
 

Discipline/Clarification on referrals/2.1.17 

 

Clarification on Student Referrals 2.1.17 

 
Please review this clarification memo on initiating Skyward Discipline Referrals (SR) and Incident Referrals (IR). 

 

Incident Referrals 

 

1. Incident referrals (IR) will be initiated by a classified staff members in most cases. These referrals are intended to 

be used for minor infractions of the Code of Conduct (COC).  

2. For example, if classified staff witness an incident on the playground, bus, hallway, etc., they are to initiate the IR 

with sufficient information and pass it along to the student’s elementary teachers in grades K-6. The staff member 

will speak with the K-6 teacher and it is the responsibility of the teacher to contact the parent (s) as needed and 

decide on how it will be handled. In the event another  IR is initiated by any staff member the K-6 teacher shall 

contact me with supporting documentation and together we will decide a course of action, 

3. IR that are initiated on students in grades 7-12 will be sent to me. Afterwards I will speak with the staff member 

and student (s) and determine a course of action (s). On these IR, I will notify the parent (s). A subsequent SR 

may be created in this event.  

4. In the event any serious infractions in violation of the COC (swearing at a staff member, physical contact, 

continual disruptive acts, non-compliance, etc.) staff members must use their judgement in notifying the 

administration ASAP. 

Skyward Referrals (SR) 

 

1. Certified staff (teachers) are the individuals who will most often initiate the SR. This SR is initiated by using the 

school’s electronic data base system (Skyward). When you initiate this referral, you must complete all areas of the 

form and provide a detailed description of the incident, and notify the student (s) parent (s) of the initiating of the 

referral. I suggest that this notification be done ASAP, either by email or a phone call, but you must keep a record 

of this contact for further use if needed. 

2. Afterwards, an automatic email is sent to me for my review and administrative action. 

3. When notified, I will contact the staff member and speak with the student (s) who have been identified. This is the 

investigation and fact finding phase of the process and I have the student (s) provide a written narrative of the 

incident. 

4. When phase #3 has been completed, I will complete the rest of the SR and notify parents of my administrative 

decision. I have the student (s) come down and complete an envelope in which the SR will be sent home, 

therefore this is my contact with the parents (s)  on the decision with this SR. 

5. In the event a teacher wants to initiate an IR please do so for minor infractions. You must contact the parent (s) 

regarding that IR. We do not want to be placed in the position of adding additional uncommunicated information 

on any discipline referral (s). As I have shared, when a student violates the COC in excess of 3 times, they could 

be considered a habitual offender of the COC and additional progressive consequences may be warranted.   

6. In incidents that may have a disciplinary decision/consequence related to a suspension from a classroom or 

school, students and parent (s) are afforded additional due process. 

 

We will continue with this process and monitor its effectiveness and make adjustments as needed. 

  

In the event you have any questions, please contact me on this Clarification Memo. 

  
 


