Referral Codes & Actions

The Referral Codes & Actions screen allows the district to limit the actions that can be

assigned for each discipline code. The view and use of specific discipline codes and actions

on a discipline referral can also be restricted by user profile. In addition, the length of an
action can be limited for general students, ESE students, and 504 students.

When the minor infractions functionality is enabled for your school (controlled by the

system preference "Enable Minor Infractions" in Setup > System Preferences > General tab),

then the Teacher Codes tab is available on the Referral Codes & Actions screen, where
teacher discipline codes for use in minor infractions are defined.

Adding an Action

In the Actions tab, discipline actions such as detention, in-school and out-of-school

suspension, and expulsion are set up.

1. In the Discipline menu, click Referral Codes & Actions.
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2. Click the Actions tab.

Codes Actions

Actions

Export: |EY Filters:
4 i " A Days Daysfor ESE | Days for 504
Title 4 LocalCode §. StateCode § Severity § | AlowedProfles § B2 (4| ot eferral &
| |l I ¥ | (Noe [N || B | [Min |Max | |[Max || [Max

== Assigned Alternative P Place... ¥ (None ¥ | B Mn Max | Max Max

== Assigned Different Clas (Local ... [¥ (None [ | B Mn Max | Max Max

3. In the blank row at the top of the table, enter the Title of the action.

Codes Actions

Actions

Export: =4 Filters:
Title 4 Local Code 4 ' StateCode & | Severity 4 Allowed Profiles 4 E::’; eferral & E:;";:‘:;E:f: E:;";::;igf:
|suspension In Schoot ] | | [ ¥ | (None M || B | [Min |[Max | |[max | | [Max |
== Assigned Alternative Pi \Place... [M [None [N | M Mn Max | Max Max
== Assigned Different Clac Local ... [¥) [None ¥ | B Min Max | Max Max
== Assigned Different Sea Local ... [¥] [None [¥ | M Min Max | Max Max

4. (Optional) Enter the Local Code, a district-defined code that identifies the action.
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Codes

Actions

Actions

Export: |55 Filters:
Title 4 Local Code & | StateCode * Severity 4 Allowed Profiles 4 E::'; eferral & E::‘:::;:F: ::;";::;:I“:
Suspension In School | |42 | 1 ¥ | (None [N || B [Min |Max ] |[Max | | [Max

== Assigned Alternative P Place... [¥) None [¥] | B Mn Max | Max Max

== Assigned Different Clas |ana|.... |Nnne. | . Min Max | Max Max

== Assigned Different Sea Local ... M) None [¥] | B Mn Max | Max Max

5. Select the State Code that corresponds with the action. Select Local Discipline in the pull-
down if it is a district-specific action.

Codes

Actions

Actions

Export: =2 Filters:
, . Days Daysfor ESE  Days for 504
A A Y & A

Title S Local Code = State Code 5 Severity = Allowed Profiles ol [ e : P : Sy :

|Suspension In School | |42 | ||Nnne . || . ‘ |Min ||Max | |Ma>{ | |Max |
==  Assigned Alternative P |Filter | | Max Max
= Assigned Different Cla: Expe”e'd, Without COI‘ItiI‘IUIng Educational Sal'\l'i.., Max Max

) i Local Discipline
== Assigned Different Sea Mechanical Restraint Max Max
== | Assigned Saturday Sch Other SESIR Defined Max Max
==  Assigned Time Out Physical RQStI'EIﬂt ) ! ) Max Max
FPlacement in Alternative Educational Setting

== | Detention Seclusion Max Max
= Expl”sign School SUSDGI‘ISiOI‘I ExtBnded, F'Br'ldil'lg HBaI"iI'Ig Max Max

s —— Suspension, In-School " "
e e 20 Suspension, Out-of-School o o
| Qunemancinn Mok af Srkl rallcna - I rMnna - I f ! Mir [.©E1Y B e B =

6. (Optional) Select the Severity of the action.
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Codes Actions Teacher Codes
[ <Prev | Page 2 |/3 [ Next: | Export NI Fiiter: 223
Days Days for ESE
& & Y ' &
Title Local Code | State Code | Severity ¢ | Allowed Profiles o per Referral : per Referral :
Suspension In School | |I | |Suspe... . Mona | . |Min ||Max | |Ha:-c |
m= Detention D-15 Local ... [ [Filter [ Min_Max  Max
== Expulsion Bus =] |Other ... . Min  Max Max
. 0 - Classroom i )
== Expulsion School E |Expell... . 1 - Minar :. Min Max | Max
== Loss of Privileges D-16 |Local ... . 2 - Normal :. Min Max | Max
3 - Major i
Other (See School Rec | D-17 Local ... . Min  Max Max
= ( | 4 - Severe :.
== | Parent Conference D-18 |Local ... . 5 - Dangerous Min  Max Max

7. In the Allowed Profiles pull-down, select the profile(s) that are allowed to use the action on

discipline referrals.

@ Users who don't have permission to use the action on discipline referrals can still view
the action if it was already selected on the referral by another user.

A If no profiles are selected, then all profiles will be able to use this action on a student's

discipline referral.
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Actions

Export: [E Filters:
, X Days Daysfor ESE  Days for 5(
& & & &
Title § Local Code y | State Code § | Severity ¢ | Allowed Profiles 3 per Referral | per Referral & | per Referr:
L L
|Suspension In School | | [42 || Suspe... M | [3- ... |8 | [lSchool Admin. [Min |[Max | | [Max || [Max
== Assigned Alternative Pi Place . [N] (None [J | Filter [{max
== Assigned Different Clas |Local ... . |None . Checkallvisible: Clear selected Max
MorZaroT——————————+
== Assigned Different Sea |Loecal ... . |None . []Parents Max
== Assigned Saturday Sch |Local ... . |Mone . [ ] Scheduling Max
O School Admin
== Assigned Time Out Local ... Maone N Max
| . | . D Schml ASSB’SSH‘IGI‘II GDOl'dlnatorS [t
== Detention \Local ... [#] |None [¥] |[]School Guidance Counselor Max .
== Expulsion School |Expell... . |Mone . []School Health Max
[]School Help Desk-Data Support
== Suspension In Schaool |Suspe... . |Mone . []School Office Clerk Max
== Suspension Out of Sch 'Suspe... [¥] |None [¥] |[]School Office Manager Max

@ To quickly locate a profile in the Allowed Profiles pull-down, begin typing the full or
partial profile name in the Filter field at the top of the pull-down. The list of profiles
will filter based on the criteria entered.

8. In the Days per Referral fields, enter the minimum and maximum number of days that are
allowable for this action for non-ESE/504 students, if applicable.

