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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures

3 et Fom 2l | The Incident Form screen is displayed.
Yea  Iedenthum  Incident Date Incident Time: - DOE Incidert Bint
,_ l— IME] ,j ,_ [ o -

[ncident Type VioletionCode Location® Genevalloc Contest Tope Inwove  StaflD Pers Code ﬂl TO Ad d a N ew DlSC|DI|ne InCl dent
M3 st ﬂl
[Foice [ [Hie  Wepon  Whee  When Bug Hum :
[7 Aol rﬁang rWeapun lm ,__l ,__[ l_
o e Click the Add New button
All Students T Single Student T Student [ncident History T Sepunty Record
Students
Student Action 1
Number Name | Grade | Action | Date |Duwlion| Start | End | Retun

il il
o A . . .

4 it Fom X | | The incident form will be activated and
Yea  cietNom  bodeniDak  ncientTioe OOF bciceot Gebidng| it information for the new incident can be
W Bend] __ & I iehod = entered.

: = : S_I Cancel >

Incident Type Vidaton Coce Localion ' Generalloc Content Type hwabe — StafflD PesCodk w

I I O 2 ™ The top portion of the form contains

[Pie [hg [ Wegn e W Bulln information about the incident.

[ deckd [ Garg [ Wegpon ﬂ ’_;l I_LI ’_ [ee | Qut

e | Some information in the Incident Form

Al Students T Singe Studert T Shden Jcident Histy T Secuiy Record \ defaUItS and cannot be ChanQEd- ThIS
information includes school year, incident
— number, and location number.
udents
Student Action 1 . i
Hunber | Nane | e | Action | Date | Dualion] Stat | End | Retun Other fields will default to the most
commonly used entries and information in
these fields can be changed if needed.
The bottom portion of the form will
display information concerning the
student(s) involved in the incident.
J
Use the tab key or the mouse to move
0 f from fiel_d to field when entering

information.
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
5 e ————— | Incident Date
Vea  Incidertum  AfdenDate Incident Time~ DIOE Incident 8 - .
(Gt Bef Print
Tl BN T - CetCueing| B Current date will default, the date can
e | o be changed if the incident occurred on
Incident Type Yioktion Cooe Locabon B GeneralLoc Cootest Type Iwobve SiflD PeclCode = = a different date. The cursor ShOUld be
v e 1 Ll v 5 v ¥ ¥ .. .
P M ﬂl positioned on the date field.
[ Poe [ Duge [ Hee Wewmn Whee  When Bus Num _
Mook C6ay T 3] 3] I Dk | Qut e Type the date, MMDDYY
Bnelﬁ I OR i
Desin e Click on the drop down arrow
All Students T Single Shudent T Shudent Jcidert History T Secury Record ° SeleCt the appropri ate date
Stuens Incident Time (*Optional field*)
| Jei | 3 "T"ﬂﬂ T e Type the approximate time that
Number Name Grade | Action | Date |Duration | Start | End |  Retum I
the incident occurred, HHMM,
am or pm must be entered.
DOE Incident Number
Automatically generated
Multi-School
If students from more than one school
are involved in this incident:
L 3 e Click on check box to activate
6 Y Incident Form -) Incident Type
Yew  cidentMun  ncident Date Incidert Time DOE Ineidert . . _
W IED_ WEE’ IM IEU_ F s GetEefng || it E) RType the 3-letter code
e Cancel
’Imrﬂype Vilation Code Locabion™NGeneralLoc Conted Type ok StHID PersCode = = H
e Click on the drop down arrow
A B A A0 dF A7 J1 2| sier| Heb pa
[ Palce Dug [ Hae Wepm  Whee  When Bug Hum - i SeIeCt the appropnate COde
[ loohd [ Gang [ Weanmn N 7 I_LI v [elete Quit
| Violation Code
i e T (TR W The violation code number will default
Udents N J0EN gent Incident Fistan ECUILY mECOn -
: — — - based on the Incident Type entered.
— Sl — Location Number
(udent ction - - -
Numher Name Grade | Action | Date |Du1alinn| Start | End | Retum The Iocatlon number WI” defaUIt Wlth
your school’s center number and
cannot be changed.
kN il
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
W Incident Fi X .

