add another
school, click the Chooser button.

Find Select

Chooser

Find Criteria (%]
Or’ganization Mame

AddSclected Rowis) > | add allRawis) 3> |

Search Resultsl
Find Result (%] ‘ Selected Items () |

\ | \ | EED \ | ]

Chooser Screen, Other Schools Section

Enter the first part of the school’'s name in the Organization Name field, and click
the Find button at the top of the screen. A list of schools matching the organization
name appears in the Search Results section.

Click on the line number for the school to add, and click the Add Selected Row(s)
button. To add all the schools listed, click the Add All Row(s) button. Multiple rows
may be selected by holding down the Ctrl key and clicking on all the schools
needed. Once all the schools to be added have been listed in the Selected Items
section, click the Select button at the top of the screen.

Click the Save button at the top of the screen to save the changes.

To edit the information on the Participants tab of the Incidents screen:

1. Click on the Participants tab. The Incident Role and Injuries Sustained columns

for the students already listed may be edited directly on the tab. The information
displayed for the records under Other Involved Persons may also be directly
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edited on the tab. The number of any additional victims not listed can be entered in
the Additional Victims box. Click Save at the top of the screen to save these

changes.

Incidents [«

Incident ID; 2 incident Date: 03/09/2011  Referred By: Jones, David  Entered By: Wilson, Rob  Organization Mame: Hope High School

Information  Participants | Yinlations = Documents
Date Time Incident ID Referrer Last Mame  Referrer First Name  Referral Date Staff Name

oangzot1 [P rsem 2 [1anes [David 0302011 [ wilson, Rob v

Panicipanl T
r Addmana\ WICINgS Total Yictims Bystander or Witness

I I

Aggression = Fighting

Haope High Schoal

Offender
O\ acosta, Kathleen D, |F 11 [victim I' Kennedy High School
l <| Taogart, Jeremy M. M 11 ||Offender | r Aggression = Fighting |Hope High School

Other Involved Persons Show Detail | ()

Name
. Injuries
Line - z i Gender - | Relation To School Incident Role
Last Name =|  Firsthame = ﬂ:":': Sustained ~

’i | Jacobs Gary Substitute Teacher “ || Bystander or witness %

Participants Tab, Incidents Screen
2. To edit additional information about the students listed, click the Show Detail button

in the Students Involved section and click the Line number on the left. The first
tab is the Student Incident Detail tab.

[ Hide Detail [ cChooser [

Students Involved

Line |Student Name

Abbott, Billy C. Student Incident Detail | Incident Detail |~ Incident Violations = Additional Information | Enrollment Restrictions
“ Acosta, Kathleen D |incident ID Incident Date Entered By Referred By
Taggart, Jeremy M.|/2 | [03/09r2011 | [wilson, Rob| [Jones, David
Print Discipline Report (&)
terge Document Merge Language
Print Disciplinary Ackion Farm | | i | | v|
Student Incident Information Q)
Incident Raole Costto victim  School of Residence Last Change Date Last Change User
COffender v I Hope High School IEIEJ?ZIZEIH 14:47:00 User, Admin
[~ Explained To Student [~ Teacher Conference
comment [§5] @
E
4
Private Comment 5]
E
4
Disposition Information (]
Hours Days Demerits Hearing Office Disposition  Hearing Oifice Disposition Date
0 [3.00 0 Recalculate Demerits | | - | |
Disposition Add Wizard Add (%]
HE It art Date Date Detail | Ho Da aff Hame ATR
ode
Actions withir % | 08/13/2011 06/15/2011 & 3.00 User, Teacher b b

Show Detail, Students Involved Section
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3. The following information may be modified on the Student Incident Detail tab:

Print Disciplinary Action Form button — prints either the form itself or a letter
to be mailed to the parents. To print the letter, select the type of letter in the
Merge Document list and the desired language in the Merge Language list. To
print the form, leave both the Merge Document and Merge Language fields
blank. An example form and letter are at the end of Chapter Five in this guide.

Incident Role — the same field as displayed on the main screen of the
Participants tab, this drop-down categorizes the role of the student in the
incident.

Cost to Victim — if this person was a victim, the cost they incurred as a result of
the incident. This might include medical expenses or the replacement of a
stolen or damaged item.

Explained to Student and Teacher Conference — if the incident and its
accompanying disposition has been explained to the student, or if there was a
teacher conference regarding the incident, check the appropriate box.

Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

Demerits and Recalculate Demerits — the number of demerits is calculated
based on the violations selected and the demerits assigned each violation, or it
can be manually entered. To recalculate the demerits based on the violations,
click the Recalculate Demerits button.

Hearing Office Disposition and Hearing Office Disposition Date —if a
hearing office was involved in the restrictions and/or disposition, the disposition
determined by the hearing office can be selected, and the date of the disposition
can be entered in M/D/YY format or selected by clicking on the Calendar
button.

Note: There are two ways to add a record of the disposition, or action
taken, regarding the incident. The Add button adds a row to the grid and
enables you to enter only the most basic information about the
disposition. The Add Wizard button opens a window where you can add
a disposition with much detail.

To use the Add button, follow steps 4-6 below. To use the Add Wizard
button, follow steps 7-9.

4. Click the Add button.

Disposition | Add Wizarc(" Add bO
% | | [Detail [Hours [Days = |
ol | v v v

Adding a Disposition Record using the Add button
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5. Enter the following information for the new disposition record.

Disposition Code — the category or type of action taken.

Start Date and End Date — the starting and ending dates for the action that was
taken. Type dates in M/D/YY format, or select using the Calendar L button.

Hours and Days — enter the number of hours and/or days for which the action
was taken. For example, it could be the number of hours in detention or the
number of days the student was suspended.

Staff Name — select the staff member who administered the disposition from the
drop-down list.

ATR - select the attendance code that is used if the action results in an absence
in the student’s attendance records.

Click the Save button at the top of the screen.

To add a disposition record using the wizard, click the Add Wizard button. The
Student Disposition screen appears.

Save Close
Student Disposition d

| Informati |
Disposition Date  staff Mame
06/11/2011 v

Disposition Description (&)
Disposition Code Place Moved To Modification Althority Code
v - b

Additional Text 5] @ comment 57 @
=l =l

[ [~
Dates (6]
Start Date End Date Disposition Review Date Completed Recelves Support Services
r r

Attendance Reason Code Hours Reassignment Days

£

Assigned Start Date Assigned End Date

Expulsion Modified Days Reduced Did Return
r I— r
Manifestation Q)
hanifestation Determination Manifestation Meeting Manifestation Meeting Date AES Type
r r b
Referral To Law Enforcement (6]
Hearing Review Date Referral Results Folice Report Mum
v

Student Disposition Screen, Add Mode

8. The fields highlighted in green are mandatory. The information that can be added to
the disposition is:

Disposition Date — the date the action was taken. The date should be entered
in the format M/D/YY or may be selected by clicking the Calendar L button.

Staff Name — select the staff member who administered the disposition from the
drop-down list.
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o Disposition Code — the category or type of action taken.

e Place Moved To - if the student was taken to another location, the name of the
place to which the student was moved.

¢ Modification — if a modification was made to the disposition, the type of
modification made.

e Authority Code — if a modification was made, the code indicating under whose
authority the modification was made.

e Zero Tolerance — indicates whether this offense is of a type that requires
specific action due to its severity.

e Restraint Type — if restraint was necessary, an indication of the means.
e Additional Text — any additional information about the disposition.
¢ Comment — any comments about the disposition.

e Start Date and End Date — the start and end dates of the action taken. Type
dates in M/D/YY format, or select using the Calendar t# button. If the action
results in an absence, the absence is recorded for this date range.

e Disposition Review Date — the date the disposition should be reviewed. The
date should be entered in the format M/D/YY or may be selected by clicking the
Calendar % button.

e Completed - if the disposition is complete, check this box.

e Receives Support Services — if the student receives support services, check
this box.

e Attendance Reason Code — select the attendance code that is used if the
action results in an absence in the student’s attendance records.

e Hours and Reassignment Days — enter the number of hours and/or days for
which the action was taken. For example, it could be the number of hours in
detention or the number of days the student was suspended.

o Assigned Start Date and End Date — the original dates assigned for the
disposition. These may be different than the actual start and end dates. Type

dates in M/D/YY format, or select using the Calendar k& button.

e Expulsion Modified — check this box if the student was expelled, and the
expulsion was modified from the original length.

e Days Reduced - if the expulsion was modified and the number of days
reduced, enter the number of days by which the original expulsion was reduced.

e Did Return — check this box if the student returned to school

¢ Manifestation Determination — if the student also receives special education
services, a separate meeting or review may take place. If thereis a
determination made, check this box.

¢ Manifestation Meeting and Manifestation Meeting Date — if a meeting occurs
in conjunction with the determination, check the box and enter the date of the
meeting in the format M/D/YY or select it by clicking the Calendar k& button.
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10.

11.

e AES Type —if an alternative to external suspension (AES) was agreed on for
the student, the type of alternative can be selected here.

o Hearing Review Date — the date to follow up regarding the referral to law
enforcement. Type the date in the format M/D/YY, or select it by clicking the
Calendar [ button.

e Referral Results — the results of the referral to law enforcements, such as
misdemeanor charges or no action taken.

¢ Police Report Num — the number of the police report.

e Was Referred to Law Enforcement — indicates whether the offender was
referred to local law agency (as required for some offenses).

Click the Save button at the top of the screen.

After adding the disposition through either the Add button or Add Wizard, you can
edit it by clicking on the green plus sign in the Detail column.

Disposition [AddWizard [ add  |Q
% = el = [Deail = [ Days < | ~[am |
| Suspension ¥ 031072011 03/24/2011 ( -,'-") McGrew, Tom ¥ | ||[Unx v

Disposition Records, Detail Button

The Student Disposition screen appears. The information that can be added or
changed is largely the same as in the screen that appears when you click the Add
Wizard button. The one difference is the Associated Violations section. In this
section, check or uncheck the box to associate the violation with a particular
disposition.

Student Disposition [«
Student Name: Abbett, Billy C. Schoal Name: Hope High School  Grade: 12

Disposition Mumber Disposition Date  Staff Name
3 061152011 [P User, Teacher v

Disposition Description (%]
Disposition Code Sub Category 1 Place Moved To Modification Authority Code
Actions within Due Process ~ | |Disciplinary Hearing v H v b

Additional Text [§7] @ Comment 55 @

= |

-] -]
Dates ("]
Start Date End Date Disposition Review Date Completed Receives Support Services
3201 3] |p3ns201 r r

Attendance Reason Code Hours  Reassignment Days
b 3.00

Assigned Start Date Assigned End Date
7 7
Expulsion Modified Days Reduced Did Return
r l— r
Manifestation (]
anifestation Determination Manifestation Meeting Manifestation Meeting Date AES Type
r r A
Referral To Law Enforcement ("]

Hearing Review Date Referral Results Police Report Num

i) -
| \ |

I Aggression = Fighting
Student Disposition Screen, Edit Mode
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12. The Incident Detail tab of the student detail is the same information found on the
Information tab of the Incidents screen. It shows a summary of the incident and the
incident location. After editing this information, click the Save button.

‘H\deDEtail H Chooser ‘0

Students Involved

4| Abboit Billy C_ Student Incident Det: Incident Detail | |Qrident Violations = Additional Information = Enroliment Restrictions
“JAcosta, Kathleen D. Incident ID Incident Date’ eferred By

| Taggant Jeremy . [ | [03/08/2011 | [wilson, Rob] Jones, David|
Incident Date Incident Time Referrer Last Name  Referrer First Name  Referral Date
03/09/2011 [715Pm |[Jones | David | 031072011
Entered By Incident Context Code
‘W\\snn_ Rob vHOutslde School Hrs, Mon-sch Sp v
Description ] Q Private Description [55] G

Two students had an altercation before the home football
game. A separate student, not involved in the altercation,
'was injured during the incident.

Incident Locations Add Q@

ocatio ocation Te

[ Athletic Field or Playground v [5] @ Football field
Incident Detail tab, Participants tab

13. On the Incident Violations tab, the student may be associated with the different
violations assigned to this incident by checking or unchecking the box in the
Committed Violation column. For example, if multiple students are involved in an
incident not all of them may be associated with all of the violations. On this tab the
correct violations may be associated with the student. By default, the violations are
associated with all students with a role of offender.

Students Involved | Hide Detail | chooser | @

[ Line[student Name
J Abbott. Billy C. Student Incident Detail _Incident Deff™ Incident Violations PyAdditional Information  Enroliment Restrictions
[ Acosta, Kathieen D. Incident ID Incident Dale Entered By
[ Taggart. Jeremy . | | [03/09/2011 | [wison, Rob| [Jones, David]
Incident Violations Add (#]
tted Violatio = Descriptio
v 2 Fighting
v \E Disorder Cond |

Incident Violations, Student Detail
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14. The Additional Information tab contains detailed information regarding the student
injuries and any other information. The information that can be added is:

[ Students Invalved [ Fide Detail | chooser | @
Abbott, Billy © Student Incident Detail | Incident Detail  Incident \/lnlatmn( Additi I Infarmation DEnmllmem Restrictions
acosta, Kathleen D INCIENt ID Incident Date Entered By ReTerred By ~—————
] Tagoart, Jerermy b [2 | [03/09/2011 | [wilsan, Rob| [Janes, David]
Injury Information &)
™ Injuries Sustained [~ Serious Bodily Injury
Injury Description 5] @
=l
-
Comments (&
Additional Info [35] &
=l
|
Suspension Information Q|
[~ Student Conference Held Prior to Suspension
Reason Conrerence Not Held Priar Ta Suspension [ G
I
[~ Parent Contacted About Suspension
Wethod Used to Contact Parent
-
Efforts to Contact Parents Include [3] G
=
I
I~ Suspension Conference
Conference Date Conference Time
i
Reason Suspension Conference Mot Held [§) @
|
[

Additional Information tab, Student Detail

e Injuries Sustained and Serious Bodily Injury — if the student had any injuries
or a serious injury, check the appropriate boxes.

e Injury Description — enter a description of the injury.
e Additional Info — any additional information about the incident.

e Student Conference Held Prior to Suspension — check this if a student
conference was held regarding the student’s suspension.

e Reason Conference Not Held Prior To Suspension — describe the reason a
conference was not held.

e Parent Contacted About Suspension — check the box if the parent was
contacted about the student’s suspension.

¢ Method Used to Contact Parent — select the method used to contact the
parent about the suspension, such as phone or letter.

e Efforts to Contact Parents Include — enter more detailed information about the
methods used to contact the parents, particularly if contact was not made.

e Suspension Conference — check this box if a suspension conference was held,

e Conference Date and Time — enter the date and time the conference was held.
Type dates in M/D/YY format, or select using the Calendar L button.
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e Reason Suspension Conference Not Held — describe why a suspension
conference was not held.

15. The Enrollment Restrictions tab outlines any restrictions on the student enrolling

16.

in schools within the district as a result of the disciplinary incident. The information
contained on this tab is also displayed on the Other Info tab of the Student screen.
The information that can be entered here is:

[ Students tnvolved [[Fide Detail || _chooser | @

Abbott, Billy C Student Incident Detail | Incident Detail | Incident Violations__Additional Ianrmatm( Resmmin;|

Acosta, Kathleen D Incident ID Incident Date Entered By Referred By

Taggart Jeremy M 2 | [03/0912011 | |Wilson, Rob| [Jones, David|
Enroliment Restriction Hearing Office Disposition  Hearing Office Disposition Date
Altenative Placement v v
School Type Enrollment Restrictions [
School Type Include/Exclude [School Type
Include ~||I” Elementary School I” Middle School W High School ™ Special School
Organization b = Add
< [ Line| =] =
- ‘ ‘Kennedy High School+ Exclude b

Enroliment Restrictions tab, Student Detail

o If the student is restricted in their enrollment options, the type of Enrollment
Restriction can be selected. When a student is enrollment restricted, a transfer
to a school that is excluded is blocked with the message “Student has an
enrollment restriction and cannot be enrolled in this school.”

¢ If a hearing office was involved in the restrictions and/or disposition, select the
disposition determined by the hearing office in the Hearing Office Disposition
field, and enter the date of the disposition in the Hearing Office Disposition
Date box in the format M/D/YY or select it by clicking the Calendar L+ button.

¢ If the restriction is specific to a type of school, select the type of school that is
excluded or included under School Type Exceptions. Also check the boxes to
indicate the type of schools are excluded or included under School Type.

e Specific organizations can either be included or excluded as well from the
enrollment restriction, as outlined in the Organization Exceptions section. For
example, if the student has a restriction but a school is included in the
Organization Exceptions, that is the only school in which the student may
enroll. To add an organization, click the Add button in the Organization
Enrollment Restrictions section and a new blank line is added. Click the gray
arrow in the Organization Name column, and select the school on the Find
School screen. Select whether the organization is included or excluded from
the enrollment restriction in the Include/Exclude column.

The section at the bottom of the Participants tab, Other Persons Involved, lists
any people other than students that are involved in the incident. On the main
screen, the information that can be changed includes the Last Name, First Name,
and Middle Name, Gender, and their Relation to School such as security staff,
parent, or visitor. Choose their role in the incident such as victim or witness in the
Incident Role list, and check the Injuries Sustained box if they were injured during
the incident. To remove a person from the list, check the box in the X column.

Other Involved Persons [ add [ showDetail |@
o |

| | |
ul Srnith Karl M ||| Security Staff || Bystander or witness ¥ r

Other Involved Persons section, Participants tab
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17. Additional information about each person involved can be edited in the detalil
screen. To access the detail screen, click the Show Detail button in the Other
Persons Involved section.

Oibor bnvaheed Porsons

7] Fads Dela | i
; -
‘ Jacobs atlan [~
st Bam Middi= Name _ Lasst Name Gl
E acobs

Comenent B

Detail Screen, Other Involved Persons Section

18. Information not included in the main screen that can be edited here is:

19.

20.

Suffix — the suffix of the involved person’s name, such as Jr or Sr.
Birth Date — the date of birth of the person.

Relation to School Other — if the person’s relationship to the school is not
shown in the Relation to School list, enter the type of relationship here.

Type of Employment — if the other person is an employee, the employment
relationship with the school such as certified or contracted

Serious Bodily Injury — if the person incurred a serious injury, check this box.
Injury Description — enter a description of the injury here.

Cost to Victim — if this person was a victim, the monetary damages they
incurred due to the incident. This might include medical expenses or the
replacement of a stolen or damaged item.

Additional Info — any additional information about the person involved.

Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

If the other person also committed a violation, click on the Incident Violations tab
of the Other Involved Persons section. To associate a violation with the person,
click in the box in the Committed Violation column. To add an additional violation,
click the Add button in the Incident Violations section.