Actions
Emnrt:l; Filters:

& a & e Y a Days Daysfor ESE | Daysfor 504 | Days
TIt|E‘, Local Code = State Code S Severity = Allowed Profiles perReferra|¢ perREferral: perREFerra|¢ per"f’ear:
[Suspension In School | | [42 || (suspe... |8l (3- ... [M0 | [School Admin [ [[1  [10 || [Max | | [Max [

== Assigned Alternative P |Place. .. . |None . [ . Min Max | Max Max
== Assigned Different Cla: |Lacal ... . |None . [ . Min Max | Max Max

9. In the Days for ESE per Referral field, enter the maximum number of days that are
allowable for this action for ESE students, if applicable.
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Actions

Export: |5 Filters:
) . Days Days for ESE | Days for 504
& s & & s
Title = Local Code = State Code S Severity = Allowed Profiles ¢ per Referral : per Referral : per Referral :
[Suspension In School | | [42 || [Suspe...[Ml | [3- ... [¥ | [School Admin [M] |1 |10 | |[2 [{|Max |
== Assigned Alternative P |Place. .. . |Mone . | . Min Max | Max Max
== Assigned Different Clas |Local ... . |Mone . | . Min Max | Max Max

10. In the Days for 504 per Referral field, enter the maximum number of days that are
allowable for this action for 504 students, if applicable.

Actions

Bxport: ENEE IR Filters:
, X Days Daysfor ESE | Days for 504
& & i & &
Title = Local Code 5 State Code = Severity = Allowed Profiles 3 per Refarral : per Refarvad : per Refarvad :
Suspension In School || |42 || [Suspe... [ | (3- .. [M | [School Admin 8] |1 10 | |2 |2
== Assigned Alternative Pi |Place. . . |None . | . Min Max  Max Max
== Assigned Different Cla: |Local ... . |None . | . Min Max | Max Max

11. In the Days per Year field, enter the maximum number of days per school year that are
allowable for this action for non-ESE/504 students, if applicable.

Actions

BExport: |50 Filters:
Title: Days N Days far ESE; Days for 5041 Days . Days far ESE Days far 204 Warning I;evelfur
per Referral 5 per Referral v Per Referral 5 per'ear 3 per'ear ¢ per Year o per Year 3
[Suspension In School | |1 10 | |[2 [ [2 |{10 | M M
== Assigned Alternative Pi | Min Max Max Max
== | Assigned Different Clac | Min  Max Max Max

12. In the Days for ESE per Year field, enter the maximum number of days per school year that
are allowable for this action for ESE students, if applicable.
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Actions

Export: |5 Filters:
Title : Days . Days for ESEL Days for 5041 Days N Days for ESE Days for .iﬂl-ti Warning I;evel for
per Referral = per Referral S per Referral = per'Year y  per'Year g perYear per Year
Suspension In School | |[1 |10 | |2 12 o |5 m | 1]
== Assigned Alternative P1 | Min  Max Max Max
==  Assigned Different Clas | Min Max Max Max

13. In the Days for 504 per Year field, enter the maximum number of days per school year that
are allowable for this action for 504 students, if applicable.

Actions

Export: |£0 Filters:
Title : Days N Days for ESEL Days for 5041 Days .\ Days for EEE Days for .iﬂd Warning I;evel for
per Referral = per Referral = per Referral = perYear ; | per'ear g per Year per Year o
Suspension In School |[[1 |10 | |2 | [2 |l ||[s \[E ||| |
== Assigned Alternative P1 | Min  Max Max Max
==  Assigned Different Clac | Min  Max Max Max

14. In the Warning Level for ESE/504 per Year field, enter the number of days for this action
that once reached will display a warning to the user for ESE or 504 students.

@ The total days for this action will display as a red digit on the referral once the warning
level is reached.

Actions

Prev_ | Page: 2 /3 Next Export: EVIET I Filcers: 53

Title A Days Days forESE  Daysfor 504 | Days Days for ESE = Days for 504  Warning Level for ESE/504
e per Referral : per Referral : per Referral : per Year : per Year : per Vear: per Year :

1 o |2 |2 ||[20 ||I5 NE |
== Loss of Privileges Min Max Max

|Suspension In School |

Max

== Other (See School Rec | Min  Max Max Max
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15. To limit the use of the action to only students in specific grade levels, select the Grade

Levels.

Only grade levels with a short name are available for selection.

Codes Actions

Teacher Codes

| « Prev | Page:l 2

13 [(Net: | 0= [Filter: I3

Days for ESE Days for 504 Warning Level for ESE/504

Title 4 perVear  perYears | per'Year A Grade Levels * Withdrawal Code & Re-Entry Warning
|Suspension In School | |5 NE |3 [ |06, 07, ... . [ . |
== Detention | B ®
== Expulsion Bus | B | —

16. If the action is for expulsion, select the appropriate Withdrawal Code.

@ When an action with a withdrawal code attached is added to a discipline referral, the

student is aut
Date Decided

Codes Actions

omatically withdrawn as of the Date Decided or today's date if there is no
set.

Teacher Codes

Title :

Withdrawal Code : Re-Entry Warning Message : Restrict Re-Entry : Detention : School Exemptions [(Re-Entry) :

| |Explu5ion

== Assigned Alternative Pi |FiIIer |

Assigned Different Clas

(WUY) Lett W/ Spel Cert of Compl

Assigned Different Sea

(W10) Graduated W/ GED

Assigned Saturday Sch || (\w13) Left Due to Court Action

{W12) Left Due to Death

Assigned Time Out

Detention

(W18) W/D for Medical Reasons

Expulsien Schoaol

(W21) W/D Due to being Expelled

Suspension In School

(W23) W/D not WO1-W22 or W24-W2T
{W24) W/D for Home Education

Suspension Out of Sch

(W25) W/D Under Compulsory Age

|
|
|
|
(W15) W/D due to Non-Attendance |
|
|
|
|

17. In the Re-Entry Warning Message field, enter a warning message to display when the
student is re-enrolled in a district school, if applicable.
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Codes Actions Teacher Codes

Title : Withdrawal Code : Re-Entry Warning Message : Restrict Re-Entry : Detentinn: School Exemptions (Re-Entry) :

[wz1)wD... ¥

| |Explusiar|

== Assigned Alternative Pi | | .
== Assigned Different Cla: | | .
== Assigned Different Sea | | .

<]

18. Select Restrict Re-Entry to prohibit the student from being enrolled in a district school, if

applicable.

Exceptions can be indicated in the School Exemptions (Re-Entry) field.

Codes Actions Teacher Codes

Title : Withdrawal Code : Re-Entry Warning Message : Restrict Re-Entry : Detention : School Exemptions (Re-Entry) :
‘|Explu5ian ||(w21)wDD... .|| o] 0 | v
== Assigned Alternative Pi | | . O [ .
== Assigned Different Clac | | . 0 0 [ .

