
 
 
 

JPAMS 
Discipline 



Getting Started 
 

 
 

1)  When in JPAMS, double click on the button labeled “Discipline.” 

 

2)  When the button labeled 

“Discipline” has been double 

clicked, a dashboard appears.  

Click on “RUN” next to “02” 

or the program called 

“Posting and Reports.” 



The Setup Box 
 

1)  When entering the “Posting and Reports” program, a 

setup box should appear in the lower right hand corner.  

The setup box contains the following information: 

 A)  School 

 B)  School District 

 C)  School Year 

 D)  Options concerning: 

  I)  JSPED 

            II)  JHealth 

          III)  Emailing Referrals 

          IV)  The Call System 

E) Location of Staff Information 

F) Disciplinarians/Administrators 

 

2)  Items A, B, and C should be set upon entry to the 

program.  Item C, School Year, can be changed by 

simply clicking on the box containing the year and 

selecting the school year desired. 

 

 

 

3)  In the “Options” area, there should be a check in the 

box next to the option labeled “Use JSPED.”  If any 

other boxes need to be checked, please ask Jessie 

Joubert. 

 

4)  In the “Staff Location” area, the item “Use HR 

System” should be bubbled in. 

 

5)  In the “Administrators” area, this is where the 

names of the disciplinarians are inserted to the system.  

In the boxes provided, simply type the names of the 

staff members who handle discipline issues.  When this 

has been entered, click “ENTER DISCIPLINE.” 

 

 

 

 

 

 

 

 

 

 



Inputting a New Student Referral 
 

1)  Click in the field next to the word 

“NAME” to get a list of students.  

 

 
 

2)  Click on the name of the student 

whose referral is being entered 

 

3)  After the student’s information 

appears, click in the field next to the 

word “STAFF” to get a listing of staff 

members.  Click on the name of the staff 

member who is sending the referral.  

Once a staff member has been selected, 

the staff member’s name, ID, and Room 

# (if there is one associated) will be 

inserted into the field. 



4)  Next, we must look at the incident 

date, time, and location.  Single click 

on the date to have a calendar pop up.  

Select the month and year by click on 

the drop down menus.  Then click on 

the date for it to be loaded into the 

field.  Adjust the time of day by 

clicking the up or down arrows on 

either side of the field to adjust the 

time.  The right side adjusts the 

minutes, while the left adjusts the 

hour.  To select a location, simply 

click in the field next to the test 

“LOC:” and a pop up box will appear 

with various locations to choose from.  

Simply single click on the location that 

is appropriate. 



5)  Select the incident that 

occurred by clicking in the first 

green cell under the heading 

“Code.”  When clicked, a box 

will appear with a list of state 

codes.  Single click on the code to select it.  

Up to four incident codes can be selected 

by clicking in each respective green cell. 

 

6)  Add any remarks by the student in the 

“Remarks:”  

 

7)  This is one 

of three pages.  

To move onto 

the next page, 

notice the 

buttons on the 

right side of 

the page.  

Click RefPG2.



8)  The first 

option on the 

page is 

“Action take 

By Teacher, 

Bus Driver, Or 

Other 

Employee.”  

To input 

information, 

click in the 

first green cell 

under the 

heading 

“Code.”  

When this cell 

is clicked, a 

selection box 

appears.  

Choose the 

appropriate 

choice.  Up to 

four options 

can be 

selected.  

 

 

9)  Next, fill in if and/or how and when a 

parent/guardian was contacted.  Click in 

the field next to the text “Parental 

Contact:” to bring up a box.  Choose the 

appropriate choice.  Then, fill in the date, 

if necessary, of when the parent/guardian 

was contacted by clicking in the field next 

to the text “Date.”  This will, again, bring 

up a calendar to select the correct date in 

which the parent was contacted. 

 

 

 

 

 

 

 

 

 



10)  Any Teacher/Employee recommendations, type them in the area provided. 

