Teacher Directions for Entering Discipline Referral
1. After logging into Skyward, click on the My Students link on the left side of the screen.
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2. Type the students first or last name in the search area to locate the student for whom you wish to enter a referral.  Click Search to allow Skyward to locate the student.
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3. Highlight the correct students’ name and click on Select.
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4. The student information screen will be displayed.  Click on the Discipline link on the left side of the screen to add a referral.
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5. Click the Add button to begin adding a discipline referral.
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6. Fill in, or use the drop down menus to enter in specific information about the referral. 

7. The following fields must have data:

a. School

b. Offense

c. Location

d. Date

e. Time (entered in 15 minute intervals – must be changed by teacher)

f. Comment 
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8. Some information is pre-populated (school, date, time).  To effectively problem solve around discipline information, it will be necessary for teachers to accurately identify the offense and location from the drop down lists provided.
9. Teachers will also need to begin the comment section with a numeric value that corresponds to one of the following motivation codes (see sample below).  Motivation codes are selected by the teacher in regard to the possible motivation for the student behavior.  Teachers should make a “best guess” for all referrals.
a. 1=Obtain peer attention

b. 2=Obtain adult attention

c. 3=Obtain items/activities

d. 4=Avoid peer(s)

e. 5=Avoid adult(s)

f. 6=Avoid tasks/activities
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10. Click Save to submit the referral.

