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|. Introduction

Backqground

This “Best Practices” of Student Discipline Handbook arose from a cooperative effort between
the Lincoln Education Association and the Lincoln Public Schools. In the
1998-2000 Professional Agreement both organizations committed themselves to have the joint
Professional Committee (ProCom) “develop safety language for certificated staff in relationship
to student discipline issues.

An ad hoc committee submitted seventeen recommendations to ProCom on
March 3, 1999. ProCom approved the “Best Practices” of Student Discipline Handbook on
August 11, 1999. In March and April, 2005, a joint LEA-LPS ad hoc committee reviewed the
document and re-submitted it to ProCom. ProCom approved the revised “Best Practices” of
Student Discipline Handbook on May 12, 2005.

Purpose

The Guidelines and the Question and Answer format in Sections Il through VIII (as well as
support documents) of this “Best Practices” of Student Discipline Handbook are meant to
provide a practical tool for staff to facilitate communication and to improve student discipline
practices and procedures throughout the District. This Handbook is not meant to be
comprehensive and it is expected that this Handbook will be updated on a regular basis to
include additional “best practices” that staff members develop. The Handbook is not meant to
replace or supercede any existing LPS policies or state and federal laws.

This Handbook will be best used when all staff are familiar with its contents and strive to
implement the practices and policies that are contained herein in a consistent fashion.

Above all, this Handbook is meant to address daily, routine student discipline issues that arise

throughout the District. The policies and practices referenced within are not meant to address
emergency or crisis situations.

Guidelines

Guidelines Regarding District Policies and Procedures:

1. All referrals to Student Services should include a complete record on the student being
referred with input from the student’s teacher(s).

2. K-8 special attendance permits may be revoked for behavior as well as for attendance.

3. Students with habitual behavioral problems can and should be referred (or re-referred) to
Student Services once a site feels they have exhausted their resources using the Student



Assistance Process as a guide. Referrals to Student Services do not have to be based
solely on severe or crisis behavior.

All summaries of conferences at Student Services should be shared, at the very least
informally, with counselors and teachers of the student involved prior to the student
returning to classes. (See Appendix G) The official summary should be shared with
involved staff as soon as possible after the building representative receives it.

Teachers may exclude from their area of supervision students who are causing a

disruption of the learning environment.

a. The teacher should send the student with appropriate notice to the building
administrator or designated personnel. (For an example, See Appendix E)

b. If the teacher believes that the student should not return to class until a conference has
been held, the teacher should indicate the need for a conference prior to return.

c. The building administrators/personnel should respect the request for a conference and
not send the child back to class prematurely.

d. If the administrator has not been able to attend to the matter before the following
day’s class, the teacher should not allow the student to enter the class.

e. Staff at building sites will be responsible for developing, reviewing, or revising
procedures for contacting parents when students are sent out of a class.

f. In addition, procedures should be in place to determine the need for a parent
conference and how that conference should be conducted.

g. If sending the student out of class is necessary and the behavior warrants suspension
from school, regular building due process procedures will be implemented.

It is important to document student misbehavior and the contacts regarding behavior
made with the student and with the parents/guardians. When making a referral of a
student who habitually misbehaves to the building administrator, teachers should provide
as much documentation as possible. Building administrators should be responsive to the
documentation and build upon what the teacher has already done to determine an
appropriate consequence for the student.

The District will communicate to parents/guardians that students are not to bring weapons
such as guns, firearms, knives, “stars,” etc. to school. If a student does so, regardless of
intent, there will be serious consequences, including possible expulsion. Special
education students are not exempt from this guideline.

LPS Policy states that records that are available to the District and are not sealed by the
court must be available to teachers and counselors of any student who has a criminal
record or has chronic behavioral problems affecting the safety of others. Further, it is the
responsibility of any administrator, counselor, school social worker, etc. with knowledge
of a student’s problematical, severe behavior or discipline history to inform the student’s
teachers and counselor that each professional needs to consult the student’s file.



Guidelines and Consequences for Misbehaving Students

1.

4.

Each site may develop its own plan for “minimum consequences”. “Minimum
consequences” do not necessarily have to be the same for all levels (elementary, middle
school, and high school).

A student’s habitual behavior, regardless of the offense, does have an accumulative effect
on the consequences assigned and could result in expulsion.

Every site should communicate to its student body and parents the expectations of the
staff on how habitual misconduct by a student will be dealt with at that site.

See Appendix A for areas of prohibited student conduct and consequences.

Guidelines for Special Education Students as Related to Discipline and Safety Issues

1.

