JPAMS

Discipline



Getting Started

[l HELP |DISCIPLINE OVERWIEYW 08/21/2005 011124 1003034
02 |RUN 4= EpOs 071192005 121306 |GEG 101126
03 |RUM |HELF Discipline Grid 06 1/2005 040040 [KLS

04 |RUM |HELF Discipling Utility 04/27/2005 11.00:40 |GEG 11.02.02
05 |RUM |HELF Detention List 04/27/2005 11.00:00 |RMW

06 |RUM |HELF Discipline Repor TeacherGra.. |05i04i2005 02.49.00 |KS

07 |RUM |HELP SuspensianiExpulsion List 061012005 04:00:47 [KLE

N8 |RUM HELP Discipling Referral List 0RM 2005 035903 [KLS

09 |RUM |HELF |Student Statistic Review 04/18/2005 01:26:50 |KLS

10 |RUM |HELF [Freguerncy Report 061 /2005 035822 [KLS

11 |RUM |HELF [Point Systern 0301/2005 034844 kLS

12 |RUM |HELF Discipling Ethnic/GenderiGrade [02i082005 11.03:41  |KLS

13 |RUM |HELF |Incident & Action Taken Matrix |08 82003 02:00:00  |KLS

14 |RUM |HELP [Incident & Action Matrix 2 107302004 127801 [KLS

15 |RUM HELP Referral Murnher Audit 047182005 014838 [KLS

16 |RUM |HClickio Launch Help | Referrals 0429/2004 11:00:00  |KLS

17 |RUM |HELF Discipline Surnmary Report 02082005 12:08:50 |KLS

18 |[RUM |HELF Referral Exportin File 06282004 10:00:00  |SwS

19 |RUM |HELF Discipling Hot List 101 92004 09:30:00 [WA

20 |RUM |HELF Discipline Audit 03232005 153000 [wA

il

“Discipline” has been double
clicked, a dashboard appears.
Click on “RUN” next to “02”
or the program called
“Posting and Reports.”



The Setup Box

£ Options For District Reporting System E 1) When entering the “Posting and Reports” program, a
_ _ = setup box should appear in the lower right hand corner.
uoromcnsmrm ] The setup box contains the following information:
— A) School
B) School District
C) School Year
D) Options concerning:
1) JSPED

I1) JHealth

I11) Emailing Referrals

IV) The Call System

E) Location of Staff Information
F) Disciplinarians/Administrators

ENTER DISCIPLINE I QUIT DISCIPLINE I

= Options For, District Reporting System
2) Items A, B, and C should be set upon entry to the
program. Item C, School Year, can be changed by
=2 simply clicking on the box containing the year and
selecting the school year desired.

ENTER DISCIPLINE I QUIT DISCIPLINE I

3) In the “Options” area, there should be a check in the
= Options For, District Reporting System E bOX nCXt tO the OptiOI’l labeled “USC 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.

) In the “Administrators” area, this is where the
names of the disciplinarians are inserted to the system.
TR T —— ; In the boxes provided, simply type the names of the
staff members who handle discipline issues. When this

has been entered, click “ENTER DISCIPLINE.”

ENTER DISCIPLINE I QUIT DISCIPLINE I

ENTER DISCIPLINE I QUIT DISCIPLINE I




Inputting a New Student Referral

% State Department Of Education School Behavior Reporting System  v08.18.05 VA (=13}

Sun, nug 21, 2005

1) Click in the field next to the word
“NAME” to get a list of students.

02:0256PM R: Ret

o I -

SIDNO: _ [[]BUS REFERRAL  REF:

= 0405 Student Listing, School #001

sevooL [ TN o] | 1 3 4 5 5 7 g 4 C A E
= R""’ C u} F G H | Jd K L M M Q
INEPRITEATE e fos - 3 @ | R | s T o[ v | w | o v | oz
- ST MAME | FIRST MAME | MID NAME | SIDMNG |GRD| HOMERO
ADAMS JAMES E 2051227 | 05 |HAWKING LE =
ALSTON CoANID DEVON 2051455 | 07 |BELL SHELjE
REMARKS: ANDERSOMN GARY AT HE 2040830 | 05 |HAWKINS LE
_ ATHING ROBERT LEE 2051511 | 07 |PETRY SHE
BAKER MACARTHUR 2040872 | 056 |BOYKINS JA]
BANKS DON EARL 2010264 | 02 |WINSTON kM
BASS ROMHMNIQUTTIA |[CHEMEL 4040000 | 07 |BELL SHELI
BELL JARRELD DESHAMN 2041135 | OF  |[COLLINS AN
R | b |

2) Click on the name of the student
whose referral is being entered

v0B.18.05 VA [=1ES]

Sun, Aug 21, 2005

= State Department Of Education School Behavior Reporting System

For JAMES E ADAMS  SID:2051227 GR:06
02:0953PM R:5Re

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.

