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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
The Incident Form screen is displayed.
3 m Incident Form
Year  Incident Mum %le@] \T\d_enl_hme DOE Incident l[:::;:esnct;;nsm\lted Bt | TO Add a NeW DiSClDIine Incident:
Incidert Type ViolsionCode  Location & General Loc - Contest Type Involve: StalflD  Pers Code ﬂl ﬂl .
. uig——1— @ Click the Add New button
Gang [ Fellce weapan Weapon  Where When BusNum ~ Involved
e LAl A L e pans o Disi
I g 7 e paet o sl oo e Quit : ere are 2 parts to Discipline
Brigf .
bespin | 1. The Incident (What happened?)
All Students T Single Student T Shudent Incident History T Securky Record
— 2. The student or s’guqent S
Stden ot involved (Who did it?)
Number Name Girade Actinnl Date |Dulalinn| Start | End | Retum
**Always include ALL the students
who were involved in the incident
L] Y
The Incident Form is displayed
4 [ Incdent Form
Yea  Incidenthun  Incident Date IncideetTine: - DOE Inciderk [~ Incident Tranamted ; 1 1 1
B Bl e [ Fisian Gereirg| | it _The top portion of th|§ Fprm contains
soe | cul information about the incident.
Incident Type Violstion Code  Location # GeneralLoc  Contest Type: Ivolve  StaffID Peis Coce
S T M O O = A Adber | Hlo NOTE: S - ] "
[ Gang [ Palce Wezpon Wezpon  Whee  When Bushum ~ Invelved ome In Ormatlon on t e
T = = = [elet Peferre T - .
L R LR .- I3 ﬂl Incident Form defaults and cannot be
F dF dF JF dF 1 ﬂl changed. (This information includes
e | school year, incident number, and
All Students T Single Student T St |ncident History T Securty Recod |OcatI0n number) Other fle|dS Wl”
default to the most commonly used entries
— Stucens — and information in these fields should be
Number Name Grade | Action | Date |Dulalion| Start | End | Retum Changed to rEfIECt accurate data-
The bottom portion of the form will
display information concerning the
student(s) involved in the incident.
REMEMBER: Use the tab key to move
from field to field when entering
L] ) information.
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[ ncident Form

Yes  IncidentNum \ncidentDate%ntTime OOEbident [ Incident Tenemited

O R

[ b cheal

-

Incident Type Vielaton Code

[ Gy [ Polee Yezpon
[ Ongs [ Hae Rt
T Bulig T Aechd !

Location §

(40 4 @ 40 4F 1

Generallog Conlest Type: rwclve Pers Cace

Albey | | Heln
Vg Wb W
% ’% ’L;l lw \Edge\ Beferels

D Desci Iy Relted Basis Disehily Basic Race Basi Sex

Fdr dF JF JF 1

/

el |
Destiption

Al Students

|

Singe Shuert T Shudent ik Hisory T SeciNg Recard

Students

Stuent

Action1

Hunber |

Name

| brade | Achon | Date |Du1aliun| Start | End | Retum

The Incident Date will default to the
Current date.

| | To Change the Incident Date:

Type the date, MMDDYY

OR
Click on the drop down arrow
and select the appropriate date

ncident Time
Type the approximate time that
the incident occurred, HHMM,
am or pm must be entered.

Multi-School
If students from more than one school
are involved in this incident or if a
student not at your school caused an
incident:
Click on Multi-School check box
to activate
*You will not be able to add
students that are not enrolled at
your school
Contact the school the student is
enrolled in and give them your
school number and the incident
number. (If further assistance is
needed please contact Marie
Moore in Information Services)

™| Inzident Transmitted
[ Muli-School

IMPORTANT: If the Incident

Transmitted box has been checked and
changes need to be made, please contact
Marie Moore in Information Services 534-
7446
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3} incident Form

Yeal wdent Num

o y

Incident Date
/03411 E:

Incident Time - DOE Incidert # [ Incident Transmitted

(Gt Existin Print:

I Mult-Sehool

Sawve Cancel

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

\nmdenﬂ%& o ocation neral Loc Contest Type Invalve Staff ID Pers Code
[ ;( 3‘ )(UW E i [ O [ =l Add e Help . .
J‘;BDE‘HEm E;meﬂcnndum-staﬂ R patle ‘"W‘wdv [Delete Befemals VIOIatIon Co_(je R R
AHS A L — RS T — » The violation code numper will
ey EZEETA default based on the Incident Type
BAT Student Canfrontation with Emp. 729 SESIR _ _
EE? E;a:n‘?ﬁ:sﬂalzﬁﬁﬁn‘? EEE SESIR | Studem[nmdw T Secuiy Becord entered.
e Yiolation Code
[ Student ‘Action 1 [
Number MName Grade | Action Date | Duration | Start End Retumn
N Location Number
The location number will default
with your school’s center number
and cannot be changed.
Loc:ation #
o o [oooa
Things To Remember When Creating
7 [&¥ Incident Form An I nCIdentZ
,YG% Incident Nurm \E:fﬂe:;\/tw[w)ate If\d_eriﬁme DOE Incident # F::Z;:th:;ﬂmmed Qe‘Ex\s‘ing Print -
Save Cancel
\‘r\c\dentgpe \/m.\atmnEnde l‘%‘?m\“iene‘a‘%f EwnntextT_ipe \rS\vnIve = StaVHDv Pers Code o ﬂe‘p ° In mOSt Cases, to be a SESIR
T ——— | | 20 Incident, Law Enforcement must
usive L anguage/Canduct -others L Visahiy Basis Race Dasis Sex — - g - 0 -
P | Qu be notified (*review “Things to
T T T remember document”). If the
BRE | Breaking & Entering/Buialary 708 [SESIR Student Incident Histary T Secuity Becord - -
BSF School Bus Safety idlation EOE - pOIICe are nOt Ca”ed reVIeW the
: — — | Locally Defined Codes. Only five
Nunber Name Grade | Action | Dale | Duration | Stat | End Retun SES'R |nC|dent types do NOT
require law enforcement, they are:
BUL, FIT, HAR, SXH, and TBC.
When selecting Incident types
UBL or UHR, Involve type
L A MUST be Z.
e When selecting incidents ALC,
deto X WPO, BUL, DRU, DRD a related
Yea  InoidentMum  Incident Date Tngident Trve DOE hcident® [ Incident Tranen element MUST be SeIeCtEd for the
il - E - [ kg incident and the student
Incidert Tope Viclation Code~ Location § Gisneral Loc: Content Type Trvolve A/StalHD s Code - .
WAl 1 m [F /4N 0 2 dw bl e For Incidents: _
[op [Ri om Vi G [Deciin  \ / WPO-you must specify weapon
Fiouge [ Hel dte 7 B Bath St & HonStude i Beferrls
ool o IR related number and a weapon
[ Bubing [ Hcche aDectp el | it descri pti on
g I Urknown /
N \\ DRU or DRD-you must select a
Deserption inti
[ All Shupic \ SindaCiart T\mﬂudm I SaybDocd ) drUg descrlptlon
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i Incident Form