19. In the School Exemptions (Re-Entry) field, select the schools the student can be re-

enrolled in, such as alternative schools, if applicable.

Codes Actions Teacher Codes

Suspension In School || .

Suspension Out of Sch

U

CJFocus Center - 0106
[lFocus Collegiate School - 0382

Title : Withdrawal Code : Re-Entry Warning Message : Restrict Re-Entry : Detention : School Exemptions (Re-Entry) :
||Explu5ion [|[w21ywDD... .|| || ||j| [
== Assigned Alternative P || . |FiIIer
== Assigned Different Clas | | . 0 Check all visible Clear selected
== Assigned Different Sea | | . O [l Applicants
== Assigned Saturday Sch || ¥ 0 I Academy - 0391
== Assigned Time Qut | [ ] 0 [LJ7 7 High School - 0041
’ - 0 School
= | Detention | N 0 [CIFlorida Virtual HS - 0600
= Expulsion School | [ ] O CIFlorida Virtual MS - 0500
= B
— a

H Focus Community College - C908
[IFocus Elementary School - 0311
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20. In the Override Profile field, select the profile that can override restrictions placed on the

action.
Codes Actions Teacher Codes
Title 5 e Grade Levels 5 Withdrawal Code § Re-Entry Warning Message § | RestrictRe-Entry 5  Detention § | School Exemptions (Re-Entry) § Owerride Profile § School Years & Letter &
| Expuision ] ] B (wenwo.. 5] = [= I B Bl ¥ N ®
== Assigned Alternative Pi [ B M . e [ M Q Filter..

Assigned Alt Ed (Discip

(I | S

Assigned Alt Ed (Non-

[ —— 1

Assigned Different Clas

[ —

Assigned Different Sea

[ | M -

Assigned Extra Class

[

Assigned Saturday Sch

[ W o -

Assigned Time Qut

Assigned Work in Scho

[ B W -

I 0000 nuntn

Assigned Work After St

0Oo0oo0oooooonD

[ = 1.2 |

B4 OExact Checkall Clear

v [ Activities
a [ | Adv Rpt Hr SPecialist
|| AE Admin

("] AE Data Support
| (| AE Finance Scheduling
[_| AE Registrar

4 [_| AE Teacher
] ) Atternate Ed
] (| Applicant

21. To limit when the action can be used, select the range of School Years.

Codes Actions Teacher Codes
Frev | Page 1 /3 8 =) [ o)
Title [ ESE/504 Grade Levels § Withdrawal Code 5 | Re-Entry Warning Message 4 | Restrict Re-Entry 4 Detention 4 | School Exemptions (Re-Entry) 4 | Override Profile 5 ' School Years § Letter
[Expuision | 1| B veiwo.. [ |[=! [= [ B ]| ] Bl ®
== Assigned Alternative Pi [ . [ . B O [ . | . Q, Filter.. :.
= Assigned Alt Ed (Disci \ M | | R \ [ ¥ 2014
== Assigned Alt Ed (Non- l . l . B O [ . [ . 2015 :.
== Assigned Different Clas ( ® 7 —— O [ [l L] 2016 |
2017
== Assigned Different Sea l . l . B O O [ . [ . 2018 :.
== Assigned Extra Class [ . [ . JE———— I | a ( . [ . 2019 :.
== Assigned Saturday Sch l . l . B O [ . [ . 2020 :.
2021
== Assigned Time Out ( o 1 — a [ [ M [ ] 2022 | B
== Assigned Work in Scho ( | M O O [ M B _:.

22. To generate and print/email a letter for the student when the action is assigned to the
student's referral, select the Letter.

Letters set up in Students > Print Letters & Send Email that are attached to Discipline are
available for selection.

Referral Codes & Actions
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Codes Actions Teacher Codes

= o) o
@susp v v]| O v = +]] LAl +] v] O el v
(+] v
Title § thdrawal Code 5 | Re-Entry Warning Message 5 = Restrict Re-Entry 5 | Detention §  School Exemptions (Re-Entry) § | Owerride Profile 5 | School Years 5 Letter §

[ ] [ —| o | ]

EES
EEEEE

EESE
EEEEE

EEEE

h [ i I

23. Select Detention on the action to add students to the Detention List when the student is
assigned the action.

If your school is using the tardy tracking functionality, select Detention on the action if
students will be automatically assigned a tardy referral with this action once they reach a
certain number of tardies.

Actions that have "Detention" selected will be available in Attendance > Attendance Setup >
Tardy Thresholds for creating rules to assign automatic tardy referrals with detentions.

Codes Actions Teacher Codes

pase 2 1/ [Sxort ESEENJ it 3]

Warning Level for ESE/504
o, o Grade Levels 2 Withdrawal Code: Re-Entry Warning Message : Restrict R&Entrv¢ Detention : School Exemptions (Re-Entry) : Override Profile : School Years ;

e &
g per Year v

[ I ] ] [E | ] ] ®
== Detention ‘ . . . .
wa | Expulsion Bus 7] O ] L] L]
= Expulsion School ‘ ¥ (w21 w ... ] Non-Public In State Scho... [¥] [Discipline %] ]
== Loss of Privileges ‘ 5] O L) L] L]
= | Other (See School Rec | v O ] L] L]

24. Press Enter to add the action.

@ After pressing Enter, the row is added to the list of actions. The row will flash to
indicate the new action was saved.

Editing an Action

1. Click the Actions tab if not already opened.
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Codes Actions

Actions

Export: |24 Filters:
N i a & Days Daysfor ESE | Daysfor 504
Title 4 Local Code §  StateCode § Severity § | Allowed Profies § % 14| 0 B0 s o el 3
| || || [ | (None [ || M | [Min |[Max | |[Max || [Max

== Assigned Alternative P \Place... [¥) (None ¥ | B Mn Max | Max Max

== Assigned Different Clas (Local ... [M (None |8 | B Mn Max | Max Max

2. Click any field on an existing action and make the desired change.

@ After making a change to a field, the row will flash to indicate the change was auto-
saved after you click or Tab out of the field.