The District and Association should review the most recent IDEA regulations as they
relate to discipline. The District's interpretation of IDEA regulations should be shared
with building staff. [See Appendix J]

Students with significant behavioral concerns may need a high level of support and
supervision. Communication at the building and district levels is critical to provide
support for staff working with students with challenging behavior.

Guidelines for Training of Staff

1.

De-escalation training that includes verbal de-escalation techniques is available to all
staff through Mandt classes. These classes are offered during the school year and
summer months. Classes can also be made available to specific buildings.

Each staff member should regularly review the “Best Practices” of Student Discipline
Handbook so each is familiar with the guidelines.

Guidelines for a District-wide and Building Dialogue Regarding Student Discipline and

Safety Issues

1.

Each building should discuss or share information and review their procedures on a
regular, on-going basis.

The newly revised copy of the “Best Practices” of Student Discipline Handbook is to be
shared at an Administrative Conference with all LPS administrators and to LEA Faculty
Representatives at an FR Council meeting.

The “Best Practices” of Student Discipline Handbook is available to all staff on the web
at [www.lIps.org/hr/handbooks] and a copy will be provided to all new hires to the
District.



4, The “Best Practices” of Student Discipline Handbook is to be reviewed jointly by the
LEA and LPS every five years.

I1. Classroom Management

What should be done with a disruptive student within the classroom?

The purpose of this handbook is to address student behaviors that jeopardize the learning
environment for other students. The “best practices” are not meant to address minor
infractions of classroom rules unless those infractions have multiplied or been repeated by the
student to the point that the learning environment for other students in the classroom is
jeopardized.

1. Teachers will find a number of classroom management techniques in the LPS Student
Assistance Process: A Problem Solving Approach (SAP). Further, this process outlines
guidelines designed for use by all staff who, after making reasonable adjustments in the
student’s learning materials and environment, determine that their efforts have not been
successful in helping the student. All staff members are urged to make themselves
familiar with the LPS Student Assistance Process and utilize the process.

2. Teachers have the authority to exclude a disruptive student from their classroom by
filling out an appropriate notice and following building procedures for sending the
student to the principal’s office, in-school suspension room, or to other designated
personnel. If a teacher does not want the student returned to their classroom during that
same instructional time, the teacher needs to clearly indicate that on the referral form.
This request by the classroom teacher needs to be respected by whoever receives the
student.

. Teachers who exclude a disruptive student from the classroom need to
supply their building principal or their designee with all relevant
documentation regarding this student (past behavioral problems, teacher
contacts with the student, teacher contacts with the parents/guardians,
contacts with counselors, etc.) and the rationale for the student’s exclusion
from class. This documentation may not be accomplished at the time the
student is sent out of class, but it should be done in a timely fashion.

. The goal of excluding a student from class must be to return the student to
class as soon as possible after an appropriate intervention so that the
student can meet with success in that class.

o A teacher who has indicated that the student is not to return to class that
day needs to confer with the building principal or their designee to decide
the next step to take with the student.

o Is a conference between the administrator or the teacher and the
student sufficient?



0 Should there be a teacher-administrator-student conference?
o0 Should parents/guardians be contacted and if so, when and by whom?

o Should a conference be held with the student and their
parent/guardian?

0 Was the student’s behavior such that the student should be referred to
student services?

. Students are not to be returned to the classroom following exclusion by a
teacher until the contact between the teacher and the administrator has
been made.

Can a student with habitual behavior problems be referred to LPS Student Services?

Yes. A referral does not have to be for a major infraction or crisis situation. A student may be
referred to Student Services because of repeat misbehavior or an accumulation of problems in
one class or because of habitual problems in more than one class. Staff should have referenced
and utilized the LPS Student Assistance Process before taking this step unless the staff feels the
student’s situation merits the attention of Student Services.

It is essential that when students are sent to LPS Student Services a complete record on the
student from teachers and the building administration be provided to Student Services. The
documentation should include all of the problems that have arisen with the student as well as
contacts and interventions that have taken place regarding the student.

[11. Internal Building Procedures

What procedures have to be in place in a building to deal with students who have been
excluded from a classroom?

It is essential that every building site determine:

e Where the student reports when sent out of class.

e What paperwork (i.e. referral form, pass, etc.) accompanies the student.

e Who gets the teacher’s classroom referral and follow-up documentation.

e How the teacher and the administration will work together to return the student to class or
continue the student along on due process.

e How communications to parents/guardians of excluded students will be conducted.