Tear Incident Mum Incident Date: Incident Time  DOE Incident# [T Incident Transmited

! [oiA7

/08 ﬁ;l I___ I [ Muli-Schosl

AC o >

[C Gang [ Palice ‘Weapon
[ Drugs [ Hate Related
[ Bulling 7 Akeohal - =

Incident Type Violation Code Location # General Lmtext Type

LocCode | Description

Il Staff I0 Pers Code
IUDDJ - |1 | |5 - -
i ~4

Invoheed

s / On Campus
2 Schoal Sponsored Act./0ff Campus

|3 ‘Schoo\ Sponsored Transpartation
I —

I~

-

&

LiH Incident Form

Year Incident Num Incident Date Incident Time  DOE Incident# [T Ineident Transmitted
joroeT 011708 o=l | _ | ™ MultiSchool

Incident Type Yiolation Code
AC x| [F10 =

r Gang [ Police ‘Weapon
™ Dugs [ Hate R
" Bulying ¥ alcohol N

‘ers Code

General Location — defaults to 1 (School
Grounds On Campus)
To change
C|ICk on the drop down arrow
Select the appropriate code
OR
Type the 1-digit code

Context Type — defaults to 1 (During
School Hours)
To change:

|

Weapon Contexst | Descl

Location # General Loc Enntaxt?ype Involve ff 1D P
o s (|

o

f

Incident Form

“Yeal Incident Num Incident Date:

Incident Time  DOE Incident 8 [ Incident Transmited

1011 1/03/11 E: o MufeeGichot

}'
W
]
y

4BE x| [rm > 0004
[ Gang [ Folice ‘weapon

Incident Type Violation Code Location # General Loc  Context Type  Involve K Stalf ID

Gt Existing

Save

Add e

|Iﬁ|

Weapon  Where [Code | Descrption

e |

Click on the drop down arrow

Select the appropriate code
OR

Type the 1-digit code

Involve — defaults to S (Student)

To change:
Click on the drop down arrow

[ Dugs [ Hae Fieleted E = [oe = [F Bioth Student & Mor-Gtudert te
I Buling I Aleshol | — Drug Descrip Iriury Related | NonStudent .
s D B - { o Select the appropriate code

[B)v;esvc - [ 1z Juse for UBL and UHR | — °

[ Al Students T Single Studart | StudemincdertHetoy | Securty Becard O R
Type the 1-letter code indicating
student/non-student involvement

Staff ID:
9 mlncident Form

Yeg  InoidentMum  Incident Date

[ peE [ [

Incidenk Time: DOE Incidert# [ ncident Tranamited
[ HuliSchool

GetExefing

Icident Tyne Violghon Code— Location

FS N R A

[ Gang [ Pl Weapan

GeneralLoc Contet Type Involve — Staff D ‘FersEDde

e e

e |

At e

Lg

Pt

>

ancel

Weapon  Where When StaffiD | Last Name

Fisthame | Pess Code

i

Yeal Incidenthum — Incident Date
1011 01/0211

Incidert Time  DOE Incident#f [ Incident Transritted
[ MuliSchool

I Digs [ Hate Relded B M v 7 (900 |Brocks Way TCH brals
[ Buig 7 #lhel IE[ DrugDescrp. Iy Related Basis Disabily ggg aonna fdusa” %: i
m l_—l' m J ELE i
- ‘ g MW Read Rebecca | TCH
[E} Incident Form ﬂ

et Existing

Print

L

This is the staff member reporting the
incident.
Click on the drop down arrow
e Select the appropriate Staff ID

N from list

OR
Type the 3-digit ID number of
the staff member

Personnel Code:

e s ek %%T%—/o The mform:_;\tlon will default with
R R =W e the appropriate 3-letter code from
[ bubing 7 s = el o the Staff_ Record W_hen anID
number is entered in the Staff ID
field.
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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
10 eral Lvoc lc:j:text Tipe E\;olve LI :taffr\:D — :='e sll:c::e : Where
N e = ] = — Click on the drop down arrow
= L e e Select the appropriate code
Single Sku EEEA EEE?E?;‘E eeeeeee = _I — OR
E SN [T Type the 3-letter code for where
| — I - - - e — the incident took place
crolllee (Gt Tume ek Staff 1D Pers Code =" When
o e e s otved Ak Click on the drop down arrow
gDes—crliD Ilr'nur_\vI F!eiled Iw‘hen D escri ption = 7‘ [ ] Se|eCt the appropriate COde
= & = e e OR
Single Student SEE Bh E d £ Type the 3-character code for
el L oo -: when the incident occurred
Bus Number:
ﬁenetalL;cvi: IEi1Dntext Tiplve Ilr;volve LI I Staff IDLI Fers Code //. Type the BU§ Number involved |n
“Wieapon Where When Bus Mum wed the |nC|dent If app|ICab|e fOf future
IDZrug DES_CIIiD IIrEiuLAril,J Fleﬁled IBasis,Disjjlilitleasis,Flace IElasis,Se:-cLI reference
= 1 I= =l = 1= = i |
» 1 To Select Related Elements:
11 mI"UdE"t Fotm Alcohol, Gang, Drugs, Bullying, Police
and/or Hate:
Year  IncidentMum  Incidert Date Ieidery | = Click in all appropriate check
P boxes that are applicable to this
o | [onant fv] - {omoe incident
Ircident Type Yidlation Cods on# Gengrallog | REMEMBER: When selecting incidents
ALC, WPO, BUL, DRU, & DRD. the
b IDDDH 1 j corresponding related element will be
P , flagged and MUST be selected for the
|' Gang r ICE Weapu Weapgn student. You must also verify Police were
Pelsted notified.
[ Dugs [ Hate 2
. N T -
[ Bulying ™ Aleoha Drug Deger
N
2 U
J_EI..L-I_—
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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
Cont.
11 h]lncidentfurm Weapon Related:
/- Click on the drop dpwn arrow
Vet et e Dbttt i iy /P_ﬂﬂi// /‘ Select the appropriate code
U Ll . [ i NOTE: Weapon Related Field
Se | o a. 1 Yes Incident was Weapon -
o e Vi oo Gl (e T ke 00D Related 1 Non-Firearm weapon was
WL 2 Il ﬂ ﬂ I L LR A f possessed/used
(117 ey P Vg a AR W Bl o b. 2 Yes Incident was Weapon -
Mot - D | peks Related 2 or more weapons were
[y [t ﬁ . m rm _ possessed/used and non were
I gl Dugfsem e B D P Bnfe firearms
\ ﬂ ﬂ ﬂm QU' c. 3 Yes Incident Weapon related, at

