CIRCULAR #2

DISCIPLINE LADDER OF REFERRAL

Types of behavior to be addressed by the Classroom Teacher
	Levels 1 and 2 Infractions
	Preventive Strategies
	Immediate Intervention

	Failure to follow established routines and procedures as articulated by the teacher:
· Manner of entering classroom (quietly line up and wait for signal to enter);

· Clothing: removing hats, coats, scarves, du-rags, etc.;

· Following schedule of activities: Problem of the Day, Do Now, Aim, homework;

· Manner and willingness to engage in discussions; excessive talking, “rude” comments;

· Staying in assigned seat;

· Lateness;

· Unprepared to do work;

· Chewing gum;

· Anti-social behavior or uncontrolled behavior:  poking a neighbor, excessive laughing, minor scuffling, inappropriate language, moving or vandalizing furniture, school property or others’ personal property


	Planning:

· Engage students in the development of class rules and routines to enable them to have a sense of responsibility for their own behavior.

· Ensure students area thoroughly familiar with the applicable classroom and school discipline code.

· Enforce the discipline code in a consistent manner.

· Speak to the child privately during or after school.

· Remind/warn child about consequences for repeated infractions.

· Think about what precipitated the behavior:  Was the activity too long?  Was the misbehavior really gross or should you have ignored it?  What must do to prevent a recurrence?

· Develop a plan of action that includes praising the child for positive behaviors and opportunities to succeed academically.

· Interview the parents.

· Visit child in other classes.  

· Confer with previous teachers who may have found solutions to the child’s problems. 

· Request that support personnel observe the child.

· If the behavior is serious or extended, share the anecdotal record with the Child Advocate, Guidance Counselor, and/or the Assistant Principal to ascertain their advice and forms of support (referral to the School Based Support Team as an at-risk student, peer/conflict mediation, effective communication and decision making skills, values education, citizenship education and coping skills.
	Action to Be Taken

· Call child to attention.

· Move child closer to the teacher.

· Circulate around the room regularly.

· Note infraction on the Section Sheet.

· Contact parents/guardians.

· Make an Interim Progress Report to the parents.

· Make a referral to the Child Advocate (Dean).

· Transfer Section Sheet notations to Anecdotal Record Book (to help with referrals to PPC).

Action Not to Be Taken

· Avoid stopping the class to discipline one child.  Smooth over the incident until you can speak privately with the child.

· Make time after class to speak with the child.

· Don’t threaten or humiliate a child, no matter how annoyed you may be.

· Don’t accuse a child if you did not witness the infraction.

· Don’t make the child stand outside the classroom door unsupervised.  This is a form of corporal punishment that must be avoided.
· Don’t raise your voice or speak sarcastically.

· Don’t punish the whole class for one child’s misbehavior.

· The school may require restitution from the parent for vandalized school property if an investigation sustains an allegation made against a student.

	Excessive talking or noise in the hallways or building that disrupts the learning process
	Check the area outside your room.  Ask Students to move along quietly to their destination.
	Question students as to where they should be or who is supervising them at that moment.

If the infraction persists, seek the support of security, Child Advocate, and/or Assistant Principal. 

	Cutting class
	Do not allow students to sit in your room if they are not assigned there.
	Note on Section Sheet.  Contact Child Advocates to ascertain student whereabouts.  If it is a persistent pattern, write a referral to the Child Advocate (Dean).

	Leaving class or school premises without permission.
	Engage all students in the lesson.  Issue the pass according to class rules.
	Inform administrative staff, security, and parents immediately.

	Bringing proscribed equipment or material to school without authorization (electronic equipment, i.e., games, radios, Walkman).
	Encourage all students to leave radios, cells phones, Walkmans, Gameboys, etc. at home.
	Request the Child Advocate or Assistant Principal to assist in removing and securing the equipment.  Parents must be contacted and informed that equipment will be released to them in person only.

	Wearing apparel that is unsafe or materially disruptive to the learning process.
	Always encourage the students to wear the school uniform.
	Refer all students out of uniform or wearing inappropriate apparel to the Child Advocate so parents may be contacted.


The above infractions, if aggravated over a long period of time, should be referred to the Guidance Counselor or Child Advocate (Dean) for follow-up only after preventive and immediate actions have been taken by the teacher.  Please note that some infractions require parent contact.  Anecdotal Records and Parent Logs constitute evidence of teacher actions taken.  They must be furnished upon request by a supervisor.

Referral to the Child Advocate (Dean)

Referral should only take place when all classroom resources have been exhausted:  notations have been made on the Section Sheet and Anecdotal Records, and the student’s parents have been contacted by telephone, letter, home visit by the AIDP family worker, an Interim Progress Report, interview or conference.

