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To Enter a Discipline Log Entry for a Student:
1. Search for and bring up a student.

2. Under the Administration section, click Log Entries
3. Click the New button.

4. Complete the New Log Entry by using drop-down arrows and keying in text.  When you are finished, click Submit.

Special Instructions for Suspensions/Expulsions Entries:
In order to assure that suspensions and expulsions are calculated correctly on the EOY (End of the Year) report, please be sure to enter the following information:

1. The Log Type must be coded as Discipline.
2. The Action Date must be a date within the school year.

3. The Action Taken must one of three types:

· Suspension (out of school)

· Expulsion (No service provided)

· Expulsion (Services Provided)

4. The Incident Type must be one of the following reasons:

· Physical Fighting

· Weapon Possession

· Alcohol Related

· Illicit Drug Related

Special Instructions if a student is moved to an Interim Educational Setting:

1. The Consequence must be one of the following:

· Removed to Interim Alternative

· Removed to Interim Alternative Education by School District 158

2. The Incident Type must be one of the following:
· Illicit Drug Related

· Weapon Possession

3.  If the student is a Special Education student, his disability needs to be specified so that he is included on the Children Unilaterally Moved report.
To View all Log Entries for a Specific Student:

1. Search for and bring up a student.

2. Under the Administration section, click Log Entries.

3. A list of all log entries for that student will appear on the Log Entries screen.  Click the date link next to a specific entry to view all the information about the entry.

Reports
PowerSchool currently offers two different Discipline reports:

Discipline Report 

This report shows the student number, name, incident date(s), consequence, date reported and who reported the incident.
1. From the side menu, click Reports.

2. Select Discipline Log Report
3. Select Current School Only
4. Select All Students
5. Enter the beginning and end dates between which you would like to have the report.
6. If you would like the report to be only about a particular sub-type, use down arrow to select the sub-type.
7. Click Submit.
Discipline Summary Report

This report shows the number of boys (in blue) and girls (in pink) and the total number (sum) of incidents of each type, by grade level, ethnicity, or special program, for a specific period of time.
1. From the side menu, click Reports
2. Select Discipline Summary Report
3. Select All Students
4. Enter the beginning and end dates between which you would like to have the report.

5. Choose All Sub-types, or a specific sub-type.
6. Choose how to sort; by ethnicity, grade level, or special program. 

7. Click Submit.

















