¥ Incident Form

Tear Imcident Murm

Incident Date

Incident Time  DOE Incident

|‘I 11 |

[0471317 /ﬁj oxooaM |

Brief

] IWPD _I [ <] o= = s
[T Gang [ Police ‘weapon Weapon where whel
[~ Drugs [ Hate Related
-
Bulyi Aloohal . i
1 [~ Bullying [ Alcohol scription .

ez Incid *Weap - Rel. 1 Mon Firearm
‘es Incidwieap 2 or more weap

Description I

‘ez, Weap Rel at least 1 was firearm

Yes, Weap Rel, 2 or more were firzams

e A RRRR R —

Incident was not weapon - Related

All Studen|

d.

°
“Weapon ¥ where Wwhen Buz Mum \
&8 ] Joe AT = |
YWeapon | Descrption -

F Firearrn, Other _I

HH Handgun i
K. K.nife

b tulitple Types of Firearms N

L0 [Other Weapon |
R Rifle # Shotgun

H L |Jnkniown YWeapon H

least 1 was a firearm
4 Yes Incident Weapon Related, 2
or more were firearms

Weapon: (defaults to Z)
To change:

Click on the drop down arrow
Select the appropriate code

OR
Type the 1-letter code indicating
type of weapon involved

Polk County School Board
04/14/2011

Help Desk: (863) 519-8040 or 56661
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Create a New Incident

Steps Screen Displayed Procedures
Cont. Injury Related
11 ARS, BAT, BRK, DOC (all), ROB,
OMC, BUL, FIT, HAR & SXH —are
i’f“"’m S I"E*L‘q = ;"’hen = IB“S“““’ I'”"“"’ed =l e considgred_VioIent_ In_cidents, you MUST
Dirug Dezerip Injury Related B asiz Dizability Basiz Hace Basiz,Sex determlne |f these |nC|dentS CaUSEd
e ‘% W, W N Death/Serious Bodily injury or Less
E—Deshor s ool - _ —
Single Sty B Less Senous: requires immediate first aid | B I SeI’IOUS BOdlIy |nJury
e e U e—eed] N Click 0N the drop down arrow
e Select the appropriate code
OR
N Type the 1-letter code indicating
Wwieapon wihere wihen /BusN m \Volved oo the InJury relatlon
- - - =i
Lﬁugnes_crlip !ﬁﬁnﬁmﬁ_\?{> 7 | | Incident Basis
- O = 52 1 (T (T If the incident type is BUL, HAR, SXH,
S TRE, UBL & UHR you must determine if
Single Student N o the incident was based on the victims
Disability, Race or Sex and select the
appropriate box.
Click on the drop down arrow
e Select the appropriate code
OR
Type the 1-letter code indicating
the injury relation
S— _— IMPORTANT: When all entries have
12 ~ eee ®—oenea | been completed
T == 1 T Click the Save button
it | °

Brief Description
Type a short descriptive narrative

Brief ﬂ\
Deciglen of this incident (recommended for
later inquiries)
e Click Save button again
f
Cription I
Al Students T Single Student Student Incide
dent D Student N Schl# ESE 504 055-ptd Action § . . .
s [ [ [ [ | TheSingle Student folder will display.
, - , , Student(s) can now be added to this new
liction1  Action 1 AssignDate 1 Duwration  Action 1 Start Action 1 End Bl | - - d
] mooay B [ ] morElsl pooaEls] a | Incldent
Wcion2  Action 2 Assion Date 2 Duwrabion Action 2 Start Action 2 End Rel
N T = T O T = O T = A T
Possible  AdminHearing  Parent Conf [ Shudent Teanam
Polk County School Board Help Desk: (863) 519-8040 or 56661 8
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Create a New Incident

Steps

Screen Displayed

Procedures

13 i3 Incident Form x|
Year Incident Num ~— Incident Date Incidert Time - DOE Incident § [ Incident Transmited Get Bxisting Eifii
i [ EEEGE= R ™ MuliSchaol = —

Bave Cance|
Incidznt Type Violation Code: Location # GereralLoc  Contest Type Involve Staff D Pers Code
sE x| [701 s [ A [ =« F = Add New Helo
" Gang [T Poice Weapan Weapon  Where “When Bushum  Involved
I Dgs [ Hae RedEd B [ix =] - [ ]| Delew Refamals
I Bulbing [ Alechdl " = DiugDesciip Injuny Fislated Basis Disabilty Basis Race Basis Sex
z : o F z B Quit
Birie I
Description
Al Students Single Student T Student |ncident Histary T Secuity Becord
Student ID Student Name Schl# ESE 504 0S55ptd Action Staff Pers Code  Staff Name
i e s
Aclion 1 Action 1 Assign Duration  Action 1 Start Ation 1 End Fieturn to Schi 1, ™ Aleohiol Weapan

Floug [ Hae 9=4E

Aclion 2 Aclion 2 Assign Date 2 Duralion

Action 2 Sttt Ation Relntoschiz_ | |1 Pilvha Weapon
B I™ | Caused Serous Injup |2

Possble  AdminHeaing  Parent Corf
iotvalion Dtz DreDate O et Tt T Py
] =K EE Prit Letter 1 Pt Letter 2 I5 E‘Ewmmetnd Al i
AdninHeaing  Parent Cor AN )
Lang i TwoDale Letter 1 Date Sent  Letter 2 Date Sent Tomend ™ Sedision
Expulsion

Frint Notificatior

Nanate | /

Add New Save

Ein
Student

Cance] | Delete

Preyious | - Next Hemo | Contacts

The Single Student folder will display.
Student(s) can now be added to this new
incident.

