
 
  



 

 

 

 

 

 

 

 

 

 

 

 

 

The purpose of this document is to share with secondary school leaders the necessary procedures and tools to create and 
maintain a safe and positive school climate and culture.  
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1. OVERVIEW OF OUSD’S GUIDE TO A 
SECONDARY COMPREHENSIVE CULTURE  
Welcome to the Secondary Comprehensive Culture Guide for the Oakland Unified School District. The purpose of this 
document is to share with secondary school leaders the necessary procedures and tools to create and maintain a safe and 
positive school climate and culture. In this document, you will find recommended procedures and an example of each 
procedure from an OUSD school site. The appendix provides additional resources to support implementing a school-wide 
climate and culture plan. Figure 1 presents OUSD's School Climate and Culture Framework. 

 

 

 
Figure 1. OUSD School Climate and Culture Approach 
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2.  SCHOOL VISION AND MISSION 
Each school site needs to have in place a clear vision that defines the long-term desired future of the school community as 
well as a mission statement that communicates the school’s priorities in service of that vision.  

Example: 

2.1 VISION 
All OUSD students will find joy in their academic experience while graduating with the skills to ensure they are caring, 
competent, fully-informed, critical thinkers who are prepared for college, career, and community success. 

2.2 MISSION 
OUSD will build a Full Service Community District focused on high academic achievement while serving the whole child, 
eliminating inequity, and providing each child with excellent teachers, every day. 

2.3 PHILOSOPHY OF DISCIPLINE 
At (School Name), we believe that the purpose of discipline is to support the development and growth of the student while 
maintaining a safe and engaging learning environment for all. Our goal is not to punish for punishment’s sake, but to give 
young people the tools necessary for academic success and personal growth. It is the adult’s responsibility to always be 
cognizant of delivering those tools in a consistent manner. They must reflect on what each student needs and have the 
patience to provide the appropriate support so that every student can be successful. Ultimately, we hope to inspire self-
discipline in each student that will become a lifelong trait. At (School Name), adults strive to see behavior objectively, while 
keeping in mind that behavior is often related to bigger issues or events in students’ lives connected to home, family, and 
community. The (School Name) approach to discipline is developmental rather than punitive, with a consistent message that 
all students can make the right choices for success. The ultimate goal of our discipline policy is that students are taught the 
skills to monitor and correct their own behavior. All school sites must align to district-wide focus areas of restorative justice 
and Positive Behavioral Intervention Systems (PBIS).    
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3. SYSTEMS OF TIERED SUPPORT 

3.1 RESPONSE TO INTERVENTION (RTI)/MULTI-TIERED SYSTEM OF 
SUPPORT (MTSS) 

As shown in Figure 2, below, Response to Intervention (RTI) is a multi-tiered approach to the early identification and support 
of students with learning and behavior needs. The RTI/MTSS process begins with high-quality instruction and universal 
screening of all children in the general education classroom, referred to as Tier 1 Universal Support. At Tier 2, Targeted 
Supports, struggling learners are provided with interventions at increasing levels of intensity to accelerate their rate of 
learning. These services may be provided by a variety of personnel, including teachers, support staff, and specialists. Progress 
is closely monitored to assess both the learning rate and level of performance of individual students. Tier 3 provides 
Individualized Support where required. Educational decisions about the intensity and duration of interventions are based on 
individual student response to instruction. RTI/MTSS is designed for use when making decisions in both general education 
and special education, and creating a well-integrated system of instruction and intervention guided by child outcome data. 
 
 
 

  

 

 

Figure 2. OUSD Multi-Tiered RTI Behavioral Framework. 
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3.2 POSITIVE BEHAVIORAL INTERVENTIONS AND SUPPORTS (PBIS) 
Positive Behavior Interventions and Supports (PBIS) is a proactive approach to establishing the behavioral supports and social 
culture needed for all students to achieve social, emotional, and academic success. Figure 3 presents OUSD's Behavior 
Support Flowchart. PBIS supports are included in Appendix 1, PBIS Resources; Appendix 2, Insights Referral Form; and 
Appendix 3 Instructions for Using OUSD Behavioral Intervention Flowchart. 
 