7 D LK | General Location — defaults to 1 (School
Year  Incicenthum  Incdet Date Incidert Time DOE Incident # " - .
el k-1 o Getbignm| it Grounds, On Car_n[_)us), to change:

twe | Cacd e Type the 1-digit code
Ircident Type VieationCade - Location #/Benersl Lo Content Type Imvobe - NafilD Pers Code = = OR
AT x| fed x| e v v v v v .
l_? m’__[ F’H_ : Whl_‘l o [ 3 e ] e Click on the drop down arrow
I E3pon e en 15 1§um .
Fud T Cveonf 3] I I seke | Qui e Select the appropriate code
Bref ;
lesin | Context Type — defaults to 1 (During
Al Shudents T Sirge Syter T Sttt eient ity T Sy Becord School HOUfS), to Change:
e Type the 1-digit code
Students OR
Sten Aoln | e Click on the drop down arrow
Nunber Name Grade | Action | Date |Du|alinn| Start | End | Retum e Select the appI’OpI’i ate code
Involve — defaults to S (Student), to
change:
e Type the 1-letter code indicating
student/non-student involvement
OR
e Click on the drop down arrow
e Select the appropriate code
| i

8 mlncidentfurm . NEE Staff |D

Year  Incientbum  Inoident Date Icidert Time DOE Incigent # (G Sieing Bt

[ET U E] [ I Wiksgr

EI':EL

Save ancel

Incigert Type Yioktion Code Looation General Loc Conlest Type: Involve falflD PersCode =
IR N N T R RN R
[Poe [ Dugs [ Hae Wen  Whee  When BusNum
[ Meahal rEang rWeapon . v M v Delefe
Bief I
Descrption

All Students T Single Student T Student Incident Hisary T Sepuity Record

Students
Student Action 1
Number Name Grade Aclionl Date |Dumtinn| Start | End | Retun

=

=

e Type the 3-digit ID number of
the staff member reporting the
incident

OR

e Click on the drop down arrow

e Select the appropriate Staff ID
from list

Personnel Code
The information will default with the
appropriate 3-letter code from the
Staff Record when an ID number is
entered in the Staff ID field.
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
1 Incident Fi HEE
9 == rem—-—' | Alcohol, Gang, Drugs, and/or Hate
Ve Inoiderttm  ncident Date Incidert Time OO Inciden 4 d ]
i ECERET) I et Wl ﬂl Check BO_XQS _
— ‘ See | Cace e Click on any appropriate check
Incident Type VioktionCode Location GeneralLoc Contest Type wobe  SteftlD PessCode . .
ks [ df A6 306 20w 3| o] e _b0>_<es that are applicable to this
FPibe [ Duge [ Hae espon  Whee  When  Bushm : |nC|dent
¥ kool [ Gag [ Wegpon [ m Delefz Quit
Weapon | Descrption L

I I Weapon —.defaults to N (None), to

Al Students | : :;;Edgun et History T Secuity Record c h an g €.
e Type the 1-letter code indicating
g g‘;ﬂ/ - type of weapon involved
e/ Shotgun
Studet | Urknown hetion 1 O R
Humbe Nl WA piion | Start | End | Retum e Click on the drop down arrow
e Select the appropriate code
L 3
10 1 Incident Form 0K | Where (*Optional field*)

Ver  otetlm  hodeotDde oot Tme DOE et Gebisig| P ° Type the 3-letter code for where

(G RG] [ I Wil = - the incident took place

g g e Cancel OR
Incigent Type Vidation Code Location Generlloc Conet Type hwhe S0 PaneCoce S .
frdfed W o) o EENEEN e Click on the drop down arrow
Phbs [y [Hee Ve e W Bulim . e Select the appropriate code
Vi [ Gag [ Wegm 0 ¥ lm l_ Deffe Quit

