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My Home > Student Record
When you Select
a student from a list, you will see that student’s Personal Information Record, also known
simply as the Student Record.
Note: Most schooltool users deal with student records most often, but every individual in schooltool has
his/her own Person Record where all information related to that person is stored. This document will focus on
working with a Student Information Record, as these typically contain the most detail.
The Student Record contains all information about a student. There are 2 main parts to the Student Record:
the Personal Information section and the Student Information section. When using certain modules, additional
sections may appear at the bottom of the record with module-specific information. This information is available
based on user permissions and the module you are using; therefore not all users will have access to every tab
in the Student Information section(s).
Note: Use the Show/Hide buttons
to collapse sections of the student’s record that you do not wish to
see. This will result in less scrolling needed to view the student’s record.
If you are viewing the results of a student search, you can use the following options:
•Click the Next and Previous buttons
results.
•Click the Cancel Search
•Click the Done

to move forward and backward between students in your search

button to cancel the current search and remain on the current student.

button to return to the previous screen.
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Discipline Tab
The Discipline tab shows a history of discipline referrals you have entered (if any), and, if the district uses
points for discipline referrals, the student’s accumulated points for that year. Use the year drop-down to
review historical data for a previous year.

Depending on user permissions and district settings, users may be able to see all referrals for that student
or only those for which a “Date Seen” has been entered.
Faculty members can also see any referral they have submitted. In addition, some users may also be able
to add, edit, or delete student referrals from the My Home > Discipline tab.

•Click the Add

button in the upper right corner of the tab to add a new referral.

•Click the Details

button to view a referral you have submitted in read-only mode.

•Click the Delete

button to remove a referral you have submitted.

Adding a New Discipline Referral
Depending on permissions and district settings, some users may also be able to add, edit, or delete student
referrals from the My Home > Discipline tab.
1. Click the Create New

button located in the upper right of the screen on the Discipline tab.
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2. Complete the referral when the screen appears. Add as much information as is appropriate.

Here is a brief description of the referral fields:
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•District Recommendations: Suggested punishment for the student based on the selected
offense (“No Recommendation” will display unless a properly configured Offense is
selected).
•Person Type: Offender is the default choice for this field and most commonly used. To select
Victim, simply click the radio button.
•Building/School Level: These values will default to the student’s Building/School Level. To
reflect a different incident location, select the appropriate values from the drop-down lists.
•Date of Incident: This field will default to today’s date. The date of incident can be a date in the
past but it will not accept a date in the future. You can type in the date in the mm/dd/yyyy
format or use the pop up calendar to select the date.
•During School Hours: This box is automatically checked to reflect that the incident occurred
during regular school hours. However, if the incident occurred outside of regular school
hours (ex: school dance, sporting event, etc.), you need to uncheck this box.
•Time of Incident: This field will default to the current time when adding a new referral. To
change it simply select the appropriate values from the drop-down menus. If the time is not
known, check the “Unknown” checkbox.
Note: The Time of Incident field may not show on all referrals, as this is a Building School Level option that
may be turned on or off in Maintenance.
•Date Seen: When accessed from the My Home > Discipline tab, this field is not available
when adding a referral. The Date Seen field is visible only when viewing a referral you have
entered in read-only mode.
Note: If the “Email Referral Creator” option is enabled in Maintenance, the creator of the referral will receive
an email notification when a Date Seen is entered and saved.
•Teacher: This field is automatically filled with the name of the user who is submitting this
referral.
•Offense: This field is the actual Offense committed by the student. Even though this field is not
highlighted in pink, it is a required field. Additional related offenses may be added to the
referral by using the Add Additional Offenses button. If the Offense chosen is marked as
VADIR under Maintenance, you will see additional options to select under the Offense such
as check boxes for "With Weapons," "Involving Alcohol/Drugs," "Gang Related," and "Bias
Related." Check any that are appropriate.
Note: Users must have the appropriate permissions to add VADIR offenses to a referral. If they do not have
the correct permission, they will not see VADIR offenses in the drop-down list.
•Location: Select the location where the Offense took place. Even though this field is not
highlighted in pink, it is a required field.
•Description of Incident: This field allows you to describe the offense in detail. This field is
required and has a 1,000 character limit.
Note: The Description of the incident will become part of the student’s permanent record. Therefore, it is
suggested that the Description be factual and politically correct.
•Reason for Referral: This is an optional, free-text field which allows you to enter additional
information regarding the referral.
Note: The Reason for Referral field may not show on all referrals, as this is a Building School Level option
that may be turned on or off in Maintenance.
•Previous Actions: This in an optional, free-text field which allows you to detail any previous
actions that may have been taken and did not require an official referral.
Note: The Previous Actions Taken field may not show on all referrals, as this is a Building School Level option
that may be turned on or off in Maintenance.
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•Comments: This is an optional, free-text field which is used for internal tracking of the referral.
You might enter your initials or indicate which principal or vice principal met with the
student.
Note: You can spell check all free-text entries by clicking on the
of the Discipline section.

Spell Check Icon in the upper right corner

•Number of Non District Victims: This field defaults to zero and a zero value is accepted in this
field. This might be used if the incident happened on school grounds when students from
another school and were victimized.
•Number of Non District Offenders: This field defaults to zero and a zero is accepted in this
field. This might be used if the incident happened on school grounds when students from
another school committed some act of vandalism, theft, or violence.
•Victims: If there was a victim involved in this incident, you could add them to the discipline
referral by clicking on the Add Additional Victims
button. This action opens up the Batch
Selector allowing you to search for the additional victims. Faculty can also be added as
Victims by clicking on the Add Faculty button. See the section on Adding Additional Victims
or Offenders.
•Offenders: If there are additional offenders involved in this incident, you can add them to the
discipline referral by clicking the Add Additional Offenders button. This action opens up
the Batch Selector allowing you to search for the additional offenders. Faculty can also be
added as Offenders by clicking on the Add Faculty button. See the section on Adding
Additional Victims or Offenders.
•Attachments: You can upload an attachment to any referral record. Use the Browse button to
locate the file. Once you have located the file, click the Upload Attachment button.
Note: The following fields may appear on the referral if enabled by your district: .Date/Time Parent was
Contacted, Previous Occurrences fields, FBA/IEP checkboxes, and Corrective Steps Taken checkboxes.
These are not typically enabled for discipline referrals..
3. To apply the referral to the student, single click the Save icon in the upper right corner of the
window. To cancel the referral, single click the Cancel icon and all information will be undone.
4. Click the green Done button to return to the main Discipline Referral tab. You will see the referral in
a single read-only row.