 

Figure 3. OUSD Behavior Support Flowchart. 
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4. DISCIPLINE SUPPORTS 

4.1 REFERRALS  
Each school site needs to have a referral procedure in place that details what happens when a teacher issues a referral using 
the Universal Referral Form (URF). Appendix 4 provides a copy of the URF; Appendix 5 includes the Pre-Referral Interventions 
Guide to the Universal Discipline Referral Form. 

Example: 
  The School Security Officer (SSO) will escort student to the office, instruct the student to sit quietly in the waiting area, and  

notify (STAFF MEMBER). SSO or (STAFF MEMBER) will provide student with reflection form (OR SCHOOL-SPECIFIC 
ACTION) and other work if needed (See behavior forms in the Appendix). 

  (AP or OTHER STAFF MEMBER) will:  

 Meet with the student. 

 Clarify the appropriate consequence and be sure that it is served. 

 See that a letter is written to the teacher (if appropriate). 

 Contact the family. 

 Add the incident to AERIES. 

 ADD SCHOOL-SPECIFIC ACTIONS HERE. 

  Student will remain in office until the end of the class and return to the next class or be sent home if a suspension is 
necessary.  

4.2 SUSPENSIONS  
School suspension procedures must follow the OUSD Student Discipline and Intervention Matrix included as Appendix 16. 

Example:  
  Students will only be suspended for violation of CA Education Code 48900. (See suspension form in the OUSD Guide to 

the Suspension and Expulsion Process, pages 15-17.) 

  For any length of suspension, students will be allowed to make up work upon return. 

  Example. Teachers will create a packet with the corresponding amount of work for each class for the number of days the 
student is suspended. The request for this will be made by email by the end of the school day and due the next morning to 
the front office.  

  (PRINCIPAL/AP) will contact the student’s home, complete the suspension form, and document this in Aeries. The 
suspension form is put in (STAFF MEMBER) box who enters this in Aeries (OUSD documentation). (STAFF MEMBER) 
forwards the document to (STAFF MEMBER) who mails white and green copies to the home (if not already hand 
delivered), and files pink and goldenrod copies of the extension form on site. 

  In-School Suspension: Follow the district procedures and guidelines outlined in the OUSD Guide to the Suspension and 
Expulsion Process.  

  If home contact is made and permission is received to send the student home, he or she will go home the same day. If no 
contact can be made, the student will go home at the end of the day with a copy of the suspension form and a note from 
an administrator. 
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4.3 CUTTING  
Note: Suspension is never an option for cutting. 

Example:  
  Full day 

 URF with related consequences.  

 1 week of recess/lunch detention. 

 Adult family member will “shadow” student for a morning or afternoon. 

  Single class 

 URF with related consequences. 

 Make-up class time with teacher after school or at lunch (teacher discretion).  

 Adult family member will “shadow” student in class missed. 

  Cutting detention 

 If a student has earned a classroom detention due to behavior, it is mandatory that they attend cutting detention. 
If a student does not show up to detention, the teacher should make parent contact. If the student does not show 
up after parent contact, then the student will receive a Universal Referral Form (URF). If the student walks away 
from the teacher who is instructing them to stay for detention, this is an act of defiance and the student will 
therefore receive a URF. 

4.4 UNIVERSAL REFERRAL FORM (URF) 
All sites are required to use the URF. Each school site needs to have a URF procedure in place that is communicated to 
students, staff, and parents. (Note: Refer to the Student Discipline and Intervention Matrix, Appendix 16, to ensure procedure 
is aligned.) 

Example: 
If a student displays severe behavior (and the teacher has followed procedures in the school's Comprehensive Culture Guide 
and the Student Discipline and Intervention Matrix, Appendix 16), the teacher will refer the student to the office by using a 
URF. Here is the procedure: 

  Call office before sending student to office and/or request (if needed) for School Security Officer (SSO) to escort the 
student. 

  Have a completed or send completed URF ready (Include student’s full name, date and time.) 