\ - .
i it ) \ e (':yorgtltﬁgzl {:Ir?zlidr;)cter code for
™ . -
All Students Sngle Shucerl T Shud rcident History T Secufityﬂew\ When the incident Occurred
\ OR
Stdens e Click on the drop down arrow
Sttt Adin e Select the appropriate code
Nunber | Nane | birade | Action | Date |Dumtiun| Stat | End | Retun
Bus Number
e Type the Bus Number involved in
the incident if applicable
Brief Description (*Optional field*)
e Type a short descriptive narrative
of this incident
When all entries have been completed:
{ J .
- ! e Click the Save button
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
[ ncident Form . [7] . i i
11 o e bele i T The Single Student folder will display.
el Incenthum Incicent Dale ncicent Tine ncident -
WO R fow [ Gelbistng| o _Stu_dent(s) can now be added to this new
a8 Canzl incident.
Incident Tyne Viclfion Code: Location®t Generalloc Comedt Type Ivobe  StfD PenCode - -
AL I AT W L N Y [ x| |TH * At New Help Remember'
VPdke [Dug [Hee Wepn  Whee W Bl : .
i by e ] 50 2] 0 ﬂl M Multiple students can be involved in a
o Mo single incident. Separate incidents should
_ not be created for each student whenever
Al Studerts Single Student T Studerk ncicent Hitory T Seaunty Record .. .
_ more than one student is involved in the
lugentlD St Hame Send ESE D554k ActionStaf PesCode  StalfName . .
FL same incident.
et belon T Date TDuglon Action 1 St ActonTEnd Rebmiadel [ echal [ ang .
[ H [ B[ B B row e To Add a Student to an Incident
e belon?Dde 2Dusion Achon2Stat  Ackon2End  Remtodel? \CIJseeade Veagn . .
3 B 3 &I mI # T Rd |~ Click Add New icon
|1
Ay AdnnHeamg  PaentCol  Paen Corf et fen [ Lot 2Ren ° Type the Student 1D number’ the
Date Tine One Date To Dale Leter T Date Sent Leter 20 Resonert At acenect Student name and SChOOl number
| H | | EH | " RenammendExpdin will di Spl ay
Haaie ’ OR
e Click Find Student button to
Add New ‘wavg ‘ Lance] | Delete | Preyits ‘ Hest |ﬂ| M (StFJtrllednl > search for a student
S
5] . .
12 |ERESRES B | student Name Search will display
LastName First Name
e pieinde e Type in Student Name (last, first)
Dauble Click to Select Student ) ;
Student-D Last Name First Name Status | Grade | Birth Date: | Sex | Race| S e Click the Search icon
} | 300560113 Jaiding Welnda A 03 2% F (W09
—T1——e Double click on the row of the
student to be added to the
discipline incident.
4 | )
I=
Quit
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Create a New Incident

Steps Screen Displayed Procedures

- -
13 il Ll | The selected Student 1D will appear in
Year  Incidentfum  Incident Date Incident Time:  DIOE Incicert H H
(0 TR T N T I et Wl ﬂl the appropriate field.

Incident Type Vilation Code: Location §  General Loc. Cartext Type Inval Staff D Pers Cad _lﬁave _lQanEEI
ncidert Type Yiolafion Code Locabion #  GeneralLoc Cortest Type Invotve d ers Cods P
ress Tab

o o R e R A d
¥ Polce: rDyugs [ Hale  Weapon  Wheme When Bug Num -
Pt TGy Cven [0 [oF 2] o o] _IDE'“ _IQ”” The student’s name and school number

by Tttt i will display and the fields are now
Al Shudent; i il Student Incident Historp T Securty Record aCtlvated SO data can be entered'
T ShudertlD  Shudent Name Scit ESE  0354id otin Stalf Pers Code  Stalf Name
N 50560119 |Jarding, Melnda W |I_ v - ESE
Actonl  Acion{Dae  TDuaon AconiStat  AcioniEnd  RelumioSenl! [ oool [ Gang The appropriate code will default for
xR T pprop
ESE students.

betin2  Acion2Dde  2Dustion Action25tat Acion2End  RetumtoSchl2 Wz Vg

T al BAl A BE[ B4 & % Wi

0SS-ytd
The number of days a student has been
bdrinHeaing  AdvinHearng  Parent Conf  Perent Conf [ Letereg [ Leter2Req . .
Date Tie Dre Date T Dale Lot { DileSer Later 2Dl Sent | ecamnerdPacemen aSSlgned to Out-of-School SUSpenSIon
.- | 8] B 8] B emodpkn for the year-to-date will display in this
field.

Naralve |

AddNeﬂ| Save | Eance1| Delete | Preiinu3| Hext | Memo | Demo find
Student

) Incident Form HEE Action Staff

Yea  IncidertMm heident Date Incident Time ~ DO Incadent 8 ..
B Eg few || W‘ Bi e Type the 3-digit staff ID number

of the staff member assigning the
Incident Type Violtion Code Locatin B GererlLoc Conlest Type hwoke—— StafflD Persode

Sae
v @ Af dF 2062 fod | a action to this student
e

14

LEIEL

VPke [Dug [ Hae Wewon  Whee  When  fBushim OR )

Vol [Gag [ e U o [oF o 0o [ Deee | Quit e Click on the drop down arrow

E)lesfcf\pl\on |Ih\sdescuphonhe\disoptiona\ ° SeIeCt the approprlate Staﬂ: ID
from list

M | St — st

Suden I Student Name Schif ESE 055" dotion Stafl PeusCode  Stalt Name
|5300550HS |Jardina,Mehnda W ||_ 1 x| [TCH @] edame, Gal

