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Welcome & Session Goals

■ • Learn best practices in SchoolBrains

■ • Avoid common reporting errors

■ • Prepare confidently for end-of-year submission
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Who This Session Is For

■ • School Administrators

■ • Data Managers

■ • Discipline Staff

■ • Anyone responsible for SSDR reporting
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What is SSDR?

• SSDR refers to DESE’s School Safety and Discipline Report

• The data is collected at the end of the academic year

• Error reports can be accessed during the school year as needed
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Why SSDR Matters

• SUPPORTS STUDENT 
SAFETY INITIATIVES

• ENSURES COMPLIANCE 
WITH DESE REPORTING 

REQUIREMENTS

• PROVIDES RELIABLE 
DISCIPLINE DATA FOR 
DISTRICT PLANNING

• HELPS IDENTIFY 
BEHAVIOR TRENDS AND 
INTERVENTION NEEDS
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• SSDR helps districts track safety trends, ensure compliance, and support data-driven decision-

making



Referral vs Discipline Incidents in 
SchoolBrains
• Referrals

• Referrals serve as a behavioral 
management tool.

• Not every district utilizes 
SchoolBrains for handling referrals.

• Referrals are not submitted to the 
state.

*NOTE: SchoolBrains relies on referral 
data to generate reports, including the 
CRDC reports. Therefore, if your district 
does not use SchoolBrains for referrals, 
the accuracy of your reports may be 
compromised.

• Discipline Incidents

• Discipline incidents are recorded for 
state reporting purposes.

• These incidents are submitted to the 
state during the end-of-year data 
collection.

• For a comprehensive list of 
reportable offenses, refer to the 
SSDR Data Handbook – Appendix A

• The collection covers the entire 
school year, rather than a single 
date snapshot.

■ Clear documentation ensures accurate 
reporting, protects student rights, and 
strengthens district accountability.
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https://www.doe.mass.edu/infoservices/data/ssdr/ssdr-datahandbook.docx
https://www.doe.mass.edu/infoservices/data/ssdr/ssdr-datahandbook.docx
https://www.doe.mass.edu/infoservices/data/ssdr/ssdr-datahandbook.docx


Ensuring all required fields are accurately completed when 
reviewing a discipline incident is crucial. This practice helps 

prevent numerous errors in state reporting.
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Fill in the fields at the top of the page and click save.

Afterward, you may enter information in the description, Type, offenders, victims, and/or 
weapons sections.
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Choose the category of the incident
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To add an offender, navigate to the 
offender tab and click on "Add." 

Then, choose whether the offender 
is a student or another type.
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Choose the category of the incident.
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When adding an offender, you are required to select an action for them from the action 
dropdown menu.
Be sure to fill in the start date, end date (if the period exceeds one day), and the duration.
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If the disciplinary action assigned to the student leads to school absence (such as 
suspension or expulsion), be sure to complete the Alternative Education Services Offered 
section. Afterward, click save and then back.

**Please note that many of these codes have been discontinued. Refer to the SSDR 
handbook to verify that you are selecting an active code.
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https://www.doe.mass.edu/infoservices/data/ssdr/
https://www.doe.mass.edu/infoservices/data/ssdr/


After the action(s) have been completed, proceed to close the incident.

Note: Data will not be transmitted to DESE until the incident is officially closed.
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SSDR IN 60 
SECONDS

Incident Created → 

Action Assigned → 

Required Fields 

Completed → 

Incident Closed → 

Sent to DESE
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MAINTAINING YOUR 
DISCIPLINE CODE VALUES
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Code Values

Discipline code values are managed at the district 
level. When updating your tables, ensure that only 
active and relevant values are selectable. Please 
consult the DESE SSDR handbook for guidance on 
active values during this process. 

Avoid deleting any values; instead, either check the 
disabled box or prefix the title with "XX" to relocate 
the value to the bottom of the list.

Maintaining clean code tables reduces confusion for 
staff and improves reporting accuracy.
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Best Practices for Success
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• Enter incidents as close to real-time as possible

• Review incidents weekly

• Train staff on correct code usage

• Run error reports regularly during the year



Most 
Common 

SSDR Errors
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• Missing action duration

• Incorrect or discontinued codes

• Alternative Education Services not 
completed; missing

• Incidents left open unintentionally; 
not closing the incident

• Inconsistent data entry practices 
across schools



Tips

■ • Establish consistent district procedures

■ • Assign responsibility for data review

■ • Communicate updates from DESE annually

■ • Use reports proactively, not just for compliance
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Preparing for End-of-Year Submission
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• Run SSDR error 
reports early and 

often

• Verify closed 
incidents

• Confirm discipline 
codes align with 

handbook

• Coordinate with 
district data teams 
before submission



Questions & Support

■ SchoolBrains Support:

■ Email: support@schoolbrains.com

■ Phone: 508-420-6400

■ Visit the Help menu for guides, documentation, and training resources.
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State Reporting Help

• State Reporting Schedule: Reporting Schedule and Documentation

• DESE’s State Reporting Overview

• DESE’s Data Collections Support Specialist Directory by District

• SSDR Data Handbook v23.1

• SSDR Error List v9.8

• Both documents are available here: SSDR Help
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https://www.doe.mass.edu/infoservices/data/schedule.html
https://www.doe.mass.edu/infoservices/data/faq.html
https://www.doe.mass.edu/infoservices/data/faq.html
https://www.doe.mass.edu/infoservices/data/fts.html
https://www.doe.mass.edu/infoservices/data/fts.html
https://www.doe.mass.edu/infoservices/data/ssdr/default.html
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