Other Involved Persons Add H Hide Detail ‘

‘ Infurmalimm il m | —

W] Smith |ncidemvhu‘an¢ _— ([ )
"1| violation

- J ATT - Leaving School Grounds without Permission
Incident Violations tab, Other Involved Persons Section

Select the violation Category from the drop-down. If the category selected has a
subcategory, another drop-down appears. Select the subcategory in the list, and a
third violation list appears if the subcategory has a detail level below it. Select that
one as well, and Additional Text may be added to further define the violation. If
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desired, a Severity Level can also be assigned. Click the Save button to add the
new violation.

‘ Save P Close

Incident Violation [«

_ Violation |
Category Severity Level
v

Additional Text 5= G

Incident Violation Screen

21. Click the Save button at the top of the screen.

To edit the information on the Violations tab of the Incidents screen:

1. Click on the Violations tab of the Incidents screen.

Incidents

IPEient D 2 inceiest ate: GIUKINNY  Raterrd By Sorms, Gavid Estaved By: Wikson, Bols  Ciganization iaess: Hope High Schoot
rer Last Name  Referrer First Name  Referral Date Staff Name:

Date i m.

309201 [P TISPM 2 lones [David 03102011 [ Wilsen, Rob v

el Hotily Law Esuoeceient

Violations tab, Incidents screen

2. To add a new violation, click the Add button in the Violations section. The
Incident Violation screen appears.

Save Close
Incident Violation [«
_ Violation |
Categony Severity Level

v

Additional Text [&] @

|
|

Incident Violation screen

3. Select the Violation Category from the list. If the Category has a sub-level,
another list appears. A third list appears if the subcategory selected has further

detail.

Category wiolation wiolation Detail
ALCOHOL & DRUGS - lllicit Drug v | |Use ~ | |Marijuana b
Violation Category Drop-Downs

4. If desired, enter a Severity Level for the violation.
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5. Enter information in the Additional Text box if more information is needed to
describe the violation.

Additional Text [5G

-

[

Additional Text, Incident Violation screen

6. Click Save at the top of the screen to add the new violation.

Incidents [«
Incident ID: 2 noesnt Date: GRS Raterred Dy Jones, David ! et
Information | Participarts lations | Documents
Cate __ Time incioent 1D Referrer Last Name  Referrer First Hame  Riferral Date  Staff Name
loavoemor1 [P [rsem | [dones [Dawe |oarozzon |Wilsen, Ret - P

Violations tab, Incidents screen

7. To see and enter additional information about the violation, click the Show Detail
button in the Violations section. Check or uncheck the Committed Violation box

on the Participants tab to indicate which students or other participants committed
the violation.

Incidents
Incident 107 2 wcgeglDy

03082011  Relered By. Jones, David  Enbersd By. Wilson, Rob  Organization Neme. Hope High School
Informaticf” iParticipants | )ialstions | Documens
Date b1 Incident 1D Referrer Last Name  Referrer Firsl Name  Referral Date
lopoann [P [Tisem 2 Lones {Davd

2 Totwls %
Offender Victim  Bystanaer or Witness

| i

Students Involved

| Hide Detan | Chooser |3

Student Incident Detal  Incident Detail | ‘ncldent
Incident ID Incicent Date Entered By  Referred By

12 | (020812011 | [Wiison. Reo| [Jones. David

| Additional Information | Enroliment Restrictions

“|acosta, Kathieen D
B! Taggart, Juremy M

A O

[ 2
v 5

Participants tab, Violation Detail
8. The information in the Additional Text box can be edited or added if more

information is needed to describe the violation. You can change the violation
categories by selecting different values in the lists.

Fighting
Disorder Cond

Incidents L
INCIGEnt 10 2 incient Date: 03092911 Referred By: Jones, David  Enteres Oy ot School
Inemation | Participa: - e
Date Time WENLID  Referrer LastName Referer First Name  Referral Date  Staif Name =
lozoazott [P fraem 2 Dons: [enaut 03402011 [P [ Wilsan, Rob -
Violations Ade | Hide Detall [y
Fighting FanicpALs  Violaton
Disorder Cond MumEer . ion
2 [Fighting
(Categary Severtty Level
(Fighting w1
Mdih{mulTﬂlQ

Violation tab, Violations De?ail

9. Click the Save button at the top of the screen to save the changes.
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To edit the information on the Documents tab of the Incidents screen:
1. Click the Documents tab of the Incidents screen.

Incidents

Incident ID: 2 incident Date: 03/0912011  Referred By, Jones, David  Entered By: Wilson, Rob  Organization Hame: Hope High School

Information | Participants Vm\al\uns‘ D }
Date Time IncidenSwamRaserrr Last Name  Referrer First Name  Referral Date  Staff Name

03/09/2011 [715Pm |2 lJones [David 03/10/2011 Wilson, Rob ~ P
Documents U ~ Jo
5 [ tine| & B = =
CI 0372011 Police Report v Hape High Shcool Incident jpg i
Documents tab, Incidents screen

To add a new document, click the Add button in the Documents section to add a
new document. The Attach Documents box opens.

Attach document

Steps To Upload Image:

1) Click Browse and select the file you wish to upload

2) Click Upload
===
‘ Upload |
S—

Attach Document, Documents tab

3. Click the Browse button to locate and select the document, and then click the
Upload button to save the document.

4. Click the Save button at the top of the screen.

To remove a document, check the box in the X column next to the document to be
removed, and then click the Save button at the top of the screen.

To edit the top row of information in the Incidents screen, including the Date, Time,
Referrer Last Name and Referrer First Name, Referral Date, and Staff Name:

1. Click on the Menu button at the top of the screen.
| \(9 \CD \)D ;“;‘} ‘ Save | Undao | Add | Delete | Status: Ready | .{e @@
Tncidents («

7\

Incident ID: 1 Incidert Date: 042752011 Referred By: Smith, Joe  Entered By: MeGrew, Tom  Crganization Name: Hope High School

Information | Participants  Violations  Documents

Date Time Incident ID Referrer Last Name  Referrer First Name  Referral Date Staff Mame
04/27/2011 [5:00 Am 1 Stnith Joe 0442872011 WeGrew, Tom v
Description [ & Frivate Description [E5 )
Biilly threw a spithall =] =]
[ =
[~ Gang Related [~ Hate Related

Incident Cost  Incident Context Code

Incident Context Comment [
During School Hrs

b |during Sth period :I
Incidents Screen, Menu Button
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2. Select Edit Schoollncident Data.

"iew Audit Detail For Incidents|
Incidents Screen, Menu Options

3. The boxes for the top row of information turn white. Click in the boxes and edit the
text as needed.

Incidents [«
Incident 10, 2 incoent Date: 03092011 Federred By Jones, David  Essered By Wilson, Rob  Organtzston Name: Hope High School

Violabons | Documents

lnhmmn Paticipants

naznn i) '."T:I"M rz'CI 'Jme;m = EJMsonaF?:b | ]
Incidents Screen, Editing School Incident Data

i T
031002011

4. Click the Save button at the top of the screen to save the changes.
DELETING INCIDENT RECORDS

To delete an incident record completely:

1. Remove all violations recorded for the incident by clicking on the Violations tab and
check the boxes in the X column for all violations. Click the Save button at the top
of the screen to delete the records.

Violations Add Show Detail [

Line |Category [Violation Detail Severity Level Motify Law Enforcement
(| AGRESSION - Fighting

Deleting Violations

2. Remove the dispositions assigned to the students by clicking on the Participants
tab, and select Show Detail for each student. Scroll down to the bottom of the
Student Incident Detail tab, and check the box in the X column for all disposition
records. Click the Save button at the top of the screen to delete the records.

Dlspusmun Add Wizard Add ("]
ne Disposition Code |Start Date End Date Detail Hours (Days (Staff Hame ATR
211 Actions Com; +| 03162010 03/20/2010 & McGrew, Tom v[zus v

Deleting Dispositions

3. Remove all participants by clicking on the Participants tab, and checking the boxes
in the X column for both the students and the other persons involved. Click the
Save button at the top of the screen to delete these records.

Students Involved Shaw Detall Chooser | ()

[7 [Lne[StudentName  [Gender [Grade [IncidentRole |[Injuries Sustained [ViolationList ___[School Of Enroliment
(%11 Abbott, Bily C [Offender ~— ¥| AGRESSION - Fighting |Hope High School
[l Acosta, Kathleen D. Victim Kennedy High School
[l Adams, Albert R. Offender AGRESSION - Fighting |Kennedy High School

Other Involved Persons Show Detail | (¥

e Haime Gender |Relation To School Incident Role IMIES
Last Name First Name Middle Name Sustained

M | |Security Staff ~ || Bystander or witness =~ v
Deleting Participants
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4. Remove all locations by clicking on the Information tab and checking the boxes in
the X column for all locations. Click the Save button at the top of the screen to

delete.
Location Add | (]
= | |
Iv| Other Outside Area b @ =

Deleting Locations

5. Remove all other schools by clicking on the Information tab and checking the

boxes in the X column for all other schools. Click the Save button at the top of the
screen to delete the records.

Other Schools

‘ Chooser ‘O

b

rd

Kennedy High School

Deleting Other Schools

6. Click the Delete button at the top of the screen to delete the Incident record.

ene] @D B | 5

Save | Unda | add (rDeIete‘D
h_y -

Incidents

MENU OPTIONS

Incidents Screen, Delete button

Incident I0: 2 Incidert Date: 10/11/2008 Referred By: Jones, David  Entered By: Wilson, Rob

At the top of the Incidents screen, a Menu button provides access to additional information
regarding the incident.

ene]l @ QB | 55

[[Edit Schoal Incident Data
Wiew Audit Detail For Incidents

Incidents Screen, Menu Options

The options available under the Menu button are:

e Edit School Incident Data —enables editing of the top row of data. For more

information, see the section on Editing Incidents in on page 44.

e View Audit Detail For Incidents — displays the Audit Trail History screen,
which lists all changes made to the incident, including who made the changes

and when.

Audit Trail History for Incidents

Audit Trail History [«
Properties [ show Detail |

| [ | | | |
L ScheolincidentOrganization SchincidentorgGu Delete <Link> ﬁ;i{ ??ﬁ?gug
| OrganizationvearGU  |Delete <Link> ﬁ;i{ ??ﬁggmg
| 2 SehincidentGu Delste <Link> |92, 05M6r2E09
A SchoolincidentLocation SchincidentGl Delete <Link> ﬁ:i{ ?_5’/;_6’13209
| Location Delete 1" ?:i{ ?_5//;_6/13209
| LocationText Delete :‘;Etba\\ g:?{ ?_5//;_6/1?209
| SchincidentlocationGU Delete <Links= g:?{ ?_5//;_6/1?209
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The Print Page button at the top of the screen may be used to print the information on the
Incidents screen.

]| @ DB (&) ez | s |

Print Page Button

The Print Page button prints the information exactly as it is displayed on the screen, and
does not show the information available using the scroll bars.

Hope High School (2008-2009 : Show active and inactive) User: Acmin User

e | DD | 55| s e | sag | oden Form Staus: ey lpdate Mode) | 2]
Incidents N
InGident ID° 2 inesent Dater 1011112008 Retemes By Jonss, David  Enéersd Sy Wilson, Rob  Organizatin Nams: Hops High Senool
ion | Participants _ Violations
Date Time Referrer Last Name __ Referrer First Name __ Referral Date Staff Name
ioii2008 EJ [15PM [ones [David 10112008 ) Mwisen, Rab 5

Descripio

Tws
game

I Gang Related [~ Hate Related
Incident Cost _ Incident Context Code Incident Context Comment fF]@
Ater School Hours =1 =
Location Add [+
K| Linel Location Location Text
| =] 1 on School Bus v ER B

Other Scheols.
X | Lind Organization Name

School Year
[ Kennedy High School 2008-R

Printed Incidents Screen

VIEWING STUDENT INCIDENTS

The Student Incident screen is at Synergy SIS > Discipline > Student Incident.

To find a student’s discipline incident records, there are two methods: Scroll and Find.

To scroll through the student records to find the student:

1. Click the Next button () at the top of the screen to advance to the first student’s
records. Records are sorted alphabetically by last name, so the first student to
appear most likely has a last name that starts with A.

% & Quick Launch L(H
I RO FIEES
ERERG Student Incident
::iendance Student Mame: Schooh Stetus Hameraam

Next button

2. To scroll in reverse alphabetical order, click the Previous button.

: ’ﬁ Quick Launch

fi |
:ESD ) AN @‘gj‘ Fd | Undo
WNergy

v synergy SIS Student Incident
:itztendance Student Name: School Status:  Homeroom:

Previous Button
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3. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:
1. Click the Find Mode button.

uj"«) f'}})
Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

[weruv] [ (D @ B | &5 | [ _rna || v
Student Incident

Student Mame: Schoo:  Status:  Homeroom:

pline wine History
Last Name First Name Middle Name  Suffix Ferm 1D Grate Gender
I /| | | | 3 3

cident ‘ Craate New Incident ‘

Finding By Last Name

3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen appears. Then use the Next button if needed.

Note: In the Find Mode, students can also be found by searching by
any of the yellow fields on the screen. Entering anything in any box but
the first one bring up a pop-up window with a list of students matching
the criteria entered. To select a student, click on their name and their
student record appears in the Student Incident screen. Close the pop-
up window after selecting the record. For more about finding students in
any screen, please refer to the Synergy SIS — Student Information User
Guide.

Once the desired record has been located, the information in the Student Incident screen
is:

1. The Discipline tab lists all discipline incidents in which the student was listed as a
participant. The student was not necessarily the offender in all incidents in the list,
but may have also been a victim or witness.

Student Incident
Student Name: Abbett, Billy C. Schoot Hope High School  Status: Active Homeroom: 403
. Discipline |_Discipline History

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender

Abbott [Bilty e 905483 12 v |Mae v

Add Exsting Incdent | Create New Inddent |

Counts and Totals Q|
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits

Hispanic v e o [0 [o

Discipline Incidents [ Show Detail | @
- | = | | | |

- 05/03/2011 11:00 AM op | Offender + | Maloney. John |Drug/possession > Drug /Possession; Deadly Weapon |Weathers, Julia Hope High School
I 04/27/2011 )| 9:00 AM o || Offender ~ || Smith, Joe Discrimination; Academic/cheat > Cheating; Acad.. McGrew, Tom |Hope High School
I~ 03/09/2011 [ 715 PM &k [Offender | Jones, David  |Fighting: Disorder Cond Wilson, Rob  [Hope High School

Student Incident Screen

2. Across the top of the tab is the student information: Last Name, First Name,
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade
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level), and Gender. This information is displayed on the top of any student-related
screen, and it can only be edited in the Student screen. Other information
displayed on this tab is specific to the Student Incident screen.

| Discipline |_Discipline History
Last Name First Name Middle Name Suffix Perm ID Grade Gender
|Abbott |Bilty [c [a05483 12 v [Male

Student Information Row

3. Inthe Counts and Totals section, it shows the student’s Resolved Race/Ethnicity,
and their Instructional Setting. It also displays the number of Total Incidents for
the student, and the Total Hours, Total Days, and Total Demerits that the student
was suspended, in detention, etc.

4. For each incident, the following information is displayed:

Discipline Incidents | Show Detail |
| [oetail

- 05/03/2011 [ 11-00 AM gh || Offender + | Maloney, John |Drug/possession > Drug /Possession: Deadly Weapon \Weathers, Julia|Hope High School

| 04/27/2011 9:00 AM oi | Offender + || Smith, Joe Discrimination; Academic/cheat = Cheating; Acad McGrew, Tom |Hope High School

I~ 03092011 [F 715 PM o | Offender || Jones, David | Fighting; Disorder Cond Wilson, Rob | Hope High School

Discipline Incidents Section, Student Incident Screen
e Date and Time — the date and time of the incident.
¢ Role —the role the student played in the incident, such as offender or victim.
e Referred By — the person who referred the student to the disciplinary process.

e Referrer Type — the position of the person filing this report, such as teacher or
cafeteria staff.

e Violation List — the violations committed by the student during the incident.

e Staff Name — the name of the staff member who handled the disciplinary
process.

e School Name — the name of the school in which the student was enrolled when
the incident occurred.

e Disposition Code — short description, as defined in District Disposition Code
Setup, that applies to this disposition.

5. There are two ways to view more information about each incident. Click the green
plus sign in the Detail column to open the Incidents screen, with details about
violations. Click the Show Detail button to see interventions and enrollment

Student Incident =
Student Name: Abbott, Billy €. Sctost Hope legh School St Acsve  Homroe 401
Uiscipline |
Last Name: Fi Name Migdie Name  Suffix Perm ID Grade Gender
b [Baly 5 [ [205283 12 v Male
Ack] Exiatr Iniehent Ereate Hew Inddent |
[Counts and Totais 9
(FResoived Race/Emnicity Instructional Sefting Total Incidents Total Howrs TotalDays Tolal Dements |
| Hinpanic “ =3 o 00 o P
Discipline Incidents
i : TP T .
| L il |
Joseazott PR 1100 aM g \Ofander v | Maloney, John |Drug/possession > Drug Possession, Deadly Weapon | Weathers, Julia Hope High Schoal
2201t [P sooam | B Josseder | Smith, Joe | Discrimination. Academicicheat > Cheating; Acad McGraw, Tom |Hope High Senool
02011 [P TI5PM i Jf Oferder | Jones, Dmnd | Fighting: Disorger Cong Wilson. Rob | Hope High School

Student Incident Screen, Plus Sign or Show Detail Button
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6. After you click Show Detail, select the incident to view by clicking the Line number
for the incident on the left. The detail appears on the right. The first tab is Student
Incident Detail.

Student Incident Delaill Deident Detail | Incident Violations  Interventions  Additional Information | Enrollment Restrictions

Incident ID Incident Date Entered By Referred By Referrer Type

|22 | [11/13/2012 | |User, Admin| |user, admin] |
Print Discipline Report (]
Merge Document Merge Language
Print Disdplinary Action Form | by by
Student Incident Information (]
Incident Role Cost to victim  School of Residence Last Change Date Last Change User
Offender v 111/13/2012 14:15:00 User, Admin

Incident Role Description 55 @

Explained To Student Teacher Conference Disability Manifest

Comment [§%] Q@

Private Comment 5]

Offender Information (o]
Motivation

Motivation Description [ @

Dispesition Information (]
Hours  Days Demerits Hearing Office Disposition  Hearing Office Disposition Date
Recalculate Demerits w
Disposition [AddWizard | Add | @
x g g - [petai hours ~[oays = = [amm =
= - B

S%w Detail, Student_lncident Tab

e Print Disciplinary Action Form button - this button prints either the form itself
or a letter to be mailed to the parents. To print the letter, select the type of letter
in the Merge Document list and the desired language in the Merge Language
list. To print the form, leave both the Merge Document and Merge Language
fields blank. An example form and letter are at the end of Chapter Five in this
guide.