Bctin!  Acton?Date  1Dusbn Action?5tat  AelonlEnd  RetumboSetl ! Gang

| ’_L, el | B | &l [ g [ Hae

Acin?  Acton2Dde  2Duaion Acin?%al  AcinZEnd  RelumioSchl2 egm  Wegen

[ Al B[ dA] B[ B Ey C A

In order for this to work, the staff record
has to be specified as Discipline Office
staff. This is done on the Staff record
under the Job related tab.

v

Minbearg  Minbearg  Paenlof  Paen | eiRe LR
Date : Tine : (ne Dt Two Date Letter 1 Diate Sent Letter 2 Diate Sert [ Reconnend it ecenen [ Job Related 2ummer/F
| HLH I ﬁl” HL” HLH Hﬂ [ RexonnendExpubin [~ Department Chaitperson
E [~ Beginning Teacher
[ Teaching Summer 5chool
ik | =] I Discipline Office Staff

[ Front Desk Staff

AddNe!| Save | Eance!| Delete | Ple[iuus| Negt |Memu Demo Find
Student
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
15 [ ncient o L[ | Information entered on the student portion
Yeg  Ineidertbim  IncidertDate Incident Tme - DOE Incicent ¥ GelEisg| Pl Of the inCident form iS for the SeIeCtEd
o f -t I b - = student only. Other students involved in
5 Genpel inci i
Icicent Type ioatin Code Locfond GenelLoc ContetTope ok S0 PersCode 2 2 the_same InCIdenF can ha.\/e dlffere_nt
LI B (AL W LA L4 1 1 T % Hep aCt!0n§ e-nterEd Sl-nce actions are given on
Fhie [Oug [He Wemm  Whee  Whn Bl - an individual basis.
Wt g [ Wegm [V 2] i 2] I = Dee | Qui ) ]
- Most students will have only one action
I e . .. .
leagiy 1 ecsiniediind for any given incident (Action 1).
Al Sk Single Student T Student reident Hitory T Seculy Becord ACtion 1
StudertlD Shudenk Name Sthld ESE 0959 Ackion Staft Pers Code  StafName
TS [l et T[T [ [ o] o ] s e Type the 3-letter code for the
din]  ActontDate T Ackon1Cfat  Actionlfrd  RetuntoScH f [ eshdl [ Gang dlSCllene action taken
| N O O [ g [ Hae OR
feind  Actin2Dae  2Duin Acin2Stt AcnEmd  Rembolehl? \mm LI o Clickonthe drop qown arrow
A B 4] B[ Ed[ B r e Select the appropriate code
Action 1 Date
AdninHearg  Adunbeang  PaentCof  PaertConf et e [ Lt 2P I it Current date will defaUIt, the date can
Dake Tine OreDale TwoDae Letler T Dale et Letie 2Dale Sent | DECOMMENAL iacenen . - .
[ T H[ | B[ B I eemetnin be f:hanged if the action was given on
a different date.
e | e Type the date, MMDDYY
OR
e Click on the drop down arrow
AddNe!| Gave ‘ Lance] ‘ Delete ‘ Plegiuus‘ eyt ‘E‘ Demo Slll:li:ilgnt e Select the appropriate date
1 6 1 Incident Form -] 1 DU ratlon
Year  IncidentMum  Incident Date Incident Tive: DOE ncident o ° T e the du ratlon Ien th
W |su_ IME] IM l_ T oo GetExisting Print OR yp g

s
2
o
(I
=
=
i

|ncident Type Yilation Code Location# GeneralLoc  Contet Type Ivobe  StafflD PersCode

AT = J61 = W L4 1 O (A [ 11 (A (VI Add New Help
Weapon  Where Yfhen Bus Num

W Pdee [ Drugs [ Hae

e CGxg [wepm 0 7] [OF 7] [N = Delete | Quit

Bret

M |This descriplion feld is oplional

Single Student T Stugent Incident History T Securty Recard

Al Studerts

Schid ESE 0954t ActionStalt PersCode  StaftHane
178 ] [T x| |Adems, Gal
Retun to 5chl 1 [ Aechol [ Gang
izt [ Dugs [ Hae