  If student must leave class immediately, send student to the office with a reliable student. Call the office so that we can 
anticipate their arrival.  

  Later in the day:  

 Follow up and document family phone call.  

 Follow up with administrator if needed. 

To ensure the best support from culture team, it is important that the URF is completed thoroughly. Student’s full name (first 
and last), teacher’s name, date, time, and grade are all important to avoid confusion and to help us prioritize support in busy 
times.  

Only one side of the URF needs to be filled out (although you can use the other or back for extra space: 

  Severe: Please detail the incident warranting an immediate URF (see the Student Discipline and Intervention Matrix in 
Appendix 16 for more information about what qualifies as “severe”.)  

Example: Discipline Procedures  
(Refer to the Student Discipline and Intervention Matrix, Appendix 16) 

The following are the consequences that the student will  incur  in the office for each URF. (This is reset at the beginning of 
each marking period.) Please remember that this is in addition to (not in lieu of) teacher/classroom consequences that have 
been earned. 
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Discipline Procedures 

1st URF 
• 30 minute after school office 

detention—family call from 
teacher  

• letter from student to teacher if 
appropriate (format included 
in appendix.) 

2nd URF 
• Same as 1st URF 
• + Individual 

Behavior Plan 
(See Appendix  6) 
signed by 
student, family, 
and teachers 

• + student, teacher 
& RJ circle if both 
URF from same 
teacher.  

3rd URF 
• Same as 1st URF 
• + student, teacher, 

and parent meeting  
• + “Home and 

School” behavior 
contract (see 
Appendix 7) with 
incentives and 
consequences.  

4th URF 
See the 
Student 
Discipline 
and 
Intervention 
Matrix 
(Appendix 
16) 

5th URF 
See the 
Student 
Discipline 
and 
Intervention 
Matrix 
(Appendix 
16) 

If a student receives a 
2nd URF in a later 
marking period, the 
IBP will be revised in a 
meeting with teacher 
and student. The 
revision will be signed 
by student, family, and 
teachers. 

If a student is currently 
on contract from the 
previous URF when they 
earns a 3rd URF, then 15 
days will be added AND 
a family meeting with 
SST member will occur. 

Parent must be notified before any detentions are scheduled. 

4.5 EXPULSION AND DISCIPLINARY HEARING PANEL (DHP) 
Expulsion is determined by an OUSD DHP and is reserved only for the most severe offenses. See the Student Discipline and 
Intervention Matrix (Appendix 16) for offenses that require a referral for expulsion. Contact the Discipline Office for questions 
about the process (510) 273-1530. 

4.6 DEFIANCE 
Note: Effective July 1st, 2016, no student will be suspended for “Willful Defiance”.  

Please refer to the Student Discipline and Intervention Matrix (Appendix 16) for appropriate steps and behaviors listed as 
“defiance.” Concerns, such as a student refusing to do work, being out of dress code, etc., are not considered serious 
defiance.  

4.7 STUDENT THREATS TO STAFF 
Please refer to the OUSD Student Discipline and Intervention Matrix (Appendix 16) for appropriate steps and behaviors.  

4.8 RESTORATIVE JUSTICE (RJ) 
Every school needs to have RJ practices and procedures in place that are communicated to students, staff, and parents. Note: 
If you have questions about the appropriateness of RJ, please refer to the OUSD Student Discipline and Intervention Matrix. 

Example: 
This year marks a huge shift toward using restorative justice at (School Name). While all teachers will be trained in RJ, RJ will 
complement (School Name) policy, not replace it; however, there are times when RJ may provide an alternative to 
consequences if all impacted are in agreement. Possible examples of this could include: 

  A teacher could host an RJ circle in lieu of a URF. 

  A staff member could host an RJ circle with a student and teacher when there is a pattern of behavior in a single class or in 
lieu of a suspension for a 4th URF. 
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Additional Resources and Tools: 
  (Example of site-specific practice) Home and School Contract (Appendix 7): This form is used for students who have had 

reoccurring discipline concerns.  

  Services and programs accessible through COST. 