¢ Incident Role — the same field as displayed on the main screen, this
categorizes the role of the student in the incident.

e Cost to Victim — the amount of money the victim(s) incurred due to the incident.
the amount of monetary damages the victim(s) incurred due to the incident.

e School of Residence — the school the student would attend, based on address.

e Last Change Date — the date when this incident record was last edited.
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e Last Change User — the user who made the last edit.

e Incident Role Description — additional details about the activity of this
individual in the incident.

o Explained to Student and Teacher Conference — if the incident and its
accompanying disposition has been explained to the student, or if there was a
teacher conference regarding the incident, the appropriate box is checked.

¢ Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

¢ Motivation — the reasoning behind the behavior (from lookup table
K12.Discipline > Offender Motivation).

¢ Motivation Description — additional details regarding motivation.

e Demerits and Recalculate Demerits — you can type the number of demerits, or
click Recalculate Demerits to have Synergy SIS calculate demerits based on
the violations selected and the demerits assigned to each.

e Hearing Office Disposition and Hearing Office Disposition Date — the result
of the hearing office’s investigation and the date of their decision.

7. The Disposition section displays all actions taken with regard to this student as a
result of the incident. For each disposition, the following information is listed.

Disposition [ Addwizard | Add  |@
x : : = [petai|Hours = [oays - = [aw =
[ Suspension | ||04/28/2011 05/12/2011 i Weathers. Renee | Unx [

Disposition Section, Student Incident Detail tab
¢ Disposition Code - the category or type of action taken.
e Start Date — the date the disposition action started
e End Date — the date the disposition action ended.

e Hours and Days —the number of hours and/or days for which the action was
taken. For example, it could be the number of hours in detention or the number
of days the student was suspended.

e Staff Name — the staff member who administered the disposition

e ATR - the attendance code used if the action resulted in an absence in the
student’s attendance records.

8. Additional details about the disposition are also available. To view the details of the
disposition, click on the green plus sign in the Detail column.

Disposition [ AddWizard | Add |
X - R = [petafours < [oays - EEE
| Suspension v ||04/28/2011 05122011 ] Weathers, Renee ¥ ||Unx »

Disposition Records, Detail Button

64 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Discipline and Conference User Guide

9. The Student Disposition screen appears. It contains the following details:

Student Disposition 4
Student Name: Abel, Albert R. School Name: Hope High School  Grade: 12
| ion |
Disposition Number Disposition Date Staff Name
10 11/13/2012 User, Admin v
Disposition Description @
Disposition Code Sub Category 1 Place Moved To Modification Authority Code Zero Tolerance Restraint Type
Detantion - b v - -
Additional Text 3] Q Comment [ &
Dates ("]
Start Date End Date Disposition Review Date Completed Receives Support Services
v
Aftendance Reason Code Hours  Reassignment Days
v
Assigned Start Date Assigned End Date
£

Expulsion Modified Days Reduced Did Return

GFSA Modification Description [35] @

Manifestation Determination Manifestation Meeting Manifestation Meeting Date AES Type

v

Referral To Law Enforcement @

Hearing Review Date Referral Resulis Police Report Num Was Referred to Law Enforcement

[ v

Associated Violations [£]

<l

Academic/cheat > Plagiarism
Defiance

<

<

Disorder Cond

Student Disposition Screen
Disposition Number — the number assigned by the system to this disposition
Disposition Date — the date the action was taken.
Staff Name —the staff member who administered the disposition
Disposition Code — the category or type of action taken.

Sub-Category 1 and Sub Category 2 — if there are sub-categories selected for
the disposition code, those sub-categories will be displayed here.

Place Moved To — if the student was taken to another location, the name of the
place to which the student was moved.

Modification — if a modification was made to the disposition, the type of
modification made.

Authority Code — if a modification was made, the code indicating under whose
authority the modification was made.

Zero Tolerance — indicates whether this offense is of a type that requires
specific action due to its severity.

Restraint Type — if restraint was necessary, an indication of the means.
Additional Text — any additional information about the disposition.
Comment — any comments about the disposition.

Start Date and End Date — the start and end dates of the action taken. If the
action results in an absence, the absence is recorded for this date range.
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Disposition Review Date — the date the disposition should be reviewed.
Completed — if the disposition is complete, check this box.

Receives Support Services — if the student received some type of support
services, this box is checked.

Attendance Reason Code —the attendance code used if the action results in an
absence in the student’s attendance records.

Hours and Reassignment Days —the number of hours and/or days for which
the action was taken. For example, it could be the number of hours in detention
or the number of days the student was suspended.

Assigned Start Date and Assigned End Dates — the original dates assigned
for the disposition. These may be different than the actual start and end dates.

Expulsion Modified — if the student was expelled, and the expulsion was
modified from the original length, this box is checked.

Days Reduced — if the expulsion was modified and the number of days
reduced, this shows the number of days reduced.

Did Return — this box is checked if the student returned to school

Manifestation Determination — if the student also receives special education
services, a separate meeting or review may take place. If thereis a
determination made, this box is checked.

GFSA Modification Description — if the disposition varies from the
requirements of the Gun Free Schools Act, it can be noted here.

Manifestation Determination — if the student also receives special education
services, a separate meeting or review may take place. If a determination is
made, this box is checked.

Manifestation Meeting and Manifestation Meeting Date — if a meeting occurs
in conjunction with the determination, this box is checked and the date of the
meeting is entered.

AES Type — if an alternative to external suspension (AES) was agreed upon for
the student, the type of alternative is indicated.

Hearing Review Date — the date to follow up regarding the referral to law
enforcement.

Referral Results — the results of the referral to law enforcements, such as
misdemeanor charges or no action taken.

Police Report Num — the number of the police report.

Was Referred to Law Enforcement — indicates whether the offender was
referred to local law agency (as required for some offenses).

Associated Violations - the violations associated with a particular disposition.
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10. Back on the detail screen of the incident, the Incident Detail tab shows a summary
of the incident and the incident location. The information displayed here includes:

Student Incident 6
Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231
Discipline | Discipline History
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott Billy lc [ |a05483 12 v Male v
Quick Add Incident | Add Existing Incident | Create New Incident ‘
‘ Counts and Totals (%]
Discipline Incidents ‘ Hide Detail | (]
Student Incident Detail € Incident Detail cident Violations _Interventions | Additional Information ~ Enrollment Restrictions
- 05/17/2013 Incident ID Incident Date ;@eﬂerrea By Referrer Type
S o | [05/17/2013 | |wilson, Rob) [User, Admin| |
09/43/2012 Incident Date Incident Time Referrer Last Name Referrer First Name Referrer Type Referral Date
05/17/2013 12:16 PM User Admin ~ | |06/17/2013
Entered By Incident Context Code State Incident Number
Wilson, Rob * | |During Schoal Hrs e
Description [5G Private Description [ Q
Several students were involved in an altercation. -
Incident Locations Add | @ |

Incident Detall tab, Show Detail

¢ Incident Date and Incident Time — the time and date the incident occurred.

o Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date
— the name of the person who referred to the student to the disciplinary process,
and the date it happened. This person may be anyone, and does not need to be
a staff member.

o Entered By — the staff member who handled the disciplinary process.

¢ Incident Context Code — the incident context is the general timeframe such as
before school or after school.

e State Incident Number — if the incident is of a type that requires registration
with a state agency, the reference number can be reported here.

e Description — the details of the incident.

e Location and Location Text — where the incident took place. The Location is

a standardized list of places such as cafeteria or locker room, and the Location
Text can specify that location in more detail, such as which locker room.
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11. On the Incident Violations tab, a detailed list of all violations associated with the
incident is shown. If the student committed any of these violations, the box in the
Committed Violation column is checked.

Student Incident g

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Homeroom: 234

Discipline |_Discipline History

Last Name First Name: Middle Name Sufix ~ Perm ID Grade Gender
[Abbott Billy Ic [ [905483 12 v Male v
QuickAddTnddent | AddBxstngInddent | CreateNew ndent |
‘ Counts and Totals Q
Discipline Incidents Hide Detail |0
Student Incident Detail  Incident Det. Incident Violation Interventions | Additional Information Enrollment Restrictions
‘ 05/17/2013 Incident ID Incident Date Entered By Referted By Referrer Type
e o | (051712013 | [wison, Rob| |User, Admin| |
09/13/2012 Incident Violations [ ad |
7 5 Aggression > Disorderly Conduct None
~ 6 Aggression > Assault None
= 7 Aggression > Fighting None
* Incidents must be marked as Committed before a Severity can be assigned.

Incident Violations, Show Detail
12. The Interventions tab lists actions taken in response to the incident.

13. The Additional Information tab contains detailed information regarding student
injuries and suspension, if any. The information displayed is:

Student Incident 4
Student Name: Abbott, Billy C. Schook Hope High School  Status: Active Homeroom: 231
Discipline | Discipline History
Last Name First Name Middie Name  Suffix ~ Perm ID Grade Gender
[Abbott [Billy Ic |a0s483 12 v [Male v
‘ Counts and Totals Q
Discipline Incidents ‘ Hide Detail | QD
Student Incident Detail Incident Detail _Incident Violations _Interventions Additional Informatioij Enroliment Restrictions
‘ 05/17/2013 Incident ID Incident Date Entered By Referred By Referrer Type
01292013 o | 081712013 ] [wilson, Rob| [User, Admin| | |
09/13/2012 Injury Information (&
V|Injuries Sustained []Serious Bodily Injury
Injury Description 3| @
‘Cummems Ql
‘Suspensmn Information Ol

Additional Information tab, Show Detail

¢ Injuries Sustained and Serious Bodily Injury — if the student had any injuries
or a serious injury, these boxes are checked.

e Injury Description —a description of the injury.
e Additional Info — any additional information about the incident.

e Suspension Information — if the student was suspended, additional details
about the suspension such as details of the student conference and any contact
with the parents regarding the suspension.
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14. The Enrollment Restrictions tab outlines any restrictions on the student enrolling

15.

in schools within the district as a result of the disciplinary incident. The information
contained on this tab is also displayed on the Other Info tab of the Student screen.
The tab displays:

Student Incident G

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

Discipline | Discipline History

Last Name First Name Middle Name Suffix ~ Perm ID Grade Gender
[Abbott [Bilty [ [ [s05483 12 v Male v
| Counts and Totals Q
Discipline Incidents | Hide Detail ‘ (")
Student Incident Detail  Incident Detail  Incident Violations  Interventions | Additional Information (CEnrollment Restrictions >
‘ 05/17/2013 Incident ID Incident Date Entered By Referred By Referrer Type
011292013 l2 | (0511712013 | |wilson, Rob| [User, Admin| | |
09/13/2012 Enroliment Restriction Hearing Office Disposition  Hearing Office Disposition Date
Alternative Placement A -
| School Type Enrollment Restrictions @l
Organization Enroliment Restrictions Add ‘ Q ‘

Enrollment Restrictions tab, Student Detail

If the student is restricted in their enrollment options, the type of Enroliment
Restriction is shown. When a student is enrollment restricted, a transfer to a
school that is excluded is blocked with the message “Student has an enroliment
restriction and cannot be enrolled in this school.”

If a hearing office was involved in the restrictions and/or disposition, the
disposition determined by the hearing office is shown in the Hearing Office
Disposition field, and the date of the disposition is recorded in the Hearing
Office Disposition Date box.

If the restriction is specific to a type of school, the type of school that is excluded
or included is shown under School Type Exceptions. The type of schools are
either excluded or included as indicated under School Type.

Specific organizations can either be included or excluded as well from the
enrollment restriction, as outlined in the Organization Exceptions section. For
example, if the student has a restriction but a school is included in the
Organization Exceptions, that is the only school in which the student may
enroll.

The Discipline History tab of the Student Incident screen displays a summary of
the student’s discipline records from all schools attended and all school years.

Student Incident «

Student Name: Abbott, Billy C. Schoo: Hope High School  Status: Active  Homeroom: 231

Discipline C Discipline History

Last Mame Mame Middle Mame  Suffix ~ Perm D Grade Gender
| [Biny C | |ENETEE 12 v Male v
Discipline Incidents (5]
x [ | | |
ALCOHOL & DRUGS - lllicit Drug, Use, harin, Hope High 2008-
l 03A12/2009 |12:22 P Marijjuana Charlie McGrew, Tom School 3009
OTHER POLICY - Defiance or Disrespect; |Wheeler, Hope High 2008-
l 12/18/2008 | 10:40 At OTHER FO__ Cara Wilson, Rob School 5009
l 101172008 |7:15 PW | AGRESSION - Fighting Jones, David) Wilson, Rob g—;ﬂ%gn 3&%
. Weathers Hope High 2007-
l 05/11/2008 |7:38 AW | Technology, Improper Use Of Smith, Joe Julla School 5008

Discipline History tab, Student Incident screen
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ADDING STUDENT INCIDENT RECORDS
From the Student Incident screen, you can:

o Create a complete incident record (see next paragraph)

e Quickly add a minimal incident record, to be completed later (see page 74)
e Add a student to an existing incident (see page 76)

To create a complete incident record:

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right corner of the screen.

Hope High School
01212

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

o] | @ @ @ | £5(Ceae D s |
Edit Button
3. Click the Create New Incident button.

Student Incident €
Student Name: Abbott, Billy C. School: Hope High School Status: Active  Homeroom: 231
Discipline | Discipline History
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
Abbott [Billy c [905483 12 v [Male v

Qud Add Incdent | | acdExsting Incdent | (C_ Create New tncdent )

. —

Counts and Totals

Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic el il |1 |U |U 0 |[]

Discipline Incidents

Shnw Detail

_ Aggression » Disorderly
05/17/2013 12:16 PM User Admin

Conduct; Aggression = | Wilson, Rob
A

Student Incident Screen, Create New Incident Button
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4. The Incident Add screen appears, with mandatory fields highlighted in green.

Save Close
Incident Add [«

_ Information | Participants | Violations
Incident Date Incident Time Referrer Last Name  Referrer First N\ame  Referrer Type Referral Date Staff Name:

01/31/2013 v User. Admin v

Description [55] (@ Private Description [E](Q

Gang Related [|Hate Related

Incident Cost  Incident Context Code Incident Context Comment 25 @ State Incident Number
- 7
| Location ‘ Add | (6] ‘
¢ tine] =l ]
Link Organizations (@]
Organization Name
Find Organization(s)
Search Organizations %) | Add Organization(s) >> | Linked Organizations [&]
" << Remove Organization(s) | ‘ |

Incident Add Screen

5. Enter the following information on the Information tab:

Incident Date and Incident Time — the time and date the incident occurred.
Enter the date in the format M/D/YY, or select by clicking the Calendar
button.

Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date
— the name of the person who referred to the student to the disciplinary process,
and the date they made the referral. This person may be anyone, and does not
need to be a staff member since their name is manually entered and not
selected from a drop-down list. Type the date in the format M/D/YY, or select by

clicking the Calendar [ button.

Staff Name — select the name of the staff member who handled the disciplinary
process in the list.

Note: If the desired staff member does not appear in the list, make sure
they have been added to the Staff screen for the school in focus and
that the Discipline Staff Role has been checked. For more information,
see the section on Other Setup in the chapter on Code Setup in the
Synergy SIS — Discipline and Conference Administrator Guide.

Description — the details of the incident. This description shows in the
ParentVUE and StudentVUE portal. Any notes reserved for staff should be
entered in the Private Description box.

Gang Related and Hate Related — if the incident was gang-related or hate-
related, check the appropriate box.

Incident Cost — if the cost of the incident can be quantified, such as stolen
property values or damage estimates, enter the amount here.
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¢ Incident Context Code and Incident Context Comment — select the context,
which is the general timeframe such as before school or after school, in the list.
Enter any further details about the context in the Incident Context Comment
field.

e State Incident Number — if the incident is of a type that requires registration
with a state agency, the reference number can be reported here.

e Location — to enter the location of the incident, click the Add button in the
Location section to add a blank new line. Select the location from the drop-
down list, and enter any further details about the location in the Location Text
field.

Location

=[] v Fo ]
Location Section, Information Tab, Incidents Screen

e Link Organizations — the linked organizations are schools in the district other
than the current school that were involved in the incident. To add another
school to the incident, enter the first part of the name of the school in the
Organization Name field and click the Find Organization(s) button. Click the
line number of the school to add, and click the Add Organization(s) button. To
remove a school from the list under Linked Organizations, click the Remove
Organization(s) button.

Qrganization Name

B | C e ammens P

Search Organizations Q ‘Add Organization(s) >> Linked Organizations
Kennedy High School 2010-R _<<Remove Organztnts) |
King High School 2010-R |

Link Organizations Section, Information Tab, Incidents Screen

6. Click on the Participants tab to enter the people involved with the incident.

Incident Add %

T ¢ M;mh\';m-ous

INCkiEnt Dal keI me  Referer Last Name  Referer FirsiMame  Referral Date  Stan Name
wenvan @ 42 >

Pan Tab, Incident Ad cree
7. To enter students involved with the incident, click the Chooser button. The
Chooser screen appears.

Find Seleck
Chooser

Find Criteria 3
Last Mame First rame Middle Mame  Perm ID Grade Gender

| | | Sl 5

Add SelectedRow(s) > | Add AllRow(s) 5> |

_ Search Results |

Find Result ("] Selected ltems (6]

Line Last |First (Middle|Perm Grade Gender Organization ¢ | Line Last |First (Middlie|Perm Grade |Gender Organization
Name |Name [Name |ID Name : Name |Name [Name |ID Name

Chooser Screen
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8. Enter the information known about the students involved in the Find Criteria
section, and click the Find button at the top of the screen. The students may be
found using any part of the criteria, including last name, first name, middle name,
perm ID, grade or gender. Partial information may be used as well, such as the first
letters of a last name or first name.

G
Chooser
Find Criteria (@]
Last Name First Name Middle Name  Perm ID Grade Gender
| | | | A 3
addSelected Romisy > | AddAllRon(s) > |
Search Results |
Find Result (%] Selected Items %]
e e ool Jeror [Se=en R e ™o conc =
Kennedy
Smith Albert  Carl 892512 11 Male | High
School
Kennedy
Smith Albert  Jason 96169311 Male  |High
School
Kennedy
Smith Albert  William (87326412 Male  |High
School

Chooser Screen, Results

9. When you click Find, a list of students that match the criteria appears in the Search
Results section. Click on the name or names of the student(s) to add, and click the
Add Selected Row(s) button to add the student(s) to the Selected Items section.
Multiple searches may be made until all students have been found and added to the
Selected Items section. Multiple rows may be selected by holding down the Ctrl
key and clicking on all the students needed. To remove a student from the Selected
Items section, check the box in the X column. To add all of the students in the
Search Results list to the Selected Items section, click the Add All Row(s) button.