What procedures have to be in place to deal with students who have habitual behavioral
problems?

Every site should have a process in place where the LPS Student Assistance Process (SAT) and a
referral to LPS Student Services are included. That process should clearly indicate that
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classroom teachers are allowed to initiate an SAT. A referral to Student Services may be the next
step if team efforts have failed to help a student adjust his/her behavior through the SAT.

Should teachers of a student with a documented history of behavior problems or violence have
access to that information?

Yes. Except for records sealed by the courts, staff working with a student must have access to all
student records which are made available to the District. Each site must determine how best to
make these records available.

Further, it is the responsibility of all staff members who are aware of any documented concerns
about a student’s behavioral history or tendency toward violence to inform others working with
that student or direct them to the appropriate documentation. Access to records alone is not
enough. There must be communication among all parties to inform the staff involved with the
student.

All staff members are charged with the prudent use of confidential information related to
students.

How will staff members be advised of actions and the rationale for those actions when a
student has been referred to LPS Student Services?

As soon as possible and before the student is returned to the classroom, the building’s
representative to any LPS Student Services meeting should informally share the outcome of all
conferences with the teachers and counselor of that student.

Staff members may also utilize the official summaries sent to buildings by Student Services
following the meeting as soon as they are sent to the buildings.

Can a building staff establish “minimum consequences” for certain specific student behaviors
which will then be applied to all students in that building?

Yes. Staff may find that engaging in a discussion to define “minimum consequences” will help
them focus upon the expectations that they have as a staff and what consequences they believe
should be applied to students. This type of dialogue also aids a staff in working together and
being able to communicate to students and parents the staff’s expectation of an appropriate
educational climate. Staffs are encouraged to have these discussions regularly and report the
results to their students, parents, and community. [See also the Student section in District
Procedures and Policies.]

There may be unique cases where the minimal consequences are not applicable. Students with
significant (behavioral) special education needs may have their minimal consequences outlined
in accordance to a specific behavior plan designed by the student’s IEP team.



V. Building to District Procedures

When should a student be referred to LPS Student Services?

In general, there are three primary occasions upon which a student should be referred to LPS
Student Services:
1. Bringing a weapon to school
2. Assault
3. Possessing, distributing, using, or being under the influence of drugs and or alcohol on
school grounds

LPS Policy 5480 defines the general circumstance and consequence for use of force,
possession, use, or transmission of a dangerous weapon other than a firearm. The policy
states that "a student who engages in the following conduct on school grounds, or in a
school-owned or utilized vehicle, or during an educational function or event off school
grounds, or at a school-sponsored activity or event:

1. The knowing and intentional use of force in causing or attempting to cause
personal injury to a school employee, school volunteer, or a student, except if
caused by accident, self-defense, or on the reasonable belief that the force
used was necessary to protect some other person and the extent of force used
was reasonably believed to be necessary, or

2. The knowing and intentional possession, use, or transmission of a dangerous
weapon other than a firearm

shall be expelled for the remainder of the school year in which it took effect if the
misconduct occurs during the first semester, and if the expulsion for such conduct takes
place during the second semester, the expulsion shall remain in effect for the first
semester of the following school year. Such action may be modified or terminated by the
school district at any time during the expulsion period."

Student misbehavior as outlined in the LPS Student Rights and Responsibilities Sheet which
addresses drugs and alcohol among other inappropriate behaviors can also be grounds for a
referral to Student Services. [See Appendix A]

Also, as stated elsewhere, when a building staff feels as though they have exhausted their
resources in working with a student and their family and the child’s behavior has not improved,
that student may be referred to Student Services. [See Part 11, Classroom Management, second
question, page 7.]

What happens when a student is referred to LPS Student Services?

A building representative(s), the student, the parent/guardian, and the LPS Student Services staff
have a conference. The purpose is to provide a forum for all of the stakeholders to provide their
perspective on the situation. The conference also allows the student and his/her family to share
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information about the incident and to discuss the situation as a family. Therefore, a complete
documented record of the student’s performance is crucial to provide a complete up-to-date
picture of the student.

LPS Student Services staff balances all of the information given at the conference in order to
make their decision regarding the student.

Student Services has four remedies they may implement:

1.

Return the student to the same school with a behavior plan. Most plans place the student
on disciplinary probation and include an automatic return to Student Services for repeated
misbehavior without due process having to start over.

The student may be given a long-term suspension. A return to Student Services before the
student can re-enter a school is required.

The student may be expelled. [See also Student section in District Procedures and
Policies.] A return to Student Services before the student can re-enter a school is
required.