NAME:  [BYTE] UAMES E SIDNO: FREPYYd []BUS REFERRAL  REF:  FHEEE|

SCHOOL: [ifsj

INCIDENT DATE: ME: [ al
0872112005 Hhaz |8

GRD: i3

2
c|{oDjJE|JF|G|H|IT]| J]|HK M| N| O
Fl Q] R S| T UV |Ww] =Y Z
TEACHER STAFF 1D

ACELIN-GARCIA LIND ooFa000s:2
BROWHN KARLA 007000035
CARTER JR FRED a7:20

CHOATE JERRIE Q07000009




£ Sfate Department Of Education School Behavior Reporting System  vD8.23.05 VA [BEE

R ANV WCOLE DA S0 cron pe— _A4) Next, we must look at the incident
date, time, and location. Single click
oo : I on the date to have a calendar pop up.
oo Select the month and year by click on

e the drop down menus. Then click on

RefPG2

the date for it to be loaded into the

_ [ suise: | 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.
b e cow | o | s | ew == | Simply single click on the location that

: - B« = : IS appropriate.

[
[

4 5 6 F & 9 10
"M 12 13 14 15 16 1F
18 19 20 21 22 23 24
25 28 27 283 29 30

0ara2r2005

elect month and year first then
elect your day, or enter a valid
ate in the hox provided.

date is correct, click the "X" in
he top right corner of calendar.




) 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.
= Nature ot Incident Up to four incident codes can be selected
a| by clicking in each respective green cell.

Code, ____Nahue of BofenaineidentBeseriptom
Llature

01 Willful disobedience .
02 Treats an authority with disrespect 9) Add any remarks by the student in the
03 Makes an unfounded charge against authority Remarks:

04 Uses profane and/or obscene language

05 Is guilty of immoral or vicious practices

06 Conduct or habits injurious to others

07 Usespossesses controlled dangerous substances
08 Uses/possesses tobacco and/or lighter

e Department Of Education School Behavior Reporting System V0B 23.05 VA = ) Thisisone

A ICOLE Ao Soniony erits at, 00 of three pages.

L To move onto

ADAMS TIFFARY MICOLE PR 3010037 []B R RRA R 2 the next page
BELL SHELIA V1250004204 ROOM # notice the

phone: [ o [T e ey buttons on the

00 M Lake Providence Junior High RefPG1 “ght Slde Of
e the page.
VIR 052772005 a8 S Auditorium Admin Click RefPG2.

Comments

Stu Hist ]
Code Mature of Referral Incident Description Audits REfF"G1

1 Wiillful disobedience
Letters
Custom RefPG
Setup _
Admin

Find Ref
Reports
Stats

Suspend “iu Hist
Audits
Letters
Custom
Setup
Find Ref
Reports
Stats

Suspend
|

Comments

“ Delete Help Clear Quit Save Prev Next Terms




= State Department Of Education School Behavior Reporting System v0B.23.05 VA

For TIFFANY NICOLE ADAMS  SID:2010037 GR:08

By Teacher:
| Code g ————

Action Taken By Teacher, Bus Driver Or Other Employee

parental Contact: [N i ct- Date: [

= . Teacher Actions

01 Conference with Pupil

02 Referred to Counselor

03 Placed in Detention

04 Assigned Remedial Work
05 Referred to Social Worker
06 Referred to office

FEX ]
Sat, Aug 27, 2005 | ) The first
option on the
page is
“Action take
By Teacher,
Bus Driver, Or
Other

08:38 37 PM  R: 2

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

L iDpamsinternet:~

2 Personal Contact

P Phoned the parent (fill in the date of contact)

L Sent home a letter to parent

C Conferenced with the parent

M Mo parent contact done by teacher prior to referral

< Principal's Administra. .,

L

F

£ State Department O, .,

choice. Upto
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.

Teacher Empliyee Recommendations:

Date School Employee Signed Form:

02r30/2005

[
RefPG1

RefPG2
Admin A
Comments
Stu Hist
Audits
Letters
Custom
Setup
Find Ref

"™ 11) Click in the field next to the text “Date School Employee Signed Form:” to log when
Reports  the Teacher/Employee field out and sign the referral.
Stats

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




2. Depariment OKEscaljon Eehaleh v, Bepo NG SEM.__YOF, 23,05 14 S[9] 13) On this
OLEADAMS SID:2010037 GR:08 A0 page, the
: decision on
[ofe] | DET | 155 | Q55 ‘ BUS Code Action Taken By School Administration { Description ) DATE hOW to
discipline the
Puints £z student is
Othe) Remarks: (Only the our line an;ctters. Please DO NOT type apital lefte RefPG1 reflected here.
RefPG2 I) ForaBus
e Suspension,
click the green
Leters cell below the
Dete) o : 08/27/2005 D ustom letters “BUS.”
1\ - — Il) Foran
e Out of School

Stats

] Remove Expulsion Suspend Sl.-]SpenSion,
click the green

cell below the
letters “OSS.”
111) ForanIn
School
Suspension,
Delete | Help | Clear | Quit | Save | Prev | Mext | Terms click the green
cell below the
letters “ISS.”

