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Entering a Suspension in PowerSchool 
Every year we must report every suspension and 
expulsion to the state.  The state requires certain 
information about each incident.  These directions will 
guide you through the process of entering a suspension 
or expulsion as a PowerSchool log entry so that we have 
all the required data. 
 
Log into PowerSchool Admin, search for the student who 
will be suspended or expelled. 
 
On the left under Administration click ‘Log Entries’. 
 
You will then see a list of all log entries for the student, 
from here you can add, print, edit, and delete Log Entries.  
To add this suspension click the ‘New’ button. 
 
A Log Entry is actually a combination of many pieces of 
information, all of these pieces are required to report a 
suspension or expulsion. 
 
 
 

First, some basic information on the incident. 
 
Date & Time: Automatically filled out by the system. 
 
Author: Automatically filled out by the system. 
 
Log Type: REQUIRED, select the Discipline Level 
(refer to the student/parent handbook). 
 
Subtype: Select a subtype, refer to the handbook. 
 
Consequence: REQUIRED, ISS, OSS, or Expulsion. 
 
Title: REQUIRED, brief description, no more than a 
sentence. 
 
Log Entry: REQUIRED, a more detailed description 
of the incident.  Do not press enter to start a new line. 
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Entering a Suspension in PowerSchool 
Next you must pick the category of the incident, 

weapon OR non-weapon. 
 
Weapon Type: If appropriate, select from the list. 
 
Other Weapon Description: Enter a description of the 
weapon if you choose Other Firearm or Other Deadly 
Weapon.  See below definitions. 

Non-Weapon Type: If appropriate, select from the list. 
 
Other Non-Weapon Description: Enter a description of the 
non-weapon.  Be short and specific, for example; Profanity or 
Vandalism. 
 
Next you will enter information on the length, and dates of the 

suspension/expulsion. 
 
Original Suspension Length: REQUIRED, enter the number 
of school days the student was originally suspended for.  If an 
expulsion the length must be through the school year. 
 
Modified?: REQUIRED, select whether the expulsion or 
suspension was shortened. 
 
Modified Action: CONDITIONAL, if the suspension was 
changed, enter the modified action, ISS, OSS, or Expulsion. 
 
Actual Suspension Length: REQUIRED, enter the actual 
number of school days the student was suspended, even if it 
is the same as the original length. 
 
Suspension Action Date: REQUIRED, enter the first 
date of the suspension. 
 
Suspension End Date: REQUIRED, enter the first date 
the student can come back to school. 

Deadly Weapon: A weapon, device, instrument, material, or substance, 
animate or inanimate, that is used for, or is readily capable of causing 
death or serious bodily injury, except that such a term does NOT include a 
pocket knife with a blade of less than 2 1/2 inches in length. 

Firearm: Any weapon that is designed to (or may readily be converted to) 
expel a projectile by the action of an explosive. This includes guns, bombs, 
grenades, mines, rockets, missiles, pipe bombs, or similar devices de-
signed to explode and capable of causing bodily harm or property dam-
age. 
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Entering a Suspension in PowerSchool 
Finally, enter some information on other details of the suspension or expulsion. 

 
Number of Student Victims: The number of STUDENT victims who were injured or otherwise 
harmed as a direct result of the incident. 
 
Number of Student Transfer Requests: The number of STUDENT victim transfer REQUESTS. 
 
Number of Transfer Requests Completed: The number of STUDENT victim(s) transferred. 
 
Was the victim(s) referred to off-site Medical personnel?: An indication if it was necessary to 
refer victim(s) to off-site medical personnel. 
 
Was this incident referred to off-site Law Enforcement personnel?: Was it necessary to refer 
this incident to off-site Law Enforcement personnel? 
 
Did the student inflict Serious Bodily Injury to self or another person?: A bodily injury that 
involves substantial risk of death; extreme physical pain; protracted and obvious disfigurement; or 
protracted loss or impairment of the function of a bodily member, organ or faculty. 
 
Did the student receive Educational Services during the expulsion (required for expulsions 
only): Did this student receive any educational services during the expulsion? 
 

For students with Disabilities Only. 
 

Was this student with a disability removed to an appropriate alternate educational setting for 
not more than 45 days by a Special Education Due Process Hearing Officer?: Those instances 
in which an impartial hearing officer orders the removal of children with disabilities from their current 
educational placement to an appropriate alternative educational setting for not more than 45 school 
days. 
 
Was this student with a disability removed to an appropriate alternative educational setting 
for not more than 45 days by school personnel (not a hearing officer and not the IEP team)?: 
Instance in which school personnel (not the IEP team) order the removal of children with disabilities 
from their current educational placement to an appropriate interim alternative educational setting for 
not more than 45 school days. 
 
Was this student with a disability referred to an alternative school or program not more than 
45 days by the IEP team?: Was this student referred to an alternative school or program? An 
alternative program is defined as an appropriate setting determined by the child’s IEP team in which 
the child is placed for no more than 45 school days (Special Ed students only). 
 
If Yes to any of the last 3 questions, please name the alternative educational setting: If YES to 
the previous question, the name of the alternative school or program to which the student was 
referred. 
 
When you are finished entering the suspension or expulsion click ‘Submit’ at the bottom of the page 

to save the Log Entry. 
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Entering a Suspension in PowerSchool 
Now that the Log Entry has been 
created you can print two reports. 
 
 
Incident Report: After the Log Entry has been 
completely filled out you can click the link to 
‘(Suspension)’ on the Log Entry page.  This will 
open a report, you MUST print this report, sign it, 
circle the due process Yes/No and and fax it in to 
Annmarie O’Brien. 
 
 
 
 
 
 
 
Due Process Letter: For suspensions you must 
also print the Due Process Letter ‘(Due Process).  
Fill it out, get signatures, and make 4 copies.  One 
copy must be faxed to Annmarie O’Brien with the 
Incident Report, the other 3 copies are distributed 
to the parents, student, and the student’s 
cumulative file. 