Deleting an Action

1. Click the Actions tab if not already opened.

Codes Actions

Actions

Export: |EY Filters:
& i i " Days Days for ESE | Days for 504
Title LocalCode | StateCode § Severity § | AllowedProfiles § V0 e a0 s oo Referral &
| |l I [ | (None [ || W | [Min |Max | |[Max || [Max

== Assigned Alternative Pi Place... [¥] None [¥] | B Mn Max  Max Max

== Assigned Different Clas Local ... [¥] [None [ | B Mn Max | Max Max

2. Next to the action, click the red minus sign.
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Codes Actions

Actions

Export: =Y Filters:
Y i i . A Days Days forESE | Daysfor 504  Days Days
Title y Local Code | StateCode | Severity . | Allowed Profiles per Referral 4 perReferral §  perReferral & perYear §  perY
| |1 [ ¥ | (None [N | | B | Min |[Max | |[Max || [Max [ I

==| Assigned Alternative Pi [Place... [¥] [None [N | B Mn Max  Max Max

== Assigned Different Cla: |Local . |N0r‘|e. [ . Min Max | Max Max

3. In the confirmation pop-up window, click OK.

livedemo focusschoolsoftware.com says

Are you sure you want to delete this record?

oK Cancel

o The row will flash and then will be deleted.

Adding a Code

In the Codes tab, discipline codes and the allowable actions for each code are set up.

1. Click the Codes tab if not already opened.
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Codes Actions Teacher Codes

Per | page[ 1 1/5 [Ny [Fiter: I3

Title & Code *  Severity # SESIR 2 IncidentType & ISSDays 4 OS5SDays & Actions & Offenses & | Allowed Profiles & = Re-Entry Warning Message * = RestrictF
v v v v v v v v v v v
[ — — ]S B i | i e | ] I B &

== Alcohol Use/P jor | 01 Alcohol ... Min Max | Min Max l—- Edit
.= Alcohol Under Influenc . 02 [Alconal .. Min Max Min Max ([ W Edit
== Alcohol Using I03 (Mlcohol .. M| Min Max |Min Max ([ W) Edit
== Alcohol Sale/Purchase .04 [Mconol .. [MJ Min Max |Min Max [ [N Edit

2. In the blank row at the top of the table, enter the Title for the code.

Codes Actions Teacher Codes
Frev | pagel 1 /5 (8 =) [ or)
Title & Code 4 Severity 5 | SESIR 5 | Incident Type 5 155Days 5 0S55Days 5 Actions y Offenses 5 | Allowed Profiles 5 | Re-Entry Warning Message §  Restrict f
C1|(None M| [ 1| (Min] ] | i Jviend | ] I W O

== Alcohol Use/Possessior 01 Acohol .. [ Min Max tnMax [ W Edit [ . 0

- Ao Bt [ 0

= AlcoholUsing 103 Alcohol . 2 S || 0

3. Enter the Code.

o SESIR codes must be the state-defined 3 characters.

Codes Actions Teacher Codes
Pev pagef 1 rs [Nexty | [Fiter: I3
Title § Code § Severity 3 SESIR  IncidentType § SSDays § OSSDays § Actions § Offenses 5 | Allowed Profiles §  Re-Entry Warning Message & = Restrict f
[Fighting | Nore |01 | 1| Pinlfved | Fin e || ] [ B &

= Alcohol Use/Possessior | 01 Alcohol . [M | Min Max | Min Max B it [ . 0

= Alcohol Under Influenc |02 Alcohol ... [ | Min Max | Min Max || [ A I | | —————— u]

‘- AlcoholUsing . 03 MnMex Mo vax [ W Edit [ ) L)

4. (Optional) Select the Severity of the infraction if the district defines severity levels for
discipline codes.
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Codes Actions Teacher Codes

Title Code § Severity ; SESIR ; | Incident Type ISSDays ; OSSDays j  Actions 5 Offenses ;| Allowed Profiles ; Re-EntryWarning Message 5  Restrict Re-Entry 5
[Fighting |57 [Fee ]I B | il |[vin = || ] [ i o
— T

Filter

== Alcohol UsefPossession/Sale(SESIR) oL cohol .-

Min Max | Min Max [ M Edit [ [ e
- Classroom icohol ... Min Max (Min Max [ [m) Edit [ m
cohol ... Min Max Min Max ([ W)  Edit [ m
Icohol ... Min Max | Min Max ([ [ Edit T m
== Arson (SESIR) 02 [None [ [Arson Min Max (Min Max ([ [M Edit ([ M

= Alcohol Under Influence o0z .

== Alcohol Using 03

wa | Alcohol Sale/Purchase o4

ol o oo |0

5. Select the SESIR check box to indicate that the code is a SESIR.

@ When the user filling out the referral form selects a discipline code that is a SESIR, the
discipline incident form will display for the user to fill out additional required
information.

6. For SESIR codes, select the Incident Type as defined by the Department of Education.

Codes Actions Teacher Codes
e s () SIS e
Title 5 Code y  Severity 5 |SESIR y | Incident Type § | 155 Days 3 0SS Days 5 | Actions Offenses ;| Allowed Profiles ;  Re-Entry Warning Message 5 = Restrict
| [Fighting 7 [6-.- 1 [[Faning . |60 |in Jprax] | " [ ]l =
= Alcohol Use/Possessior | 01 | None [ Alcohol ... [} Min Max | Min Max || B Edit [ ) e O
Alcohel Under Influenc | 02 [None [N [Alcohol ... M | Min_Max | Min Max |[ W Edit . O
= AI:ahuIUslng 03 |None . Alcohol ... . Min Max Min Max | . Edit . e 0

7. Select the Actions that are allowed to be assigned for this discipline code. One or multiple
actions can be selected.

o Only actions that were previously set up in the Actions tab of Referral Codes & Actions
are available for selection.

@ To quickly locate an action in the Actions pull-down, begin typing the full or partial
action title in the Filter field at the top of the pull-down. The list of actions will filter
based upon the criteria entered.
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Codes Actions Teacher Codes

Poge 1 ]/5 [ News | [ o]

Title 4 Code 4 Severity 4 | SESIR § | Incident Type 5 1SSDays 4 OSSDays 5  Actions & Offenses 5 | Allowed Profiles § = Re-Entry Warning Message 4 | Restrict f
|Fight'|ng | 3. .| | Fighling...-| Min |[Max] |[Suspension In Sch ._I [ -“ ||[|
sus
== Alcohol Use/Possessior | 01 [None [ [Alcohol ... [M Min Max  Min Max | . .. O
Check all visible Clear selected
= | Aleohol Under Influenc | 02 [None [ Alcohol . [M) Min, Max | I, Mex | Suspension Bus 2 O
O Suspension In School
== | AlcohalUsing .. 03, [Nore [N [Alcohol ... 8 Min Max Min Max |[E)Suspension Out of School || O
[J'Suspension Parent Contact
== | Alcohol Sale/Purchase | 04 ' [None [ (Aicohol . [ | Min Max | Min_max ||[JSeclusion | —— O
) ) [J Expulsion Bus )
Probation Bus
= Arson (SESIR 02 [None [H) Arson Min Max | Min Max ||O i 0
Arson (SESIR) v | 92, - [ Conference (Bus Driver) ™
[Jsent Home _
Battery (SESIR 06 N v Batt Min Max | Min M (|
= Battery (SESIR) ... | 25..... | [Nore [N | @ ery Min Max | Min Max |5 nesigned Extra Class S ————————— O

8. When in-school or out-of-school suspension is selected as an Action, enter the minimum and
maximum days that can be assigned for in-school suspension or out-of-school suspension for
this discipline code in the ISS Days or OSS Days fields.