Comments

STUMASTER JSPED HEALTH SBLC LEGAL mmittees

Post Expulsiolh Decision art Date Re Date

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

= Bus Suspension Arrangements — 14) When the green cell below “BUS” is
clicked, the Bus Suspension Arrangement
box appears. First, set the number of days

Days start [ retorrs DI the student will have a Bus Suspension by
Ciweanon Tyoe [ click on the up or down arrows on the box

next to the text “Days.” The left arrows

Hearing Date: NN virve: £oe adjust the first digit, the right set of arrows

] Recommes: Expulsion

ok | adjust the second digit.
= Bus Suspension Arrangements Ll 15) After the days suspended is correct,
e ERAET SRR click in the field next to the text “Start” to
‘ bring up a calendar to select the date the
: [ [ . . .
pays Rl tort [N recorvs [N student starts his/her Bus Suspension.
Nweapon oo [ When the days and start date have been

entered, the “Return” field will
aring Date: | N Time: N oc: " :
HESHIARAE e — automatically adjust to the correct day the

ok | cLear 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

= Bus Suspension Arrangements

[ Recommend Expulsion

Days Start Returns M M the information is knOW, fill out the
hearing date, simply by click in the field
: _— ] i
Dl weaon Tyne PN and selecting a date from the calendar, the

ey e fB [ 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.”

= Qut of School Suspension Arrangements 17) When the green cell below
“OSS” is clicked, the Out of

School Suspension

bays M) Start [ returns NN (Y Arfangements box appears.

First, set the number of days

[ Weapon Type _ the student will have an Out Of

School Suspension by click on
Hearing Date: [N Tiroe: Loc: 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

MHature of Referral Incident Description: adeSt the second digit-
Willful disohedience

[ Recommend Expulsion

Cade SIS Incident Description: {Incident Repart to DOE)

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.



<. Out of School Suspension Arrangements

[ Recommend Expulsion
bays ElE ) Start (CEIEIEINN Retuns (TG IR (10 [0

Ciweanon e I

Coce 515 Incident Description: (ncident Report to DOE) |

01 [wyillful disobedience

Mature of Referral Incident Description:
Willful disobedience

= In School Suspension Arrangements

[ | Recommend Expulsion
Days :MI% Start _ Returns _
Clweanon Tyee |
Hearing Date: _ Time: Loc: _

Code SIS Incident Description: {Incident Report to DOE)

Mature of Referral Incident Description:
Willful disobedience

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

= Detention Arrangements X « 55
—| cell below “DET” is
DAYS STUDENT IS PLACED ON DETENTION clicked, the

[ MONDA&Y
] TUESDAY

s
[ WEDNESDAY
[] THURSDAY
I FRIDAY

[ SATURDAY

END TIME:
END TIME:
END TIME:
END TIME:
END TIME:
END TIME:

START TIME:
START TIME:
START TIME:
START TIME:
START TIME:
START TIME:

Detention
Arrangements box
appears. First, place
a check next to the
days the student will
have detention.
Then, adjust the

¢ time of day the
Starts _ Returns _ student will be in
detention. Next, set
the number of days
LOCATION OF DETENTION: y  the student will
have Detention by
click on the up or
oKk | 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.

i e e e s e
o s e e o e e

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”



= Conference Arrangements 28) When the green cell
below “CO” is clicked, the

Conference Arrangements
Date ScheduledHeld _ box appears. First’ put a
check mark next to the
appropriate option.

[ Conference Is Required ] Conference Mot Reguired [ Conference Was Held

29) Click in the field next
to the text “Date

. il il
Time ScheduledHeld ¥ Q.00 W 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
SRR e 013p disciplinary
Co DET 158 Q55 BUS Code Action Taks rrlimslra_licm { Description ) DATE aCtion has
[6] | 0z2da | | 0 08/30¢2005 been fl”ed Out,
—_— | the field
; : : “Action taken
= F By School
Adnin Administration
01 Held Conference with Stfldent c.:mmt_ams (Description)”
o ﬁg:};ﬁi“tu";ﬁfﬁz:’“‘““ it is filled in to
Letters
04 Assigned Remedial Work 2 Custom ShO.W the
05 Student Reprimanded u EE action. If
06 Held Conference wiParent/ — actions are
07 Referred to Counselor Stats taken outside
08 Assigned Recess Detention AT of ISS, OSS,
09 Out of school suspension DET, etc. click
10 1SS On Site on the green
11155 Discipline Center cell under the
12 Corporal Punishment current action
14 SACICIini[: Detention to add a new
15 Expulsion action.
16 Alternate Placement J Prev Next Terms
17 Assigned to Dormitory Detention —




