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OVERVIEW

As referrals are submitted by instructors and non-instructional employees from *Gradebook,
the designated discipline approvers will receive email notification for each referral, and will be
able to access the referral from the TxEIS Student system where they can escalate or close the
incident as needed.

These steps must be completed in the TxEIS Student system from the Discipline application.

Prerequisites

B This guide assumes you are familiar with the basic features of TxEIS Student and have
reviewed the TxEIS Student Overview guide.

B You must be a registered TxEIS user with access to the Discipline application, logged
on with an administrator user ID, and a designated discipline approver. For more
information, see the *Gradebook Administrator - Set Up Discipline Referral Access
guide.

B This guide is based on TxEIS 2.0.0002 and *Suite 2.9.4.

Checklist Overview

The following steps are covered in this guide:

[ Retrieve and review a discipline referral.
Close the referral if no further action is needed.

If further action is needed, create an incident record.

0O 00

Add additional students to the incident if multiple students were involved.
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ReTRIEVE AND ReVIEW A REFERRAL

The Referrals page in TXEIS Discipline allows a designated discipline approver to review
discipline referrals entered in *Gradebook and take appropriate action (i.e., review or create

an incident record). These referrals may be entered by instructors or other employees who
have authorization to enter referrals, such as a bus driver.

NOTE:

» You can only view referrals if you are designated as a discipline approver (i.e., the

Discipline Approver field is selected in Registration on the Maintenance > Campus
Profile > Campus Information Maintenance > Principal/Counselor tab).

» All discipline approvers can view all referrals for the campus.

TxEIS Discipline > Maintenance > Referrals

Change Application Exit Application H’elp

| Maintenance
Maintenance = Referrals

Utilities. Reports. Campusg 001: Davy Crockett High Schooll=itieH
SessionTimer: 58 min and 57 sec

SDS0125 County/District #: 015102
Admin Admin From To From To
Mumber: Name: Grade Level: - Grade Level: - Name Range: Name Range: Retrieve
From To
Pending: 0 Reviewed: 0 Completed: 0 Incident Date | - - Incident Date | - - Pending: ] Reviewed: [_| Completed: [}

Details  Status  Students Teachers Grade  Offense  Referrer

Level Code  Comment toc  Severty

Incident Sentto  Last Updated
Date Office Date

The page is blank when you first access it.
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12. Click Restraint to go to the Restraint Information tab where you can add restraint
information related to the incident.

@Vlmmlmurmaﬂun |r Restraint Information

ID: | 180215 |Student: | PARCHERT, ASHLYN Texas Unique Stu 1D:

Retrieve J Directory J RmurntnRaferraLsJ

Grd Lvl: 10 DOB: 09-27-1998 Sex: F SSN: see-ee-0032

Incident Date:  01-13-2015 Time: | 12:15:00 O AM @ py Incident Nbr: 000003 Mepgting Period: |3 Location of Incident: (00) Restroom « Witnessed: |:

Parent Contacted: - Contact Date: - - Conference Requested [C]  Conference D Informal Hearing: [[]  Appeal Expected:["|

Reported by: - Administered by: Bully Reason: Disability -

Delete Offense Level Extract PEIMS Offense Description

Victim

[7] 0802 [ v| =) Possession of fake/look alike weapons St hceere —
\\ 180215 PARCHERT, ASHLY'N Print Profile J/
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App AppITIONAL STUDENTS TO INCIDENT

If the *Gradebook referral indicated that more than one student was involved, all named
students are listed under Multi Student Incident. If additional students need to be added,
you can add students to the incident record once it is created. All involved students are linked
to the incident by the incident number. You can maintain separate data for each student,
including offenses and actions; although, all students must have at least one offense code in
common for each incident.

TxEIS Discipline > Maintenance > Student > Maintenance

maimenance = Student = Maintenance SessgionTimer: 59 min and 46 sec SDS0120 County/District #: 01 51@\

l Save I Save And Add ! Delete Incident !

|5ave successful

@ Wictim Information ||’ Restraint Information

ID: 180215 |Student: | PARCHERT, ASHLYN Texas Unigue Stu ID: | 4942585805 Retrieve J Directory J Return to Referrals J

Grd Lvl: 10 DOB: 09-27-1998 Sex:F SSN: eee-se-0032

Incident Date: | 01-13-2015 Time: 12:15:00 O an @ py Incident Nbr. 000003 Reporting Period: |3 Location of Incident: (00) Restroom ~ Witnessed:
Parent Contacted: ¥ Yes Contact Date: 01-13-2015 Conference Requested. Conference Date: - - Informal Hearing: D Appeal Expected: D
Reported by: LaURA & LUMPKIN (501} - Administered by: ZELL & ZARATE (001-560) - l Bully Reason: -
Jelete Level Extract PEIMS Offense Description -
W fpsoz |- " [&] Possession of fakeflook allke weapons Muti Student incident |
) Restraint
Students %
180215 PARCHERT, ASHLYMN Print Profile
Picture
Comments
\\ 4+ Add Inquiry

1. To add another student to an incident number, click Multi Student Incident. The
student ID, student name, and demographic data are cleared from the page; however,
the incident information remains.