Codes Actions Teacher Codes

Title § Code y Severity 3 SESIR § | Incident Type 5 | 1SSDays §  OSSDays § | Actions § Offenses y  Allowed Profiles § | Re-Entry Warning Message 5 = Restrict f
\Fanting |57 _J|(6-—.. 0 |@ |[Fianting .. B | ¥ ] | i ]iax] | [Suspersion insen... D | I B [0

= Alcohol Use/Possessior | 01 [None [N Min Max (Min Mex ([ W Edit ([ [

== Alcohol Under Influenc | 02 | [None [N (Aiconor - )| Min, Max | Min_Max | B et . — ]

= AlcoholUsing 93 [None [N (micohol . M| Min Max | Min Max [ M| Edit [ [ e O

9. In the Allowed Profiles pull-down, select the profiles that are allowed to select this discipline
code on discipline referrals. One or multiple profiles can be selected.

A If no profiles are selected, then all profiles will be able to select this code on a
student's discipline referral.

@ To quickly locate a profile in the Allowed Profiles pull-down, begin typing the full or
partial profile name in the Filter field at the top of the pull-down. The list of profiles
will filter based on the criteria entered.
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Codes Actions Teacher Codes

pagel 1 /5 [ Moy | ISR =) [ ow)

Title 4 Incident Type 5 | ISSDays 4 OSSDays 5 | Actions § Offenses 4
I Fighting Fighting ... . | Min ||Max ||_Su5penslon In Sch... .‘

Alcohol Use/Possessior [Alcohol Min Max | Min Max [ L]

Alcohol Using iA\mhnl . . Min Max | Min Max || -
e s

Alcohol Sale/Purchase [Alcohol ... Min Max | Min Max .

Arson (SESIR) iArsan . Min_Max | Min_Max || .
|

Battery (SESIR) Battery . !

Edit

Edit

Edit

Edit

Edit

| 0 [ |
M school |

Allowed Profiles * | Re-Entry Warning Message » ' Restrict Re-Entry & | Override Profile &
v v v v

Check all visible Clear selected

B School Admin

[ school Health

[]School Registrar

[]school Office Clerk

[ school Assessment Coordinators
[]School Office Manager

[0 school Resource Officer
[[1Schoel Guidance Counselor
[Jsehool Help Desk-Data Support
["18echool Safety Dist Administrator

10. In the Re-Entry Warning Message field, enter a warning message to display when the
student is re-enrolled in a district school, if applicable.

Codes Actions Teacher Codes

Title 5 Incident Type §  155Days 5 OS55Days 5  Actions § Offenses 5 Allowed Profiles § | Re-Entry Warning Message » Restrict Re-Entry § Override Profile §

|Fighting | [Fignting ... . | [Min |[Max] | [Suspension In Sch.. -| I [ - O ‘ [ . | |
== Alcohol Use/Possessior W- Min Max | Min Max |4. Edit —- | ) [System Ad. |
&= Alcohol Under Influenc |[Alcohol ... Min Max |Min Max [ JHJ Edit | 0
== Alcohol Using [Mlcohol . M Min Max M. Max [ [ Edit 4] O (SystemAd... [N |

11. Select Restrict Re-Entry to prohibit the student from being enrolled in a district school.

Codes Actions Teacher Codes

Title § Incident Type 4  155Days § OS5Days § | Actions § Offenses §  Allowed Profiles § | Re-Entry Warning Message 5 Restrict Re-Entry 5 Override Profile §

| Fighting Fighting ... [N | ‘ [Min |[Max] ||_Su5pensl0n In Sch... .| I ] .| ‘ ‘ | ||
= Alcohol Use/Possessior [Alcohol ... [Nl Min Max  Min Max || M Edit || ] —— ] [SystemAq... [N |
== Alcohol Under Influenc [Alcohol ... [Ml] | Min Max Min Max [ [M  Edit | | ——— m)
== Alcohol Using W. Min Max | Min Max |4. Edit —- O W. |

12. In the Override Profile pull-down, select the profiles that will be able to override the
restrictions placed on the discipline code.
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Codes Actions Teacher Codes

Title : itry Warning Message : Restrict Re-Entry : Override Profile : Grade Levels : School Years : Include on Mobile App : lcon :

o I B W ®m ®mo

Q Fiter... le chosen

| |Fighting

== Alcohol Use/Possession/Sale(SESIR)

(JExact Checkall Clear

== Alcohol Under Influence

B Activities

= Alcohol Using 0 || Adv Rpt Hr SPecialist
[ | AE Admin

== Alcohol Sale/Purchase O [ AE Data Support le chosen
|| AE Finance Scheduling

== Arson (SESIR) O || AE Registrar le chosen
| AE Survey Data

== Battery (SESIR) O ("] AE Teacher le chosen
[ Alternate Ed

== Battery on Student O ~ Applicant le chosen

13. To limit the use of the action to only students in specific grade levels, select the Grade
Levels.

Codes Actions Teacher Codes

Title 5 try Warning Message § | RestrictRe-Entry § Override Profile § | Grade Levels § ' School Years 5 Include on Mobile App 5  lcon § Letter
Fighting | o [ B B B B[O [ ="
== Alcohol Use/Possession/Sale(SESIR) | .. . . . . [ Q Ftter... B o No file chosen
OExact Checkall Clear
== Alcohol Under Influence -0 _zms . O Choose File | No file chosen
|
= Alcohol Using O SystemAd... gz ko [§ O Choose File | No file chosen
03
== Alcohol Sale/Purchase O System Ad... [ 04 2018 . O Choose File | No file chosen
05
= Arson (SESIR) .0 SystemAd... 06 ®E O No file chosen
o7
== Battery (SESIR) O o8 ®E o No file chosen
09
== Battery on Student -0 System Ad. 110 2018 O Choose File | No file chosen
i |

14. To limit when the code can be used, select the range of School Years.

Codes Actions Teacher Codes

Title : itry Warning Message : Restrict Re-Entry : Override Profile : Grade Levels : School Years : Include on Mobile App : Icon :
| Fighing l o I ] (S (o—— |
== Alcohol Use/Possession/Sale(SESIR)  L.....wrconcuns [] [system Ad... [¥] | B || 2 Fiter. No fle chosen
== Alcohal Under Influence e O [System Ad... . [ . 2015 Choose File | No file chosen
2016
== Alcohol Using System Ad... Choose File | No file chosen
o [ 1 — 7
== Alcohol Sale/Purchase .0 |System Ad... . [ . 208 No file chasen
2019 L
= Arson (SESIR) O 'SystemAd... [¥] | N | 202 No file chosen
2021 |
== Battery (SESIR) O [systemAd... [¥] | ¥ | 2022 No file chasen
2023
- - — = = — 1 —— — M == dlas e
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15. If your district is using the mobile app to assign students detention, select Include on
Mobile App to allow this code to be selected for a student in the app.

