
 

DISCIPLINE DAILY MONITORING PROCEDURES 

2020-2021 

Discipline Clerk/ SAC Aide 

I. Report: Start/End of Day Procedures: 
a. Discipline Referral Listing Report 

 This report is to be used to review and inform administrators of any In 
Progress, Accepted, Submitted or Returned online referrals that must be 
Completed. 

b. Discipline Incident Detail 
 This report will identify 000-Teacher Referral incident codes that must be 

updated to the proper incident code by the administering administrator. 
c. Discipline Attendance Daily Verification Report (Reprint as needed) 

 This reports assists in verifying the student(s) ISS/OSS placement 
 Identify the accuracy of the ISS placements against the SAC Log 

d. SAC Log 
 Start of day- To be printed with the current date. SAC Aide/office 

personnel are to enter the student information (not the student). 
 End of day- Identify the referral #and compare against the Discipline Daily 

Attendance Verification Report. If referral(s) are missing or dates/durations 
do not match, immediately report to the CBC/administrator for correction 

 SAC Aides/Discipline Clerk- Identify and call out students who should be in 
ISS (speak to CBC about implementing a process for this procedure). 
 

CBC/Administrators(s) 

II. Reports/End of Day Procedures: 
a. SAC Log 

 Identify the accuracy of the ISS placements 
b. Discipline Attendance Daily Verification Report 

 Compare against the SAC Kog to identify ISS/OSS placements 
 If a student is sent to SAC without a referral, must be Completed/entered 

no later than the end of the day 
 It is recommend that a referral be considered a “ticket” into SAC to avoid 

updating attendance coding without proper documentation.  
 

Attendance Specialists 

III. Report/End of Day Procedures: 
a. Discipline Attendance Daily Verification Report 

 Compare OSS placements against TylerSIS daily attendance and ISS 
placements against the SAC log 

 Update attendance for OSS and enter the referral # 
b. SAC Log 

 Update attendance for ISS and enter the referral # 

**Discipline Attendance Daily Verification Report and SAC Log (stapled together) to 
be signed at the end of each day. Both to be filed in the Discipline Binder and 
placed in on secure area where Discipline/Attendance/Administrator have access. 
**  