 

 

 

 

 

 

 

 

 

 

 

 

11)  Click in the field next to the text “Date School Employee Signed Form:” to log when 

the Teacher/Employee field out and sign the referral. 

 

12)  Click on the button labeled “Admin” to move on to the third page. 



13)  On this 

page, the 

decision on 

how to 

discipline the 

student is 

reflected here. 

  I)  For a Bus 

Suspension, 

click the green 

cell below the 

letters “BUS.” 

 II)  For an 

Out of School 

Suspension, 

click the green 

cell below the 

letters “OSS.” 

III)  For an In 

School 

Suspension, 

click the green 

cell below the 

letters “ISS.” 

IV)  For a Detention, click the green cell below the letters “DET.” 

 V)  For a Conference, click the green cell below the letters “CO.” 

 

14)  When the green cell below “BUS” is 

clicked, the Bus Suspension Arrangement 

box appears.  First, set the number of days 

the student will have a Bus Suspension by 

click on the up or down arrows on the box 

next to the text “Days.”  The left arrows 

adjust the first digit, the right set of arrows 

adjust the second digit. 

 

 

15)  After the days suspended is correct, 

click in the field next to the text “Start” to 

bring up a calendar to select the date the 

student starts his/her Bus Suspension.  

When the days and start date have been 

entered, the “Return” field will 

automatically adjust to the correct day the 

student can return to the bus. 

 



16)  If an expulsion is recommended for 

this suspension, put a check in the box 

next to “Recommend Expulsion.”  Then, if 

the information is know, fill out the 

hearing date, simply by click in the field 

and selecting a date from the calendar, the 

time, and the location.  If a weapon is 

involved, put a check in the box next to 

“Weapon” and then click in the field next 

to “Type” to select a weapon type used.  Then Click “OK.” 

 

17)  When the green cell below 

“OSS” is clicked, the Out of 

School Suspension 

Arrangements box appears.  

First, set the number of days 

the student will have an Out Of 

School Suspension by click on 

the up or down arrows on the 

box next to the text “Days.”  

The left arrows adjust the first 

digit, the right set of arrows 

adjust the second digit. 

 

18)  After the days suspended 

is correct, click in the field next 

to the text “Start” to bring up a 

calendar to select the date the 

student starts his/her Out Of 

School Suspension.  When the 

days and start date have been entered, the “Return” field will automatically adjust to the 

correct day the student returns to school. 

 

19)  Click in the blue field under the header “Code.”  This is to select the main reason the 

student is being placed in Out Of School Suspension.  It is not automatically filled in 

from the previous selection on page 1 because a student may have more than one incident 

to a referral.  Only one is accepted by the state as the reason the student is being placed in 

Out Of School Suspension. 



20)  If an expulsion is 

recommended for this 

suspension, put a check in the 

box next to “Recommend 

Expulsion.”  Then, if the 

information is know, fill out 

the hearing date, simply by 

click in the field and selecting a 

date from the calendar, the 

time, and the location.  If a 

weapon is involved, put a 

check in the box next to 

“Weapon” and then click in the 

field next to “Type” to select a 

weapon type used.  Then Click 

“OK.” 

 

 

 

 

 

21)  When the green cell below 

“ISS” is clicked, the In of 

School Suspension 

Arrangements box appears.  

First, set the number of days 

the student will have an In 

School Suspension by click on 

the up or down arrows on the 

box next to the text “Days.”  

The left arrows adjust the first 

digit, the right set of arrows 

adjust the second digit. 

 

22)  After the days suspended 

is correct, click in the field next 

to the text “Start” to bring up a 

calendar to select the date the 

student starts his/her In School 

Suspension.  When the days 

and start date have been entered, the “Return” field will automatically adjust to the 

correct day the student returns to school. 

 

23)  Click in the blue field under the header “Code.”  This is to select the main reason the 

student is being placed in In School Suspension.  It is not automatically filled in from the 

previous selection on page 1 because a student may have more than one incident to a 



referral.  Only one is accepted by the state as the reason the student is being placed in In 

School Suspension. 