Immediate referrals may be made for behaviors constituting Levels 3, 4 infractions.  These types of behaviors are listed on the attached Circular #11 PBIS Referral Form and are detailed in the Chancellor’s NYC Department of Education Citywide Standards of Discipline and Intervention Measures (The Discipline Code).  Some of the behaviors include:

1. Violent Fight

2. Intimidation

3. Leaving the class or school premises without permission

4. Flagrant insubordination, i.e., obscenity or vulgarity constituting sexual harassment; repeatedly defying lawful authority of school personnel

5. Possession of knives or dangerous instruments

6. Thefts

7. Vandalism

8. Falsely activating a fire alarm

9. Smoking

10. Possession of non-prescription drugs

A referral should be made on the appropriate Circular #11 PBIS Referral Form.  Be sure to complete or check off all necessary information.  A specific description of the incident is given.  If a more complete description is needed, provide a copy of the dated Anecdotal Record entry.  Check off the previous actions taken, including the dates.  A preventive and progressive approach to disciplining the student should be evident from your documentation.  Submit the Referral on a timely basis.

The Circular #11 PBIS Referral Form also indicates the minimum and maximum action to be taken by the school.  Specific methods of follow-up by the Child Advocate (Dean) may include:

· Interviewing students referred for infractions;

· Speaking to the parent on the telephone;

· Summoning the parent for an interview when initial efforts to help students have failed;

· Giving the student an Individual Conduct Sheet to be reviewed and signed daily by the parent;

· Visiting the student’s classes to observe behavior and obtain teacher feedback about progress;

· Cooperating with al the teachers and support personnel servicing the student;

· Placing the student in the Alternative Learning Environment or After-School Detention;

· Recommending to the administration a pre-suspension hearing;

· Referring the student to the Guidance Counselor;

· Consulting the House Team for temporary/permanent placement in another class;

· Consulting the grade supervisor about a temporary suspension from a subject class;

· Consulting the grade supervisor and principal about a school suspension;

· Maintaining adequate records of students’ offenses, as well as measures taken to correct them;

· Working closely with school security agents and police officers assigned to the school.

Child Advocate’s Communication with the Teacher
· Provides teacher with copy of the appropriate response on the Circular #11 PBIS Referral Form, indicating action taken by the Child Advocate or Administration.

· Confers and updates teacher(s) as needed until problem is resolved.

Please Note:  Infractions constituting Levels of Severity 5 - 8 will be documented and investigated by the Child Advocate (Dean), Assistant Principal, support Personnel and Principal.  Staff members cooperate by providing appropriate documentation, such as Witness Statements and Anecdotal Records.  These types of infractions require immediate action by administrative staff.

Reasons for Referral to Guidance Counselor

1. A pattern of repeated minor infractions or anti-social behavior over a period of time.

2. Suspected misplacement in class group.

3. Suspected emotional difficulty or serious learning difficulty.

4. A student makes a written request for an appointment.  The teacher makes a determination that the request is urgent (i.e., extreme distress, hysteria, confusion, fear).  The teacher sends a note or takes the student to the Guidance Counselor.  A brief explanatory note is given to the Guidance Counselor at that time.

Other Referrals (reasons 1 – 3) should be made in writing, detailing reasons, background information and the staff member’s experiences with the student.

Methods of Follow-up Available to the Guidance Counselor
· Interviewing the student.

· Interviewing the teacher.

· Reviewing the student’s records.

· Devising a plan to help the child:

· Meeting the student regularly or periodically;

· Requesting written reports from child’s teachers;

· Interviewing the parent;

· Referring student to School-Based Support Team or outside agency;

· Obtaining parental consent and making an appointment for a full examination;

· Suggesting to the administration an inter-class transfer;

· Recommending a medical or administrative suspension.

Communication with the Teacher

Verbal
     -
Individual Teacher Conference

Written     -
Notes or Checklist

Communication with Support Personnel

· Confer with the Child Advocate (Dean), Assistant Principal, Pupil Personnel Committee, Region 2 Guidance Supervisor.

· Refer student and parent to outside community agency.

· Continue to conference with parent.

Actions Taken by Assistant Principal

· Effect good building control (for halls, exits, lunchroom, assemblies, fire drills, lavatories).  Provide support for teachers by being visible, accessible, and responsive.

· Collaborate with other administrators and staff to develop and communicate school-wide and House-specific rules and regulations appropriate for students, parents, and staff.

· Serve as members of the Pupil Personnel Committee and/or School Discipline Committee (as per School Safety Plan) to work with students, staff and parents to develop and implement the School Code of Discipline.

· Supervise the work of the Child Advocates (Deans) and guidance personnel.

· Assist the Child Advocates in handling severe student disciplinary cases.

· Assist the Child Advocates and Principal with suspensions and hearings.

· Work with staff developers to assist new and inexperienced teachers in improving classroom management and instruction and using preventive measures.

· Provide support to teachers by conferring with students who act-out.

· Assist teachers in developing standards-based curricula and assessments that are meaningful and interesting to students.

· Confer with principal when other measures have failed and make constructive suggestions.

· Participate in annual review of discipline policies and amendments as needed.

Approved by:  










Dr. Jeremy Kabinoff, Principal
“I can’t be limited when there is everything to learn and read and discover” - Albert Einstein