2. Retrieve the next student using the ID or Student autosuggest field, or the Directory.
3. Update any incident data for the next student as needed.

4, Click Save. The student’s name is added under Students below the Multi Student
Incident button.
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m\nlenﬂnce = Student = Maintenance SessionTimer: 58 min and 06 sec SDS0120 County/District # 01 51%

[ Save Save And Add | | Delete ncident |

Save successful

‘IHW Victim Information Restraint Information

ID: | 120262 | Student: |TODD, KYLER R&Y Texas Unigue Stu ID: | 7625038527 [ Retrieve ] Directory J Return to Referrals J

Grd Lvl: 10 DOB: 08-19-1999 Sex:M SSN. see-se-5048
Incident Date: | 01-13-2015 Time: [12:15:00 | ) AM @ PM  Incident Nbr: 000003 Reporting Period: |3 Location of Incident:  (00) Restroom v Winessed:
Parent Contacted: ¥ Yes w Contact Date: 01-13-2015 Conference Requested: Conference Date: - - Informal Hearing: D Appeal Expected:l:‘
Reported by LAURA A LUMPKIN (501} - Administersd by ZELL A ZARATE (001-580) - Bully Resson -

Delete Offense Level Extract PEIM S Offense Description

W 80z | b v @] Possession of fakeflook alke weapons b Erisninden
Restraint
Students L IEEL
1280215 PARCHERT, ASHLYN Print Profile
el 180262 TODD. ICYLER RAY
\\ Picture J

Click Multi Student Incident again to add another student.

To remove a student from the incident, click the student’s name under Multi Student
Incident, ensure that his demographic data appears at the top of the page, and then
click Delete Incident. This will delete the incident for the selected student only.

mimenﬂnce = Student = Maintenance SessionTimer: 59 min and 36 sec SDS0120 County/District #: 01 5102\

| Save | | Save AndAdd | | Delete Incident Jiffemmmm—

Victim Information ‘r Restraint Information |

ID: 180262 | Student: TODD, KYLER RAY Texas Unigue Stu ID: | 7835038527 Retrieve ] Directory J Return to Referrals J

Grd Lvl: 10 DOB: 08-19-1999 Sex:M SSN: eee-we-5043

Incident Date: | 01-13-2015 Time: | 12:15:00 O am @ pu Incident Nbr: 000003 Reporting Period: 3 Location of Incident: (00} Restroom ~ Witnessed:
Parent Contacted: ¥ Yes Contact Date: | 01-13-2015 Conference Regquested Conference Date .- Informal Hearing [7] Appeal Expected |
Reported by: LAURA A LUMPKIN (501} - Administered by: ZELL A ZARATE (001-560) - Bulty Reason: -

Delete Offense Level Extract PEIMS Offense Description

W 0802 [ |2 v ] Possession of fake/look alike weapons. S— J
Restraint

180215 PARCHERT, ASHLYN Print Profile
180262 TODD, KYLER RAY ~ffm———
\\ Picture J J

A message is displayed asking you to confirm that you want to delete the incident.

’? Delete Incident

Are you sure you want to delete this incident?

— Yes o

Click Yes to continue. The page is cleared of data. Next time you retrieve the incident,
that student will no longer be listed.

Delete Offense Level Extract PEIMS Offense Description

W 802 [ v =) Possession of fake/look alike weapons et B LR

180215 PARCHERT, ASHLYN
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What Haprpens NEext?

Data Maintenance and PEIMS

Once you create an incident record, the record is used to record and maintain all further
information for the incident related to disciplinary actions, and applicable PEIMS data is
extracted from the record.

Only current year records can be updated. Records for previous school years can be viewed
but not updated.

Parent Access to Data

A student’s discipline incident records may be displayed in the *Connect parent portal, if this
feature is enabled at the campus. (You can enable this feature on the *Connect Administrator
Options page from the Settings tab.)

A parent/guardian who is logged on to *Connect will be able to view his student’s discipline
incident records for the current year.

onne ry e Fi Discipline mmunizal W ACC

Account Settings st o 5
[ Edit Student Settings | Discipline
for: ASHLYN PARCHERT at Davy Crockett High School on 2/12/2015 3:08:25 PM
ASHLYN PARCHERT
semester: 1
Cycle: Al -
Find Discipline
Date Infraction Disciplinary Action Reported by Administrator
01/13/2015 11:41 AM - Possession of fake/look alike weapons = Expulsion LUMPEIH, LALRA  ZARATE, ZELL
Student had pocketknife in backpack and displayed it to other students during (unch.
Available languages:  English  Espafiol
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Web-based Access for Teachers, Parents, and Students