Find Select
Chooser
Find Criteria Q)
Last Mame First Mame Middle Mame  Perm 1D Srage Gender
| | | | 4 3
(] asa selected Ronis) > Sl Add Al Rowis) >> |
v
_ Search Results |
Find Result (%] Selected ltems (%]
s, e oerm [gener| B e e perm | [cender| |
Kenney Kennedy
Smith Albert  Jason 96169511 Male High [ Smith| AlbertCarl 1892512 11 Male |High
School School
RETITTEL
Smith|Albert  William |B73264 12 Male |High
School
Sith| Ancrew | Lowell (87442912 Male |HoPE High
School

Chooser Screen, Selected Items Section

10. Once all of the students involved have been selected, click the Select button at the
top of the screen. The students are added to the Students Involved section of the
Participants tab.

Students Involved [ chooser | &
74 [ Line| [ [ | |
o ‘ ‘ Smith, Albert C M 11 Offender v [ Kennedy High Schoal

Students Involved Section
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11. Select the Incident Role for each student from the drop-down, and if the students
were injured, check the box in the column Injuries Sustained. The incident role is
the role the student played in the incident, such as offender, victim or witness. To
remove a student, check the box in the X column.

12. If people other than students were involved in the incident, click the Add button in
the Other Involved Persons section to add a blank line where the information
about the other people may be added. Multiple people may be entered here by
clicking the Add button multiple times to add enough lines.

Other Involved Persons Add Q
. MName
+4 | Line = = Gender |Relation To School Incident Role Injuries Sustained
Last Name First Name Middie Name
] 1 -v “ - r

Other Involved Persons Section

13. For each involved person, enter their Last Name, First Name, and Middle Name in
the boxes provided. Select their Gender from the list, and their Relation to School
such as security staff, parent, or visitor. Choose their role in the incident such as
victim or witness from the Incident Role list, and check the box Injuries Sustained
if they were injured during the incident.

14. Click on the Violations tab to categorize the rules and laws that were violated
during the incident.

Incident Add

i etr | Wialationa | — -
e Inciderd Time  Referrer Last Name  Referrer Firsd ame  Retera Dade - S1af Name

wi:mu W @ v

fudd viedation

dﬁ:ﬂmw
4= Adkd To vidasan Lat

e |
Violations Tab, Incidents Screen

15. To add a violation, choose the appropriate violation from the Category list, and click
the Add to Violation List button. Multiple violation categories may be added by
repeating this step.

Add violation

Cateqory
Add To Yiolation List ‘ ‘ATF- Leaving School Grounds without Permiseic V‘

Add Violation Section, Violations Tab

16. For each violation added, further description of the violation may be added in the
Additional Text column.

Violation List [%]

| Line [Violation Description Additional Text HNotify Law
Enforcement

ATT - Leawing School Grounds =
’i | without F’Ermigﬁitlﬂ @ :I =
Violation List, Violations Tab

17. Click the Save button at the top of the screen.

To quickly add a minimal incident record to be completed later:

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right corner of the screen.

Hope High Sehool
ks

E d u p.gl!!ls Yur]l“.-m‘

Checking Current Focus
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2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

@A

(e Do |

Edit Button
3. Click the Quick Add Incident button.
Student Incident 4
Student Name: Abbett, Billy C. School Hope High School  Status: Active Homeroom: 231
Discipline | Discipline History
Last Name First Name Middle Name Suffix ~ Perm ID Grade Gender
|AbbGY e [Billy Ic 905483 12 v Male v
( Quick Add Incident ) Add Existing Incident ‘ Create New Inddent ‘
N — —
Counts and Totals @
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic el il - ‘1 ‘U |U,[] |[]
Discipline Incidents | Show Detail ‘ ("]
\ |
Offender - « | Aggression > Disorderly
n 05A7/2013 1246PM | & User, Admin Conduct; Aggression > | Wilson, Rob H0P€ Hiah
A.

Student Incident Screen, Quick Add InE:ident Button

4. The Quick Add Incident screen opens with mandatory fields highlighted in green.

Save Close
Quick Add Incident (s
_ Information |
Student Name SIS Number Grade Gender
[Abbott, Billy C. 905483 12 v Male v
Incident Date Incident Time Referrer Last Name  Referrer First Name  Referrer Type Referral Date Staff Name
01/31/2013 211 PM User Admin Mon-school P+ | 101/31/2013 User, Admin b
Description [&] @ Private Description %] @
Incident Context Code Incident Context Comment [
During School Hrs he
Location Location Text [%| @
b’
Add Violations (&
Category
Dress Standard b
‘Dispusiliun Details Q‘

Quick Add Incident Screen

5. Enter the following information on the Information tab:

e |[ncident Date and Incident Time — the time and date the incident occurred.

Enter the date in the format M/D/YY, or select by clicking the Calendar
button.

o Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date
— the name of the person who referred to the student to the disciplinary process,
and the date they made the referral. This person may be anyone, and does not
need to be a staff member since their name is manually entered and not
selected from a drop-down list. The date should be entered in the format
M/D/YY or may be selected by clicking the Calendar L+ button.

o Staff Name — select the name of the staff member who handled the disciplinary
process from the list.
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Note: If the desired staff member does not appear in the list, make sure
they have been added to the Staff screen for the school in focus and
that the Discipline Staff Role has been checked. For more information,
see the section on Other Setup in the chapter on Code Setup in the
Synergy SIS — Discipline and Conference Administrator Guide.

e Description — the details of the incident. This description shows in the
ParentVUE and StudentVUE portal. Any notes reserved for staff should be
entered in the Private Description box.

e [ncident Context Code and Incident Context Comment — select the context,
which is the general timeframe such as before school or after school, in the list.
Enter any further details about the context in the Incident Context Comment
field.

e Location and Location Text — where the incident occurred, with additional
details if appropriate.

o Category — the type of violation.
6. Click the Save button at the top of the screen.

To add a student to an existing incident record:

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right corner of the screen.

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the

button is not available, Update mode is already turned on.
.f-:}:@ ndo |

penu~]| (9 @ 3 | 5

Edit Button
3. Click the Add Existing Incident button.
Student Incident ¢

Student Name: Abbott, Billy C. Scheol: Hope High School  Status: Active  Homeroom: 234

Disciplinel Discipline History

Last Name: First Name Middle Name  Suffix Perm ID Grade Gender

| Abbott Bl——_ [C [ 905483 12 v Male v
Quick Add Indident ! AddExisﬁngInddent[ Create New Indident

Counts and Totals s [

Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic v 1 v | o [o.0 o

Edupoint

Discipline Incidents [ shaw Detail |

| fen ] | purnee.
)
| [Detal

Offender | Aggression > Disorderly

v Hope High
I 05/17/2013 12:16 PM ] User, Admin Conduct; Aggression = |Wilson, Rob, school
A

Student Incident Screen, Create New Iﬁéident Button
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4. The Incident Find screen appears. To find the incident in which the student
participated, enter information in the criteria fields about the incident. Incidents may
be located by using the following information: Incident ID, Incident Date, Referred
By Last Name, Referred By First Name, Violation, Incident Location, Staff Last
Name, Staff First Name, or by the first name, last name or ID of the other students
involved in the incident.

|
Menuw|  Search | Attach Incident(s) ko Student | Close Form Status: Ready (Update Mode) | @ @
Incident Find («
Search Criteria [®]
Incident 10 Incident Date Referred By Last Mame Referred By First Mame “iolation
i | v
Incident Location
b
Staff Last Name Staff First Name
Search By Student Participant Q)
Student Last Narme Student First Marme Ferm ID
Incident (R}

Incident Find Screen

5. When all criteria have been entered, click the Search button.

1 Search ‘ Attach Incident(s) to Student | Close Form Status: Ready (Updste Mods) ‘ @ @
W

Incident Find («

Search Criteria (&
Incident ID Incident Date Referred By Last Name Referred By First Name  “iolation

I | 2

Incigent Location
Other Qutside Area b

Staff Last Name Staff First Name

Search By Student Participant @
Student Last Mame Student First Name Perm ID

| | |

Incident Find Screen, Search Criteria

6. Click the line number for the incident in which the student was involved, and on that
line select the Incident Role for the student.

Search Attach Incident(s) to Student | stetus:Ready | 8 (2@
Incident Find
Search Criteria (&
Incident D Incident Date  Referred By Last Name Referred By First Name  Violation
'

Incident Location

Staff Last Name Staff First Name

wilson

Search By Student Participant QD
Student Last Name Student First Name Perm ID
[Incident e [&]
4 061132011 [N | Ofncer vl | Wilson, Rob Wilson, Rob

Incident Find Screen, Search Results

7. Click the Attach Incident(s) to Student button at the top of the screen to add the
student to the incident.
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EDITING STUDENT INCIDENT RECORDS

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

= i His School
Edupoint Pt
- et Lt Useragmintiner |

Lock | Skgn St | Support | Helr
——

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

penie] [ @ @ B [ 5 ek Do |
LBLAL PR oo |

3. To edit the information displayed on the main screen, click on the row to modify and
change the information as desired.

Student Incident S

Student Name: Abbott, Billy C. school: Hope High School Status: Active Homeroom: 231

Disciplinel Discipline History
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
Abbott [Billy fc | |905483 12 v |Male v

QuikAddIncdent | AddExstngncdent | | CreateNewInadent |

Counts and Totals

€]
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
Hispanic v |1 v i o jo.0 0 P
Discipline Incidents Show Detail
- Dispositio
Date = Deta od
Offender v | Aggression > Disorderly i
05/17/2013 1216pem (| &= User, Admin Conduct: Aggression >  Wilson, Rob| g?ﬁg;'gh
A

Student Incident Screen, Show I5etai| Button

4. If the information is not displayed on the main screen, there are two ways to edit the

detail information. Either click on the Show Detail button, or click the green plus
sign in the Detail column.

To edit the student detail information using the plus sign:

1. Click on the green plus sign in the Detail column of the incident to open the

Incidents screen. There you can edit information as described under Editing
Incident on page 44.

2. Click the Save button at the top of the screen.
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To edit the student detail information using the Show Detail button:

1. Click the Show Detail button, and then click the Line number of the incident on the
left. The first tab is the Student Incident Detail tab.

q Student Incident Detail I Incident Detail | Incident %ialations | Additional Information © Enrallment Restrictions
IRSTTETT o TTIET Uate Ertered By Referred By
[1 | [04/27/2011 | [McGrew, Tom| [Smith, Joe |
Print Discipline Report (]
Merge Document Merge Language
Print Disciplinary Action Form | e “
Student Incident Information QD
Incident Role Costtovicim  School of Residence Last Change Date Last Change User
Offerder || Hope High School | |
I~ Explained To Student [~ Teacher Conference
Comment [$5]Q Private Comment [§5] Q
=l =l
El |
Disposition Information (&)
Hours Darys Demerits Hearing Office Disposition Hearing Office Disposition Date
I I I Recalculate Demerits w
Disposition [Addwizard | Add | @
* gl gl = [petai| = [pays = | “[am =
I Actions Com| & Grayson, Micolas v

Show Detail, Student Incident Tab
2. The following information may be modified on the Student Incident Detail tab:

e Print Disciplinary Action Form button - prints either the form itself or a letter to
be mailed to the parents. To print the letter, select the type of letter in the
Merge Document list and the desired language in the Merge Language list. To
print the form, leave both the Merge Document and Merge Language fields
blank. An example form and letter are at the end of Chapter Five in this guide.

¢ Incident Role —the same field as displayed on the main screen, this drop-down
categorizes the role of the student in the incident.

e Cost to Victim — the amount of monetary damages the victim(s) incurred due to
the incident.

e Explained to Student and Teacher Conference — if the incident and its
accompanying disposition has been explained to the student, or if there was a
teacher conference regarding the incident, check the appropriate box.

¢ Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

e Demerits and Recalculate Demerits — the number of demerits is calculated
based on the violations selected and the demerits assigned each violation, or it
can be manually entered. To recalculate the demerits based on the violations,
click the Recalculate Demerits button.
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There are two ways to add a record of the disposition, or action taken, regarding the

incident — the Add button and the Add Wizard button. To add a disposition using
the Add button, click the button to add a new blank line for each disposition. To use
the Add Wizard button, skip to step 6.

Disposition | .AddWizarc’Ql Add

x B B - [petai Hours = [oays - | < |am =
[ Detention ~ ||06/14/2011 06/17/2011 Wilson, Rob ¥ ||Act ¥
[ v v v

Adding a Disposition Record using the Add button

Enter the following information for the new disposition record.

Disposition Code — the category or type of action taken.

Start Date — the date the disposition action is to start.. The date should be

entered in the format M/D/YY or may be selected by clicking the Calendar
button.

End Date — the date the disposition action is to end. Enter the date in the format
M/D/YY, or select by clicking the Calendar t# button.

Hours and Days — enter the number of hours and/or days for which the action
was taken. For example, it could be the number of hours in detention or the
number of days the student was suspended.

Staff Name — select the staff member who administered the disposition.

ATR - select the attendance code that is used if the action results in an absence
in the student’s attendance records.

5. Click the Save button at the top of the screen, and skip to step 9.

80
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6. Click the Add Wizard button. The Student Disposition screen appears.

Save Close
Student Disposition «

| Informati |
Disposition Date  Staff Name
0641172011 v

Disposition Description (&)
Disposition Code Place Moved To Modification Authority Code
A4 A w

Additional Text 55 @ Comment [5] @
=l =l

7] 7]
Dates (6]
Start Date End Date Disposition Review Date Completed Receives Suppart Services
r r

Attendance Reason Code Hours Reassignment Days
w

Assigned Start Date Assigned End Date
Expulsion Modified Days Reduced Did Return
r [ r

Manifestation Q)
Manitestation Determination Manifestation Meeting Manifestation Meeting Date AES Type
r I M
Referral To Law Enforcement (6]
Hear\ng Review Date Referral Results Paolice REpDI’T Mum
A4

Student Disposition Screen, Add Mode

7. The fields highlighted in green are mandatory. The information that can be added to
the disposition is:

o Disposition Date — the date the action was taken. Type the date in the format
M/D/YY, or select by clicking the Calendar ¥ button.

o Staff Name — select the staff member who administered the disposition.
e Disposition Code — the category or type of action taken.

e Place Moved To - if the student was taken to another location, the name of the
place to which the student was moved.

¢ Modification — if a modification was made to the disposition, the type of
modification made.

e Authority Code — if a modification was made, the code indicating under whose
authority the modification was made.

e Additional Text — any additional information about the disposition.
¢ Comment — any comments about the disposition.

e Start Date and End Date — the start and end dates of the action taken. Type

dates in M/D/YY format, or select using the Calendar L% button. If the action
results in an absence, the absence is recorded for this date range.

¢ Disposition Review Date — the date the disposition should be reviewed. Type
the date in M/D/YY format, or select using the Calendar L button.
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Completed — if the disposition is complete, check this box.

Receives Support Services — if the student receives support services, check
this box.

Attendance Reason Code — select the attendance code that is used if the
action results in an absence in the student’s attendance records.

Hours and Reassignment Days — enter the number of hours and/or days for
which the action was taken. For example, it could be the number of hours in
detention or the number of days the student was suspended.

Assigned Start Date and Assignhed End Date — the original dates assigned for
the disposition. These may be different than the actual start and end dates.
Type dates in M/D/YY format, or select using the Calendar L button.

Expulsion Modified — check this box if the student was expelled, and the
expulsion was modified from the original length.

Days Reduced — if the expulsion was modified and the number of days
reduced, enter the number of days by which the original expulsion was reduced.

Did Return — check this box if the student returned to school.

Manifestation Determination — if the student also receives special education
services, a separate meeting or review may take place. If thereis a
determination made, check this box.

Manifestation Meeting and Manifestation Meeting Date — if a meeting occurs
in conjunction with the determination, check the box and enter the date of the
meeting in the format M/D/YY, or select it by clicking the Calendar k¥ button.

AES Type —if an alternative to external suspension (AES) was agreed on for
the student, the type of alternative can be selected here.

Hearing Review Date — the date to follow up regarding the referral to law
enforcement. Type the date in M/D/YY format, or select using the Calendar
button.

Referral Results — the results of the referral to law enforcements, such as
misdemeanor charges or no action taken.

Police Report Num — the number of the police report.

Once all the information has been added, click the Save button at the top of the
screen.

After the disposition record has been added through either the Add button or Add
Wizard, it may be edited by clicking on the green plus sign in the Detail column.

Disposition [Addwizard | Add | @
X 2 ¢ Jal ¢ ¢ ¢ ¢
I Detention w ||06/13/2011 06/14/2011 (-1_'1') Grayson, Nicolas wI(E »

Disposition Records, Detail Button
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10. The Student Disposition screen appears. The information that can be added or
changed is the same as in the screen that appears when the Add Wizard button is
clicked. The one difference is the Associated Violations section. In this section,
check or uncheck the box to associate the violation with a particular disposition.

Student Disposition [«

Student Name: Abbott, Billy €. School Name: Hope High School  Grade: 12

Information |

Disposition Number Disposition Date  Staff Mame

3 0B/15/2011 User, Teacher -

Disposition Description Q
Disposition Code Sub Category 1 Place Moved To Modification Authority Code
Actions within Due Process ~ | |Disciplinary Hearing v H v b
Additional Text [ Q Comment 5] G

= |
- |

Dates Q)
Start Date End Date Disposition Review Date Completed Receives Support Services

0312011 BB oansnon 5 [ r r

Altendance Reason Code Hours  Reassignment Days

v 3.00
Assigned Start Date Assigned End Date
Expulsion Modified Days Reduced Did Return
r l— r
Manifestation Q)
Manifestation Determination Manifestation Meeting Manifestation Meeting Date AES Type
r r E b
Referral To Law Enforcement Q)
Hearing Review Date Referral Results Falice Report Kum
B v
Associated Violations [%]
W Aggression = Fighting

Student Disposition Screen, Edit Mode

11. The Incident Detail tab of the student detail is the same information found on the
Information tab of the Incidents screen. It shows a summary of the incident and the
incident location. After editing this information, be sure to click the Save button.

Student Incident Deta Incident Detail | Incident Violations = Additional Information = Enrollment Restrictions

Incident ID Incident Da eferred By

2 | [03/08/2011 | [wilson, Rob| Jones, David|

Incident Date Incident Time Referrer Last Name  Referrer First Name Referral Date
03/09/2011 715 PM Jones David 03/10/2011
Entered By Incident Context Code

Wilson, Rob + | Qutside School Hrs, Mon-sch Sp hd

Description 27 &

Two students had an altercation before the home football
game. A separate student. not involved in the altercation,
was injured during the incident.