Action Taken By School Adrinistration ( Description )

0 [ 02da | | ] IS5 On Site - 08/30:2005
0 0
0 |
0 0 0 e DO NO RefPG1
RefPG2
Admin
ments
Stu Hist
Audits
STUMASTER JSPED HEALTH LEGAL Committees Lefters
Custom
Date D aria ed Fo 08/27/2005 D | HEHID
Find Ref
Reports
Post Expulsion Decision art Date Date e
- Remove Expulsion Suspend
- Delete | Help | Clear | Quit | Save Prev |

2

“Disciplinaria
box.

36) Click “Save” to save the referral.

3) 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) Clickin
the field next
to

select the Disciplinarian. These options were entered in the setup



RefPG1
RefPG2

Admin

Comments
Stu Hist
Audits
Letters
Custom
Setup
Find Ref
Reports
Stats

Suspend
|

RefPG1
RefPG2

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.

£ DISCIPLINE REFERRAL FIND BOX v05.12.05 VA X
1} B C D E F G
H | Jd K L M N 0
P Q R 5 T u L' W
X Y £ a 1 2 3 4
5 [i] i g 9 - Spc Cir
STUDENT NAME |REF| DATE [TiME[ SiDNO [GRO) |
ADAME TIFFANY NICOLE 1 2004-0:5-04 | 920 | 2010037 g |-~
REIMS ROBERT LEE 1 2004-01-12 | 8141 | 2051511 [ul=3
BAILEXXTIERNY LEANNE 1 2003-12-04 | 800 | 3040025 [ul=3
BARIDEAL EVERLY CATHERINE 1 2004-01-07 | 931 | 3010005 oz
BARIDEALX BEVWERLY CATHERINE 2 2004-01-15 (11233 | 2010005 oz
BASS RONMMNIQUTTIA CHENEL 1 2004-01-132 (1044 | 4010000 [u]a]
BASS RONMMNIQUTTIA CHENEL 2 2004-01-14 (1044 | 4010000 [u]a]
BASS RONMMNIQUTTIA CHENEL 2 2004-02-12 | 841 | 4010000 [u]a]
BASS RONMMNIQUTTIA CHENEL 4 2004-03-17F | 800 | 4010000 [u]a]
BASS RONMMNIQUTTIA CHENEL 5 2004-05-0F | 940 | 4010000 05 |
|z O

To Print Letters/Forms

1) Find a referral.
) Click on the button “Letters.” When “Letters” is clicked, a box appears. Select the
appropriate letter to print.

Department of Education School Behavior Report|
Suspension Form

Expulsion Form

Letters r Expulsion Recommendation

Custom Student Assignment Sheet
Tup Disciplinar?r Lette_r to F'_arents
_ Detention Hotification

Find Ref Bus Suspension Notification

Reports Alternative Detention Hotification

Stats Alternative Suspension Notification
Alternative Fill-in Letters
Suspend

Suspend License Form



_ RefPG1 To Post an Expulsion Hearing Decision
RefPG2
Admin 1) Enter “Posting and Reports”
Ccomments 2) On buttons on the right, click the button “Audits.”
———————— / 3) Place a check by the option “Hearings Pending”
Stu Hist —
Audits = REFERRAL HISTORY ANALYSIS 05.05.05 VA _}{l
Letters —
. |
Custom COPIES: m RIS E 02012005 SRR 0802 FI2005
Setup M
| GICET | ] COMPLETE | HEARINGS PENDING
Reports
Stats
Suspend [] CONFERENCE PENDING [ DETENTION 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.

L TR = S R PR LT L)

P R e SIS S E Lo LU 1AL 1 LR L L AL L, LA Lt L | [T
= —

= EXPULSIONS PENDING LIST 08/27/2005 05.05.05 VA

To View A Referral, Click on the Desired Referrals Row.

STUDENT INFORMATION : ——-REFERRAL---- ——-ADMINISTRATOR--

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.



Post Expulsion Decision Start Date: ] Return Date: ||

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

= Student Placement
of the student’s expulsion.

dent can return ta narma

11 Return To Class: 8
15) Click in the field next to “Return
Date:” to select the student return

date.

[ 2 Suspension (05*)

16) Click “Save.”

[ 3 Expulsion {05%)

[ 4 In-Schoaol Suspension remaved fran
ninirLrT

[] 4 In-School Expulsion