 

24)  If an expulsion is recommended for this suspension, put a check in the box next to 

“Recommend Expulsion.”  Then, if the information is know, fill out the hearing date, 

simply by click in the field and selecting a date from the calendar, the time, and the 

location.  If a weapon is involved, put a check in the box next to “Weapon” and then click 

in the field next to “Type” to select a weapon type used.  Then Click “OK.” 

 

25)  When the green 

cell below “DET” is 

clicked, the 

Detention 

Arrangements box 

appears.  First, place 

a check next to the 

days the student will 

have detention.  

Then, adjust the 

time of day the 

student will be in 

detention.  Next, set 

the number of days 

the student will 

have Detention by 

click on the up or 

down arrows on the 

box next to the text 

“Days.”  The left arrows adjust the first digit, the right set of arrows adjust the second 

digit. 

 

26)  After the days in Detention is correct, click in the field next to the text “Start” to 

bring up a calendar to select the date the student starts his/her Detention.  When the days 

and start date have been entered, the “Return” field will automatically adjust to the 

correct day the student returns to a normal school day. 

 

27)  Click the down arrow on the box next the text “Location of Detention” to select to 

location of the students detention.  Then click “OK”



 

28)  When the green cell 

below “CO” is clicked, the 

Conference Arrangements 

box appears.  First, put a 

check mark next to the 

appropriate option. 

 

29)  Click in the field next 

to the text “Date 

Scheduled/Held” to select 

the date the conference 

was held on or when the 

conference will be held. 

 

30)  Next the “Conference Location,” click on the arrow on the drop down menu to select 

the location of the conference. 

 

31)  Adjust the time of day, next to “Time Scheduled/Held, by clicking the up or down 

arrows on either side of the field to adjust the time.  The right side adjusts the minutes, 

while the left adjusts the hour. 

 

32)  Once an 

disciplinary 

action has 

been filled out, 

the field 

“Action taken 

By School 

Administration 

(Description)” 

is filled in to 

show the 

action.  If 

actions are 

taken outside 

of ISS, OSS, 

DET, etc. click 

on the green 

cell under the 

current action 

to add a new 

action. 



33)  If there 

are any other 

remarks, place 

them in the 

space provide. 

 

34)  Date the 

Disciplinary 

Action page 

by clicking in 

the field next 

to “Date 

Disciplinarian 

Signed Form:” 

 

35)  Click in 

the field next 

to 

“Disciplinarian” to select the Disciplinarian.  These options were entered in the setup 

box. 

 

36)  Click “Save” to save the referral. 



To Find a Referral 
 

1)  Upon entering “Posting and Reports,” click on the button, on the side panel, “Find 

Ref.”  A box will appear listing all referrals in the current system.  To look at a referral, 

click on the appropriate one.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Print Letters/Forms 
 

1)  Find a referral. 

2)  Click on the button “Letters.”  When “Letters” is clicked, a box appears.  Select the 

appropriate letter to print. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To Post an Expulsion Hearing Decision 
 

1)  Enter “Posting and Reports” 

2)  On buttons on the right, click the button “Audits.” 

3)  Place a check by the option “Hearings Pending” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4)  Click “OK” to get a list of referrals with hearings or click “PRINT” to get a print out 

of the hearings pending. 

 

5)  If you clicked “OK,” a box should appear listing all referrals with hearings pending. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6)  Locate the student name and the referral number. 

7)  Print and/or close this box. 

8)  Click Find Ref. 

9)  Click on the correct referral. 

10)  When the correct referral is brought up, the Admin page will be shown first. 

11)  Near the bottom of the page is the area to post hearing/expulsion results. 



12)  Click on “Post Expulsion Decision.” 

13)  Click on the appropriate decision. 

14)  Next, click in the field next to 

“Start Date:” to select the start date 

of the student’s expulsion. 

 

15)  Click in the field next to “Return 

Date:” to select the student return 

date. 

 

16)  Click “Save.” 