The student may receive a mandatory reassignment to another school. This option is
utilized less than the others above since it tends to merely pass a problem on to another
site when the behavior needs to be dealt with in a more comprehensive fashion. High
school students, in particular, tend to identify with a certain school. That identity can be
used in the student’s plan to help the student better conform to the expectations of that
site.

How are the decisions that are made at LPS Student Services made known to staff?

The building representative is present for the conference at Student Services and, along with the
student and their parent/guardian, hears the decision that is made by the staff at Student Services.
The building representative has the responsibility to report to the teachers and counselor of any
student the actions taken, including the rationale, by Student Services.

Student Services has a form available for building representatives to fill out to distribute to
building staff following a conference [see Appendix G] or building representatives may devise
their own reporting system. Student Services also sends an official report of the conference to all
buildings at a later date that is available to all staff of the student concerned.



V. District Procedures and Policies

What LPS policies reflect federal and state laws regarding weapons and violence?

LPS Policy 5480 states the federal, state, and district requirement of expulsion of a student for
one year who is determined “to have knowingly and intentionally possessed, used, or transmitted
a firearm on school grounds, in a school-owned or utilized vehicle, or during an education
function or event off school grounds, or at a school-sponsored activity or athletic event.”

“For purposes of this policy ‘firearm’ means a firearm as defined in 18 U.S.C. 921, as that statute
existed on January 1, 1995. That statute includes the following statement: ‘The term “firearm”
means (a) any weapon (including a starter gun) which will or is designed to or may readily be
converted to expel a projectile by the action of an explosive; (b) the frame or receiver of any
such weapon; (c) any firearm muffler or firearm silencer; or (d) any destructive device.” The
superintendent or the board of education may modify such required expulsion on an individual,
case-by-case basis. This policy shall not apply to: (a) the issuance of firearms to or possession
of firearms by members of the Reserve Officer Training Corps when training, or (b) firearms
which may lawfully be possessed by a person receiving instruction under the immediate
supervision of an adult instructor who may lawfully possess firearms."

What additional policies exist in LPS regarding weapons, violence, and drugs and alcohol?

LPS Policy 5480 lists student conduct which constitutes grounds for short-term suspension,
long-term suspension, and expulsion or mandatory reassignment, when such activity occurs on
school grounds, or in a school-owned or utilized vehicle, or during an educational function or
event off school grounds, or at a school-sponsored activity or event. This same policy is the
basis for the "Student Responsibilities” [see Appendix A] document that is found in the
"Important Information” book and should be posted throughout a school building for student,
staff, and parent reference.

Can a student who is on long-term suspension or expulsion continue to earn credit?

Yes. LPS regulations 5140.1 and 5140.2 state that "when a student is suspended or is truant
from school, the student will have the opportunity to make up work missed. The maximum
grade that can be earned for make-up work is the minimal passing grade in that class. Individual
teacher discretion may allow for a higher grade. The date when make-up work is due will be
determined by the teacher based on the content being studied and the length of the student's
absence. It may not be possible to duplicate or even substitute equivalent activities for
experiences missed during an absence. In such cases credit cannot be issued."

A student who has been recommended for expulsion by Nebraska statute 79-266 and LPS Policy
5461 should be given educational options to earn credit during the period of expulsion. The
Lincoln Public Schools Board of Education in regulation 5461.1 has approved alternative
programs in the following format: (1) community-based programs, (2) home-based programs, (3)
district-based programs, (4) distance-learning, and (5) other such programs that may be
developed. A case-by-case decision is made as to which option is extended to a student. In any
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case, the expelled student is only provided an opportunity to earn credit in a limited number of
courses and is not allowed to participate in school activities.

Can a special attendance permit be revoked based upon a student’s behavior?

Yes. As stated in LPS Policy 5121, "the permit may be revoked by the director of student
services if the student's behavior or attendance is unsatisfactory or if it is judged to be in the
child's best interest.” A decision to revoke a permit will not be made without a student services
conference being held first. Students on permit whose behavior is poor should be referred to
Student Services when building efforts to change the behavior have not been successful. A
conference will be held to review the student's information. An outcome of that conference may
be long-term suspension, expulsion, and/or a permit revocation.

V1. Communications to Students and Parents

What are the essentials which students must be informed about regarding discipline in their
schools?

Students need to know...

e District policy regarding possession of firearms, weapons, and drugs/alcohol and physical
assaults along with the consequences. Knowledge of the policies and consequences also
helps promote a safe, proper learning environment for all at school.

e School rules (including dress codes) and consequences for students who violate those

rules.