Private Description [ Q

Incident Locations Add ‘ (%]
X =]
[ Athletic Field or Playground b QFumbaII field

Incident Detall tab, Show Detail
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12. On the Incident Violations tab, the student may be associated with the different
violations assigned to this incident by checking or unchecking the box in the
Committed Violation column. For example, if multiple students are involved in an
incident not all of them may be associated with all of the violations. On this tab the
correct violations may be associated with the student. By default, the violations are
associated with all students with a role of offender.

Student Incident Detail = Incident Detz{ Incident Violati )Atldimna\ Information = Enroliment Restrictions

Incident ID Incident Date Entered By

2 | [03/09/2011 | |wilson, Rob) [Jones, David|
Incident Violations Add Q@
| | |
v 2 Fighting
v & Disorder Cond

Incident Violations, Show Detail

13. The Additional Information tab contains detailed information regarding the student
injuries and any other information. The information that can be added is:

Student Incident Detail | Incident Detail  Incident Yiold Hmem Restrictions
Incident ID Incident Date Entered By Referred By

[2 | |09/09/2011 | [wilson, Rob| [Jones, David|
Injury Information (&)
I~ Injuries Sustained [~ Serigus Bodily Injury
Injury Description [&] G

=l

|
Comments Q|
Additional Info 55 @

=l

Suspension Information (&)
[~ Student Conference Held Prior to Suspension
Reasan Conference Mot Held Prior To Suspension [§] @

=l
[~ Parent Contacted About Suspension
Wethod Used to Contact Parent

v

Efforts to Contact Parents Include 5] Q

|

-
[~ Suspension Conference
Conference Date Conference Time
Reason Suspension Conference Mot Held G5 G

-]

Additional Information tab, Show Detail

e Injuries Sustained and Serious Bodily Injury — if the student had any injuries
or a serious injury, check the appropriate boxes.

e Injury Description — enter a description of the injury here.
¢ Additional Info — any additional information about the incident.

e Student Conference Held Prior to Suspension — check this if a student
conference was held regarding the student’s suspension.

e Reason Conference Not Held Prior To Suspension — describe the reason a
conference was not held.

84

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Discipline and Conference User Guide

e Parent Contacted About Suspension — check the box if the parent was
contacted about the student’s suspension.

¢ Method Used to Contact Parent — select the method used to contact the
parent about the suspension such as phone or letter.

e Efforts to Contact Parents Include — enter more detailed information about the
methods used to contact the parents, particularly if contact was not made.

e Suspension Conference — check this box if a suspension conference was held.

e Conference Date and Conference Time — enter the date and time the
conference was held. Type the date in M/D/YY format, or select using the
Calendar [ button.

e Reason Suspension Conference Not Held — describe why a suspension
conference was not held.

14. The Enrollment Restrictions tab outlines any restrictions on the student enrolling
in schools within the district as a result of the disciplinary incident. The information
contained on this tab is also displayed on the Other Info tab of the Student screen.
The information that can be entered here is:

Student Incident Detail = Incident Detail = Incident Violations = Additional \nformal'@n Enroll Reslrimionsl )
Incident ID Incident Date Entered By Referred By v
2 | |03/09/2011 | |wilson, Rob| |Jones, David
Enroliment Restriction Hearing Office Disposition  Hearing Office Disposition Date
Alternative Placement v v
School Type Enrollment Restrictions @
School Type Include/Exclude [School Type
Include ~ || ™ Elementary School I Middle School M High School I Special School
Organization Enrollment Restrictions Add \ (]
* 2l =
~ Kennedy High School 4 Exclude v

Enroliment Restrictions tab, Student Detail

¢ If the student is restricted in their enrollment options, the type of Enrollment
Restriction can be selected. When a student is enrollment restricted, a transfer
to a school that is excluded is blocked with the message “Student has an
enrollment restriction and cannot be enrolled in this school.”

e If a hearing office was involved in the restrictions and/or disposition, select the
disposition determined by the hearing office in the Hearing Office Disposition
field, and enter the date of the disposition in the Hearing Office Disposition
Date box in the format M/D/YY, or select it by clicking the Calendar k¥ button.

¢ If the restriction is specific to a type of school, select the type of school that is
excluded or included under School Type Exceptions. Also check the boxes to
indicate the type of schools are excluded or included under School Type.
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e Specific organizations can either be included or excluded as well from the
enrollment restriction, as outlined in the Organization Exceptions section. For
example, if the student has a restriction but a school is included in the
Organization Exceptions, that is the only school in which the student may
enroll. To add an organization, click the Add button in the Organization
Enroliment Restrictions section and a new blank line is added. Click the gray
arrow in the Organization Name column, and select the school from the Find
School screen. Select whether the organization is included or excluded from
the enrollment restriction in the Include/Exclude column.

15. Click the Save button at the top of the screen to save the changes.

86
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DELETING STUDENT INCIDENT RECORDS

To remove an entire incident from the records, follow the instructions in the section in this
chapter titled Deleting Incident Records. To remove a student from an incident record:

1. Delete all disposition records for the student for that incident. To delete the
disposition records, click on the Show Detail button in the Student Incident screen.

Student Incident
Student Name: Abbott, Billy C. Schocl Hope High School  Status: Active  Homeroom: 403
ine |_Discipline History
Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Gender
|Abbott By [c |305483 12 v |Male v
AddExistngIncdent | CreateNew Incident |
Counts and Totals Q@
Resolved Race/Ethnicity Instructional Setting Total Incidenis Total Hours Total Days Total Demerits
Hispanic b b |4 |U ‘U.U ‘U | —
Discipline Incidents Show Detail | (),
e o Role Referred B olation Lis aff Name e
Date e Deta
= Offender - Hope High
| 06/13/2011 235 PM o Wilson, Rob  |Vandalism > Graffiti or tagging Wilson, Rob School
' Offender v Drug/possession > Drug /Possession; Deadly Weathers, Hope High
J | 05/03/2011 11:00 AM ] ‘ Maleney, John Weapon Julia school
o 04/27/2011 F7| 9:00 AM g ‘Dﬁender *| Smith. Joe Discrimination; Academic/cheat > Cheating: McGrew, Tom Hope High
Acad... School
| 0310872011 715PM | i (Offender [ jones David |Fighting: Disorder Cond Wison, Rob |HoPe High

Student Incident Screen, Show Detail Button

2. Scroll to the bottom of the Student Incident Detail tab to find the disposition

records. Check a box in the X column next to the disposition, and click the Save
button at the top of the screen.

Discipline Incidents

Hide Detail | ()
,Dalei Student Incident Detail | Incident Detail  Incident Yiolations  Additional Information  Enrollment Restrictions
il/05/132011 Incident ID Incident Date Entered By Referred By
Ellos032011 4 | |06r13/2011 | [witson, Rop| [wison, Ran|
’7: 047272011 Print Discipline Report Q)
03092011 Merge Dacument herge Language
Print Cisciplinary Action Form | | || v|
Student Incident Information Q|
Incident Rale Cast to victim  School of Residence Last Change Date Last Change User
Offender v | Hope High School |DEI25f2m1 15:15:00 User, Adrmin
I Explained To Student [~ Teacher Conference
Comment 7] @ Private Camment [ G
| =
-] [-|
Disposition Information Q|
Hours Days Demerits Hearing Office Disposition Hearing Office Disposition Date
0 oo [ RecolusteDemers | | ~]
Disposition Add Wizard Add (&}
e[ Disposition Code art Date Date Detail| Ho Da ATR
Remaval v |oenzzont P oenszon B @ 200 User, Teacher vI[E »

Student Incident Detail tab, Deleting Disposition Records
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3. On the Student Incident screen, check the box in the X column next to the incident
to remove from the student’s records.

Student Incident

Student Name: Abbett, Billy C. Schoot: Hope High School  Status: Active Homeroom: 403

Discipline |_Discipline History

Last Name First Name Migdie Name ~ Suffix  Perm ID Grade Gender
|Abbott |Billy lc |a05483 12 v [Male v
Add Existing Incident | | Create New Incident__ |
Counts and Totals Q@
Resolved Race/Ethnicity Instructional Seiting Total Incidents Total Hours Total Days Total Demerits
Hispanic b b ‘4 ‘U ‘U.U ‘U
jpline Inci | Show Detail | &
06/13/2011 235PM | b |Oflender  ¥|wyilson, Rob  Vandalism > Grafiti or tagging Wison, Rob  HoPe Hiah
103/, B Offender Rd Drug/possession > Drug /Possession; Deadly Weathers Hope High
| 05/03/2011 11:00 AM | & Maloney, John | y/odon s ot
- 0472772011 9:00 AM s ||Offender ¥ | Smith. Joe Discrimination; Academic/cheat > Cheating MeGrew. Tom Hope High
Acad School
n 03/09/2011 745PM | b |[Offender v jones. David | Fighting: Disorder Cond wison, Rop 0P High

Deleting a Record, Student Incident Screen

4. Click the Save button at the top of the screen to delete the incident from the
student’s records.

MENU OPTIONS

At the top of the Student Incident screen, a Menu button provides access to additional
information regarding the student’s discipline incidents.

veru 7] | (D D D | £
Reports Mstudent Incident Discipline Profile]
wies Budit Detail For Student Incident]TL

Student Incident Screen, Menu Options

Save | Undo |

The options available under the Menu button are:

¢ Reports — prints the Student Incident Discipline Profile report for the student
currently displayed.

Tip: To select additional options for these reports or to print the reports
for a group of students instead of an individual student, the reports

Wy should be run from the Reports folder in the Synergy SIS Navigation
Tree. For more information about running Discipline Incident reports,
please go to Chapter Five in this guide.

o View Audit Detail For Student Incident — displays the Audit Trail History
screen, which lists all changes made to the student incident records, including
who made the changes and when.
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The Print Page button at the top of the screen may be used to print the information on the

Student Incident screen.

]| @ DB ()] _ex | s |

Print Page Button

The Print Page button prints the information exactly as it is displayed on the screen, and
does not show the information available using the scroll bars.

menaw] | D D@ | 55| soe | vnie | A

Deletz |

Form Status: Ready (Update |Ff\}\" Rﬂj@
i

ode)

Student Incident

Student Name: Abbott, Billy C.

__Discipline | Discipline History

Schoo': Hope High School  Status: Active  Homercom: 231

Last Name First Name Middle Name Suffix  Perm ID Grade Gel
|Abbatt |Billy e [a05483 12 ~|Ma
Add Existing Incident Create Mew Incident
Discipline Incidents | Show Detail |;
N Incident . .. |staff Sehot
* ng‘ E— — P Role Referred By Violation List |-t Name
[ Offender - ALCOHOL &
DRUGS - Hope
| 1|p3nzrz009 12:22 PM & Marin, Charlie |llicit Drug 1@1csrew: High
Use om Scho
Marijuana
I — Onencer 18 PoLiY - wison, HoPe
~| oliznscooe [ 1040AM Wheeler, © - fson,
" ‘ eeler, Lora Language, Rob E'Cghr;
Inappropriate =
P —— Offender = Wi Hope
—| 310112008 7115 PM @ | Jongs, David AGRE_S“ION Wilson, High
-Fighting ~ Rob Scho

Printed Student Incident Screen
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Chapter Four:
CONFERENCE RECORDS

This chapter covers:
» Viewing Student Conference
» Editing Student Conference
» Adding Conference Records
» Deleting Student Conference Records
» Menu Options
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VIEWING STUDENT CONFERENCE

The Student Conference screen contains a record of all parent or student meetings and
conferences. These may include meetings held by phone or e-mail.

The Student Conference screen is at Synergy SIS > Student > Student Conference.
To find a student’s conference record, there are two methods: Scroll and Find.

To scroll through the student records to find the student:

1. Click the Next button () at the top of the screen to advance to the first student’s
records. Records are sorted alphabetically by last name, so the first student to
appear most likely has a last name that starts with A.

m a Quick Launch

Kl © S e

»

b ESD
| synergy SE

o Synery S5 Student Conference
:Aﬂsndams Student Mame:  Schook  Status:  Homeroom:

Next button
2. To scroll in reverse alphabetical order, click the Previous button.
E: a] Quick Launch {7

= =A@ B 5] ] v |
o Synergy SIS Student Conference

:Attandanca Student Name:  Schook  Status  Homeraom:
AT

Previous Button

3. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:

1. Click the Find Mode button.
cEL

Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

[ @[55 _rm | uwo ]| st | R o9
Student Conference @

Student Name School  Status: Homeroom:

Stydent Conference | Conference History
< ast Mame First Mame Widdle Mame  Suffix Perm 10 Grade Gender

Srnith /
Conference Cocle| v Conference Code (or Higher) |
Finding by Last Name
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3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen appears. Then use the Next button if needed to find
the exact student.

Note: In Find Mode, you can search for students using any of the
yellow fields on the screen. Entering anything in any box but the first
one opens a window with a list of students matching the criteria entered.
To select a student, click on the name; the student record appears in the
Student Conference screen. Close the window after selecting the
record. For more about finding students in any screen, please refer to
the Synergy SIS — Student Information User Guide.

Once the record has been located, the information in the Student Conference screen is:

1. The Student Conference tab of the Student Conference screen lists all
conference records that have been entered at the current school during the current
year.

Student Conference

Student Name: Abbott, Billy C. Scheol: Hope High School  Status: Active Homeroom: 403

Student C | Conference History
Last Name First Name Middle Name Suffix Perm ID Grade Gender
Abbott [Billy c 905483 12 v [Male v

Conference Code, v Conference Code (or Higher)

Conference [Addwizard | add | Show Detail |
Py

<[ Line| El B g 2l 2|
0] Parent Meeting v 10128/2010 Vesta, Cindy v
Student Conference Screen, Conference tab

2. Across the top of the tab is the student information: Last Name, First Name,
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade
level), and Gender. This information is displayed on the top of any student-related
screen, and it can only be edited in the Student screen. Other information
displayed on this tab is specific to the Student Conference screen.

Student Conference | Conference History
Last Mame First Name Middle Name  Suffix  Perm D Grade Gender
[Abbott |Billy ic | [305453 12 v |Male v

Student Information Row

3. The Conference Code section applies a filter to the conference records based on
the security level set for the conference codes. This works if only security levels
have been configured for the conference codes in the Conference Visitation
Codes screen. When security levels have been set, the code is appended with a
number in the Conference Code list. The numbers correspond with the security
levels, with 1 being the lowest and 5 being the highest. To filter the list of
conferences, select a code in the list and click the Conference Code (or Higher)
button. All conference records with a conference code security level at least equal
to the one selected are displayed. For example, if a conference code with a level of
1 is selected, all conference records with a code of 1 or higher are displayed. If a
security level is not set for a code, it is a level of 0 and it would not be displayed in
this example.

Conference Code|Concepts - 1 w | Conference Code {or Higher) I

Conference Code Filter, Student Conference Screen
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Reference: For more information about the Conference Visitation
N Codes and setting the security level on conference codes, see the
companion manual Synergy SIS — Discipline and Conference
Administrator Guide.

4. The Conference section lists the conference records. For each record, it displays
the date and time of the meeting, the person who referred the student to the
meeting, and the staff who handled the conference. The Referred By and Staff
Name may be the same. The Referred By hame may not be a staff member.

Conference | Add Wizard || Add H Show Detail ‘O
=g = - = =

¢ [ Line| g gl g gl s
ﬂ Schedule Change v 10/28/2010 Vesta, Cindy v
Conference records, Student Conference Screen

5. The Description is a code assigned to the conference used to categorize
conferences for reporting and analyzing trends. This is referred to as the
Conference Code. It can also set security for the type of conferences. The security
may be configured so that only certain staff members may see certain types of
conference records, based on the code selected here. The codes used here are
defined in the Conference Visitation Codes screen.

a Reference: For more information about the Conference Codes, please
see the companion manual Synergy SIS — Discipline and Conference
Administrator Guide.

6. More detailed information can be seen in the full conference record. To access the
complete conference record, click the Show Detail button.

Student Conference

Student Name: Abbett, Billy C. School Hope High School  Status: Active  Homeroom: 403

Student Conference | Conference History
Last Name First Mame Middle Name Suffix  Perm ID Grade Gender
[Abbott [Bilty lc [ 905483 12 v Male v
Conference Code Schedule Change - - Conference Code (or Higher) ‘

Conference ‘ Add Wizard ” Add (” Show Detail |()
% & gl gl &l =
I Schedule Change A 10/28/2010 Vesta, Cindy b

I Student Meeting by 08/19/2010 McGrew, Tom v

I Course Requests b 05/15/2009 Weathers, Julia b

I Meet and Greet Might hd 11/14/2008 Weathers, Renee hd

Student Conference Screen, Show Detail Button
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7. Select the record on the left side to display. The full conference record shows on
the right side of the screen.

Student Conference

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 403

Student Conference | Conference History

Last Name First Name Middle Name  Suffixc ~ Perm ID Grade Gender

|Abbott [Billy c [ 05483 12 v |Male v

Conierence CodeSchedule Change - L Conference Code {or Higher) |

Conference [ Addwizard | Add | Hide Detall [

Description: Schedule Change

Schedule Change

b Description Meeting Date Referred By
Student Meeting b Schedule Change ~ | 10/28/2010
J Course Requests v Staff Name
J Meet and Greet Might 3 Westa, Cindy b
Referral Date Followup Date  Nofification Date
11/01/2010
Comment [§5] Q

Met to discuss current schedule. Decided to put Billy into
differant math class

Private Comment 5] Q

Detail screen of the Student Conference screen

8. The detail screen of the conference records shows the following information:

o Description - a code assigned to the conference used to categorize
conferences for reporting and analyzing trends. This is referred to as the
Conference Code. It can also set security for the type of conferences. The
security may be configured so that only certain staff members may see certain
types of conference records, based on the code selected here. The codes used
here are defined in the Conference Visitation Codes screen.

¢ Meeting Date — the date the conference occurred.

e Referred By and Staff Name — the person who referred the student to the
conference or meeting and the name of the staff member who handled the
conference.

o Referral Date, Follow Up Date, and Notification Date — the date the student
was referred to the staff member who handled the conference, the date the staff
member needs to follow up regarding action items from the conference, and the
date the staff member needs to notify the student or parent regarding an action
item from the conference.

¢ Comment — these notes generally provide a detailed description of the
conference. This comment is displayed in ParentVUE and StudentVUE.

e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.
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9. The Conference History tab of the Student Conference screen displays a

summary of all of the student’s conference records from all schools attended and all
school years.

