€-Lumen’ DISCIPLINE REFERRALS AND DOCUMENTATION

One necessary and important administrative task in your classroom is to keep accurate records of
discipline issues. What happened, when did it happen and what was the outcome?

The Instructor Suite allows you to document discipline incidents and, if necessary, refer a student to the office for
followup while creating an electronic ‘paper trail’. Here’s what you need to do:

e Open your Instructor Suite and click on a course

e Click the Discipline button on the toolbar
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e Enter afew letters of a student’s name (or other criteria) and click Search

o From the resulting list, click on the desired student to open the Discipline Processing window; if you have
previously entered a discipline incident on this student, it will be listed here; you can not view incidents

entered by other staff members ’
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trail’ makes its way to the principal, too

e Click Save & Finish Cancel
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