NOTE: Multiple students can be
involved in a single incident. Separate
incidents should not be created for each
student when more than one student is
involved in the same incident.

To Add a Student to an Incident:

|_—e Click Add New button
e Type the 6 digit Student ID #
e Press Enter button on keyboard,

the student name and school
number will display
OR

14 AlStudens

Studert 1D Shudent Name

jlsdl

Single Student

[ I

Student [ncident Histary Securty Record

To Search for a Student:

Schi# ESE 504 05S.yid Action Staff Pers Code  Stalf Name
FwET

Aation1 detion T Assion Date 1 Duration— Action 1 Start Aclion 1 End Retum to Schi 1 [T Aleohol Weapon
d [lougs [T Hate U= g
Aetion2  Aetion 24ssign Date 2 Dwralion Action 2 Stait Ation 2 Erd Retum to 5chl 2 " Bulying
| [T Caused Sei

Parert Conf
One Date

Possble  Admin Hearing
Motivation  Date

[T Student Transmitted ™ Physical Festrait

[] EE Pt Letier 1 Pt Letter 2 T Aecommend A ook e st
n a Flacement
Admin Heaing ~ Parent Conf
Lang Tine: Twno Date Letter 1 Date Sent 72 Date Sent I Resommend I Seclusion
Expulsion
Fiint W otiioation
Naative I
Add New Eind Save Cancel Delete | Previous Nest Hemo | Contacts
Student
ca E
Last Name y - First Mame Middle Name © spflee Orly
I‘ I fnactive Only
Search Both
Grade Sex FRace Primary ESE ELL HR Thr Schodl -
= = = = = = Clear Selections
Double Click to Select Stug: ]
Student-1D | Last Name First N fle Hame | Status | Grade | Birth Date | Sex | Ra
KN =
From To =
Lo [Bootn [E oot Quit

o Click the Find Student button

Student Name Search screen will
display

Type in Student Name (last, first)
Click the Search icon

Double click on the row of the
student to be added to the
discipline incident.

?ﬁ

Polk County School Board
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15

[ Incident Form

B

int

GetExisting

Year  IncidentMum  Incident Date Incident Time  DOE Incidert # [ Incident Transmitted
(T 010311 E: ___ I MuliSchool

Incident Type: Yiolation Code Lacation # General Loc  Context Type Involve StaflD  Pers Code
4B x| |701 X (AN I [ T 8 R -

[ Gang [ Folce Weapon Weapon  Whene When Bus Hum  Involved

Rielated

:l Acted New

Caneel

Gaye

Help

eltls [l

The selected Student ID will appear in
the Student ID field.

e Press Tab
NOTE: The student’s name and school
number will display and the fields are now
activated so data can be entered.

[ Dugs [ Hate 7 ClA 7 hd - Delete Referrals
I Bulying [ Alcohal N Drug Descrip Injury Related Basis Disabilty Basis Race Basis Sex =
z AENE B 2 Quit
Brief I
Description
All Students Single Student T_ Student ncident History Securty Becord

Acion?  Achion 2 AssignDate 2 Duration Action 2 Start Aotion 2 End Retunta 5%2

I Bulling :
[T Caused Serious it |2

|
[J

ESE:

Shudent Student Name Su: lﬁ lﬁrili IUS_SDyt_d PNHoRa @ ame
5300631338 |Baoth, John i | - -
The appropriate code will default for ESE
Action1  ActionTAssignDate  1Duwation  Action 1 Start et i sk [ Aleohol \Weapon
o B [ BEN BT Tsw e U= [ | Students.

T~ 504:

Possible  AdminHeaing  Parent Conf I Student Transmited [ Mhygo st A A
B P PR e | e e | | THE @ppropriate code will default for 504
L AdminHeaing  Parent Conf el t d t
ang o TwoDate Letter 1 Date Sent  Letter 2 Date Sent I Mecormend [" Sechsion N stuaents.
m I_ I H;l I H;l e Pt Hatfication \'
Nanative I OSS_y‘td:
Add New SIEJ:J'ednl | Save Cancel Delete | Previous | Nest Hemo | Contacts The number Of days the Student haS
been assigned to Out-of-School
Suspension for the current school year,
year-to-date will display in this field.
i Action Staff:
Bl Shudents Single Student T Shudent Incident History T Securty Record .
16 Sugenl)__ Stuertlare Schlf ESE 504 0S5yt Adknd) Tarham Action Staff are staff members that
aoth, John (004 N v , - .
= E Frr A I Nt || | determine the student action not the
clion 1 Action 1 Asign Date 1 Duiation ~ Ackion 1 Sta bon | Erd__ =t o ™~ . h d
- z - : 0 Feed Rebeoc PRNN\ | person entermg the data.
Acion?  Action 2 Assign Date 2 Duiaion  Action 2 Start Action 2End Retunto Schl 2 D Wean CIiCk on the drop doWn arrow

|

[T Cused Serous o | 2

Possbie  AdwinHearng — Parent Corf

Woliagin Date One Date [ Studert Transrited

[™ Physical Restrain:

Select the appropriate Staff ID
from list

OR
Type the 3-digit staff ID number
of the staff member assigning the

action to this student

| Fromt D e=sk Staff

g X EE EE Print Letter 1 Pt Leter 2 r Becommend [ Mechanical Restiaint
AdminHearng ~ Parent Conf et
Lag Tie Two Dale Letter1 Diate Sert  Letter 2 Date Sent I Recammend [" Seclusion
0 1 - = e
FPrint Wttizatior
Narative: I
Add New Slfuit’;:nt Save Cancel Delete: | Previous | = Nest Hemo | Contacts
] D epartment Chairperson
] B egirnning T eacheaer
] T eaching Summer S chool

IMPORTANT: If Action Staff field is
blank, the staff record has to be specified
as Discipline Office staff. This is done
on the Staff record under Maintain
School Staff Records and then the Job
Related tab. Refer to the Adding a Staff
Record documentation. Only Principals,
Assistant Principals and Deans should be
listed as “Action Staff”.