Individual teachers’ expectations, classroom rules and consequences.

How due process works in the building.

Who to turn to on the staff should a student have a concern about student discipline.

That threats of violence of any sort will be taken seriously, will have consequences, and

are inappropriate in the school setting.

e They have the responsibility to report any knowledge they might have about impending
acts of violence, vandalism, etc. and who to turn to on the staff to safely report that
knowledge.

Building staff members need to determine what methods to use and the best timing to
communicate the above information to students. A variety of methods is best since students learn
in different ways. Recommendations:
e Print a student handbook and have staff devote time in every class to covering portions of
the information throughout the day.
e Post essential information throughout the school.
e Have announcements reminding students of the information through bulletins or school
intercoms.

Timing is also important. It is important for students to know expectations at the beginning of the
school year. Also, if the average adult needs to hear a message five different times for full
comprehension, then students need to be repeatedly exposed to the information above throughout
the school year.
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What are the essentials which parents must be informed about regarding discipline in their
schools?

Parents need the same information as students. Parents need to know that the school is serious
about student discipline and that the school is dedicated to a safe learning environment.

In particular, parents need to understand that it is unacceptable for their child to bring any kind of
weapon to school which could be used by their child or another student to inflict bodily harm on
someone. Likewise, what parents allow at home is between them and their child, but District,
school, and classroom rules along with consequences for the violation of those rules will be
enforced for the good of everyone within the school environment.

Like students, parents should be informed of school expectations in a variety of ways at a variety
of times beginning before school starts.

VII. Special Education Concerns

Do the District’s policies and procedures on discipline apply to all students?

District policies and procedures on discipline can be applied to student behavior that is not a
manifestation of a student's disability. There are areas covered in special education legislation
that require discipline procedures to be determined through a review of the IEP and behavior
intervention plan.

When there is a question of safety to a school community, the district and the IEP team can
design a program that provides for the safety of students and staff. This could include:

e Review of the student's behavior intervention plan and changes made to the plan that
reflect the need for a higher level of support and supervision.

e Referral to the Behavior Specialist program for input concerning interventions that
provide for a safe environment.

e Review of need for additional resources from the District.

e Staff training in de-escalation.

e Alternative placement for specific behaviors defined in IDEA 2004.

Students with special education needs who exhibit disruptive or aggressive behavior can be
addressed through appropriate planning and programming. While the actions to address these
concerns may vary from the district's due process procedures, due process for students with IEPs
does exist and can be utilized to provide a safe educational environment.

How do the new, revised IDEA regulations impact student discipline for special education
students?

IDEA 2004 authorizes schools to remove students for up to 10 school days over the course of a
school year for disciplinary infractions. It does not require special education services during
these days nor does it require determination of manifestation. On subsequent suspension, special
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education services must be provided. These services are determined by the IEP team. IDEA
also allows for up to 45 days of school removal for behavior that relates to weapons,
drugs/alcohol, or causing serious bodily injury. This type of removal would necessitate an
alternative placement that allows for access to the general education curriculum, special
education services, and strategies to address the behavioral concern.

VIII. Staff Development

What kinds of staff development opportunities are available to staff to help them deal with
student discipline issues?

e De-escalation training is available upon request to any staff. The training is a part of the
MANDT program and deals with how to safely intervene in violent situations.

e LPS now provides required staff development sessions on classroom management for all
new hires.

e Administrators and staff members need to review, evaluate, and revise their school
policies and approaches to student discipline throughout the school year. It cannot be a
once a year discussion. All staff members need to evaluate their outreach to students and
parents regularly to ensure effective, continuous communication. Teacher support in
problem-solving difficult student behaviors is available through the Student Assistance
Process in each building.
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IX. Appendices

(Updated Annually)

LPS Responsibilities of Students
Behaviors That Lead to Success

LPS Dept. of Student Services: Guidelines for
Discipline Referrals and Due Process Procedures

LPS Dept. of Student Services: Responding to
Behavior Problems

LPS Dept. of Student Services: [Student] Referral to
Administrator Form

LPS Dept. of Student Services: General
Characteristics of Students that are Referred to the
Dept of Student Services

LPS Dept. of Student Services: Student Service Plan
Sheet

LPS Dept. of Student Services: Some Suggestions for
working with parents/guardians

Crime Stoppers

Disciplinary Procedures for Individuals with
Disabilities in Education Act (IDEA) Students
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