Faculty Bulletin #__:    Ladder of Referral

Dear Colleagues:

1. RESPONSIBILITY OF THE SUBJECT TEACHER 

The teacher should record all incidents and address each matter privately with the student. A continuation of this behavioral pattern should then be referred to the parent (by mail or telephone). If there is no apparent progress, the Dean’s office should then receive a referral card from the teacher involved.

Ladder of Referral:
· teacher counsels the student

· teacher notifies the parent

· Refer to Dean
· Refer to the Guidance Office
· Refer to the Child Study Team
· Refer to the Assistant Principal 
2. DEAN’S OFFICE 
A student should be referred to the Dean’s only after the official teacher or the subject teacher has first contacted the parent regarding the student’s problem in school. DO NOT send a student to the Dean’s office to “sit a period out” or to “keep for a while” or “without a pass or referral card.” When a situation develops that you feel you cannot control - an emergency - send for the Dean or an administrator immediately. Do not send the student out to wander in the halls.

3. BEHAVIOR SHEETS 
Each official teacher needs to keep up-to-date Behavior Sheets for each student, recording anything a teacher writes in the section sheet (good or bad) about a student. This is the sole responsibility of the official teacher.

4. PROPER PASSES 
When a student leaves your room for any reason, he must have a proper pass. See your Assistant Principal or Dean for passes.

5. REFERRAL CARDS 
Referral cards should be specific. Instead of writing “fooling around,” write exactly what the student did (threw a chair, slapped another student, etc.).

Often, a teacher who relies on the Dean for every minor problem (being out of their seat, talking, etc.) loses effectiveness as a disciplinarian. We have found that teachers who do most of their own discipline (speaking to students after class, sending letters, and making phone calls to parents) have fewer discipline problems.










Very truly yours,