Polk County School Board
04/14/2011

Help Desk: (863) 519-8040 or 56661
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Create a New Incident

Steps Screen Displayed Procedures
17 A5t Single Student T Sludenl\ncidentHistuw T Seculy Record FiEdMEMBtI'ER: R?“}ta _ent%redt?:n the_ ;
stuaent portion o e Inciaent rorm Is rtor
StadentlD Sl Name Sohld ESE 5541 Aoton St Pers Code  StalfName P

CIN

FIEE  oh i [ 7]

l__, Biocks, Wy

belnd  delin ! Aosn DN Dulin A5t dinifnd el [ Akl

| Jl M_H\U &l EEI EEI [ [ Hie
| Coct | Descrpton DOE Reportabl | iy Do Req | Durin | Dur Mt I Bikig

55| Student nkenion | INL | Fniy i [ Gt
01 DdoSehnp. O N b
A0 (OubatSehd Sugp. |0 Yoo

050 O 5P Dl § 0 I e
BT |unpend Bug Pl Yool m ‘
8 Supend P R et | VR

Al Studzls T Single Student T Shudent [ncident Histoy

ShudentD Studenk Name Schl# ESE '504 0554td Action Staf Pess Cods
FHORTES  [Fg e T EERE
feton1  Acton? ssgnDate  TOuaon  ActonTStt AciniEnd PehmntoSchl]

® JFer w1

R R

Befond  Acton 2 AssonDate  2Dualion  AcionStat Acion?frd PetmloSchl?
Al BHT A7 B B[ &
Al Students T Single Student T Student Incident History
Student ID Student Mame Schi# ESE 504 055-utd Action Staff Pers
[Ea00671258  [Eoath, Jahn mer [ [ 20 =] PR
Action1  Action T Assign Date 1 Dwration  Action 1 Start Action 1 End Rturm to S chl
[ose =] [maeAT BT = ] -
Code W Days |
Action 2 Action 2 Assign Date 10 Tan Days i ta Schi
I j I |ﬁl| ADAY | Four Daps 4
- - SD&Y | Five Daps ]
Posgible  Admin Hearing Ei EDAY | SinDays 5
Motivation  Date L DAY |Seven Days 7
I - R
£ s i IP-EDAY Eight Days 5 e
Lang TinTem &anng T 9[1.5‘:\’ Mine Days 9 : Re
e L o I e = [Eom

the selected student only. Other students
involved in the same incident can have
different actions entered.

Action 1: Action 1 display is determined
by Incident Type selected and The Code
of Student Conduct. If SESIR incident
was created, only SESIR actions are
allowed

Click on the drop down arrow

e Select the appropriate code
OR
Type the 3-letter code for the
discipline action taken

Action 1 Date:

Use your tab key, current date will
default; the date can be changed if the
action was assigned on a different
date.

Click on the drop down arrow
e Select the appropriate date

OR
Type the date, MMDDYY

Action 1 Duration:
Duration is based on Action 1 type
Click on the drop down arrow
o Select the appropriate code
OR
Type the duration

Polk County School Board

04/14/2011

Help Desk: (863) 519-8040 or 56661
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Genesis-Discipline
Create a New Incident

Steps
Cont.

Screen Displayed

Procedures

17

Action 1 Start:

Use tab key, current date will default;
the date can be changed if the action

A5t \ Singe Sudent ] S et oty 1 Sen B

starts on a different date.
Type beginning date, MMDDYY

S B 9

!

[

1 i P o Sl

bl k] (i 'St ® flbd i
i i HJW! R v
o T P T

Petunln ot

ﬂ!

5 1] HJW]W]

OR
e Click on the drop down arrow
Select the appropriate date

Action 1 End:

e Use tab key, date will default
based on duration length, start
date, weekends and/or holidays.

Return to School 1:

T~ Use tab key, date will default to

the next school day after the end
date.

18

2} Incident Form

Year  IncidentMum  Incidert Date

Incidert Tine DOE Incidert® [ Incidert Transrited

o fo 6T e [ogonew ¢ I ukiSehasl

Giet Existing Print

Incident Type Vidlation Code

= Bave Caneel
Location # General Loc  Context Type Involve: StafflD PersCode
SBE x| |70 T (LU TN TN T A I Add New Help
[ Gang [ Poicz Weapon Weapon  Where When BusMNum  Involved
[ Dugs [ Hae PEd Z CPRE v Delete Rsferrals
[" Bulying [~ Aleahal i j' Drug Descrip Injury Reloted Basis Disabilly Basis Race Bags Sex
B NE B B Quit
Biief I
Description
Al Students Single Student T Stydent Incident History T Securty Record
Student D Student Narne Schlft ESE 604 O5G4td Action Staff Pers Code  Stalf Name
BA06313%  [Booh, John oo [ [ [0 [0 2] [ _] [Brooks ay
Action!  Action Assign Date 1 Duralion ~ Action 1 Stait Aetion 1 End Retum to Sehl 1 [ Aleoel Weapon
052 01/06/11 E: DAY x| |0/06/11 E: 01713411 0114/11 E: Wi e Used -
Actin2  ActionZAssin Date  2Duraion  Action 2 Start Action 2 End Retum to Sehl 2 [ Buling Wezpon
‘ v [ Caused Serous I |7
Possible  AdminHeaing  Parent Conf
Woagin Dale DneDae [ Studset Transmited ™ Physical Rsshant
IS Piint Letter 1 PrintLetter 2 r HecammetndA\l [ Meshanical Restraint
Admin Hearing Pavant Canf =l
Lang e Two Date Letter 1 Diate Sent  Letter 2 Date Sent r Recommend [ Sechusion
Expulsion
EN ¥ v
I_ Bl I il it oo aion
Nanathve: I
Add New Find Save Cancel Delete | Previous Hezt Hemo | Contacts
Student

VERY IMPORTANT:

To be able to enter an Action 2 you must
have Out-of-School Susp. or Susp Bus
Privil (SB1, SB2) as your Action 1.