Ensure that "Detention" has been selected as an Action for that code.

Codes Actions Teacher Codes

Page 1 |/5 [ Next> | | =T OFF |
Title 3 itry Warning Message § = Restrict Re-Entry : Override Profile : Grade Levels : School Years : Include on Mobile App § | Icon : Letter
Figntng ! 0 _ | Jj— — L
== Alcohol Use/Possession/Sale(SESIR) | [ System Ad... [¥] 2] L] B O [ Ghoose File | Nofile chasen [»
== Alcohol Under Influence O System Ad... E] E] E] 2018 E] O | Choose File | No file chosen E
= Alcohal Using E—— SystemAd... [§) L] Foi § O [ Ghoose File | No file: chosen B

16. To generate and print/email a letter for the student when the code is assigned to the
student's referral, select the Letter.

Letters set up in Students > Print Letters & Send Email that are attached to Discipline are
available for selection.

Codes Actions Teacher Codes
Page: 1 |/5 [ Nextr | | EE1 OFF |
Title & ihle § Grade Levels | School Years | Include on Mobile App ¢ Icon § Letter ;  Requires HOPE Form ¢ | Requires Threat Assessment 3
Fighting 2] [¥] [v] 7] [| m]
== Alcohol Use/Possession/Sale(SESIR) B B E] E] O | Choose File | Mo file chosen B O O
== Alcohol Under Influence B B E] 2018 E] O | Choose File | No file chosen B O O
== Alcohol Using E] E] E] 2018 E] O | Choose File | No file chosen E] O O

17. For districts that use the SSS module, select Requires HOPE Form to generate a HOPE
event when this discipline code is selected for the student.

In Discipline > Referral Fields, give the appropriate profiles access to the the system field
"Create Hope Event." This field provides a link on the referral form that will generate the
HOPE event in SSS. Additionally, give the appropriate profiles access to the system field
"Hope Event." This field is a select one pull-down containing any previously created HOPE
events for the student. The appropriate HOPE event can be selected by the user on the
referral.

18. For districts that use the SSS module, select Requires Threat Assessment to generate a
Threat Assessment event when this discipline code is selected for the student.

In Discipline > Referral Fields, give the appropriate profiles access to the the system field
"Create Threat Assessment Event." This field provides a link on the referral form that will
generate the Threat Assessment event in SSS. Additionally, give the appropriate profiles
access to the system field "Threat Assessment Event." This field is a select one pull-down
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containing any previously created Threat Assessment events for the student. The
appropriate Threat Assessment event can be selected by the user on the referral.

Codes Actions Teacher Codes

Page: 1 |/5 [ Newt» | | =T OFF |

Title § file 3 | Grade Levels § ' School Years §

Fighting | E] E] E]

== Alcohol Use/Possession/Sale(SESIR) | E] E] E]
== Alcohol Under Influence L B E] E] 2018
= Alcohol Using L [£7] [¥)[2018

Include on Mobile App § | lcon : Letter : Requires HOPE Form : Requires Threat Assessment §

]
7!
[Li{m]
| Jim]

o. MO
Mo file chosen E] O
|m\ No file chosen E] (]
No file chosen L]

19. Press Enter to add the discipline code.

After pressing Enter, the row is added to the list of codes. The row will flash to indicate
the new code was saved.

20. If you selected "Include on Mobile App" for the discipline code, select the icon to use in the
mobile app. In the Icon column, click Choose File and select the file from your computer.

Codes Actions Teacher Codes

[eprev | Page[ 3 |/5 [ Next» | | E'E= OFF |
Title Restrict Re-Entry : Override Profile :
O ]
== Breaking and Entering/Burglary(SESIR] /7] System Ad... E]
== Inappropriate Behavior O System Ad E]
== Inappropriate (Clothing) O System Ad... E]

Grade Levels &

v

5]
L]
L]
L]

School Years

5]
L]

L]
[¥) 2018

Include on Mobile App | lcon 4

2]

E] O Choose File | No file chosen
] [ Choose File |[o file chasen
B O Choose File | No file chosen

Letter ¢ ' Requires HOPE Form

0.. M| 0
EC
B0
| Jimi

21. After adding a discipline code, the Edit button in the Offenses column is available. Click Edit.

This function is used if the same discipline code has different actions based upon the
number of occurrences. When adding a referral for a student and a discipline code is
selected, the system will determine how many offenses with this discipline code have
occurred for this student. The list of Actions available to assign to the student will be limited
based on the Offenses setup. The number of ISS and OSS days that can be assigned will also
be limited by the Offenses setup.
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Codes Actions Teacher Codes

ETEY Fire:
@lrignting i@ @[ v T @ oL ] O v Ol v] ] LA+ v
+ ]I + |
Title 5 Code 5 Severity § SESIR 5 | Incident Type 5 | 1SS Days 5 0SS Days 5 | Actions 5 Offenses § | Allowed Profiles 5 = Re-Entry Warning Message 3
|| 1 || None | | E| Min |[Max | Min |[Max [
== Fighting Lesser/Physic: 08 None -] Min Max  Min Max Eﬂit e e e
............................................. i
&= Fighting (SESIR) 37 Nore B cdt I

22. In the pop-up window in the blank row, enter the first Threshold.

Offenses

Threshold 5 155 Days 4 055 Days 5 Actions §

||1 I Min I|'-‘ir| Ma |

23. Select the Actions that are allowable for the threshold entered. One or multiple can be
selected.

Offenses

Threshold y | 1S5 Days y 0SS Days 5 Actions 3

|1 | ‘ |["’|r | |f"’|r |I Detention U

24. For in-school or out-of-school suspension actions, enter the minimum and maximum ISS
Days and OSS Days that can be assigned for the threshold.
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Offenses

Threshold y | 1S5 Days y 0SS Days 5

Actions 3

1 I Min Max Min Max

I Detention

25. Press Enter to add the row.
26. Continue adding additional entries as needed.

27. Click Close when finished.

Offenses

Threshold 5 | 1SS Days § 0S5 Days 5 Actions §
| 1{[Min ||rr1a>< | |‘~‘in Max | |
=5 | Min Max 1 3 Suspension Out of ... '
ot U T 3 Min Lt S Suspension In Sch... [
Close
1. Click the Codes tab if not already opened.
Codes Actions Teacher Codes
(4] el el v B O QL Qe[ v © v (+]] AN+ v
+] v 8 v
Title § Code Severity y  SESIR §  IncidentType § 155Days ; | OSSDays ;  Actions y Offenses ;  Allowed Profiles ; = Re-Entry Warning Message |
|| ||| | Nang ]l| ‘ .|r~1ax |Mn|Max ]-| |
== Alcohol Use/Possessior | 01 None [N Alcohol ... [MlJ | Min Max | Min Max B Edit
== | Alcohol Under Influenc | 02 None [Alcohol .. Min_Max | Min Max_ Edit
== Alcohol Using 03 None Aicohol ... [MlJ | Min Max | Min Max Edit
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2. Click any field on an existing code and make the desired change.