Weapon  Weapm

Used r IE,

ShudentD  Student Name

SO0 [Jarding, Melinda

efin? Action1Date /1 Duration  Acton 1 Start
052 x| (oddaid 42004

Action 1 End
472300

Refunto Schl?2

Action 2End

T Ar BE[ A B[ B[ R

befin?  Action2Date 2Duration  Action 2 Stat

BdvinHeang  AdvinHeang  PaentCont Pasent Corf [ Leler1feg [ Letia2fen
Dale Time (heDate TwaDate Lt Dee et Leer20ieGent [ Reaorend ek Plcement

| tel | I el | Bl | Bl | [8l+| T Recommend Exuisin

Naalive I

AddNegl Save | Eam:e!l Delete | Pregiuus| Next |Memn Demo Find
Student

e Click on the drop down arrow
e Select the appropriate code

Action 1 Start
Current date will default, the date can
be changed if the action starts on a
different date.
e Type beginning date, MMDDYY
OR
e Click on the drop down arrow
e Select the appropriate date

Action 1 End
Date will default based on duration
length and start date.

Return to School 1
Date will default to the next school
day after the end date.
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Create a New Incident

Steps Screen Displayed Procedures
17 I ncident Forn I | Alternate Placement Instead of
Vear  Inciderthm  Incident Dale Incir Tine: - DOE Incidenl § GeEing| it EXPUIS!On (ALT) and Recommend
[T TN T T I WS - - Expulsion (REX) are the only cases that
— : See | Conce will involve entries for both Action 1 and
Incident Type VioltionCoce Locationtt Generelloc ContestType Iwoke  StailD  PensCodk . . .
Frafnd BT df A F e oo | ] Actl(_)n 2. In both of these SItuat!ons the
Fhiz Fop [ Vem e Ve Bl : required Out-of-S(_:hooI Suspens!on WI||.
Clit CGog g 1 2 o o [0 = Lol | Quit be entered for Action 1, and Action 2 will
W — be either ALT or REX (the only actions
S listed in the drop down for Action 2).
Al ey Single Student T Shudent Incident Hitorp T Secyiy Becord .
bl Sudethane S ESE OS5 Achndtl PesCode Sifene Action 2
EETE T @I [ a9 e Type the 3-letter code for the
fion]  AcinlDse  1Duain Aon1Slat  Acn1Erd  FemboSe [ eohdl [ Geng diSCipline action taken
R - N e P e S o i OR
fonl  Acton20ate Duaon Acton 2%t Acin2End  Retunto Sehl2 \Gﬁ?dm e e Click on the dr0p down arrow
T R | 2 - ' e Select the appropriate code
: - Action 2 Date
Ak AhinH PaiCod Paerlof 1 LefTReg [ Letler2Reg .
Da?!n - Tirgnem ¢ D;E?)atsn T::g%algn Lot D e Lol 2Dae ik | Pecomert Pz Current date will dEf_a'UIt’ the d_ate can
Il/_/_H;H [ B[ B B B T ReomendEpin be Changed if the action was given on
a different date.
Narahe ’DSSass\gnedtoaHowt\melmheanng,altemativeschoo\placements\tehasyettobedelemmed d Type the date, MMDDYY
OR
_ e Click on the drop down arrow
AddNey| Save ‘ Cancel ‘ Delete | Plegiuus‘ Hext |ﬂ| Demo StFulgednl ° SeleCt the appropriate date
18 ﬂlncidentFnrm REE 2 Du ratlon
Year  Incidenthum  Incident Date Incigent Time DOE Incident Cet By it At the Inltlal Creatlon Of the lnC|dent
P e e - = = and entry of student(s) the duration
- — - Save Cancel H
|cident Type Vinlation Cade Location# General Lo Cantest Type: Invalve Staft D Pers Cade Iength Of the Alternat|ve Placement or
;‘Mj' lf'; - F’T W'eamj' th 1 vim 1 B‘u“jmmj' 21 e |l Expulsion is unknown, therefore this
Qlice Qs 3le . -
[ ekl rGangg R O N A B Oele | Quit field should be blank.
B:’cnptmn ITh\sdescnpt\onheld\soplmna\ Actlon 2 Start

052 x| Josoand (8] | [xurs ] fuanais (8] [oarzsind (] [uraeins (2]

Aefion2  Aelion 2 Date Duation  Acton25tat  Action2End  ReluntoSenl2
AT x| |ae/m v |U4/ZE/U4M;| | Hj |J;|/

AlStuderts Single Student T Stugert |ncident History T Securiy Recard
Student D Student Name Schlff ESE (554td Achion Staff PersCode  Stalf Mame
[FanceEores  Peep,Lite ] |_]_L A
Action? Aeton1Date  1Dualion Acion?Stat  Acton1End  RetumioSchl1 [ Heohal T Gang

[ Dug [ Hae

Wezpon  Weapon

sed 0 m

[ Lt Ren [ Lelter2Reg

Lt 1 DaleSenl Leter20eeSent | Pecomnent it Plcenest

AdvinHeang  AdminHeaing  Prent Conf Parent Canf
Date Time: (e Date ToDele
B | N = X = B =

B~ T Recommend Exuisin

Narlive IUSS assigned to alow Hive for hearing, aktemative schaol placement ste hias et to be detemined.