4.9 CONFLICT RESOLUTION 
Each school site needs to have a Conflict Resolution protocol in place that is communicated to students, staff, and parents. 
(Note: Refer to URF Pre-Referral Guide and the Student Discipline and Intervention Matrix to ensure procedure is aligned.)  
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5. SAFETY AND CRISIS MANAGEMENT  

5.1 SAFETY PROTOCOL  
Refer to Oakland Schools Police Mandatory Safety Protocol document. This is included as Appendix 8.  

 

5.2 CRISIS MANAGEMENT 
Each school site should have received a Crisis Response Manual, please refer to the District Crisis Response Protocol, which is 
included as Appendix 9. 

6. SCHOOL-WIDE PROCEDURES 

6.1 ORIENTATION 
All new students are required to attend an orientation at the beginning of the school year with their parent/guardian. If a 
student transfers into the school during the middle of the school year, they must attend an orientation with their 
parent/guardian present as well. Parents/guardians must sign off saying they have attended the orientation and are aware of 
the school’s policies and procedures.  

6.2 ABSENCES/TARDIES 
Each school site needs to have a clear tardy and absence policy in place that is communicated to students, staff, and parents. 
(Note: Sites need to define what constitutes a tardy.) Schools must follow the Chronic Absence Intervention Protocol and 
Procedures located in the OUSD Attendance Manual. 

Example: 
Students are expected to follow school-wide procedures to be in class and prepared on time. If they are tardy without a pass, 
please be sure to mark them “tardy” in AERIES.NET. The AP or STAFF MEMBER will compile a daily list of students who have 
been marked tardy and will notify these students of a lunch/recess detention after the first tardy in a marking period. She/he 
will also notify a designated staff member who will contact the student’s home. 

If a student is tardy to school in the morning, they should first check into the main office for a pass. If they arrive late to class 
without a pass, please send them back to the main office to check in. Excessive tardies to school will result in (STAFF 
MEMBER) addressing the attendance issue directly with the families using the Student Study Team (SST), Student Attendance 
Review Team (SART), and School Attendance Review Board (SARB) process. 

  If a student has earned homework detention and does not attend or check in with the adult supervising detention, this will 
earn the student an immediate URF. (If a teacher decides to provide an intervention before a URF, it is okay as long as it is 
consistent.) 

6.3 MORNING PROCEDURES 
Each school site needs to have clear morning procedures in place that are communicated to students, staff, and parents. See 
examples of classroom procedures in: Appendix 10 Classroom Setup; Appendix 11 Student In-Cass Procedures; Appendix 
12 Grade-Level Procedures; and Appendix 13 Morning Supervision Procedures. 

Example:  
Students enter (School Name) at the door beside the cafeteria. Students arriving before the door is opened must wait at 
(specific location). Students are greeted at the door by a team member, are served breakfast, and stay in the cafeteria until 
dismissed to crew. (Note: Sites with second-chance breakfast must have procedures in place.) 
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When students enter the cafeteria, they should stay seated until dismissed. Students may not hang out in front of school or in 
the parking lot, etc. Once in the cafeteria, students may not leave the building without the permission of an adult. Bathrooms 
near the cafeteria may be used during this time if an adult grants permission.  

Students, who need to check in non-dress code items or cell phones, may enter through the front door and must go directly to 
the front office to check in these items. They must exit through that same door and reenter at the cafeteria (NOT passing 
through the hall). 

Students may not come to school or be dropped off before 7:45am. 

Youth who do not attend (School Name) are not permitted inside the school (without permission from the front office), nor 
may they be on the grounds. 

6.4 LUNCH/RECESS PROCEDURES  
Each school site needs to have clear lunch procedures in place that are communicated to students, staff, and parents.  

Example:  
Student expectations during lunch: 

  Students line up for lunch in an organized fashion and are invited into the building by a specific team member.  

  Students go through the lunch line single file, showing courtesy to staff, volunteers, and fellow students.  

  Students may only go through the line one time. 

  If a student takes a food item that they don't want, and it is unopened, it should be placed on the center table. Any 
student with permission who wants that item may have it. 