Polk County School Board

04/14/2011
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Genesis-Discipline
Create a New Incident

e | e N S L

[ Dy [ Hae Lt [

bin?  Achon2BsonDale  2Duwaon  Achn Mt heinfnd RelunboSoh2
L. |UIJ'UB/H Hj v |WWHHL| E:

Al Shudens

Single Student T St Jcident Hitry T Seculy Recoid
ShudertlD Stk Hame Sehltt ESE B4 0554k Acton Staft Pers Cade  Staftame
TR WTH_L 00 3] [ ks My
botin]  Action? AssinDate  10ualion ~ Action 1 St ActmnlEnd HelumtuSchH [ Heohd Wezpn
052 ¥ |UIJ‘DE)H |ﬂ_| DAY ¥ |D il H_' At [ g
bin?  AcionZBsonDate  2Duwaton  Achon2%tat Aeion2E) 2 e

Seous ﬂ

PR T S I B
L

e || |
E : " CaedGeimus iy |2 m

Steps Screen Displayed Procedures
Action 2:
19 B E T S S| S Action 2 is based on Action 1 and The
SuenllD__ Shudent Hane Gy 6 G 06s 4 ool PesCode Sialans
foenssfoctilin ) I G B £ e Code of Student Conduct.
Adion]_ dtion 1 Date 1 Duation B shum o r -
G 2 e g e ] (17 ST~ RIS | o e USIT Click on the drop down arrow
uri t nio i Weapon .
|—_||__ P T e e [ | T » Select the appropriate code
™ Physical Restsint OR
Tt Type the 3-letter code for the
o] Bl | discipline action taken
Nanative | .
AddHew | Emd ‘ Save | Cancel | Delete [:‘lr:fwua[ Hes | Memo |gm| ACtlon 2 Date .
Use tab key, Current date will default;
the date can be changed if the action
Al Students Single Student T Student Incident History T Secuity Becord was given ona dlfferent date.
Shydent [0 Student Mame Schift ESE 504 05S-4td ActionStaff Pers Code  Staff Name .
BANEO364S  [Fieg Kemi fooos [ [ [0 20 =] [5 ] oln, kathun Click on the drOp down arrow
Action1 Action 1 Assign Date 1 Duration ~ Action 1 Start AcllonWEnd RetuntaSch1_ [ Aleohal [~ Gang [{ | ) Select the approp riate date
o5z 7] [orvasrce . il 10 ] e M T Toup [ Hae OR
Aetion 2 Act\onZAsS\‘n Date  2Durgtion  Action 2 Start chion 2 Eri Retumn to Schl 2 Wezpon  Weapon
[ ] [t 5 T o 5 P ST o Type the date, MMDDYY
;mswb\e féd;ninHealing Ealegt[[ﬁonl [* Student Transrited
ofivation LAl N Lale
lﬂ EE E: [ Leter1feq [ Leter2Reg r glecommelndml
Lang ?mnHeaﬂng ?:\::'E;a[i:nt Letter 1 Date Sent  Lefter 2 Date Sent rHecommend
m ,—I_E] Expulsion
Action 2 Duration:

20 &l Students Single Student T Student Incident Histary T Secuiy Record At the inltial Creation Of the incident and
P e & #fﬁ—‘ P %&.,—ii’%,é‘%— entry of student(s) the duration length of
B T o 8 PRSI tp?e Altemag"e- Plicenéent Teion
Action2  Action 2 Assign Date 2 Duralion mZSarl Action 2 End Retum to Schl 2 L Weapon ecommen atlon Or Xpu Slon IS
e = e O e O e e T = unknown

Leave this blank
Al Shudents Single Student T Stz Jcident Hitry T Securty Becaid Action 2 Start:
Studert D Stk Hame Sehl ESE 504 0954t Aetion Stafl Pers Code StaltName H .
i e minlE ’—’- BAF Jhok Use tab key, current date W‘I‘|| default; the
date can be changed to the “Return to Schl
Ackin? hotion? Assgn Dl 1 Durgion ~— Ackon 1 Sat ActmnlEnd He[umtg sl | [ Mo ez 1” date

Click on the drop down arrow
Select the appropriate date

OR
Type beginning date, MMDDYY

Action 2 End:

Since the duration length is initially
unknown

|| —e Leave this blank

Return to School 2:
Since the end date is initially unknown

e Leave this blank

Polk County School Board
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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
Alcohol, Drugs, Hate, Bullying and/or
21 I Alcohal o Weapon Used Check Boxes
[ Dngs [ Hate 59| Click on any appropriate check
[ Bulying Weapon box(s) that are applicable to this
[ Casedseius iz 1 student, this must match related
fields on incident. Weapon Used
tudents Single Student T Student |ncident Histary T Securty Record MUST be Checked If InCIdent type
Student Marne Schith ESE 604 OSSytd Action Stalf Pers Code  StaffName is WPO
(T () B LN B F ) G = '
ction T Assign Date 1 Durafion ~ Action 1 Statt ActmnlEnd Retumto Schl 1 [ Alechl Wezpan
AT Pv] (DAY x| [T ] [T/ A F ougs/T Hae Yl g Weapon — defaults to Z (N/A)’ weapon
[ By apon inti
jl)uuréit:sswun[)&:l,ww% Iﬁx;?zleixan foimaing Sz | ausejsmus‘"w",g_";l descnp“on MUST be Se|epted from drop
e [Depin o 2 | down when incident type is WPO.
AdmmHearmg E:r:rlw]tattsnf I Student Transmitted F Firgam, Other '\ J
'WEZ”WE] P Letter Print Letter 2 rﬁgigm:pd § ? E;"”:g”” N —g—TO Chan €:
ﬁ“ I'?mii”’lil el Lttt e T Click on the drop down arrow
WMODYETS] [ONEL:] [W0rals]  Ewdben T .
(r— e Select the appropriate code
N : OR
SlEuiS:nl Save Cance| | Delete | Previous| Hest | Memo Lnnl&'\/- Type the l-letter COde IndICtIng
type of weapon
NOTE: The following fields are not
22 required for all actions but may pertain to

Pk Adin e
Kot Dae e e

ﬂ MM/D[WE: i

nHezing Pt Co
Tig

Fire L&

et D el Leter 2D el

i Tiarited

el | Fiekleled

Hecummend [

T *DU‘ i
Pot Netfcain

W MyilPete

Naidie ’

Possih\e infesy P

i Heanng P

[ Sl Tl

A ‘
I P ~e el Dl ettt R [ e
b [ oo fond b

¥ MRt

Aot il

the student depending on the action taken.