AddNeﬂl Save | Eance[l Delete | Pleginu:l Next |Memn Demo

Find
Student

Current date will default, the date can
be changed if the action starts on a
different date.

e Type beginning date, MMDDYY
OR

e Click on the drop down arrow

e Select the appropriate date

Action 2 End
Since the duration length is initially
unknown, the field should be blank.

Return to School 2
Since the end date is initially
unknown, the field should be blank.

Created by Polk County Schools
Draft-June 14, 2004
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1) Incident Form BEE
19 - Alcohol, Gang, Drugs, Hate and/or
Year  Incidenthum  Incident Date Incident Time  DOF Incident 4 Getsing Piit
O D Y] [ie e I Wliseted E c Weapon Used Check Boxes
[ncident Type Yilation Code Location® GeneralLoc Conlest Type [nvolve  StafflD PersCode e fance ® CIICk on any approprlate CheCk
G I M N O GO 0 I 1 box(es) that are applicable to this
I Polce rDlugg [ Hae  Wepon  Whee Ywhen Bus Num . Student
ol Cam Ve N 2] [0F o] [N > Defeiz | Quit
Bref g
Dr:scnpt\on |Th\sdescupn0nhe\d\suptmna\ Weapon _ defaults tO N (None), to
AllShudents Single Student T Stugert Incident History T Secuity Record Ch an g e
StudentlD Student N Schit ESE DSSldAl SlHP Code  SiaffNi . . -
Fom e @[ || O o] — e Type the 1-letter code indicting
Aoon1  Acton1Date  TDuwaton Acon!Stat  ActonfEnd  RshuntaSohl1 [ Aol T Gang type Of Weapon
052w |40B/04 E: WS ¥ |UL1/12/D!1 HJ |D!1f23f04 M_l |D4/25/D4 |ﬂ_| Chug [ Hete OR
Acfion?  Action2Date  2Duwation Acton2Stat  Acton2End  RetuntoSehl2 e W i
i e e EY \r e e Click on the drop c!own arrow
e Select the appropriate code
AdninHeang  AdminHeaing  ParetCont Patent Corf [V Leter iRz [ Leen2Riey
Date Time (e Date Twn Date Lt Dl S Ll 2Dl Sent [ Reconmend i Placene
L [” Recommend Expulsion
Naive |DSS aasigned o dllow time for hearing, ahemative schoal placement sie has pet to be detemined
Add New. | Save | Cance| | Delete | Fle!iuu3| Next | Memo | Demo StFuiQ:nl
20 [t X | The following fields are not required for
Yea  Incdenttm  Incdent Date Incidett Tre DOE Inoident a” actions bUt may pertaln to the StUdent

CetBweing| | Pt

0

T WSO8 ] [isoay I HtSeh

Incident Type Viclgion Code Localin#® Generalloc Coniet Tope ok 3D PersCode

ﬂ
(N G 0 O N O O A R A R
TPz [ Duy [ Hee Wemn  Whee  When  Busim
[ ookl [ Geng [ Weapon lm ’ﬂ m l_ D | Quit

ancel

[

Lt

E:Esfcnptiun |This destcrintion field i option,

B et Single Student T Shudent ncident Hito T Seruly Beord
StugentD Student Name Sebld ESE DS54k hotion Saff PersCode  StaffMame
[EnSS P Lt ] |_]_L 10 :

Actin1  Achon?0le  0uwebin AchonStat  AchonlEnd  RemioSchl1 [ Hechal ™ Gang

062 ] o ] o ] o L] W ] WO g e

et Achon 202 20uebin defon2Stat  Achon2End  RehmboSch2 Wegmn W

I | e S I | L - iy

U Lz 1Fe [ Leer2Re
e DSk Lk 20 St | Pesonnendl st
[ Reoonmend Erpukion

nnHeaing  AdminHeang  PaentConf  Pasent Conf
Dake Tine (Ine Dele Twa Dale

R ET

Nare |DSS assioned to alow me fr hearng, alemetive schacl placement e has vt to be detemined

AddNe!‘ Save | Eance!‘ Delete ‘ Ple[iuus| Next ‘ Memo | Demo Find
Student

depending on the action taken.

