PowerSchool

Quick Reference

Entering Incidents

This document details the method to enter and run reports on disciplinary incidents,
participants, and offenses into PowerSchool.

Important: For information on State reporting requirements and Discipline Data
reporting instructions, refer to the North Carolina Discipline Data
Reporting Procedures Manual at
(http://www.ncpublicschools.org/docs/research/discipline/collection/discipline

-reporting-procedures.pdf).

Adding the incident

To create a new incident:

| Navigation: Start Page > Special Functions > Incident Management

Start Page > Special Functions

Attendance

Daily Bulletin
Enrollment Summary
Master Schedule
Dashboard

Enroll New Student

=

Function

Enroll

kunciions Special Functions

Description

assigns IDs and to students.
Performs attendance related functions.
Shows the names of those currently signed in to PowerSchool
Adds and edits items on the daily bulletin.
Adds a new student to PowerSchool
Performs fee functions.
Performs functions for the currently selected student(s).
Transfers data into and out of PowerSchool.
Create, update, and delete Incidents.

Links to other systems which can be used with PowerSchool.

LesssgIncident

UB: Disruptiv

UB: Disn

Click Create New Incident.

st

Filter by: ' School ~ [™ Date Range I IncidentTitle I Incident ID

Incidents - Total Found: 47,244

02/20/0002 01:02 PM

08/14/0002 09:08 AM

M

B Create New Incident

Incident Date School

™ Incident Type

2. Under the Incident Description section, enter the following details:
a. School = REQUIRED - Select school where the incident occurred.
b. Incident Type = REQUIRED - Select Discipline from the drop-down.

c. Incident Date = REQUIRED - Enter the date the incident occurred using either
calendar feature or typing in the date in the mm/dd/yyyy format.

Important: Per North Carolina State Board Policy, incidents should be entered within 5
days of the incident’s occurrence.

d. Incident Time = Enter the time the incident occurred. (Recommended)

e. Time Frame = Select Time Types, then the appropriate timeframe when the
incident occurred, for e.g.: 03 Summer School. (Recommended)
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Entering Incidents

f. Title = REQUIRED - Enter a title for the incident.

Note: This title appears in the search Results section on the Incident List page
when searching for an incident.

g. Description = Enter a brief description of the incident. (Recommended)

Note: Descriptions must comply with NC General Statute § 115C-402.5(c).
Restricting on Student Data Collection. The following information about a student or a
student's family shall not be collected in nor reported as part of the student data system:

(1) Biometric information.

(2) Political affiliation.

(3) Religion.

(4) Voting history.

(For example: The description can reference the fact that a student was bullied
"because of” a religious affiliation; however, it cannot state the student was bullied
because they are of a specific religion/faith.)

h. Location = Select the code from the drop-down that best describes where the
incident occurred. (Recommended)

i. Location Comment = This field is available based on the Location selected. If
available, this area can be used to record additional comments regarding the
location of the incident. (Optional)

j. Location Description = Enter additional description of the site where the
incident occurred. (Optional)

k. Prepared by = Enter the name of the user entering the incident into
PowerSchool. (Optional)

I. Financial Impact ($) = Used to record cost of damage/repairs if necessary.

(Optional)
Incident Detail
= Incident Description
Incident ID: 50004 View Change History
School | =
Incident Type Discipline
Incident Date 06/24/2014 EBmwoorrnrn Time: [@02:38 PM
Time Frame [Time Types x| [01 During Regular School Ac x|
512 characters left
Title [Disrepectiul
N continues to call another student names.
Description He has been corrected and redirected two times and continues to cal her chubby.
Location Classrcom d
Location Comment
512 characters left
Location Description |
Prepared by [ Financial Impact ($)
Created By Created On 06/24/2014 02:38:44
Last Modified By Last Modified On 06/24/2014 02:38:44

After entering the Incident details, add participants to the incident as detailed in the Adding
participants section on page 3.
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Entering Incidents

Adding participants

Offender
Each Incident MUST have at least ONE Offender.