@ After making a change to a field, the row will flash to indicate the change was auto-
saved after you click or Tab out of the field.

Deleting a Code

1. Click the Codes tab if not already opened.

Codes Actions Teacher Codes
[+] oL _vj@L v = al oL v O[__v| Ol v] (4] v] & v
OL_v] OL_v]
Title § Code § Severity y | SESIR§  IncidentType 5 | 1SSDays 5 | OSSDays y  Actions § Offenses 5 | Allowed Profiles 5 | Re-Entry Warning Message |
[ Il = | o] ) —— [ B

== Alcohol Use/Possessior | 01 None  [M) Alcohol ... [l Min Max | Min Max | B edit [ W ]
= | Alcohol Under Influenc | 02 [None . |Alcohal .... - Min_Max | Min_Max - Edit |:. [—————————
== Alechel Using 03 None . Alcohol ... . Min Max | Min Max . Edit :. [ ————————

2. Next to the code, click the red minus sign.

Codes Actions Teacher Codes
Piev | Poge 1 /5
+]] vielL_ vl v B O vielL_vIel v &l v (+]] v Ol v
QL v/ v
Title 5 Code Severity y  SESIR§  IncidentType 3 1SSDaysy  OSSDays ;  Actions 5 Offenses 3 Allowed Profiles §  Re-Entry Warning Message |
[ Il | ]I — e ) — [ ]l

&= Alcohol Use/Possessior | 01 none [ Alcoho ... Min Max | Min Max | B Edit (R | P ——
== | Alecohol Under Influenc | 02 [None . |Alcohal ... - Min Max | Min Max . Edit |:. [UT—————————
I=!Alcahul Using 03 None . Min Max | Min Max . Edit :. e

3. In the confirmation pop-up window, click OK.
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livedemo.focusschoolsoftware.com says

Are you sure you want to delete this record?

0 The row will flash and then will be deleted.

Adding a Teacher Code

When the minor infractions functionality is enabled for your school (controlled by the
system preference "Enable Minor Infractions" in Setup > System Preferences > General tab),

then the Teacher Codes tab is available on the Referral Codes & Actions screen, where
teacher discipline codes for use in minor infractions are defined. When teachers mark a

referral as "Minor infraction - No administrative action needed," they will select a teacher

discipline code for the referral.

1. Click the Teacher Codes tab.

Teacher Codes

Eport FWEAJ Fite:

Codes Actions

Title 5 Code & Automatically Escalate § Countper User 3 Escalate After X Referrals § Timeframe § School Years §

[ i | O I I B B B
== Disruption (minor) RX O 4 [YearToDate  [§) | M ]
== Failure to Follow (minor) FF O 3 [YearToDate  [§] | 2] ]
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . [ .[ .
== Abusive Behavior {admin) AZ ] [ || B L] L]
== Class Cut (admin) £ O [ i . [ .[ .
== Fighting-Minor/Mutual Altercation (z | FT ] | | [ . [ .| .
== Profanity (admin) PR O [ [ . [ .[ .
== Tardiness, Habitual (admin) TX ] [ I . | .| .

2. In the blank row at the top of the table, enter the Title for the code.

3. Enter the Code.

Referral Codes & Actions

Page 24


https://focus.screenstepslive.com/s/admins/m/sis/l/643891-system-preferences#general

Codes Actions Teacher Codes

[ =1 OFF

Title 5 Code 2 Automatically Escalate | Countper User | Escalate After X Referrals 3 Timeframe 3 School Years ¢

| Honor Code Violation HC I (]} L] || L]
== Disruption (minor) RX 4 ‘Year To Date E] E] E]
= Failure to Follow (minor) FF O 3 YearTo Date  |¥) 1] )]
== Insubordination/Disebedience (minc | ID d 3 YearToDate  |¥] = 1]
== Abusive Behavior (admin) AZ O E] E] E]
== Class Cut (admin) cc O /] || ™
== Fighting-Minor/Mutual Altercation (z | FT ] E] E] @
== Profanity (admin) PR O E] E] E]
== Tardiness, Habitual (admin) TX O E] E B

4. Select Automatically Escalate to remove the "Minor Infraction- No administrative action
needed" selection on the referral when this code is selected by the teacher. The referral will be
sent to administrators for processing.

5. Count per User can be used in conjunction with the Escalate After X Referrals functionality.

In the Escalate After X Referrals field, enter the number of referrals with this code that can
occur before the next referral is escalated to administrators.

Keep Count per User selected to count the number of referrals per teacher. Deselect Count
per User to count the referrals cumulatively.

After the number of referrals is reached, the next referral with this code will have the "Minor
Infraction - No administrative action needed" selection removed on the referral and the
referral will be sent to administrators for processing.

Either the "Automatically Escalate" or the "Escalate After X Referrals" options can be
used; both cannot be used on the same code. If one option is used, the other is

disabled.
Codes Actions Teacher Codes
[ A= Filter BT
Title Code 4 Automatically Escalate 4 Count per User 4 Escalate After X Referrals 4 Timeframe School Years 4
Honor Code Violation HC O L] L] L]}
== Disruption (minor) RX O 4 YearToDate  [¥] 2] 2]
== | Failure to Follow (minor) FF ] 3 YearTo Date  [¥] L] L]
== Insubordination/Disobedience (minc | ID O 3 Year To Date E] E] E]
== Abusive Behavior (admin) AZ ] L] []] L]
== Class Cut (admin) cc ] L] /] L]
== Fighting-Minor/Mutual Altercation (g | FT O E] E] E]
== Profanity (admin) PR O L] ] L]
== Tardiness, Habitual (admin) T a E] E] E]

6. Select the Timeframe in which to count referrals for the "Escalate After X Referrals" feature.
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Options are Year to Date, Semester To Date, Quarter to Date, Last 90 Days, Last 60 Days, or
Last 30 Days.

