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By the end of this session on the Discipline module, you will have learned how to do the

following:
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pline policy.

Set up User Defined Discipline Categories.
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Generate penalty reports.

Use the fast served program to quickly enter served codes into student records.
Generate statistical reports.

Print bullying reports by bully or victim.

Print out various reports from the Discipline Report Writer program.

Create User Defined Tasks in the Discipline Report Writer program.

Understand the Report Writer Specifications screen and how to use them to get the ex:
act information you are looking for on a report.

Understand how to use the Duplicate Letter Check.

If time allows:
Modify Discipline letters in the Discipline Report Writer.
Have a better understanding of some basic Discipline Report Writing codes.
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Setting up the Discipline Module
Codes Program
All of the discipline codes that you will be setting up in the Codes Program should be outlined ir

your school policy documents.
Discipline>Codes

Edl View, Edit or Print Penalty List o[- E (3]

Penalty list Action list | Infraction list = Served list | Location list

Scheduling

RECORD # CODE DESCRIPTION -
1 ISUS Internal Suspension |
2 ESUS External Suspension 1
. 3 REC No Recess
Incidents
> 4 SAT Saturday School
sk 5 CLEA Clean School -
Penalty Reps & | = | To search, begin typing the RECORD # |
m RECORD #1
Disc RW
CODE ISUS
Fast Served
DESCRIPTION |Interna| Suspension
Statistics
Transfer
Biling Setup User Defined Discipline Category Table |
District Control
Exit[Esc] | Add[F2] | Edit[F3] | Lookup[Fe] Delete [F8] Print [F9] |

Close

There are 5 sections (tabs) to the Codes Program:
- Penalty List
- Action List
- Infraction List
- Served List

- Location List




Setting up the Discipline Moduleontinued

Codes Programontinued

Penalty List
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- Penalty codes are used to summarize the Action codes
- Penalty codes can be thought of as categories which can later be used for report generation

purposes

Infraction List
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- Infraction codes describe what rule was broken (what the student did)

Action List
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Action codes are used to describe what action was taken for each incident

Action codes are summarized by the Penalty codes

Action codes usually have a corresponding served code

Served List
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- Served codes describe what action was actually taken

- All served codes will have a corresponding action code

Location List
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Location codes describe the location (or time) of an incident

Although location codes are optional, they can be used to generate reports by location to help

determine where (or when) better supervision is needed



Adding and Editing Codes
Adding new codes
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Editing codes
To edit an existing code, you must first select the code you wish to change.
Either double click the code, or single click the code and clicEditg-3]button
Other options
Use theLookup[F6]button to look up codes on each tab.
All the codes are listed at the top of each screen. Any of the columns can be used to sort by an
be searched on.
Theleft andright arrow buttons will scroll through the list you are viewing, highlighting one code
at a time. Hitting theEnterkey on the keyboard, or doubidicking the highlighted line will select
that record to edit.

After the record has been edited, cliélccept[F10}o save the changes, &xit[Esc}o lose them.

K View, Edit or Print Penalty List o -2 =
Penalty list Action list  Infraction list | Served list | Location list
RECORD # CODE DESCRIPTION
1 ISUsS Internal Suspension
2 ESUS External Suspension
3 REC No Recess
4 SAT Saturday School
5 CLEA Clean School -

& | = | To search, begin typing the RECORD #

RECORD #1
CODE ISUS
DESCRIPTION ||nterna| Suspension

Setup User Defined Discipline Category Table

Exit [Esc] Add [F2] Edit [F3] Lookup [F6] Delete [F8] Print [F9]




Adding codes

Adding Penalty Codes

¥ View, Edit or Print Penalty List
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Penalty list | Action list = Infraction list = Served list | Location list
- Click on thePenaIty Listab CODE DESCRIPTION
- Click theAdd[F2]button R poress
- Typein acode (up to 4 characters) | &l | ™ eanionoferteomns
RECORD # 1
- Type in the description of the code
CODE ISUS
- Click theAccept[F10]button to savs DESCRIPTION S
the changes
Setup User Defined Discipline Category Table
Exit [Esc] Add [F2] Edit [F3] Lookup [F6] Delete [F8] Print [Fg]
Addlng InfraCtlon COdeS ¥ View, Edit or Print Infraction List =5 Eon ==
_ CIICk On thénfracnon L|Sttab Penalty list | Action list | Infraction list Served list = Location list
CODE DESCRIPTION
- CIiCk th%dd[Fz]bUtton i ;i‘fso :rsssuar:_lltand Battery on another student
= Type In a COde (up to 4 CharaCters) i’ ;, T:SSarch, begmtyp[:‘nsg;utpr:lggF;EcgséRD#
. . RECORD # 1
- Type in the description of the code
CODE [chREA oc[::EUF: o A(i:ﬂgr;\‘Es
- The default actions are optional, evell | . cemn oo 1 pEm
eating 2 ’lsuzi
- - 3 /r
you list them here, you can still opt .
ST —
change or remove them from th s B
s = A 4 v >4 = A Setup User Defined Discipline Category Table
au dZR S y u Q a 7\ y. O }\ R S y Exit [Esc] \ Add [F2] \ Edit [F3] | Lookup [F6] \ Delete [F8] | Print [F9] |

occurrence of the action

The default actions tell the program what action code to apply for each subsequent

Click theAccept[F10putton to save the changes




Adding codesgontinued

Adding Action Codes

el View, Edit or Print Action List o=
) B B Penalty list | Action list Infraction list | Served list | Location list
- Click on théAction Listtab — —
- Click theAdd[F2]button e et e
- Type in a code (up to 4 characters) | .| . rosae seanymmnerecoms |
B B . RECORD #1
- Type in the description of the code
. CODE [pET1
- Type in (orLookup[F6] the penalty DESCRIPTION et o
code that summarizes this action cod PENALTY CODE DET PENALTY AMOUNT 1
- Type in the penalty amount that th
. . Setup User Defined Discipline Category Table
aCtIOn IS Worth Exit [Esc] ‘ Add [F2] ‘ Edit [F3] Lookup [F6] Delete [F8] Print [F9]

- Some actions will have a corresponding served code

- Click theAccept[F10putton to save the changes

Adding Served Codes

- Click on theéServed Listab

- Click theAdd[F2]button

- Type in a code (up to 4 characters)

- Type in the description of the code

- Type in (orLookup[F6] the penalty
code that summarizes this served codle

- Type in the penalty amount that this

served code is worth

- For every served code there must be a corresponding action code

- Click theAccept[F10putton to save the changes