1. Click the green plus = to the right ofParticipants.
In the Search Filter, enter the desired search criteria:
a. Last Name = enter the last name of the desired individual (leave blank to search
for all students or staff).
b. Type = Select one of the following types:
i. Students
ii. sStaff
iii. Others
c. Grade Level = select the desired grade level to search or select ALL to search all
grade levels.
i. only Active = check to display only active students or leave blank to
include both active and inactive students.
d. Context = select the desired school from the drop-down.
e. Click search.
3. Search results are displayed in the Results area. Click on the desired individual then
click Add.
v Incident Builder =
Participants By
IBporiees Search for Student, Staff, or Other Participants x
Search Filter
Victims Last Name: |
Type: | Students LI
Cffsnclers Grade Level: |AII LI
v Only Active
Context: [ LEA Office =l
Results
Witnesse
Type First Middle Last School Gr Gen ‘
Add Participant Attributes
@ [
B> Selected Person: .
0E |1 Attributes 3
n Grade Level 'I 8 |= =

4. Atthe Add Participant Attributes screen, select the applicable Attributes and
Roles from the drop-down fields.

5. Click Add Participant Attributes.

Select Role(s)

Offender L” 01-Student
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Entering Incidents

The participant is displayed in the section of the Participants screen based on the Role
selected.

Important: All incidents must have at least one Offender, one Behavior and one Action in
order to save the Incident record. To add reporter(s), victim(s), and unknown
offender(s) to an incident, follow the steps below.

Reporter(s)

Add Reporter(s) involved in this incident using the same steps detailed under the Offender
section on page 3, except select ‘Reporter’ from the Select Role(s) drop-down menu at
Step 4.

Victim(s)

Add Victim(s) involved in this incident using the same steps detailed under the Offender
section on page 3, except select ‘Victim’ from the Select Role(s) drop-down menu at
Step 4.

Unknown Offender
Under the Incident Builder section, add an Unknown Offender as follows:

1. Click the green plus + to the right of Participants.

2 Click Create oOther on the Search Filter.

3. Check Mark Person as Unknown.

4, Click Add.

5 Select ‘Offender’ then Unidentified offender from the Select Role(s) drop-down
menu.

6. Click Add Participant Attributes. No Name is displayed in the offenders area.

OOy —__

- incident Builder T —
Participants 1
REPOTEES Search for Student, Staff, or Other Participants x
Search Filter
Victims Last Name: |
Type: [Sludents—_:]
Offenders Grade Level: Al ¥
Action Types - 002 ISS M Only Active
L[1] Offense Types - 032-UB: Inap| Context: ,W;’
language/disrespect
No Ngam: ’
Results
Type First Middle Last School Gr Gen
o 8
| 10~ 1
@
Add Other Participant \ x

Mark Person as Unknown ¥

First, Middle, Last | [ [

Position
Add Participant Attributes Gender |Male ¥
Selected Person: s S s

Attributes |
Select Role(s) &

N
| Ofiegder || 11-Unidentified offender |

@ Add Participant Atiributes

PowerSchool 11 - 10/12/2018 NCDPI Page 4 of 14
Doc # 70 —Revision 2



Entering Incidents

Adding Behaviors

Use the steps below to add the offense(s) or behaviors associated to the incident. At least

one offense must be entered. Each offender must have at least one 0ffense attached to
him/her.

1.  After clicking the green plus % in the Incident Elements area, click Add
Behavior.

2. Select the appropriate offense Type from the drop-down menu.
3. Click Add Behavior. The Behavior has now been added to the Incident, but has not
been added to the offender.

Update Behavior x

IDﬁens:e Types ;I

Behavior Code - -
|D32—UB: Inappropriate languageldisrespect j

512 characters left
Primary Behavior r

[ i Add Behavior

Assigning Behavior to the offender(s)

4. Click on the Behavior in the Incident Elements area and drag and drop on the
appropriate Offender.

__wcraentBuiider S

Participants & Incident Elements ) =

Reporters ~ Description

o, [1]0ffense Types - 032-UB: Inappropriate
/ language/disrespect

Victims

Offenders

b Action Types - 002 1S
: [1] Offense Types - 032-UB: Inapproprial

5. Repeat Steps 1-4 to add additional Behaviors related to this incident.

After entering the Behavior details, add actions taken as detailed in the Adding Actions
section on page 6.
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Entering Incidents

Adding Actions

Use the steps below to add the appropriate Actions (consequences) associated to the
Offender(s) in this incident. Each 0ffender must have at least one Action attached to
him/her.

1.  Click the green plus = in the Incident Elements area then click Add Action.
2. Inthe Add Action window enter the following information:

a. Action Code = REQUIRED - select Action Types or Victim Types from the
drop-down.

i. Action Types = enter consequences of offenses. Proceed to Step 2b.

ii. victim Types = enter actions pertaining to victims of violent crimes.
Proceed to Victim Actions on page 11.

b. Action Code = REQUIRED - Using the drop-down, select the applicable action
assigned.