  Once students have their lunches, they must remain seated (both feet under the seat) unless given permission. “Inside 
voices” must be used. 

  If a student needs to use the bathroom or get water from the fountain, they must have permission. No more than three 
students at a time may be out for this. 

  Nothing may be thrown in the cafeteria. Any student throwing an item will be assigned to clean up duty. No warning given. 

  Students will be dismissed by table and be responsible for taking all of their trash to the compost and trash bins. Students 
must do this single file and may not reach past one another to put something in the trash. 

Special lunch circumstances: 
  Any student(s) with a teacher's permission (in person or a pass) may be allowed to the front of the line but only during their 

class's lunch time. 

  Students who have detention must sit quietly in an assigned seat, may not socialize with others, and must complete a 
reflection form in order to “clear” the detention. 

  If there are competing demands on a student’s time during lunch/recess, the priority is:  

 Work/tutoring with teacher. 

 Detention with teacher. 

 Office detention. 

6.5 TRANSITIONS/HALLWAYS 
Each school site needs to have clear transition procedures in place that are communicated to students, staff, and parents.  

Example: 
Students may only be in a hallway with an adult, with a clipboard pass, or with a written pass.  

Exceptions: 
  End of day dismissal (see below).  

  School may insert school-specific exceptions here. 
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6.6 DISMISSAL PROCEDURES 
Each school site needs to have clear dismissal procedures in place that are communicated to students, staff, and parents.  

Example: 
Students are dismissed through a specific location at the end of the day. Students in afterschool programs go to a designated 
area to wait for after-school staff. Others leave the building and campus. Students may go to the office at dismissal, without a 
pass, to retrieve items they have checked in.  

Students in hall, without a pass five minutes after dismissal, will be assigned to a lunch/recess detention. (Please remember to 
issue a pass if you keep kids after school for any reason.) 

6.7 AFTER-SCHOOL PROCEDURES 
Each school site needs to have clear after-school procedures in place that are communicated to students, staff, and parents.  

Example: 
Afterschool Dismissal (Subject to change to reflect this year’s after-school program schedule): 

  Families will no longer pick up After-School Program (ASP) students at the main entrance of the school or on the corner. 
ASP students will now be picked up at the pedestrian gate by the cafeteria. Students who walk will be dismissed from that 
gate. An adult will be posted in the area. During good weather, students will wait on the deck and, during bad weather, in 
the cafeteria.  

  Homework Detention procedures for dismissal are the same, with the exception that ASP students should be brought to 
the cafeteria and then released to their ASP class with passes (not to include 8th grade Project Phoenix, which will be in 
Room 9).  

  Cell phone pick up and phone calls home after 3:30pm (1:30pm Wednesdays) will happen at the ASP office.  

  Students should not be in other parts of the building other than the 7th grade wing during ASP time unless they are in 
(INSERT SCHOOL-SPECIFIC ROOMS/AREAS). 

  DO NOT OPEN front door for families picking up ASP students. Please direct them to the gate. A letter home will be sent 
and we will also address new procedures in parent orientations and phone banking. If families are going to the main office 
or Family Center, they may enter through the front door. If you open the front door for former or current students or family 
members, they are your responsibility until they are with the staff they came to see. 

Outside Safety 
  Families may pick up and drop off students either on (INSERT SCHOOL-SPECIFIC PICKUP/DROP OFF AREA). 

  Students may only cross the street at the crosswalk and only when the walk signal is illuminated. 

  Any staff seeing a student crossing in an safe manner should address this with the student immediately and inform a team 
member if they see this persist.  

6.8 PHYSICAL AND MENTAL HEALTH NEEDS 
Schools need to have a procedure in place for supporting students' physical and mental health needs. Schools should work 
with their Coordination of Services Team (COST) to align services with student needs. 

Example: 
Our students have a variety of physical and mental health needs. (School Name) is committed to addressing these through 
either direct support or outside referral. Please refer to the Student Discipline and Intervention Matrix (Appendix 16) for more 
information on referral procedure.  