Administration Hearing Date
e Type the date, MMDDYY
OR
e Click on the drop down arrow
e Select the appropriate date

Administration Hearing Time
e Type the appropriate time,
include am or pm

Parent Conference One Date
e Type the date, MMDDYY
OR
e Click on the drop down arrow
e Select the appropriate date

Parent Conference Two Date
e Type the date, MMDDYY
OR
e Click on the drop down arrow
e Select the appropriate date

Created by Polk County Schools
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
Letter 1 Required
21 A Incident N Icident D Icident Time ~ DOE Incident § Clk b 1 f
ey Incidenthum - Inoident Date Incident Time ncident ; ; °
W IBU_ IMEE’ IM ,_ Wit Getbyisting |~ Prin ap;:)CIiclal:]bleOX o aCtlvate, |
Incicent Tyne Violsion Code  Location GeneralLoc  Contest Type Involve —— StalflD PersCode ﬂl ﬂl
G R O O N ) Letter 1 Date Sent
[Pz [ Dngs [ Hae ‘Weapn  Whee  When  Bushlim o — .
Cied Chag [ e 0 7] [F ] [0 = Delee || Current date will default.
Elgcr\ptmn |Th\sdesuiplmnfieldisupt\ona\‘ Lettel’ 2 Rte,“red
Al Shudents Single Student T Stdent Incident History T Seculy Record The Only aCtIOI‘lS that Wl” use th'S
StudellD__ Studentlare el ESE ’Dﬁyt_d Heon St PeisCote  Stfame letter are Alternative Placement
EEERET p U AT 2 Instead of Expulsion (ALT) and
Bofon1  AcionTDate  10wabion Achon?Stat AchonlEnd  RelumtoSchlT [ Heshal [ Gang H
052 2] (80t TR o =] oz o] o B W Tl T e Recommen_d EX[_)U|SIOH (REX), the
o oo Letter 1 option will not be used for
Bclion?  Action20ale  2Dwahin Achn23lat  Achon2End  ReumtoBch2 .
sed
A B 4 E = B TR these actions. -
e Click in box to activate, if
AdunHeang  AdunHeaing  PaentConf  Parent Corf @Heq [ Letei2Reg appllcable
Dale Time (Ine Dale Tun Date Letier 1 Date Sert - Leiter 2 Date Sent [ Rfconmerd 4 Flcenert
e o [ B[ B Blrl [ Bl DAsuonend Epubion Letter 2 Date Sent
Current date will default.
Narave |Firsl dicipling incider for this student, se witen repoitFor more: detalls of ths incident
Refer to the appropriate documentation
: for procedures for printing a discipline
AddNe!| Save | Cancel | Delete | Ple!inus| Nest | Hemo | Demo Slll:::gnl Iettepr (Prlnt a DISEIp|InegLetter) p
29 ) incident o L[x | Recommend Alt Placement and
Year  IoidentMun  Incident Dae ncigert Tine - DOE Incident & Getbsing Pit Recommend EXpUISion ChECk BOXGS
B Canca] H -
Incidrt Tyne VieltionCode Locafion 8 General Lo Contest Type: Inwokve—— StafflD PeroCoce 2 2 When app|ICab|e to thIS StUdent
L2 A W ot 5 e x> ANt Help
[ Poie [ Dug [ Hae \Wepm Whew  When Bus Num - H * H H *
i Tom Tven [ 3 b o oo | ot Na”:I?rchiI;/ E13‘i§3I((j) iitg)vr;?llagfﬁo)r typing a

[ el [ Gang
[ ougs [ Hate
Vezpon  Weapmn

dofon?  Achon10ae  {Duaion hefon?Stat deionTEnd  Retumto Bebl]

02 x UBB&E: T v|nmn¢[g|_||04 UJE_HDMSMHJ

boon?  Achn20a  20uhon Achon?Stst  Acin2End RelunioSoh2

g!irmpﬁ - |Ih\$ descripkion fild s oplional,

Al Shucents Single Student T Student Icidert Htory T Secuily Becord
Student D Student Name Soh ESE (854 Achondiat PersCooe  StaltName
e e e [ |_]_L e

alale ’DSS assioned to alow e fo heanng, akemalive schodl placement ste has et to be detemined.

Used =
A [ A W[ @W B | T R3
b Heang  AdvinHeang  PaentConl  Patent Conf W leteriRe [ Lo 2Reg
Dale T\me Dne Dde Twlae  Letwd DaleSenl Leer2Dte et | Recommend & Plcenen
H_l I m |L Recommend Expulsion

AddNew ( Savg | Cance| Dele!e ‘ Pleiious| Hest | Memo | Demo

Find
Student

short text entry regarding this
student’s involvement in the incident.

