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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: 

 

 

1. Click Create New Incident. 

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) 

Quick Reference 

Navigation: Start Page > Special Functions > Incident Management 

http://www.ncpublicschools.org/docs/research/discipline/collection/discipline-reporting-procedures.pdf
http://www.ncpublicschools.org/docs/research/discipline/collection/discipline-reporting-procedures.pdf
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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) 

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

(Optional) 

 
 

 
After entering the Incident details, add participants to the incident as detailed in the Adding 

participants section on page 3. 
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Adding participants 

Offender 

Each Incident MUST have at least ONE Offender. 

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

2. 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. Staff 

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. 

 
 

4. At the Add Participant Attributes screen, select the applicable Attributes and 

Roles from the drop-down fields. 

5. Click Add Participant Attributes. 
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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 Other 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. 



PowerSchool 11 – 10/12/2018 

Doc # 70 –Revision 2 
NCDPI Page 5 of 14 

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 Offense 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. 

Assigning Behavior to the offender(s) 

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

appropriate Offender. 

 
 

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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Adding Actions 
Use the steps below to add the appropriate Actions (consequences) associated to the 

Offender(s) in this incident. Each Offender 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. In the 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 the school calendar. 

 

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

• In-School Suspension (ISS), 

• Out-of-School Suspension (OSS), 

• Long Term Suspension (OSS) for Remainder of Year, and 

• 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. 

j. Action Assigned By = Optional 

k. By Whom = Optional 

l. Hearing Date = enter the date of the Hearing, if applicable. 

m. Hearing Time = enter the time of the Hearing, if applicable. 

n. Parent Contacted Date = enter the date the parent was contacted. 

o. Parent/Guardian Name = enter the name of the parented contacted. 

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

contacted. 

q. Parent Contacted How Comment = Optional 



PowerSchool 11 – 10/12/2018 

Doc # 70 –Revision 2 
NCDPI Page 7 of 14 

Entering Incidents 
 

 

 

3. Click 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. 

 

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. 



PowerSchool 11 – 10/12/2018 

Doc # 70 –Revision 2 
NCDPI Page 8 of 14 

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 + in the Incident Elements area then click Add Action. 

2. In the 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. 

http://www.dpi.state.nc.us/docs/research/discipline/collection/discipline-reporting-procedures.pdf
http://www.dpi.state.nc.us/docs/research/discipline/collection/discipline-reporting-procedures.pdf
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4. Add the action to a Victim by dragging from the Incident Elements area and 

dropping on the Victim. 

5. Repeat Steps 1-4 to add additional Victim Actions involved in this incident. 

6. Click Submit Incident to save the record. 
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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. 

2. 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. 

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

 
 

5. Repeat Steps 1-4 to add additional Objects related to this incident and Offender. 

6. Click Submit Incident to save the record. 
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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 
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SQL Reports 
To access Discipline Incident reports in PowerSchool: 

 

 

 

Incident Report By School 

 

 

Individual Student Incident Report 

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

Incidents section 
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Student Incident Action 
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