6.9 REPORTING SUSPECTED ABUSE OR NEGLECT 
Under California law, all District employees are mandated reporters of known or suspected abuse or neglect (“child abuse”). It 
is the responsibility of the staff person who has knowledge or suspicion of abuse to personally report the suspected abuse. In 
the event that you know of or suspect abuse or neglect, please go to STAFF MEMBER or contact your Program Manager 
for Behavioral Health for support. They will guide you and support you through this process. They will also inform the 
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(PRINCIPAL/AP). As much as possible, this reporting will remain confidential; and if any family member is upset about a report 
that was made, that concern should be directed toward (PRINCIPAL/AP). They will respond to all family concerns, relieving all 
other staff of this. 

6.10 STUDENT MEDICATION USE 
The OUSD policy on medication for students is as follows: 

When the district receives written orders from the student's physician and written permission from the 
parent/guardian, the school nurse or other designated personnel under supervision of the OUSD school 
nurse shall assist the student in taking the medication. All medication must be brought to school in an 
original container and appropriately labeled by the pharmacist. Parents/guardians may request that the 
pharmacist dispense two bottles of medication, one for home and one for school. Written permission must 
also be provided for students to carry and self-administer prescribed medication. (CA Education Code 49423; 
OUSD Board Policy 5141.21). 

Some important things to remember are: 

  Any student authorized to take medications must have the appropriate form on file.  

  A note is made on the student's emergency card. 

  With the exception of inhalers prescribed for asthma or other prescribed medicine that a doctor has authorized a student 
to self-administer, either the school nurse or a staff person the nurse designates, must administer medications. The 
medication is to be kept in a secure location and may not be kept with the student. 

  This policy includes both prescribed medications and over-the-counter medications (such as cough syrup, Advil, allergy 
medicine, etc.) 

  In the case of illness, allergy, etc., in which a parent or guardian wishes to administer an over-the-counter medicine during 
the school day, the adult may personally bring it to the campus and administer it under the supervision of (NURSE or a 
designee). In this case, the Medication Form does not need to be completed. 

  The above policy applies to summer programs, the After-School Program, field trips, and overnight trips, as well as 
"normal" school programs and times. 

6.11 UNIFORM/DRESS CODE  
Each site needs to clearly communicate their dress code policy to all students, staff members, and parents. The dress code is 
discussed in Appendix 14, the OUSD Student Culture Rubric. 

6.12 CELL PHONE AND ELECTRONICS POLICY 
Each school site needs to have a clear electronics policy in place that is communicated to students, staff, and parents before 
the school year begins.  

Example: 
Cell phones/electronic devices may serve as outstanding instructional tools and learning resources if used appropriately. We 
encourage our staff members and our students to use electronics and other 21st century devices to supplement instruction 
and learning. In order to preserve the teaching and learning environment, this document is to clarify the cell phone/electronic 
devices policy for our school.  

  Cell phones/electronic devices may only be used for educational purposes in the classroom setting. If a student wishes to 
use their device for non-educational purposes, they may do so before the morning bell rings and after school.  

  Cell phones/electronic devices must be turned OFF before students enter any classroom, office, library, locker room, lab, 
and/or theater. Students may power their phones at the request of the classroom teacher. 

  Once inside any of the aforementioned locations, students must store their cell phones/electronic device in a location that 
is not visible to the teacher or other students, even though they are OFF. Students may use the device with teacher 
approval.  

  If a cell phone/electronic device rings, vibrates, or is used for any reason without teacher permission, or is visible anytime 
during class time, or if a student is caught using it on campus during class time, a staff member may confiscate the device. 

  Refusal to surrender a phone or electronic device when asked is considered defiance. Defiance may result in disciplinary 
consequences, including suspension. Parents will be contacted. 
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Consequences:  
  First Offense: The device will be held in the Administration office until the end of the school day and a lunch detention or 

after-school detention will be issued. Students may pick up their phone at the end of the school day. 

  Second Offense: The device will remain in the main office until the end of the school day. An Administrator will assign a 
Saturday School, and establish parent contact. Phone may only be picked up by a parent. 

