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Creating Discipline Reports from STARS—

If you go to the STARS database and go to Reports, then click on Discipline, one of the choices is “PBIS” – hit Select.  
There you will see the specific Reports (pull down menu).
Date Range:  For end of the year reports you will use the full school year (dates will default to full school year).  During the school year you may want to create reports that only reflect a particular month or during a particular time period during which you are evaluating an intervention.  
Format Output:  You can either print the report or save it electronically (if you want to save paper).  

The program defaults to a pdf version.  If you think you would rather have an excel version look for “Format Option” and click excel.

· For end of the year reports, you may want to create a folder on your computer and then label each report as you wish.  This can be used for reference and will save on paper.  

· For reports during the year, you may also want to save to an electronic file and print as needed for your PBIS team meetings.

For the following PBIS Reports, run the report for Referral Type (drop down menu) using Majors and Minors (this is usually the default option)

· Referrals by Location
· Referrals by Problem Behavior
· Referrals by Time of Day
· Referrals by Student (Use the Sort Output By options)
· First, do a report sort on the student name if you want an alphabetical list

· If you want the list sorted by students in order of the most number of referrals, then sort first on majors, then secondarily on name.  (Click descending if you want the numbers to go from highest number of referrals to lowest.)
· If you want a list by grade, you can sort using grade as well.  If your school is organized by grade levels for discipline (grade level managers, AP’s are assigned to grade levels, you might want to sort by grade first so that all the students in a particular grade are grouped together.  Also those who have left your school will be at the bottom of the list (or top of the list if you click descending order).

· The sort option allows you to create a list to help you determine your high flyers and those that might need intervention early in the year

· Referrals Per Day By Month (gives you total referrals (major and minor) per day by months of the school year)
· Depending on how your school inputs data you may also want to print these reports: 
· Referral Type—Majors Only and 
· Referral Type—Minors Only 

· so that you can determine the major referrals per day by month separate from minor referral per day by month
Suspension Information—You also will want to create a report that identifies your suspension information.  Under Reports, look for Discipline, then look for:

· Monthly Student Suspension Log (gives suspension information but not expulsion information)

· Determine how you would like to sort your data….consider these options:  for example, by name or date

· Suspension Summary Report (gives suspension information as well as expulsion information)

· Determine how you would like to sort your data….consider these options:  for example, by name, date, or grade
If you would like a listing of all incidents, you can create a report by going to Reports, then Discipline, then look for:  School Incident Log
· Consider if you want a report with all incidents, only majors, or only minors—Use the Incident Type selection pull down menu:  All, Majors Only, or Minors Only

· Then consider how you want to sort your data by using the Sort Output By selections:  e.g., name, grade, date or a combination
Creating a Variable Report—

Click Reports, then scroll down to Variable Reports.

Look under Report Name and find New Variable Report and then hit Select (unless you are accessing a variable report that you have already created.  In that case, find the report that you have already created.)

Fill in the Report Title and Report Description (to provide details).

Select Portrait or Landscape depending on the number of columns you need/want in your report.

Then under Report Fields, select Add.  

This will default to Student Demographics—you may select from the list the items of interest (e.g., Last, First;  Race, Grade, Gender, etc.).  Click Save.  
You can add more Categories and fields by selecting Add and using the pull down menu next to Categories and Student Demographics to pull up other categories such as Discipline Details, Discipline Summary, Attendance, etc.  

· Discipline Details includes such fields as Action, Action Type, Days Out, Incident Date, Incident Location, Incident Notes, Incident Time, Incident Type, Minutes Out, Offense, Offense Category, Offense Subcategory, Periods Out, Police Involved, Primary Charge, Student Charged, etc.  

· Discipline Summary includes such fields as Major Incidents, Minor Incidents, Total Days/Suspensions, Total Incidents, etc.  

Order the Columns—select the order in which you want the column to appear on your report.  Consider the number of columns and their width when determining the importance of the criteria for your report.  

You may also add Selection Criterion if you want.  
Identify the criteria on which you want the report to sort your data—based on the fields you have identified.  

Be patient and think it through.  

Please feel free to call me or email me with any questions.

Thanks,

Joey

Joan Ledvina Parr, Ph.D.
PBIS Faciliator
Psychologist, Chatsworth School
410-887-1103 
jparr@bcps.org  