Codes Actions Teacher Cades
£ Y
Title 5 Code § Automatically Escalate § Countper User 5 Escalate After X Referrals § Timeframe § School Years §

‘ |Honor Code violation | |HC ] ‘ O ‘ [ |! [ M| ] L]
== Disruption {minor) RX O 4 [YearToDate  [¥) | LS L]
== Failure to Follow (minor) FF =] 3 [YearToDate  [¥] | 2] 7]
== Insubordination/Disobedience (minc | ID O 3 Year To Date . ( .[ .
== Abusive Behavior (admin) AZ O [ I L | L] L]
== Class Cut (admin) oc ] [ I|[ | i LS L]
== Fighting-Minor/Mutual Altercation (2 | FT O | | [ . | .‘ .
== Profanity (admin) PR O [ 1| M| | 1]
== Tardiness, Habitual (admin) TX ] | | ( . [ .\ .

7. To set a minimum and maximum school year that this code will be active, select the school
years in the Years column.

Codes Actions Teacher Codes
Title Code 4 Automatically Escalate 5 Count per User 3 Escalate After X Referrals 3 Timeframe & School Years §

‘ |Honor Code Violation | [HE | ‘ O ‘ [ | | [ ] I| ] .I
= Disruption (minor) RX ] 4 [YearToDate [ | | L]
= Failure to Follow (minor) FF (] 3 [YearToDate  [¥] | 2] =
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . [ .[ .
== Abusive Behavior (admin) AZ O [ I\ . [ .\ .
== Class Cut (admin) () ] [ I|[ | N L L]
== Fighting-Minor/Mutual Altercation (g  FT O [ | ( . [ .\ .
== Profanity (admin) PR O [ I|[ . ( .[ .
== Tardiness, Habitual (admin) TX O | | [ . [ .‘ .

8. Press Enter to add the discipline code.

@) After pressing Enter, the row is added to the list of codes. The row will flash to indicate
the new code was saved.
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Codes Actions Teacher Codes

[Export A e

Title Code ¢ Automatically Escalate § Count per User Escalate After X Referrals 5 Timeframe § School Years §

[ ] ] = I I Bl B =
== Honor Cade Violation HC ] ‘ i | | ]
== Disruption (minor) RX O 4 [YearToDate  [§] | L L]
== Failure to Follow (minor) FF O 3 [YearToDate  [¥) | LS ]
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . [ .[ .
== Abusive Behavior (admin) AZ O ‘ i . [ .[ .
== Class Cut (admin) cc O ‘ i M | Ll B
== Fighting-Miner/Mutual Altercation (z | FT O ‘ i | i | ||
== Profanity (admin) PR (] ‘ [ M L ]
== Tardiness, Habitual (admin) L O ‘ I | H L]

Editing a Teacher Code
1. Click the Teacher Codes tab if not already opened.
Codes Actions

Title Code 5 Automatically Escalate § Count per User 4 Escalate After X Referrals 5 Timeframe § School Years §

I 1[I ] 0 [ 1[( B B ™
== Honor Code Violation HC ] ‘ i | L] ]
== Disruption (minor) RX ] 4 | Year To Date . ( .[ .
== Failure to Follow (minor) FF O 3 [YearToDate  [¥) | LS ]
== Insubordination/Disobedience (minc | ID O 3 | ear To Date . [ .[ .
== Abusive Behavior (admin) AZ (] ‘ i . [ .[ .
== Class Cut (admin) cc (] ‘ i M LS L)
== Fighting-Minor/Mutual Altercation (g | FT O I I . [ .[ .
== Profanity (admin) PR ] ‘ i M L ]
== Tardiness, Habitual (admin) ™ O [ I | i [L211 L]

2. Click any field on an existing code and make the desired change.

Codes Actions Teacher Codes
Title § Code § Automatically Escalate 5 Count per User 5 Escalate After X Referrals § Timeframe § School Years §

I i ] O I ]I 2] [ T—
== [Honor Code Violation (admin) HC O [ I | N LA} ]
== Disruption (minor) RX O 4 [YearToDate  [¥] | 21 ]
== Failure to Follow (miner) FF O 3 [YearToDate [ | H( ]
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . [ .[ .
== Abusive Behavior (admin) AZ (] [ || B M ]
== Class Cut (admin) cc O [ /[ . ( .[ .
== Fighting-Minor/Mutual Altercation (& = FT (] [ | [ . [ .[ .
== Profanity (admin) PR O [ I|[ M ]l L]
== Tardiness, Habitual (admin) TX O [ | [ . [ .[ .
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@ After making a change to a field, the row will flash to indicate the change was auto-
saved after you click or Tab out of the field.

Deleting a Teacher Code

1. Click the Teacher Codes tab if not already opened.

Codes Actions Teacher Codes

Title & Code Automatically Escalate 4 Countper User Escalate After X Referrals 4 Timeframe & School Years &

[ i ] 0 I 1| BB B
== Honor Code Violation HC O I I . [ .[ .
== Disruption (minor) RX O 4 | Year To Date . ( .\ .
== Failure to Follow (minor) FF O 3 [YearToDate [ | H ||
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . ( .\ .
== Abusive Behavior (admin) AZ O ‘ [ B LS ]
= Class Cut (admin) cc O \ || L2l 2] L]
== Fighting-Minor/Mutual Altercation (z | FT O ‘ i . [ .[ .
== Profanity (admin) PR O ‘ [ L2 L] )
— Tardiness, Habitual (admin) @ O \ I | H ]

2. Next to the code, click the red minus sign.
Codes Actions Teacher Codes
(3 =] o)

Title Code 5 Automatically Escalate § Count per User 4 Escalate After X Referrals 5 Timeframe § School Years §

[ i ] 0 [ I B B B
==a| Henor Cade Violation HC ] ‘ [ | 1 LS L]
== Disruption (minor) RX O 4 | Year To Date . [ .\ .
== Failure to Follow (minor) FF O 3 [YearToDate  [¥) | LS ]
== Insubordination/Disobedience (minc | ID O 3 | Year To Date . [ .‘ .
== Abusive Behavior (admin) AZ (] ‘ i . [ .[ .
== Class Cut {admin) cc O [ i LN L] L)
== Fighting-Minor/Mutual Altercation (z | FT O [ | [ . [ .[ .
== Profanity (admin) PR ] ‘ | | . [ .\ .
== Tardiness, Habitual (admin) ™ O [ I | i [L211 L]

3. In the confirmation pop-up window, click OK.
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livedemo.focusschoolsoftware.com says

Are you sure you want to delete this record?

Y T

o The row will flash and then will be deleted.
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