When all entries for this student have been
completed:

e Click the Save button

Information can be updated after the
initial entry when applicable. To undo
any entries made since the last time the
record was saved:

e Click the Cancel button
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Genesis — Discipline
Create a New Incident

Steps Screen Displayed Procedures
23 After saving or canceling, the Single
BB e fa e |EEw 2w | Student screen will display. Additional
S | Cocd buttons at the bottom of the page are
Incider Type Viclstion Code Localion# GenerdlLoe Contert Type Invobe  StalflD PersCode t t d d I bl t h
Fofd B [ 47 2F JM 35 3| s w | | activated and available to use when
[Poice [ Dugs [ Hae Weapon  Whee  When BusNum - needEd
[l [Gaw [ Ve 2] [0F ] [N = Oelete | Quit
Eg’mmn |This desoiipton fieid i optional. Add New
A Shudents Single Student T Student ncidert Hitoy T Securly Becod CIICk to add anOther StUdent to thls
Stderll) Shdenl Name Schl# ESE 0S5yid AckonSlaf PesCode Sl Nane incident.
[FANEEDES [P, Lite ] |_|_L I
Acion1  Action1Date  1Duion Acfon?Stat  Actin1End  Retumto Schl1 [ &eshal [ Gang Delete
w1 ] e L] [ =] [ooroe 5] e 0] [neme Bl ) .
I - | o [ Click to delete the displayed student
AchonZ' iAcUonZDal;':l ZDuraliot IAcnonZSla&;l fcngEndH;l IHelumloSclgzll \UN;EPDF leNea_pil from thlS |nC|dent
Next or Previous
AdrinHeahg  AdvnHeang  PaentCof  Parent Conf W leterReg [ Ll 2Feq . . ,
Dale Tine One Date TwoDete LeterT Date Sent Lefter 2Date Sent [ Recommend i Plcener CI'Ck '[O gO tO the neXt |ISted Student S
LBl | BT ] BRll ] hemeibuli record or to return to the previously
» listed student if multiple students
B3N 1155 assigned o alow tme s heing, ahemetve schoal ol il s yet o be detemined .
| assigned to alow time far heanng, alemative school placement ste has yet ta be detemine have been a d de d tO the InCI den t
™ )vg | Caneel |6&Ie§e | Previous | )e;t | Memo | Demo SIFJtrllgnl
24 18 Incident Form REE Memo

Year  IncidentNum  Incident Date Incident Time: DOE Icident

[ET W0 B [ I lSero

SV (Canpa]
Incident Type ViolsionCode Location Generalloc Contest Type Inwoke Sl PesCode

(N I O N A R A A RN e
[Pz [Dug [ Hee  Wegm  Whee  When  Busm .
I ﬂ ’m m ’_ \D9|9te | Quit

g!e:mpnm |Th\s deseription fied i optionel

B Studerts Single Student T Shudzn Incidznt Histo T Securly Record
StudentD Shudent Name Schlt ESE 0854t ActonStalf PersCode  Slaff Hame
FtEng: e L ] ]_L 10 2

Betion?  Action?Dale  10uaon Aclon St ActionEnd  Rehumto Schl1 [ echal [ Gang

061 ] e ] =] o ] o ] P LY g e

Acion?  Acton2Date  2Dugion Acion2%at  Action2End ReumloSohi2 Vg Wegor

O WAl Al BWl Re[ By T R

AdvinHeang  AdvnHeang  PaentCol  Parenl Conf W letar1Reg [ Lete 2Req
Date Tie One Date TnoDate Lot D Sl Lot 2D S [ Pesommend &t Pcener

" Recarmend Expdsan

Naralve |USS assignedt o alow tme for hearing, dltemative school placement ate has yet o be detemined

Save | Eancej‘ Delete | Ple[ious‘ Hegt ‘ Memo | Demo Find
Student

Click to add to the displayed student
record a more lengthy text entry than
the Narrative field. When a note is

added the button will display with an

exclamation point “1” =7
Memo ! |

Demo
Click to view residence address, birth
date, parent and sibling/custody
information for the student.

Whenever any additional information for
the incident and/or the student(s) has been
entered:

e Click the Save button that is

activated in either the top or lower

portion of page.

To continue adding new incidents
e Click the Add New button

To return to the Discipline Menu
e Click the Quit button
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