Student Conference =

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231

Student Conference Conference His(uryl

Last Mame First Name Middle Mame Suffix Perm ID Grade Gender

Abbott Billy Jc | Jo0s4a3 12 v Male v

Conference History Show Detail | (Y
Parent Meeting - 10/31/2008 McGrew, Tom Hope High School 2006-2009
Farent Mesting - |03r26/2007 | |Tom McGraw |weathers, Julia |Hope High Schoal |2007-2008 |

Conference History tab, Student Conference screen

EDITING STUDENT CONFERENCE

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Hope High School

E d V] p&gliur'!‘s Year2041-2012

UserAdmin User
active and

Lock | 5.;n Out | Support | aelp

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ DD | (e D v |

Edit Button

3. To edit the information displayed on the main screen, click on the row to modify and
change the information as desired.

Student Conference

Student Name: Abbett, Billy C. School: Hope High School  Status: Active  Homeroom: 403

Student Confe |_Conference History

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott [Bilty lc [ 905483 12 v [Male v
Conference COde|Schedule Change - A Conference Code (or Higher) |

Conference Add Wizard Ad Show Detail

e Descriptio eeting Date : Referred B aff Name

N Schedule Change B 10/28/2010 Vesta, Cindy he

o Student Meeting A 08/19/2010 McGrew, Tom v

I Course Requests v 05/15/2009 Weathers, Julia A

o -1|Meet and Greet Night Ad 11/14/2008 Weathers, Renee A4

Student Conference Screen, Show Detail Button
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4. If the information that needs to be changed is not displayed on the main screen,
click on the Show Detail button to display the detail screen of the conference

record.

Student Conference

[Student Name. Abbott, Billy C. schoot Hope High School  Status: Active  Hemercom: 4003

Student Confizrenee | Cor

] swert Meating v [zvzote [

[ alr -
& Course Reguests

[ E Mesat and Greet Night

Scheduba Change

(AEREN B

Staft Name:

Wemta, Cindy -
Referral Date Foliowup Date HNotification Date
[F 1wz R [7
(Comment [ Q

Met to digcuss curent schedule. Decided to put Billy into
different math class

Private Comment (5] G

Last Name Migdle Hame  Suffix Perm 1D Grade Gendet
[Abbatt e |s05483 12 v |Male v
(Conference Cooe Schedule Change - Ceritmrercn o {of Highe )
Conference | Adewizard | Add [ Hido Detail |G|
Lin ADescription: Change
Echedube Change S Ao L
estriplion Meeting Date Referred By

Student Conference Screen, Show Detail

5. Select the conference record to edit by clicking on its Line number on the left, and

edit the information in the detail screen as needed.

Type dates in M/D/YY format, or select using the Calendar L button.
Click the Save button at the top of the screen to save the changes.

ADDING CONFERENCE RECORDS

There are two ways to add a conference record. By using the Add button, a quick record
can be created by adding a new line in the main screen of Student Conference. However,
if additional details need to be added, they would have to be added by saving the new line
and then clicking the Show Detail button. The Add Wizard button opens a window that

allows all information to be entered at once.
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Adding Conference Records Using the Add Button

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Edupoint

Lock | s'gn out | Support | Help

Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ DD | (e D v |

Edit Button

3. Click the Add button in the Conference section.

Student Conference

Student Name: Abbott, Billy C. School Hope High School Status: Active Homeroom: 403

Student Conf |_Conference History
Last Name First Name Middle Name Suffix Perm ID Grade Gender

|Abbott [Billy [c [ [905483 12 v |Male
Conference Code v Conference Code (or Higher) |

Conference add wizd Add sfow Detail | G

e Descriptio eeting Date e Referred B = =
o Parent Meeting v 10/28/2010 i Vesta, Cindy b

Student Conference screen

4. A new line is added to the bottom of the list of conference records. Select the type
of meeting in the Description list.

Student Conference

Student Name: Abbott, Billy C. School Hope High School  Status: Active Homeroom: 403

Student Conference | Conference History
Last Name First Name Middle Name  Suffix Perm ID Grade Gender

|Abbott [Bitly c [ [905483 12 v [Male v
Conference Codel | Conference Code (or Higher) |

Conference Add Wizard Add Show Detail [ (3

e Descriptio eeting Date : Referred B aff Name
W /237 il W
- v 5142011 ¥

New record line, Student Conference screen

5. Enter the Meeting Date by typing in the format M/D/YY or selecting with the
Calendar [ button.

6. Enter the time the meeting occurred in the Time column, and the name of the
person who referred the student in the Referred By column.

7. Select the name of the staff who is administering the conference in the Staff Name
list.
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8. Click the Save button at the top of the screen.

Student Conference @

Student Name: Abbott, Billy C. School: Hope High School Status: Active Homeroom: 403

Student Conference | Conference History

Last Name First Name Middle Name Suffix ~ Perm ID Grade Gender
Abbott [Bitty c [ 905483 12 v |[Male v
Conference Code Schedule Change - b Conference Code (or Higher) ‘
P
Conference [ Addwizard | Add ] Show Detail )3
b = gl gl gl =
| | Schedule Change b 10/28/2010 Vesta, Cindy b
| | Student Meeting b 08/19/2010 MeGrew, Tom hd
| Course Requests by 05/15/2009 Weathers, Julia v
| | Meet and Greet Night b 11/14/2008 Weathers, Renee b
Student Conference screen, Show Detail button
9. If additional information needs to be recorded, click the Show Detail button.
10. On the left, click the Line number of the line that was added, and enter the
information needed in the detail section on the right.
Student Conference
Student Name: Abbott, Elllv C. Schoat Hope High School  Sistes Active  Hossscom 403
Student C [ Cander Hesitury
Las! Hame First Name Middie Naimie  Sulfix ~ Perm D Grande Gender
[Abbatt [milly [c REEE 12 v Male v
Conference Code - Corderence Code (or Higher) |
Conference | sddwizaed | Add || Hide Detall |3
I tinal tascnaban Descriplion. Personal
Poraonal Descriplion Meeling Dale  Referred By Slal Hame
[ | Schedule Change A Farsanal w | |osoaz01t [ Wilson, Rab “
Referral Date Foliowup Date Notif ation Date
& &
Comment [

Met to discuss Dilly's problem with tardies. He will make an
sffort to make 1 to school on time.

Private Comment 5] O

Detail screen, Student Conference screen

11. Additional information that can be added:

Referral Date — the date the student was referred to the staff member handling
the conference. Type the date in M/D/YY format, or select by using the
Calendar [ button.

Follow Up Date — the date on which the staff member needs to follow up
regarding an action item or items discussed in the conference. Type the date in
M/D/YY format, or select by using the Calendar kF button.

Notification Date — the date on which the staff member needs to notify the
parent or student regarding an action item from the conference. Type the date
in M/D/YY format, or select by using the Calendar L& button.

Comment — these notes generally provide a detailed description of the
conference that occurred. This comment is displayed in ParentVUE and
StudentVUE.
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e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

12. Click the Save button at the top of the screen.

Adding Conference Records Using the Add Wizard Button

1.

Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Edupoint
VE:&I Distriet

Lock | »:mn Out | Support | B-p

L. @ ouick Launch

Checking Current Focus

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

DI | &5

Edit Button

Click the Add Wizard button in the Conference Incidents section.

Edit IInda |

Student Conference @

Student Mame: Abbott, Billy €. School Hope High School  Status: Active  Homeroom: 231

Student Conference | Conference History
Last Mame First Name

Middle Mame SUffix FPerm 1D Grade Gender

[Abbott |Bilny c | Jo05483 12 v Male v
Conference Code v Conference Code (or Higher) ‘

Conference (| Add Wizard ”) Add H Show Detal |O
% | | |

1] Parent Meeting b 1043142008 MeGrew, Tom b

Student Conference screen

4. The Student Conference Detail screen appears. The required information to add

is highlighted in green. The required fields are the Description, Meeting Date, and
Staff Name.

Save Close

StudentConferenceDetail

Meeting Date Referred By Staff Name
w | 05/04/2011| v
Followup Date Notification Date
Comment [ ()

Description

Referral Date

Private Comment & Q@

Student Conference Detail screen
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5. The information that can be added is:

o Description — the code assigned to the conference to categorize the meeting
for reporting and analyzing trends. This is referred to as the Conference Code.
It can also set security for the type of conference. The security may be
configured so that only certain staff members may see certain types of
conference records, based on the code selected here. The codes used here are
defined in the Conference Visitation Code screen.

see the companion manual Synergy SIS — Discipline and Conference

@v, Reference: For more information about the Conference Codes, please
Administrator Guide.

¢ Meeting Date — the date the conference occurred. Type the date in M/D/YY
format, or select by using the Calendar Li- button.

o Referred By and Referral Date — the person who referred the student to the
conference and the date they made the referral. This person does not need to
be a staff member. Type the date in M/D/YY format, or select by using the
Calendar 7 button.

e Staff Name — the name of the staff member who handled the disciplinary
process with the student.

¢ Follow Up Date — the date on which the staff member needs to follow up
regarding an action item or items discussed in the conference. Type the date in
M/D/YY format, or select by using the Calendar & button.

¢ Notification Date — the date on which the staff member needs to notify the
parent or student regarding an action item from the conference. Type the date
in M/D/YY format, or select by using the Calendar L& button.

¢ Comment — these notes generally provide a detailed description of the incident
that occurred. This comment is displayed in ParentVUE and StudentVUE.

e Private Comment — notes placed here are not displayed in ParentVUE and
StudentVUE, and are seen by staff only.

6. Click the Save button at the top of the screen.

Copyright© 2013 Edupoint Educational Systems, LLC 101



Discipline and Conference User Guide Chapter Four

DELETING STUDENT CONFERENCE RECORDS

To delete a conference record:
1. Check the box in the X column.

Student Conference
Student Name: Abbott, Billy C.  Schect Hope High School  Stahus. Active  Homeroom: 403
Studont C | Conts ¥
Last Name First name Middie Name Suffx Perm 1D Graoe Genoer
Abbott |Bitty c | 905463 12 ¥ Male
Conference Code - Conference Code for Hgher}
L [Raawaam | Asa ] snowDeta |Q|
A SRl DesoAps [ Mkotig O BiE= TS Hoer1od B S S g
r | ‘jlpe,sa,,,, - 05042011 [P 1126 A Wilsan, Rob ¥

Deleting Student Conference Records

2. Click the Save button at the top of the screen.

MENU OPTIONS

At the top of the Student Conference screen, a Menu button provides access to additional
information regarding the student’s conference records.
— Save | ndo | |

veru~]| (9 @ ) | &35 |
Feports MStudent Confierence Profile]
Yiew audit Detail For Student Conference]

Student Conference Screen, Menu Options

The options available under the Menu button are:

o Reports — prints the Student Conference Profile report for the student currently
displayed.

Tip: To select additional options for this report or to print the report for a
group of students instead of an individual student, the report should be
Wy | run from the Reports folder in the Synergy SIS Navigation Tree. For
— more information about running Conference reports, see Chapter Five in
this guide.
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¢ View Audit Detail For Student Conference — displays the Audit Trail History
screen, which lists all changes made to the student’s conference records,
including who made the changes and when.

| Audit Trail History [=

Fropeities Show Datail |Gy

Staft,  |OBA22011
Stafl  |09:31:10
Stall, (06122011
|stat |ogs1i0
Staft, (0622011
|Staffl__|09:31:10
Stafl,  |0GM12/2011

Delete Vesta, Cindy
ConferenceSl Delete <Link>
PrivateComment Delete

.Inu'duanunu .Dultﬂu |Stall |09.31.10

Met o discuss current schedule,
Comment Delete Deciged fo put Bily into aiferent
math class.

Staft, 06272011
Staff  |09:31:10

2

k|

4

5

F " Staff, 06122011
B .b‘ludcntL,U .Uclclc <Link> |stan |oa-5110

; Staft, OB 272011
7 ConfvisitaticntistoryGl | Delete Sthedule Change - Slall 09.31.10
,— e ; e Stall,  |0612/2011
8 SludentSchoolYearl Delete <Link> |stan |oa-s110

9 Staft, 061272011
Stafl 00:31:10
0 Staff,  (06M2/2011

IncidentDate Delate 20101028

.Rx:Iu'luIDaI.c .Dulr_'h_' Statt 098110

MAtdic ahaniate Nalata Stafl,  |[0EM22011

Audit Trail History for Student Conference

The Print Page button at the top of the screen may be used to print the information on the
Student Conference screen.

]| @ QD ()= | e |

Print Page Button

The Print Page button prints the information exactly as it is displayed on the screen, and
does not show the information available using the scroll bars.

| 43)':})'%) .';:_’ | & Status: Ready | 5 Rﬂﬁ@
Student Conference

Student Name: Abbott, Billy C. schoal: Hope High School  Status: Active  Homeroom: 403

Student Conference | Conference History

Last Name First Name Middle Name Suffix  Perm D Grade Gender

|Abbott |Billy fc | |905483 12 v Male «

Conference Code, v| Conference Cade (or Higher)

Conference Add Wizard | Add | Show Detail |
| Ling Description %I Meeting Date £ Time $| Referred By & Staff Name =
— | 1//Personal v| 05042011 [F 11:25 AM \Wilson, Rob v

Printed Student Conference Screen
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Chapter Five:
REPORTS

This chapter covers:
» Available Reports
» Discipline Reports
» Discipline Incident Reports
» Conference Reports
» Disciplinary Action Forms
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AVAILABLE REPORTS

Types of reports include Individual, List, and Summary. Individual reports print information
about a single student per page, but can be printed for multiple students at one time. List
reports are summaries for multiple students. Summary reports present numerical report
summaries.

This chapter covers only the customizations specific to each of the reports used in
Discipline and Conference. The additional options available on the other tabs are explained
in the Synergy SIS — Query and Reporting Guide.

., Reference: This chapter covers only the customizations specific to
N each of the reports used in Discipline and Conference. Tthe additional
@ options available on the other tabs are explained in the Synergy SIS —
Query and Reporting Guide.

DISCIPLINE REPORTS

Discipline reports are in Synergy SIS > Discipline > Reports.
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ADS201 - Student Discipline Profile

The Student Discipline Profile displays the student’s demographic information and a list of

the discipline records and their details.

ADS201 Student Disc

upoi i -
gOUPOIn, Hope High School Year 2010-2011
- Student Discipline Profile Repart: ADS201
Schag) pistrict
Student Information
Student Name Perm IO Gender Grade Adaress :I’
Abbott, Billy C. 905483 M 12 g
Last Name Goss By Mick Mame Birth Date 1953 § Val Vista Dr o
0&8/12/1993 Mesa, AZ 85234 _'-:-"
FPhone Home Language Fesohed Enter Date Leave Date o
800-555-1214 Spanish Hispanic 08/31/2010 :?
Custodial Information O
Motner Phone Type Phone Extznsion
Aaron, Kathleen Home 480-555-1214
[#] Contact Allowsd Has Custody Lives With Ed. Rights Mailings Allowed
Father Phone Type Phaons Extension
Aaron, Phillip Cell 480-555-6767
[¢F] Contact Allowsd Has Custody Lives With Ed. Rights Mailings Allowed
Incident Discipline Discipline Disciplineg
Date Code Description Code Hours Date Demerits Schoal
oer29/2010 09 Defiance ALC 0 10/04/2010 0 Hope High School
Billy was asked to go to class after the first bell rang. He swore at Mr. Weathers and was sent to the
office.
Disposition Date  Disposition Dwration Staff Name
10042010 ALC - Altemative Learning McGrew, Tom
1001372011 D6 Bus DET 1 10V20/2010 0 Hope High School
Student used bad language towards the bus driver on the ride home from school. Student was moved
ta the frant of the bus for the remainder of the ride.
Disposition Date  Disposition Duration Staff Name
1072072010 DET - Detenticn 1 Wilson, Rob

ipline Profile Report
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The report can be customized using the following options:

Report Interface («

Mame: Student Discipling Profile  Humber: ADS201  Page Criertation: Portrait

| Options | Sort / Output | Conditions | Selection | Advanced

Student Info (6]
Perm IO Gender

I905483 Male b

Last Mame First Mame Iiddle Mame
[abhott Billy C

Grade

W - b i

Discipline Info @
Disposition Code

hinimum Incidents Minimum Cemerits
|1 0

Filters Q|
I~ Shaw Full History |

Student Discipline Profile Report Interface

An individual student or group of students can be selected by filtering on Perm ID,

Gender, Last Name, First Name, Middle Name, or Grade. For example, if grade
12 is selected, the report prints an individual report for each student in grade 12. A
range of grades may also be selected.

The report can also be filtered by the Disposition Code, Minimum Incidents or
Minimum Demerits. For example, enter the disposition code for Suspension to
print profiles for students who have been suspended. Or specify a minimum of 3
incidents to print profiles of students with at least that many discipline incidents on
their records.

To include all discipline records for the student, check the Show Full History box.
If this is not checked, the report displays the records for the current school and
school year only.
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ADS401 - Stude

nt Discipline Listing

The Student Discipline Listing report displays a list of students with brief summaries of their discipline

records.

Ingidant Date

1 OS5

Disoipline
Code
210 [

Desaription

Deflance
Eilly was xzked to go 5o class afer the first bell rang. He sware at Mr. Weathers and was s2nt o fhe affice.

2 M 3 Sus

EuPOiny Hope High School Year 2010-2011
Student Discipline Listin —- 01
LT F q Report: ADS40
Student Name Perm ID Grade  Gender
Abbart, Billy C. 303423 12 Male

Sludent used bad language iowards fue Dus oriver on the ride home from school. Student was moved bo the SOt of the bus for

the remairder of te ride,

ADS401 Student Discipline Listing Report

The report can be customized using the following options:

Report Interface

| Options |_Sort / Dutput

Mame: Student Discipline Listing number: AD5401  Page Crientation: Landscape

Conditions = Selection | Advanced

Student Info

Grade

Gender
b

Discipline Info

Incident Date
-

Minimurm Incidents

Disposition Code
|

rinimum Demerits

1

o

e The students included in the listing can be filtered by Grade or Gender.

Student Discipline Listing Report Interface

e The report can also be filtered by the date of the incident by entering a date range in
the Incident Date fields. Type dates in M/D/YY format, or select using the Calendar

button.

e The report can also be filtered by the Disposition Code, Minimum Incidents or
Minimum Demerits. For example, enter the disposition code for Suspension to
print profiles for students who have been suspended. Or specify a minimum of 3

incidents to print profiles of students with at least that many discipline incidents on

their records.
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ADS402 — Student Demerit List

The Student Demerit List lists all students and their parents’ phone information, with total
numbers of discipline incidents and total numbers of demerits accumulated.

