
Sapphire Gradebook - Discipline - New Referral

To enter a new Discipline Referral:

From the Class Select screen in the Gradebook, click on the 
Go to Gradebook button.

In the yellow navigation bar, click on My Gradebooks, slide 
down to Discipline and then slide over to New Referral.

Discipline referrals are logged by student ID number.  If you know the student number, enter it 
in the Student ID field.  If you donʼt, you can search for it by clicking on the magnifying glass 
icon (a search window will open) and searching for a studentʼs name.  When you click on the 
studentʼs name in the search results list, the student ID number will auto-fill in the student ID 
field.

Type: Referral or Incident
Referral is a discipline report that needs 
admin approval before permanently being 
added to a student record.
Incident is a discipline report that 
immediately goes onto the studentʼs record 
without admin approval.

Incident Date, Time and School:
Enter the date, time and building in which the event 
happened.

Once all information is filled in, click Save to open 

Technology Tip Sheets - Sapphire Gradebook - Discipline - New Referral

8/24/09                                                      techsupport@etownschools.org                                                   1 of 5

Search window: Enter the first name or last name of the 
student for which to search. If the correct student doesnʼt 
appear in the search list, leave a space after the name and 
type skip: 10 (or 20 or 30) to display additional students in the 
list. 
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the Teacher Referral window.

Teacher Referral Page

The Incident Date, Time and Type fields are filled in based on the information that you 
entered on the previous screen.

Owned By: You are the owner of the referral until the responsible administrator looks at it and 
takes ownership of it.  Owning the referral means that you can edit the information.

Status: Unread, Open or Complete
Incident: If you are entering an incident that will go right onto the studentʼs record, you can set 
the status as open while you are working on it and complete once all actions have been taken.
Referrals: You can check back at this referral to see what the status is when you pass this 
along to the administration.  If the referral is open then youʼll know that they have looked at this 
referral and are working on it.  If it is set to Complete, the action has been taken or has been 
set to a non-incident and the referral has been closed.

Location:
Administrators may wish to run reports detailing where incidents happened within the building.  
The Location dictionary helps with this report.  Select the area of the building in which this 
incident happened.
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The Infraction/Action Tab:
The information that goes into the Infraction/Action Tab tells what happened or what the 
student did and what actions were taken.  If you are handling this as an incident, you will enter 
what the student did (Infraction) and what actions were taken (Actions).  If you are entering a 
referral, you will enter the infractions but the administrator will enter the actions taken.

Click the Add An Infraction button to display the dictionary list of infractions.  Select the 
appropriate infraction.  If more than one infraction in the list applies, click the Add An Infraction 
button again to display a new infraction dictionary.  Click on it to display the dictionary and 
make the appropriate selection.

Notes:
The Notes section allows you to enter any notes about this particular infraction.  These notes 
are for internal use only and will not display on parent letters or court documents.
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Action:
An action shows the consequence that you have selected for the student to receive as a result 
of the infraction.  Click the Add an Action button to reveal a blank Actions dictionary.  Click the 
dictionary to display the actions choices and then click on the action of your choice.

The Actions dictionary is determined by the Infraction that was committed.  For example, you 
wouldnʼt assign an ISS for a student wearing an inappropriate t-shirt so that particular action 
wonʼt appear in the Actions dictionary.

Notes:
The Notes section allows you to enter any notes about this particular action.  These notes are 
for internal use only and will not display on parent letters or court documents.

In the sample above, the action given was a Warning.  I also entered the date that the warning 
was given in the From field.  No other information is needed.

Some actions are scheduled and will need additional information entered.  For instance, 
Student/Teacher conference, detention and suspension actions, etc., when selected, will reveal 
additional fields.  The fields ask for the From/To dates of when the action will take place.  The 
Days, Hours and Return date fields are used in printing letters.

If a detention is given, enter the date of the detention in the From field.  Enter a 1 in the days 
field to show that it is detention for one day and the number of hours that the detention lasts in 
the Hours field.

Student Schedule:
To check to see if the student has another scheduled action for a particular date, click on the 
Scheduled Actions tab.  The sample below shows the student already has a Student/Teacher 
Conference scheduled for 08/18/09 so I would have to choose another day for a detention, etc.
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Teacher Access:
To grant another teacher access to this discipline report, click on the Teacher Access tab.  
Click in the blank Teacher field and begin typing the teacherʼs name.

Give the teacher Read-only access if you are only giving them permission to read the 
information on the page or give them Read-Write access if so they have permission to edit or 
add to the information in the report.

The Official Description and Notes tabs:
The Official Description tab and the Notes tab allows you to enter notes about the discipline 
report.  Keep in mind that the Official Description goes on all parent letters and official court 
documents but the Notes section is for internal use only.

Click the tab for the type of notes that you want to 
add and then click the Edit Official Description or 
Edit Notes button.

The text editing window opens for you to 
type in the description of what 
happened.  You can format the text using 
bold, italics and underlines.  Spell check 
is also available.

Once you have entered all information into the 
discipline referral, click the Save button.
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