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

Administration Hearing Time
T Type the appropriate time,
include am or pm
Parent Conference One Date
Type the date, MMDDYY
OR
e Click on the drop down arrow
Select the appropriate date
Parent Conference Two Date
Type the date, MMDDYY
OR
e Click on the drop down arrow

Select the appropriate date

Polk County School Board
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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
Language:
23 ol , . ]
sk AP ey Fuuillcd I e T b — Click the drop-down button to
Mo [de leDie select the language that the
i o] pHoui ponrf i ol Discipline Letter will be
oy generated in (this information
> ol il el e [ St comes from the students
M ‘ ‘”H’W[ﬁl‘ |HHrUDth [HH!DBN&I:] Eidn Communication screen)
Lang
E I] Bl
HShls Single Student T St e ity T Sty e Print Letter 1:
el St Sk ESE T4 OS5 At PsCote il Print letter for Action 1
e s FL [0 3] ]k oy Click Print Letter 1 to
activate, if applicable
bl b lhemde 0w dbnl%l fglf BebSl [ Aeohd Weapan
1
I T S N T ALy rmg i (] Letter 1 Date Sent:
Mg~ | | CUrrent date will default
fetim? ActmnEAsswgnDale 2Durdion AcnunZStart AcngnQEnd Reant Sett? -
7 v |m HJ | EausedSenousln\uwﬂ Print Letter 2:
ATET—— Print Letter for Action 2
hinHeaing  Pater o . .
0 e I Pt e Click Print Letter 2 to
i T e e EEE i /' activate, if applicable
Adnnfeamg Pl Cor ‘
E/ mobie DSl LeellaeSel - Pt [ Sedm Letter 2 Date Sent:
= = 5 ] . )
o | et Pt g . Current Date will default
e | IMPORTANT: If you have an Action 1
and an Action 2, then ONLY Letter 2
Ad New Slfjggnl ‘ Save | Cancel | Delete | Frevious| Hest | Memo | Contacts will print
24 Restraint / Seclusion
Al Students Single Student T Student |ncident Histary T Secuiy Becord If Physlcal Restraint, Mechanical
e 0 aNmE Restraint or Seclusion (meeting definition
Actin1  Action 1 AssignDate 1 Dwation ~ Action 1 Stat — Action1 End RemtoSchll | [ Aleshol Wezpon reqU"ementS) Occurred
T N S = N e B I = B O ] | g [ e Y0
[ Bulying Weapon H H -
Action?  Action 2ssign Date 2 Dwation ~ Action 2 St chion 2 Eri Feturm ko Schl 2
,HEX_L[WM : ﬁtjl_til |mtmm[é|;| e ,LEEI rEausedSeuous\n\uwﬂ /. CIICk In approprlate CheCk bOX
o [T | Click Print Notification
ofivaton U3 e Date
| T PMMWE: Pirilee | PilLeter rﬁfimfm I echaicalRestant ) |
Lang Tine Two Date Lefter 1 Diate Sent — Letter 2 Date Sent r?:ojg;n:nd Seclusion
M BT : Phint Notfication r/
Narative |
Addﬂewl SlEui:gnl‘ Save Cancel Delete | Previous | Hext Memo | Contacts

Polk County School Board
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Genesis-Discipline
Create a New Incident

Steps Screen Displayed Procedures
Recommend Alt Placement and
25 AllShudents Single Student T Student |ncident Histary T Secuty Recaid Recom mend Expulslon Check BOXeS
Student D Shudent N Schil ESE S04 0554td Achon Stafl Pers Code  StalfN i i
e e Ll M el — The appropriate check box wil
Aein1  Action AssignDate 1 Duwralion  Action 1 Start Sction 1 Erd Retunto Schl 1 [ Mechdl Weagen || A popu ate wnen or IS-
g | L ) e il 2 e B R T selected. Check box becomes in-
Aetion?  Action 2AesignDate 2Duration  Action 2 Start Action 2 Erd Retuin to Schl 2 I Buiog S0 aCtlve at that tlme
W AT B[ o R [ B [ Bl T Shinfz
Fust  Minesog  Paen o — _ Narrative: (Recommended Field*
[1al (Ing Dt r [ Physical Restiaint
Molvafion  J3te ng Vate -
e O B T e T e - T R e | Type a short text entry regarding
Lang ﬁﬂmemHeanng ?::snDlaEtgnl Letler 1 Dats Sent Letter 2 Date Sent ngcgmmend [ Seglsi thls StUdent’S |nVOIVement In the
v Expulsi - -
m MMJ‘DDNE: MM/DDNE: MM/DDNE: ERUEED S |nC|dent
Nardive l\j—, . .
When all entries for this student have
Add New SlEui:]lgnl ‘ Save lﬂ:e! Delete | Previous [ Hest Memo | Contacts been Completed:
— | Click the Save button
————————
NOTE: Some information can be
26 updated after the initial entry such as
l:;% h;mdenlNum \E:\fduesv)tﬁate Incident Time [:DE\ncwdentﬂ Fmsesn:h::‘nsm\lted Get Existing Prirt Iength of ACthn 2
Incident Type: Yiolation Code Location ff General Loz Context Type: nvolve Staff D Pers Code ﬂl ﬂl - - -
b o d mE o dF JF dm 30 J .| e ||| After saving or canceling, the Single
[ Gang [ Folce Wezpon eapon e e usum — Involve 1 1 11
(B m R e e e el | pe ||| Student screen will display. Additional
I Buliog [ Aol 1 [ZugDesch Ig\uwﬁe\ited l;asws,DwsabwhlyB;sws,Hace Bzas\s,Sex Quit but:tons at the bottom of the page are
W activated and available to use when
Desciiption
All Students Single Student T Student Incident History T Securty Record need ed .
Student 1D Shudent Name Gchi§ ESE 604 0554td Action Staff Pers Code  Stalf Name
Foeri ol s [ [0l P ekl || Add New:
o SO ] [ 1 (8T IS (oo ] o | o e U P Click the Add New button to add
Action2  otion 2Assign Date 2Dwiation  Action 2 Start Aclion 2 End Retum to Schl 2 Fiuww [ another student tO this |nC|dent.
A4 - - v AUSED SEN] fid
[ =l e B [ =] o B o Repeat StepS 11-22
Paosshle  AdminHeaing  Parent Conf I Student Transmited [ Physicd Reshabt D R
Motivaion  Date (ne Date W elete_
g v ,_EH Pt Letter 7 Prink Letter [rd S A ehanieal Restai -
Lang ?dm\nHeanng ?EIEHD‘E‘W" m‘ fer 2 Date Sent r::;:;’;d ri:l:wun - ,/. CIICk the Delete bUtton tO delete
md [ [ P m% the displayed student from this
Nanalive I / inCiIdent d b
e Atleast 1 student MUST be
Add New "g?d " Save Cancel Delete | Previ Ney Memo | Contacts - -
= | | attached to an incident unless the

incident involves a Non-Student
or an Unknown or for UHR or
UBL incidents

Previous or Next:

If there is more than one student attached
to an incident:

—e  Click the Previous / Next button
to return to the previously listed
student or go to the next listed
student’s record
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Genesis-Discipline
Create a New Incident

Steps

Screen Displayed

Procedures

Cont. Memo:
Bocienrom lick th b dd
26 L e e e . | | Click the Memo button to a
YEIL IncidentNum  Inciden Date Incident Tine  DOE Incider F\ht\dentﬁamm\tted GetExisting -
il [ | R = 1 Multi Schaol = —
e a more lengthy text entry than
Incident Type Violalion Cods Loostion # Genstal oo Cortest Type Involve _ Gtalf D Pers Cods = = . .
i I e o Y i o o e P the Narrative field. (When a
[ G 7 Folee amon Wespon  whee  when BusHum_ Invabved oo
I Dugs [ Hate el 0 = [t~ ¥ ~ Elete Referrals 1 dd d h b 'II
I Bulying [ plockal |1~ Diug Deserp Iy Releled Basis Disabily Basiz Aace Basis Sex T note Is added the button wi
B 7 A F Z B _ Quit | d . .
isplay with an exclamation
D;scnntian I - coy Y
AlStudnts Single Student T stentinoertisoy | Secuy Recard p0|nt !
StuderelD  Student Hame Schi#f ESE 504 D55yd Action Stoft Pers Code StalfHame
5300650306 [Kely, Roreki ] N [0 [700 =] [FRi _] [Resd. Rebesoa
el e a— v ] Tl |
bcon] _ Actionl ssign Dale_ 1Durstion Action 1 Stat__ Action End Feuntosoh1 | [ Alkohal
051 ] [0t ] [aoAr o] e Bl Ao BIel 0 B g [ Hee Contacts
Action2 _ Action 2Assion Dale 2Duistion Action 2 5ttt Astion 2 End HetmioSehiz. || = Bulbho ficzal .
e e = v = O - = o L O Click the Contacts button to see
o il o L N T et the students Family Contacts list
e =] =l | Eibileie Fiint Leiter 2 v Fecommend B Ayechanical Restiaint
AcminHeaing  Parert Conf Ceenent
Lang Time. “ Twio Date Letter 1 Date Sent  Letter 2Dste Sent — Recommend Seclusion
2 g 5 [ Bl e
= I I Bl Bl [osT e Pt Netiieston /[/
Nanie | K
~
New fnd Save Cancel | Delete | Prewious| Hest | Memo! ;unlaclsr

27

[} incident Form

Year  cideekMum  Incident Date Incidsrt Time OOE Incident §

o W] [ i

[ Inciden Tamsrited
[ lichod

GetBristig [ Brint

Incidert Type Vidlation Code

[ Gang [ Poice Weagan
[ Dgs [ Hae Reded

hd
I ibigF tirl”

Location # General Loz Contest Type Invalve

Wezpon  Whee  When

StafD PersCods

ool e e e [ D e

Bushum ~ Inwobved

Drug Descrip Iy Pelated Basis Disebilky Basis Race Basis Se

Fdk dF JF JF ]

Save J. Cancal

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

L= i

—
Aol e Help
Deleter | | Peferale

Quit

Click the Save button if it is
activated in the upper portion of
the screen

Click the Save button that is
activated in the lower portion of

Desciption

Bref I‘

\

HStudents

Single Student

T Student Incident History T Secuify Recard

StudentlD ~ Student Hame Schit ESE A4 0554 Ackion Siaf PersCode  Staff Name:
IS0 [fodh ot 8 [ W [ Jan =] [Fo ] [oods ey
Al Acon ! fssDae  1Dualon AchoniStat  Acionifd  ReamiSelll | [V Algdl Weapon
05 |UW/UB/H v [soar = |UVUE/H CRRED 04 E: i
Belin?  Acton28ssionDate  2Duiston  Action 2 Stat elun o 5 I B W
A7 ] e E: v v v y rCausedSemus\mulyﬂ

the screen

To continue adding new students:

|_— Click the Add New button

To return to the Discipline Menu:

Posshle  AdninBang  Pavent Conf

Watiation Dte OreDate [ Physica Resant

ﬂ Pt Wg‘ecumme[ndt&\l [ Mecherical s

Paert Corf ezl

Lang Two Dete Ll 1Dae 5ol Leter2Dalelenl Recomend [ Secksion

[ovz] [ Bl o [Ty Geen —
Pt otficatian

Naralive

AddNew find Save Cance| | Delete | Previous| Hext | Memo! | Contacts

Student

Click the Quit button
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Also Remember to Run Your Monthly Discipline Reports:

DIS006 — Incidents by Code

DIS011 — Action Code Tally by Race

DIS013 — Action Code Tally by Grade

D-DIS00001 — Incidents without Required Flags (Bullying, Alcohol, Police, Drug/Alcohol
Related both incident and student, etc.)

D-DIS00002 — Incidents with No Students Attached — Please check carefully. You need to
delete erroneous incidents that do not have a student attached.

D-DIS00003 — SESIR Incidents with Non-SESIR Actions — Message should say “No Matching
Records...” UBL and URH should NOT have students attached to the incident.

**During Survey’s 2, 3 and 5 all SESIR Incident and SESIR Actions from the beginning of the current school
year will be transmitted to DOE. It is recommended that you print and verify DIS001 for SESIR Incidents only.

YV ¥V VVVY

Key Things to Look into on This Report Are:

1. Was Law Enforcement notified on SESIR Incidents that require notification (ALC, ARS, BAT, BRK,
DOC, DRD, DRU, ROB, STL, SXO, TRE, TRS, VAN, WPO, & OMC)

2. For ALC-Alcohol Related must be checked for both the Incident and the Student Action

3. FOR DRD or DRU- There must be a “Drug Description” for all incidents. “Drug Related” must be
checked on both Incident and Student Action

4. For STL- Make sure the item or items that were taken total $300.00 or more
5. For WPO Incident types- Make sure “Police” is checked, no exceptions-make sure the student was

recommended for expulsion (REX) . Weapon Related/Used and Weapon Description must be selected
on both the Incident and the Student Action.
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