Hope High Schoaol Vear 20082008
b Student Demerit List Ropart: ADS02
Schasl DT

Studerl Kame Paim 1D Grd Gan Melalion Farert Karme Trpe Phane Extn  mciden! Demarils

Bl HEy C BOBRER (F A ] R ] Agion, Ealligas Hame RA0A55-1204 2 1)
Fattmt Aaizn Philg Cal 4055420

Atamelty, Anrm £ o B {1LI LB ARemalsy, Chitline Cal SA0-555-T a o
Falfmi Albpiraley, W b Hafe SAAEA-ER

Soaveis, Ardeaws BAEE 1"mn m Fattmt Asresde, Hirod wacik BOA58-2574 a o
Mot Aaorendc, Jaan Hane S05552007

Soavwiz, Aatlay BCax o ¥ Fattmt Asarendc, Wike wacik AID-555-2574 a o
Mot Asresdc, HewTwar Hane AI0-554-20E0)

Anwy Bilan R PRRE 12 ™ Fata Adkley, Ecgarm Hane SA0SE5 SRR [} ]
Mot Ackley, Maua Cal BoA5A-457Y

Eeozsla, Eogarm A BT 12 ™ Fafm: At Gregeny wizik BORASACE EMER [i] a
Mot Acoate, Hewlhar wacik 8oL 3300

Eezzuta, bahn & 1Ses 1"mn m Fattmt Praziwdo, loshos Hane AI-AE5-2542 a ]
Hofar Arearee. Lo hane BELARA2NT
Mot Axvim Habeom Cal AAD-5540 TR0
Falte Acanta, Dokl Hane [ e P

Lz, Rannelh O LRI EF nom [REE ] Aduria, Tina Hafe SAOA55-10ET a a
Fattmt Owusha, Danel wacik 454wl

Selmli, RN W BEds (L ] Falfmi Al Ewin wizik ARG S5-I I a 1)
Mot Adalt Jzan Hane AI-A55- JEUE

Seluli, e W womz {1LI LB Adali, Dasaby Fane SA0-5E5-CEIS a o
Falfmi Adalt Poter Hafe SAOAEALESS

S2mt, Timalhy 5 BB 1"mn m Mot Adalt Kutfmiine Cal BCaAta0T a o
Faltmi Addai Chine=ze Cal BN

Aedmrrm Akerl L Bk "m m Fattmt Adarra, Aradws Hane AI-AS-4500 a o
Mot Adarra, Magaiet Hane A20-555- 1600

L, Hiwasd T BrIaEs (F A ] Falfmi Adarra, Loyl wazik RAOAEACEYT a 1)
Mot Adarra, Hactel Hane S20-554- 104

Seluroa, Laity A B2 (L] Falfmi Adirra, Shree ¥icik AA0-555-1337 CELL a o
[REE ] Adirra, facroel e wazik RA0525-4328 CELL

Sl Wartis O BAEIS 1"mn m Granclaltm:  Adarra, Jammy Hane AI-AEA-45SY a ]
Wt Adgrra, Lalte | Cal SA055508

Slmrm Scofl M wRiE 12 ™ Mot Asdarra, Hebeom Hane AI-AE5-2ET a o
Falte Adarra, Car Cal [owe s P

K, Semahi B B340 (FaN ] Falfmi Adbinra, Cacigm Cal ELlis L L] a a
Mot Adarra, Hactel Cal AA0-555- 12350

Sl Shphen J e 1w ™ Mot Adarra Ardiee Hane L = P [} -]
Falfmi Addinta, Josw wazik RSOSSN

Edmrmae, Alan N BIAs 10 M Mot Adurrahl Winds Hane AI-A55-2E90 1 o

Eeavlirgis, Pk W EVIHEE 1z P Fafm: Adsisghon, Gk Hare SAOHEE E2E [i] a
Mot Asddi-ghon 10 arma Cal R EL e LAY

Eaboowl, Janse 1 [ ] (F ] [ERe ] Aol Shaion Hame SRA0-A 550 EAE a 1)
Fattmt Aaboel Hule? wacik AA0-555- 050

Agumto Hobie 1o w=T (LU} Fattmt Agueis, Aitur Cal AI-AS-4HID 1 ]
R ] Cowean, Fauk wazik SA0AACET

Ponted by Adrels Used st DR11S000 1 04 PM Eduzuinl Sctocl Lozl Paga 1 2f 148

ADS402 Student Demerit List Report
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The report can be customized using the following options:

Report Interface
Hame: Student Demerit LISt humber: ADS402  Page Oriertstion: Landscape
| Options | Sort / Output | Conditions  Selection | Advanced
Student Info @
Grade
W |- b
Gender
W
Discipline Info J
¥ Show Full History
Date Range
-
Minimum Incidents rinimum Demerits

Student Demerit List Report Interface
e The students included in the list can be filtered by Grade or Gender.

o To show all demerits for the entire year for each student, check the Show Full
History box. To limit the demerits included to a specific date range, enter the Date
Range in MM/DD/YY format, or select by clicking the Calendar [ button.

e The report can also be filtered by the Minimum Incidents or Minimum Demerits.
For example, specify a minimum of 3 incidents to print profiles of students with at
least that many discipline incidents on their records.
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ADS403 - Discipline Disposition List

The Discipline Disposition List lists all dispositions with the name and brief demographic

summary of the student.

eaUPDin . Hope High School
F.'? Discipline Disposition List
L T

Woar: 20082005

Feport ADE203
Disposltion Grade Student Hama Date Parm 1D Gander  School

ALC - Albemagve Leaming Classroom 12 Abbod, Bily C. 1NVDE008 905433 Male Hops High Schodl

DET - Dedantion 12 Abbod, Bily C. TNDE2008 905433 Male Hops High Schodl

Discipline Disposition List Report

The report can be customized using the following options:

Report Interface

Name: Discipline Disposition List number: ADS403  Page Orientstion: Portrait
| Optionsl Sort / Qutput | Conditions | Selection | Advanced

Disposition e

¥ alternative Learning Classroom M Detention M Expulsion M Mone

¥ Home Suspension ¥ Ticket W Transfer W Warning

Filters D
[ Show Full History

Date Range -

Discipline Disposition List Report Interface

e The report can be filtered by the type of Disposition entered. To select which
dispositions should appear on the report, check their boxes. To check or uncheck all

options, use the 1 putton.

o To show all of dispositions for students ever enrolled at the school in focus,

including discipline records for past years and other schools, check the Show Full

History box.

e The report can also be filtered by the date of the incident by entering a date range in
the Incident Date fields. Type dates in M/D/YY format, or select using the Calendar

button.
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ADS601 — Discipline Summary by Grade

The Discipline Summary by Grade lists all discipline codes and the total number of
discipline records in each code by grade and gender.

0%

)

Drescription qﬁ -35@ ‘\‘@ Q"@a Q&

Hope High School
Discipline Summary by Grade
09/01/2008 - 05/11/2009

11 12
k-
£lele S

5]

& &2

Year: 2008-2009
Report: ADSE01

Academicieneat (01)
Alcohiol (02}

Arson (03

Assault (04)
Automabile (05)

Bus (05}

Cianger Waapan [07)
Deflancs (09}
Diserimination (13}
Disarder Caond (11}
Diress Stangard (12}
Drugrdisributn {13)
Drugpossession (14}
Fighting (15)
Fargery (16)
Gambiing (17}

Gang Actiaszon (18]
Harassment {19]
Intzmeticomput (20}
Lyingfaize Acc (21)
Megidist Supp (22)
FRobberyexionn (23)
Sewual Aszault (24
Sewual Harasemt (25)
Sexugl Offerse (26)
Student Spesch (27)
Tardles (23)

Thett (29}
Thraats13-2211 (30}
Tobacco (31)
Traspassing (32)

Frinted by Agmin User a1 05/11/2002 1:10 FM

Edupoini Schoal Disanct

Fage 1972

Discipline Summary by Grade
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The report can be customized using the following options:

Report Interface

Mame: Discipline Summary by Grade Humber: ADS601 Page Orientation: Portrait

_Optiunsl Sort / Output = Conditions = Selection = Advanced

Please select at least one grade level
This report accepts a maximum of 7 grades.

Grade Jjod)
109 ¥ 10 111112
Start Date End Date Minimum Number Of Incidents

08/30/2010 06/03/2011
Discipline Summary by Grade Report Interface

e The report may be filtered by Grade level. To check or uncheck all grades, use the
2 putton.

e The report can also be filtered by the date of the incident by entering a Start Date
and End Date. Type dates in M/D/YY format, or select using the Calendar
button.

e The report can also be filtered by the Minimum Number of Incidents. For
example, specify a minimum of 3 incidents to print profiles of students with at least
that many discipline incidents on their records.
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ADS602 — Discipline Summary by Ethnic Code

The Discipline Summary by Ethnic Code lists all discipline codes and the number of
discipline records for each code by ethnic code and gender.

Aupo; i . .
7 ng Hope High Schocl vear: 20102011
FJ - Discipline Summary by Ethnic Code Report: ADS802
Schack pistry -
08/3062010 - DS.'Q.S.QH 1
- gt ™
o =
g e = g
(5 ) oy L
- o L g6 et o
Ceseription Serder T T M S T
Academicichest (01) Femals ] 2 o o o o o a o o
Mae ] 2 o o o o o a o o
Total o a o o [ 1] a a ) o
Alconal (020 Female 1 2 o o o o a a o 1
Mae ] 2 o o o o o a o o
Tatal 1 Q a a [ ] a a ') 1
Arson {03) Female ] 2 o o o o a a o o
Mae ] 2 o o o o o a o o
Tatal ] Q a a [ ] a a ') L]
Assyul (04) Female ] 2 o o o o a a o o
Mae ] 2 o o o o a a o o
Tatal ] Q a a [ ] a a ') L]
Automoble (35} Female ] 2 o o o o a a o o
Mae ] 2 o o o o a a o o
Total 2 Q a a [ o a a ) L]
Bus (05) Female a 2 o o o o a a o o
Mae ] 2 o o o o a a o o
Total ] 2 o o o o o a b o
Canger Weapon [07) Female a 2 o o o o a a o o
Mae ] 1 o o o o o a o 1
Total ] 1 o o o o o a b 1
De=adly Weapon {0€) Female a 2 o o o o a a o o
Mae ] 2 o o o o a a o o
Total ] 2 o o o o o a b o
Deflance (03) Female a 2 o o o o a a o o
Mae ] 2 o o o o 2 a o 2
Total ] 2 o o o o 2 a b 2
Frintes by 3tas Stas st D511 22041 10035 AM Edwpairt 3chacl District Pape 1 of=

Discipline Summary by Ethnic Code Report
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The report can be customized using the following options:

Report Interface

Name: Discipline Summary by Ethnic Code Number: ADS602 Page Orientation: Portrait

| Options |_Sort / Quiput  Conditions | Selection | Advanced
Ethnicity Type
Resolved Race / Ethnicity 4

Resolved Race / Ethnicity
et
W White v Black

v Native American M Asian
W Pacific Islander/Hawaiian ¥ Declined fo State ¥ Hispanic W Two or More

Start Date End Date
08/30/2010 06/03/2011

Minimum Number Of Incidents

Discipline Summary by Ethnic Code Report Interface

e Ethnicity Type —first select the ethnicity from the list, and then check the boxes for

the ethnic codes to be included in the report. To check or uncheck all ethnic codes,
use the 2<& button.

To filter by the date of the incident, enter a Start Date and End Date. Type dates in
M/D/YY format, or select using the Calendar button.

The report can also be filtered by the Minimum Number of Incidents. For

example, specify a minimum of 3 incidents to print profiles of students with at least
that many discipline incidents on their records.
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DISCIPLINE INCIDENT REPORTS

Discipline incident reports are in Synergy SIS > Discipline Incident > Reports.

IDS201 — Student Discipline Profile

The Student Discipline Profile displays the student’s demographic information and a list of
the discipline incidents and their details.

AUPOin; Hope High School Year 2010-2011
. mm Student Discipline Profile Repor: IDS201

Student Information

Stugant Name Pemm ID Genger| Grade Andress g
Abbott, Billy C. 905483 M 12

Last Name Goes By Mick Name Birth Date 1560 5 Val Vista Dr g

05/12/1993 Mesa, A7 85234 r~

Phone Home Language Resoivad Enfer Date Leave Diate [ws]

FHEE IR B Spanish Hispanic 08/31/2010 ‘_%

]

Custodial Information

Motnar Phone Type Phone Extension
Aaron, Kathleen Home wR Rty
[#] Contact Mlowed [ F] Has Cusiody [i#] Lineess Wit [#] Ea. mights: [ Madings Ascwed
Father Phone Type Phone Exiension
Aaron, Phillip Cell 480-555-6T6T
[¥] Contaet Miowed  [] Has Cuswy [] Lt Wit [#]Ea. Righes [#] Madings Alcwead

Incident Information

Incigent Date Incident Roke Incident ID Dements | Hours | Onganization Name
D6/13/2011 = Offender 4 0 0 Hope High School
Wiolations
Vandalism > Graffiti or tagging
Dispositions
Dispasttion Data Cote Descrption
06/13/2011 AZD2 Removal
End Date Days Hours Completed
06/14/2011 2.00 N
Viclations:
Vandalism > Graffiti or tagging
Incident Information
Incigent Date Incigert Roke Incident ID Demerts | Hours | Organization Name
05/03/2011 | Offender 3 0 0 Hope High School
Wiolations
Alechol Tobacco and Other Drugs > Drug Vielation = Marijuana Use lllicit Drug
Weapons & Dangerous ltems > Other Weapons > Knife with a blade length of at least 2.5
inches
Description
Billy was caught smoking marijuana behind the gym during lunch hour. He was searched and a @ inch
knife was found in his jacket.
Dispositions
Disposkion Date Cods Description
05/05/2011 102 Out of School Suspension - Short Term Without Services
End Date Days Hours Complet=d
06/03/2011 22,00 N
Wiclations:
Alzohol Tobacco and Other Drugs = Drug Vielation = Marijuana,Use, lllicit Drug
Weapons & Dangerous ltems = Other Weapons > Knife with a blade length of at least 2.5 inches
Printad by Admin User at DS26/2011 251 PM Edupaint School Disirct Page 1aof2

Student Discipline Profile Report
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The report can be customized using the following options:

Report Interface «

Mame: Student Discipline Profile number: IDS201  Page Otientation: Portrait

| Options | _Sort/ Qutput  Conditions | Selection | Advanced

Student Info 3
Ferm 1D Gender

I905483 ale b

Last Name First Marne tiddle Mame

[6bott Billy c

Grade
|- v

Discipline Info ("]

Disposition Code
w

rinimurm Incidents kinimum Demerits

|1 |D
Filters ("]
Show Full History Show Incident Description

r r

Student Discipline Profile Report Interface

¢ An individual student or group of students can be selected by filtering on the Perm
ID, Gender, Last Name, First Name, Middle Name, or Grade.

e The report can also be filtered by the Disposition Code, Minimum Incidents or
Minimum Demerits. For example, enter the disposition code for Suspension to
print profiles for students who have been suspended. Or specify a minimum of 3
incidents to print profiles of students with at least that many discipline incidents on
their records.

e The report includes all discipline records for the student if you check the Show Full
History box. If this is not checked, the report displays the records for the current
school and school year only.

e To show the full description of the incident on the report, check the box Show
Incident Description.
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IDS202 — School Incident

The School Incident report shows all of the details about a specific disciplinary incident.

onpeing Hope High School Year 2010-2011
m ) School Incident Repart: IDS202
Schoo| pistrict

General Information

Incadent I0: Incodent Diate: Incodent Time: Crganization Mame
3 05/03/2011 = 11:00 AM  Hope High School
Crescripton:

Billy was caught smoking marijuana behind the gym during lunch hour. He was
searched and a 6 inch knife was found in his jacket.

Refamed By: Refarral Date: Staff Mame:

Maloney, John 05/04/2011 Weathers, Julia

Incident Detail
Incizent Cost:
Gang Related: [] Hate Related: []

Incigent Context Code:
During School Hrs

Locatiaon Location Text
Gymnasium South East corner of Gym

Student Participants

Siudent Mame: Pemm 1D Gender: Grade: School OF Enroliment:
Abbott, Billy C. 905483 M 12 Hope High Schoaol
Incident Roke: Injuries Sustamed: | VWiolations:
1 - Offender O Deadly Weapon; Drug/possession = Drug /Possession

Mon Student Participants

Marns: Gender Injuries Sustainsd: Incident Role:
Smith, Duncan M O 3 - Bystander or witness

School Incident Report

The report can be customized using the following options:

Report Interface

Mame: School Incident  Humber: 105202 Page Orentation: Portrait

| Options | Sort § Output Conditions | Selection  Advanced
Incident IO Incident Diate

! :

School Incident Report Interface

e Select the incident by entering the Incident ID.

e To print a report for each incident in a range of dates, enter the dates in the

Incident Date fields. Type dates in M/D/YY format, or select using the Calendar
button.

Copyright© 2013 Edupoint Educational Systems, LLC 119



Discipline and Conference User Guide Chapter Five

IDS401 — Student Discipline Listing

The Student Discipline Listing report displays a list of students with a brief summary of their
discipline records.

Hope High School Year 20122013
Student Discipline Listing Report: IDS401
Student Name Perm ID Grade  Gender
Acosta. John A 150265 11 Male
Incident Date Incident Role Violations
1 08202012 Offender Diefiance; Disorder Cond: Drugidistributn > Other Illicit Drug > Sale, Distribution, or Intent to Sale or Distribut
John started everything
Adair, Diane N. 903912 10 Female
Incident Date Incident Role Violations
1 02202012 Bystander or witness
Adair, Timothy S. 888621 11 Male
Incident Date Incident Role Violations
1 11082012 Offender Aloohol > Use

IDS401 Student Discipline Listing Report

The report can be customized using the following options:

Report Interface («

MName: Student Discipline Listing HNumber: IDS401 Page Orientation: Landscape

Optionsl Sort / Output |~ Conditions  Selection | Advanced

Student Info @D
Grade

v |- W
Gender

b
Discipline Info @
Incident Date

-

Disposition Code
b

Incident Role

WA
Minimum Incidents Minimum Demerits
1 0

Student Discipline Listing Report Interface

e The students included in the listing can be filtered by Grade or Gender.

e You can filter the report by entering a starting and end date in the Incident Date
fields. Type dates in M/D/YY format, or select using the Calendar k¥ button.

e The report can also be filtered by the Disposition Code, Incident Role, Minimum
Incidents, and Minimum Demerits. For example, the disposition code Expulsion
prints the report for students expelled. If Minimum Incidents is 2, the report
includes students with two or more discipline incidents on their records.