C. Action Date Range = REQUIRED
i. Begin Date = enter the date of the first day of the assigned action.

ii. End Date = will auto-populate based on the Begin Date, Assigned
Duration and theschool calendar.

Note: Only enter date in Action Date Range field for the following incidents:

e In-School Suspension (ISS),

e Out-of-School Suspension (0SS),

e Long Term Suspension (OSS) for Remainder of Year, and
e Long Term Suspension (OSS) 365 Days.

d. Assigned Duration = REQUIRED - enter the assigned duration of the assigned
action.

e. Action Taken Detail = use to enter additional information if needed.
f. Actual Resolution Date = Optional

g. Duration Code = will auto-populate to Short Term or Long Term based on
number of days of suspension.

h. Duration Notes =Optional

i. Action Change Reason = free-form field used to enter reason for a change in
action.

Action Assigned By = Optional
By Whom = Optional
Hearing Date = enter the date of the Hearing, if applicable.
. Hearing Time = enter the time of the Hearing, if applicable.
Parent Contacted Date = enter the date the parent was contacted.
Parent/Guardian Name = enter the name of the parented contacted.

Parent Contacted How = using the drop-down select how the parent was
contacted.

q. Parent Contacted How Comment = Optional

- S

T o33
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Entering Incidents

3. Click Add Action.
Add Action

Action Code

Action Date Range

Assigned Duration
Action Taken Detail
Actual Resolution Date

Duration Code

Duration Notes
Action Change Reason

Action Change Code

Action Attributes
Action Assigned By

By Whom

Hearing Date

Hearing Time

Parent Contacted Date
Parent/Guardian Name

Parent Contacted How

Created By e ol
Last Modified By

I Action Types 'l

| 02188 =l
512 characters left

Beqin Date End Date
[nsins/2014 EE  [pwioer2014 BB oDy

E Actual Duration E

| R (MMDDYYYY)

[a v

512 characters left

Mo codes have been configured.
512 characters |eft

512 characters left

512 characters left

512 characters left

512 characters left

512 characters left

512 characters left

512 characters left

enkae Created On Sep 5, 2014 12:54:20 PW

Last Modified On Sep 5, 2014 12:54:20 PM

e+ Add Action

Assigning Action to the offender(s)
4. Add the action to an offender by dragging from the Incident Elements area and

dropping on the offender.

ftas‘lﬁad)iﬁ555;7

~ Incident Builder
Participants
Reporters

Victims

Offenders

(& Incident Elements
Type ~ Description

[1] Offense Types - 032-UB: Inappropriate
language/disrespect

Action Types - 002 1SS 7

@

“Action Types - 002 1SS *

“[1] Offense Types - 032-UB: In: ate o
language/disrespect

5. Repeat Steps 1-5 to add additional Action Types for each offender involved in this

incident.

6. Click submit Incident to save the record.

ance Related Actions

Hame Action Begin Date End Date Duration Code

Assigned

Duration

Cancel Delete

Actual Duration
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Entering Incidents

Assigning Victim Actions (if necessary)
Use the steps below to add the appropriate Actions (consequences) associated with the

Victim(s) in this incident.

Note: When adding victims you must also add victim Actions for victims of one of the
nine (9) violent crimes. Refer to page 4 of the North Carolina Discipline Data Reporting
Procedures Manual for a list of these crimes.

1. Click the green plus =4 in the Incident Elements area then click Add Action.

2. Inthe Add Action window enter the following information:

a. Action Code = REQUIRED - select victim Types from the drop-down.

b. Action Code = REQUIRED - Using the drop-down, select the applicable action

assigned.
3. Click Add Action.

Add Action

Action Code

Action Date Range

Assigned Duration
Action Taken Detail

Actual Resolution Date

Duration Code

Duration Notes
Action Change Reason

Action Change Code

Action Attributes
Action Assigned By

By Whom

Hearing Date
Hearing Time
Parent Contacted Date

Parent/Guardian Name

Parent Contacted How

I\J’ic‘tim Actions Yl
|202 Victim Accepted Transfer Offer j

512 characters left
Begin Date End Date

Actual Duration

I
| B MWDDIY YY)
I jv

512 characters left

Mo codes have been configured.
512 characters left

512 characters left

512 characters left

512 characters left

512 characters left

512 characters left

512 characters left
| [

512 characters left

;. Add Action
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Entering Incidents

