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Enter conduct incidents in the office

1. Logon to the School view.
2. Click the Conduct tab. The Office Input page appears.

Name/ID Add... Multi-Add. ..

0 of 1 selected &7 Date « | §/16/2023 |
Student > Name Student > Local 1D Student > Primary phone Student = Homeroom Student > YOG Code Date Time Location Description 1D
O Adams, Melina 29929309 303 2024 Parking 317 PM 003898

3. Enter the student’s name or ID, and click Add. The Conduct Entry pop-up appears.

Note: If you type a partial name or there are duplicates, make your selection from the Student Pick List.

4. Onthe Incident tab, enter the incident information. (Fields with a red asterisk * are required.)
5. Toadd an action, such as detention or community service, click the Actions sub-tab. (See Add actions to a conduct incident.)

Incident
Student > Name * Abreu, James Q  incidentiD 003646
Victims
Special Education Referred Yetime
Status
# of Students -
Primary code * ~
# of Staff -
Additional codes Add
# of Non-school
State - Do MotReport | [0
# of Unknown
*
Date ] Offenders
Time 12:43 PH # of Students
Location hd # of Non-students
Owner > Name Q  #ornon-scnaal
Referral Staff > Name Q DOE Description
Victim/Target > Name Q. physical injury
Meeting date o
Acthity date i::|
Description
B

Note: It is recommended that you add an action before saving the incident record.

6. Click Save.

Add actions to a conduct incident

1. Log on to the School view.
2. Do one of the following:

« Select Conduct > Incident History. Select the checkbox in the row of the incident you want to add actions to. Then click the student’'s name
to view the details.

« Click the Student tab. On the Student List, search for and select the student, then click the Conduct side-tab. Click the appropriate incident
code to view its details.
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3. Atthe top of the Incidents page, click the Actions sub-tab. Then click Add.
4. If you select a detention or suspension Code, an interactive calendar appears. Click the individual rectangles representing the day(s) the detention
or suspension is to be served.

« January 2022 [=
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2z 3 4 5
6 7 g 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 a
[ ]=unselectea [ ]=selctkd
I:l = Non-session l:l = Served

5. Enter the incident information.
6. Click OK.

Enter conduct incident involving multiple students

You can view, edit, or enter a conduct incident involving multiple students on the Conduct tab.

To view, edit, or enter an incident for multiple students:

Log on to the School or Staff view.

Click the Conduct tab. The Office Input page appears.

Click Multi-Add. The Incident sub-tab on the Multi-Add Conduct pop-up appears.

In the Students box, determine how you will select the students involved in the incident:
« Select Selection to make your choices from the Student Pick List.
« Select Snapshot to choose an existing snapshot from the Snapshot Pick List.

o DN~

o

Enter the incident information.

If restraints were used after the incident, select the Restraints tab and click the Add button to enter restraints information.

7. Click the Actions sub-tab to enter that information. You can add actions after you save this incident, by selecting the student name(s) from the
Office Input page.

8. Click Save.

Print the Suspension Notice report

1. Select Reports > Suspension Notice. The Suspension Notice pop-up appears.

2. Fillin the fields, including students to include and action codes. Select the Alternate mailings checkbox if you want a copy sent to the student’s
alternate households (such as if the parents are divorced).

3. Click Run. The letter appears in the format you specify.

o

Parent/Guardian Of:
Abraham, Thomas
794 Russett road
Hingham, MA 02043

Dear ParentGuardian

This is to inform you that on your son Thomas was found in violation of the Student Discipline Code
An explanation of the specific offenses appears below.

As a result, after having explained o your child the basis of these accusations, and after hawing heard his side of
the story, it has been decided that he is to be suspended from schoel for 2 days and is to return on

It is understood that your son shou'd be kept home during this suspension and should not be seen around the
school grounds. (Violation of this will constitute trespassing and may result in police nofification.) Students under
suspension may not enter any schoo! in the Aspen Public Schools district under penalty of law.

[f you have any questons, pleass fee! free to call this office for further clarfication ((781) 275-1700).
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