120 Copyright© 2013 Edupoint Educational Systems, LLC




Chapter Five

Discipline and Conference User Guide

IDS402 — Student Demerit List

The Student Demerit List lists all students and their parents’ phone information, with a total

of the number of discipline incidents and the total number of demerits accumulated.

Hope High School

Wear  2000-2041
Student Demerit List Feport: 05502

Siudard Hama Ferm 1D Ord Gan  Ealwion Farani Kams Trp= Prans Ecin  lrcidme Demaris

dbmrelTs, e C T 0 F L g Sbmraity, Chrniae Tl HES-355-T0 a -]
Talam Sty Wil Hlome HEI-EE5-DRA

Acreacc, ANTEy I 0 F Talam Sepamon, Yl W HEC-205-35T4 a 1]
L2y Sepamon, Masthar

Argvis, Kenreath D (R L Lk 0 M Moiter &oyrin Tinm o o
Tulam: DT Dmtel

Sgar, Disae M ik R o F L Balwir Doty a -]
Falam: Aalnir Paiur

digarie. Sephan BRI I M L g Sedra, ATmnds a -]
Talam Sifwrrs, Joan

Ararvekl &an W BTHIIE 0 M Moiter Ladurrad | Wereds o o

Aguada Dby J AT ([} Talam Bgumedc &rthor a 1]
Mtk er e Faadn

Aguiler Twrzin AT I F Wit or Aguilar, Wareis o [
Talamn Sgpilar, Iow

Akhiram, Lisde £ 12334881 [ Talamr &hlsl-om Tearg [1] -]
Mt g1 &hl-zm Jana

dfizhisza, Kerea L poces o1} icr Motk er Aich s, Melnme a -]
Talam Alch o, Herakd

fbr, Sadea © EaTE icr Talam Akin Geead a -]
L g &kin Janaica

Scor, Fang [ (L] Mt g1 Alwrcan Jana a )
Falam Alwrcan Bidheed

Arpzar Cagere 141550 (L ] Talamr Elewrar, Fedat 1] 1]
Motk er Magens, Doite

Sazar Cagere & ey 0 M Hep-Rohar  UesTsge, Jance a 1]
Motk er Vagens Maris
Talam ks, Frank

ey, Baercs | TS o F Talam £Hwr Thoras a -]
L2y &idar Laum

dmyuradar, Jomapsh J SNEE 0 M Talam Elermnder Joa o o
Motk er Adarmredn: Puty

A, Phyilln & 14384 I F Falamr Algw Michasl o [

dlan fmron LR ook L I M Talam £ban, Richard a -]
Gordraive A, Mais
Maiter Rz, Oesn- v

#llan Sndran [ B ] it F Mt g1 &bt D-a1cm a )
Falam Alan, Chihd=zhm

dllan Darall Y o F L £ban, Chersl a -]
Mtk er £l lealye
Falam Sl Wi
Falam A, Bod

dlany. Doneld § . 5 ek I M Talam &1, Devjmrin a -]
L g £l MzEls Cal HEC-205-E0H

Ay Jaramy 5 BTAZNE 0 M Moiter &8, Roae tha AB0.255-2E00 o o
Talam LBt W tha AB0.255-2E00

Fairied by Sinfl Sl of 06157001 10638 AN Eduzorl Schoo] Diakid Fuge | o &

IDS402 Student Demerit List Report
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The report can be customized using the following options:

Report Interface

Hame: Student Demerit List Number: IDS402  Page Crientstion: Landscape

_Dptiunsl Sont S Output | Conditions | Selection . Advanced

Student Info (]
Srade

Sender
W

Discipline Info (]
finirurm Incidents Minimum Demerits

r

Student Demerit List Report Interface

¢ The students included in the list can be filtered by Grade or Gender. For example,
if Grades 9-10 were selected the report only includes students in those grades.

e The report can also be filtered by the Minimum Incidents or Minimum Demerits.
For example, if the minimum number of incidents is 2, the listing would include all
students that had 2 or more discipline incidents on their record.
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IDS403 — Discipline Disposition List

The Discipline Disposition List lists all dispositions with the name and brief demographic

summary of the student.

cAubOin, Hope High School
FJ Discipline Disposition List
School District

Year: 2010-2011
Repart: ID5403

Disposition Code Grade Student Name Start Date  Perm ID Gender  School

DE Detention 12 Abbott, Billy C 06/13/2011 905483 Male Hope High School
EX  Expulsion 12 Abbott, Billy C. 05/05/2011 905483 Male Hope High School
SU  Suspension 12 Abbott, Billy C. 03/10/2011 905483 Male Hope High School

IDS402 Discipline Disposition List

The report can be customized using the following options:

Report Interface

Name: Discipline Disposition List humber: IDS403  Page Criertation: Portrait

_Optionsl Sort / Dutput | Conditions | Selection  Advanced

Dispasition Code el

¥ Actions Completed In One W Actions Completed In One Or More ¥ Actions within Due ¥ Mo Action

Day Days Process Taken

¥ Other Action ¥ Removal ¥ victim Related Actions

Filters ]
I Show Full History

Date Range =

Discipline Disposition List Report Interface

e The report can be filtered by the type of Disposition Code entered. To select

which dispositions should appear on the report, check the name of the disposition.
One, two or all may be selected. To check all options or uncheck all options, use

the &9 putton. Clicking in the empty box clears all checkboxes, where clicking in

the box with the checkmark checks all options.

e To show all of the dispositions for students ever enrolled at the school in focus,
including discipline records for past years and other schools, check the box labeled

Show Full History.

e The report can also be filtered by the date of the incident by entering a starting and
end date in the Date Range fields. Type dates in M/D/YY format, or select using

the Calendar [ button.
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IDS601 — Discipline Summary by Grade

The Discipline Summary by Grade lists all discipline codes and the total number of
discipline records in each code by grade and gender.

eAuPOiny Hope High School vemr 3090.9011
- FJ o Discipline Summary by Grade Report: IDSE0T
chord st 08/30/2010 - DE/032011
11 12
#| N
«ﬁﬁf|@‘9w‘|f &

Arsom (03) | |

10
o

o
o
Description Q°Q§|é§° ’\.*a ‘:5@

Zmwual Azsaul (24)

Alcohal (02)
Fargery {16} | |
Crugipossesian (14} 3 1 1
Bexual Genss (25) | |
Trespassing (32)
Gang Actiazzce (13 | |
Unex Abvditch (33}
Academicicheat (01) | | 2 F 2
Automobile (05}
Sambiing (17) | |
Thett (25}
Tardies 28] | |
Disander Cond {111 1 1 1
Detance (J3) | |

Threats: 1030

LylngMalze Acc {21) | |
Assault (04)
Stucent Speech (27) | |
Canger Weapan {071
maseryiexlar (23] | |
Tobacco (31)
Descrimiraton {10} | | 1 1 1
mesmeticomput (200
DrugDistribution (13} | |
Suz (0]
Medidiet 3upp {22) | |
Deadly Weapor (08) f | q

Frintec oy S~ Sta® a1 050122007 11-01 A Ecupaint 3chool DIstict Fage i o2

IDS601 Discipline Summer by Grade Report
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The report can be customized using the following options:

Report Interface

| Options | Sort/ Qutput | Conditions | Selection  Advanced

Mame: Discipline Summary by Grade Number: IDS601 Page Orientation: Portrait

Please select at least one grade level.
This report accepts a maximum of 7 grades.

Grade [/
W09 V10 v 11 v 12
Start Date End Date Minimum Number Of Incidents

08/30/2010 06/03/2011

Discipline Summary by Grade Report Interface

o The report may be filtered by Grade level. To check or uncheck all grades, click the

e putton.

e The report can also be filtered by the date of the incident by entering a Start Date

and End Date. Type dates in M/D/YY format, or select using the Calendar

button.

e The report can also be filtered by the Minimum Number Of Incidents. For

example, specify a minimum of 3 incidents to print profiles of students with at least

that many discipline incidents on their records.
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IDS602 — Discipline Summary by Ethnic Code

The Discipline Summary by Ethnic Code lists all discipline codes and the number of
discipline records for each code by ethnic code and gender.

upaoy, i . .
eAUuPOin, o Hope High School . vear  2010-2011
FJ " Discipline Summary by Ethnic Code Report: IDSE02
Schact Qi trT -
08/30/2010 - DEM03/201 l\aﬂj
® P A
B P oo

Description Bander T e
Forgery {1€] Femal= o o [ [ o o o o o L]
Mae o o [ [ o o o o o L]
Total o o o o o o a a o o
CvugiDestribution (13} Femal= o o [ [ o o o a o o
Mae Q Q o o o o a a o o
Total o o o o o o a a o
“review Ragqd™ (35) Femal= o o [ [ o o o a o o
Mae Q Q o o o o a a o L)
Total o o o o o o a a o o
‘Btugent Bpeach {27) Femal= o o [ [ o o a a o o
Mae Q Q o o o o a a o L)
Total o o o o o o a a o o
Deadly Wieapon {0€) Female Q Q o o o o o o o 0
Mae 1 Q o o o o a a o 1
Total 1 Qo o o o o o o o 1
Autiomaonle (35) Female Q Q o o o o a a o L)
Mae Q Q o o o o a a o L)
Total Qo Qo o o o o o o o o
Mo Descrigtion Code In Sasl 2 Female Q Q o o o o a a o L)
(38 nae ] ] o o [ [ ] ] ] ]
Total Qo Qo o o o o o o o o
Mizdidiet Supn {22] Female Q Q o o o o a a o L)
Mae o o [ [ o o o o o L]
Total Qo Qo o o o o o o o o
Vanasism (34] Female Q Q o o o o a a o L)
Mae o o [ [ o o o o o L]
Total 2 2 o o o o a a o o

Frintec by Sta® 2% at 051 220117 11208 AM Ecupoink 3chool District Page 1075

IDS602 Discipline Summary by Ethnic Code Report
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The report can be customized using the following options:

Report Interface

Mame: Discipline Summary by Ethnic Code Number: IDS602 Page Orientation: Portrait

| Optiunsl Sort / Output = Conditions | Selection

Advanced
Ethnicity Type
Resolved Race / Ethnicity A
Resolved Race / Ethnicity (6]
(e
v Hispanic v Two or More W White v Black
¥ Native American v Asian

W Pacific Islander/Hawaiian ¥ Declined to State

Start Date End Date

Minimum Mumber of Incidents
08/30/2010 06/03/2011

Discipline Summary by Ethnic Code Report Interface

Ethnicity Type — first select the ethnicity from the list, and then check the boxes for

the ethnic codes to be included in the report. To check or uncheck all ethnic codes,
use the <& button.

To filter by the date of the incident, enter a Start Date and End Date. Type dates in
M/D/YY format, or select using the Calendar % button.

The report can also be filtered by the Minimum Number of Incidents. The report
can also be filtered by the Minimum Number of Incidents. For example, specify a

minimum of 3 incidents to print profiles of students with at least that many discipline
incidents on their records.
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CONFERENCE REPORTS

Reports related to conferences are in Synergy SIS > Student > Reports.

CNF201 — Student Conference Profile

The Student Conference Profile report displays the student’s demographic information and

a list of the student’s conferences with their details.

Hope High School

AXLL
Scaam;uid-

over the top.

CNF201 Student Conference Profile Report

Year:  20710-2011

Student Conference Profile Report: CHF201
General Information
Student Mame: Perrn IC: Gen: | Grade: Enter Date: Leaws Date:
Abbott, Billy C. 905483 M 12 08/31/2010
Last Mame Goss By: Mick Mame: Birth Date: Address:
031121993 ' 1953 § Val Vista Dr

Phone: Home Language: Resohved

B s g Spanish Hispanic Mesa, AZ 85234
Conference Information

Diescription Meeting Date Refemed By Staff

Personal 03092011 Wilson, Rob

Refierral Date Followup Dats Notfication Date
Comment

Met to discuss Billy's problem with tardies. He will make an effort to make it to school on time.

Diescription Meeting Date Refzmed By Siaff
Course Requests 05/03/2011 McGrew, Tom
Refierral Date Followup Dats Notfication Date
Comment
Talked about Billy's course requests for next year. He would like to take a more advanced math
class.
Diescription Meeting Date Refemed By Staff
Conduct 05172011 Vesta, Cindy
Refarral Date Follewup Date Motification Date
Comment

Billy being emotional this morning. After further discussion, he admitted that his outburst was

0 Aig ‘poagy
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The report can be customized using the following options:

Report Interface («

Name: Student Conferance Profile Number: CHF201  Page Orientstion: Portrait

| Options |_Sort/ Qutput  Conditions | Selection | Advanced
Student Info @]
Perm ID Gender

905483 hale by

Last Mame First Mame Middle Mame
[Abbott Billy C

Grade

Student Conference Profile Report Interface

An individual student or group of students can be selected by filtering on the Perm

ID, Gender, Last Name, First Name, Middle Name, or Grade. A range of grades
may also be selected.
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CNF601 — Student Conference Summary

The Student Conference Summary lists all conference codes and the total number of
conference records in each code by grade and gender.

eAUPOIng Hope High School ear 20902011
- F.1 - Student Conference Summary Report: CNF6O1
el From D&/30/2010 to D612/2011

03 1" 12

10
# FJ F #

#| . > 3 Qf s \ F| » @ 2

i 3 P 3 af 3

Ressonrorvist o | o |4 | & | RSt ol RS
AZE 2 24 s 41 oz 78 oz oz s e
Conduct 1 1 2 2
Cowse Recuests F: 3 s o 28
Emasenal lszue 17 28 41 2 s 3o 8 7 15 88
Graduation Review 14 13 33 4 13 2| 1z 3 82
Groups H 1 1 o 1 g 4] 10 17
ratruzzan 73 37| 170 S 77 148 3 35 B 280
Aeetand Greet Night 2 1 2 1 o 1 2
Farent Meeting sorl 123] 230 1zl a2 ez 1sa| 1 1 TER
Ferscra 1 1 1 1
Zchedule Change . 1 ¥ 1 1 1 2
aperts - 1 1 1
Totale Fil 2ag) 282 283 1868

288 243 b=
] 37 624 428

Frinted oy St Sea® at DE1230711 11:20 AW Eduport 3chool Distic: Fage ici1

CNF601 Student Conference Summary Report

The report can be customized using the following options:

Report Interface

Name: Student Conference Summary Number: CNF601 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection | Advanced

Please select at least one grade level.
This report accepts a maximum of 7 grades.

Grade [«
V09 V10 v 11 v 12
Start Date End Date

08/30/2010 06/12/2011
Student Conference Summary Report Interface

e The report may be filtered by Grade level. At least one grade must be selected. To
check or uncheck all grades, click the 2% button.

e The report can also be filtered by the date of the conference by entering a Start
Date and End Date. Type dates in M/D/YY format, or select using the Calendar
button.
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DISCIPLINARY ACTION FORMS

System Default Form
The Disciplinary Action Form (IDS801) is printed when no Merge Document is selected.

To set options for this form:
1. Goto Synergy SIS > Student > Student.
2. Click the Menu button, and click Report Preferences.
3. Click the Report Preferences tab.

User Password and Preferences

User Name: User, Admin

Password  Preferences  Report Preferences [
Phone Number Options [

Mask Phone Numbers

IDS801 Preferences (%]

Hide Custodial Information

Hide Messages to Parent

Use Custom Acknowledgement Text
Custom Acknowledgement Text: [%5| @

User Password and Preferences, Report Preferences Tab

The options are:

o Hide Custodial Information — omits the custodial information from the report.
Hide Messages to Parent — omits the messages to parents.

e Use Custom Acknowledgement Text — changes the standard text in the gray box
(see the illustration on the next page) to the user defined text entered here.
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Hope High School Vear 0083008
Digciplinary Action Form Fapect: D201
School Phone Number: 948-535-1212

b=
Echacl Disiiet

Shedent Information

Lasl Mans Fiisl s Miide Hamm e rade | Ealh Cua
Abbott Billy c Male 12 | 03131583
Paif D Herra Exhimzn Hame R Herra Rogmn Techai

505433 480-555-1214 PAy | Gardon, Kim

Cucindlal information

Nuler TYeE Ptarce Echarmion
aaron, Kathlaen Home 480-555-1214
Fullai Tiee [RTE Echarmizn
Aaron, PRINE Call 4B0-555-ETET
Dicolplinary Inaldant
Ireases! Dale nedait Time. | Endaisd By Hahaijpad By
DIN2E003 | 1222 PM 0 McErew, Tom Marin, Charlle
Wikl zm
ALCOHOL & DRUGS - llicit Drug, Lss, Marljuana
Cramciigen.
Billy was caught smoking marijuana in the boys locker room during lunch hour.
Lacmion Lacmion Taai
Locker Room 2nd foor boys leskar room
Agkion Taken
[Céag zuision Diaiw Ered Dmin Sismcakion Lode D Hoars | Snw Mame
L p ki ] 02008 Cut of Jomool Sucpencion-2nor Tarm | 400 a Mulres, Tom
Dear Parent

From fime to e, partof a chiid's growing process Involves making mistakes at school. The purpose of this report ks fo
Imtznm o of action tyken by the school siaff io Beip your child comect histher mistakes. You ane sncoursged o clscuss this
acton with your child and o support the acdon. Please sign this copy and retum it o school

Signatures

PrincipaliDesignas

[ Tt craiges wena axplainesd Parent/Guardian
o shude il Tha shden] was [k Fe 18 ko Bakg e TR IE] O BEATE Sy
grenn e apeeriuniy B scskn
hintser brecharrm=l of Student
TEre s sueprracl
Pt By Adreis Uit o (RTETU00 B 32 PM Edugolnl Shosl Dirzl CTEE

Default Disciplinary Action form
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Sample Cover Letter

tﬂ.UPDI‘nE

-
Schoal District

March 25, 2008

To the parents of: By Abbol:
1953 5 Val Vista Dr
Meza, A7 B5232

RE: Discipline incident, OTHER POLICY - Language, Inappropriate, occurming on
10/07/2008 at 3:40 PM

Cear Parent|s)/Guardian(s):

After investigating the tncident. | have decided to recormmend to the Board of
Education that Billy should be suspended for 3 school days. If the Board accepts
this recommendation, your student will be able to return {0 school i 3 school
days. However, if a scheduled school day is canceled (snow day, etc ), the
suspension automatically extends 1o the next day schoo! is in sesson.

While suspended. students are not permitted to paricipate in school activiies or
ewents. Further, your student is mot allowed io be on school property unless prior
permission is given by the superintendent or designee.

f you have any questions please contact our Student Senvices department at
555-1234.

Sincerely,

Bob Weathers
Supermntendent

Edupoint Educational Systems. LLC. — Demo Merge Letter - English

Sample Suspension Letter
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