4. Add the action to a Victim by dragging from the Incident Elements area and
dropping on the Victim.

_H—casrmiﬁﬁe?ﬁ?';_i ——77__'[?5%__77__7 oo
~ Incident Builder o -
Participants (& Incident Elements ()
Reporters Type ~ Description
@  [110ffense Types - 032-UB: Inappropriate
" language/disrespect /7=
Victims #  Victim Actions - 200 Victim Offered Transfer s
Offenders
L Action Types - 002 ISS *
[1] Offense Types - 032-UB: Inappropriate
language/disrespect

5. Repeat Steps 1-4 to add additional victim Actions involved in this incident.
6. Click submit Incident to save the record.

ance Related Actions

Assigned

Hame Action Begin Date End Date Duration Code Duration Actual Duration Attendance

Cancel Delete
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Entering Incidents

Adding Objects

If a weapon was used in this incident, use the steps below to add the appropriate
weapon(s).

1.  Click the green plus = in the Incident Elements area then click Add Object.
In the Add Object window enter the following information:

a. Object Code = REQUIRED -select the applicable weapon from the dropdown list.
b. Description = Enter a description if necessary if desired.
C. Quantity = Enter the quantity if desired.

3. Click Add object.

Add Object »®
I Weapon vl
Object Code
I 05 Box Cutter j

512 characters left

Description

Quantity I

L %% Add Object

4. Attach the weapon to the offender by dragging and dropping from the Incident
Elements area to the appropriate offender.

o oun€UBY —

~ Incident Builder T =

Participants & Incident Elements ()
Reporters Type - Description
© [1] Offense Types - 032-UB: Inappropriate 7@
language/disrespect
®  [1]Weapon - 05 Box Cutter 7 | (=)
Victims
Offenders

“Action Types - 002 ISS

¢ [1] Offense Types - 032-UB: Inappropriate
lanquaqe/disrespect

L [1] Weapon - 05 Box Cutter

5. Repeat Steps 1-4 to add additional Objects related to this incident and offender.
6. Click submit Incident to save the record.

ehdance Related Actions

Assigned
Name Action  Begin Date End Date Duration Code d Actual Duration  Attendance

Duration

Submit Incident

PowerSchool 11 - 10/12/2018 NCDPI

Page 10 of 14
Doc # 70 —Revision 2



Entering Incidents

State Reports

To access Discipline Incident reports in PowerSchool:

Navigation: Select School > Start Page > State Reports > State Reporting
Dashboard tab > Current School-Level Collections section

Reports

| System | ReportWorks || State Reporting Dashboardu Engine | Setup | NCDPI Reports |

Current LEA-Level Collections

Details  Report
“ CROC Report - Part 1

Bl cRocReport-Part2

Current School-Level Collections

Details Report

- Retention/Promotion/Graduation Data Collection

Bl Principars Montnly Report (PR 1)

- Dropout Data Collection

B Principars Montnly Report (PVIR 2)

Bl  s#RrDatz Collection

|- Discipline Report |

Starts ission Ends Errors | Wamings Workflow Options
10/01/2014 1003112014  Run |
10/01/2014 10212014 [ run |

Starts issionEnds  SchoolsiCollected/Approved Workflow Options

0912312014 10/02/2014 281010 [ Run |
0912372014 10/03/2014 PZIEYLN * I iin | Review |
1010112014 10/20/2014 281010 [ Run |

101224

09/02/2014 1H4/2014

06/01/2015 06/26/2015 281010

XYRVTN * I i | Weeiei |

[ [ Foven

State/Provincial Content: USA-NC 14

Discipline Report

Select area to review: IData View ¥

~ Data Views
Choose data view: [—— Please Select— =]
+ Filters Reportable Crimes Summary View
Reportable Crimes Detail View
Results Reportable Actions Summary View

(0 total records)

Reportable Action Detail View

Impermissible Uses of Seclusion and Restraint Summary View
Impermissible Uses of Seclusion and Restraint Detail View
Transfers Offered to Violent Crime Victims Summary View
Transfers Offered to Violent Crime Victims Detail View

Violent Crime Summary View

Incident Detail Report

School Approvals

Results per page |25 -
[ >> | &wort]
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Entering Incidents

SQL Reports

To access Discipline Incident reports in

PowerSchool:

Navigation: Select School > Start Page > System Reports > sqlReports 4 tab >
Incidents section

sqlReports

Report
¥ Attendance

» Historical Grades

* Incidents
Incident Report By School
Individual Student Incident Report

Student Incident Action

s

Incident Report By School

System | RepotWorks | Dashboards | Engine | Setu NCDPI Reports | sglReports 4
¥ P g P P girep

Expand All Collapse All

Title
Incident Report By School 2
Individual Student Incident Report 73

Student Incident Action Report

Incident Report By School

Parameters -

oo Lo L L L

|Schoo\ Number - | |Studerd Name

‘Conference with Student

Individual Student Incident Report
Individual Student Incident Report

Parameters - Student Id: 29855

Change Reason

=1 |Studant Number | |Gmde =1 |Gender =1 |E1hnicity =1 |Incident D] | Behavior Code/Description =1
||ncwdarrt Date =| |Miun Code/Description =1 |Acliur| Duration = | |.|W:Iiun Duration Actual = | Search:l
School Student Incident Incident
Student Name Grade Gender Ethnicity Behavior Code/Description Action Code/Description Action Duration Action Duration Actual
Humber Humber e} Date
032-UB: Inappropriste 031 Administrative
1 F M 49682 031372014
language/disrespect Conference with Student
040-UB: Inappropriste items
3 F H 45088 04/08/2014 002 OS5 3 3
on school propesty
021 Administrative
= Disruptive behavior 03/05/2014

Student - Incident . . Incident . .
Student Name School_Number Grade DoB Gender Ethnicity Primary Behavior Type Time Frame Location Incident Title

Number Date 1}
01 During
Regular

F w 10/28/2013  Yes 43802 Classroom Theft
School
Activity
PowerSchool 11 - 10/12/2018 NCDPI
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Student Incident Action

Student Incident Action Report

“mmamactfil to teacher

Parsmeters - Enter Enroliment Status: 0,1,2
=2 e f
SCHOOL STUDENT_NUMBER LAST_NAME FIRST_NAME INCIDENT_ID INCIDENT_DATE INCIDENT_TYPE ROLE_CODE DESCRIPTION ACTION_CODE DAYS_ASSIGNED REPORTED_BY
UB: Aggressive Stabbed ancther student )
35489 1/17/2011 Offender Time Out
Behavior in the leg with her pencil
stole an IPad from
the teacher's classroom. It
43602 10/29/2013 Theft Offender 1SS 1
was found in her bock bag
by |
21882 02/07/2008 UB: Fighting Offender Fighting st recess. 1SS
would not follow
UB: Disruptive directions, repestedly out
27240 02/22/2008 . Offender ) 1SS
Behavior of his seat. Hands on other
students.
Will not follow directions i "
i Administrstive
Very disrespectful to
27238 01/18/2007 UB: Insubordinatio Offender Conference with
teachers. No field trip on
Student
1/19
Not following directions,

PowerSchool 11 - 10/12/2018
Doc # 70 -Revision 2

NCDPI

Page 13 of 14



Entering Incidents

References

Sample - Incident Detail record

Incident Detail
= Incident Descriptil:m

Incident 10: 50004

View Change History

School | i : =l
Incident Type IDiscipIine 'l
Incident Date |Dar24x2 014 EREoawoorrrry Time: (@02:38 PM
Time Frame ITimeTyp-es j ID‘I During Regular Schoal A{j
512 characters left

Title |Disrepectful

in i continues to call another student names.
Description He has been corrected and redirected two times and continues to call her chubby.

Location I Classroom LI

Location Description I

Location Comment

512 characters left

Prepared by I Financial Impact ($) |
Created By Created On 06/24/2014 02:38:44
Last Modified By Last Modified On 06/24/2014 02:38:44

* Incident Builder
Participants [# | Incident Elements

Reporters Type = Description
&
1] Offense Types - 032-UB: Inappropriate
Behavior & y v pRrop P4 E]

= language/disrespect
Victims guag P

Offenders

L Action Types - 002 ISS

! [1] Offense Types - 032-UB: Inappropriate
language/disrespect

& % B

Witnesses

~ Change Reason (Written to Audit Logs)

Use this field to record rationale for the changes being made.

Approximately 2048 characters left
= Attendance Related Actions

Assigned
Name Action Begin Date End Date Duration Code Durgﬁon Actual Duration  Attendance

Submit Incident

This document is the property of the NCDPI and may not be copied in whole or in part
without the express written permission of the NCDPI.
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