  Third Offense: The device will remain in the main office until Friday. The Administrator will issue an in-house suspension 
and a Saturday School. Phone may only be picked up by a parent.  

6.13 PUBLIC DISPLAY OF AFFECTION (PDA) 
Each school site needs to have a clear PDA policy in place that is communicated to students, staff, and parents.  

Example: 
Although attraction, kissing, and PDA are age appropriate for secondary students, we expect that in the “professional 
environment” of school, there is no kissing or PDA. Holding hands and quick hugs are acceptable, but anything more is not 
allowed at school. Any staff person seeing students kissing (or engaging in PDA activities) should immediately ask the students 
to stop and then inform counseling office staff. Be sure to get the names of both students and any other important details. In 
most cases, if this is a first time, staff will meet with the students and discuss why this activity is not acceptable at school. If 
students continue to engage in a PDA, after this initial meeting, they will be issued a URF.  

6.14 VISITOR POLICY 
Each school site needs to have a clear visitor policy in place that is communicated to students, staff, and parents.  

Example: 
  Visitors must sign in and receive a pass from the front office. 

  Pass must be visible on visitor while they are on campus. 

  Visitors must sign out once they exit the school campus. 

6.15 GRAFFITI/TAGGING/PERMANENT MARKERS 
Students are not permitted to have permanent markers at school. Any staff seeing a student with a permanent marker should 
confiscate them. If the student wants the marker returned, an adult family member must come to campus and get it from the 
staff member. If it is not picked up within three school days, the marker may be thrown away or kept by the staff person. 

6.16 CRITERIA FOR IDENTIFICATION OF NEWCOMERS 
Each school site must have a clear policy in place for identifying students for Newcomer or English Language Development 
(ELD) classes. For more information please contact the English Language Learner (ELL) office.  

Example: 

Data Collection: 
1. Number of years in country: less than three years 
2. California English Language Development Test (CELDT) Level 1-2  
3. Grade-level teacher recommendation (including internal assessment) 
4. ELD teacher assessment 1:1 

Process for Determination: 
1. ELD Teacher: teacher collects data 
2. Principal: teacher makes recommendation to principal 
3. Counselor: principal approves; both parties communicate with counselor 
4. Counselor: counselor communicates to grade level and office staff 

Allow two school days to make determination, one day to revise placement and communicate. Total time: three days. 
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6.17 REFERRING STUDENTS FOR SPECIAL EDUCATION (SPED) TESTING 
Each school site needs to have a clear communicated policy for referring students for Special Education (SPED) testing. For 
more information please contact the Programs for Exceptional Children (PEC) Office.  Appendix 15 presents OUSD Legal 
Guidance for SST, Special Education (SPED), and 504 Referrals. Also, please refer to page 6, Figure 3, OUSD Behavior Support 
Flowchart. 

Example: 
The family must have received two home contacts or meetings and teachers must have implemented at least three 
interventions (see SST referral form) before requesting a SST. The SST referral forms are available in the office. SST’s are 
usually scheduled during the teachers’ prep periods. 
1. Teachers/Teams fill out a referral form and turn it in to the COST team. 
2. The COST team sets up and facilitates SST with teachers, family, students, specialists, and other community partners, as 

appropriate.  
3. All of the SST actions need to be implemented. 
4. After 4-6 weeks, a follow-up SST is held and the action plan is reviewed. 
5. At the end of the follow-up SST, the team decides the next steps for the student. Teachers will need to fill out the Referral 

for Consideration of Exceptional Needs. 

6.18 REQUESTING OTHER SCHEDULE AND CLASS CHANGES 
Each school site needs to have a clear schedule change policy in place that is communicated to students, staff, and parents.  

Example:  
1. Please send a request via email to principal and send a copy to the counselor. Please write as many details as possible 

about why you are requesting this change. 
2. Principal will review the information and make a decision. 
3. Principal will let the counselor and teacher making the request know the outcome. 
4. Counselor will make the changes in AERIES. 
5. Counselor will notify student, the grade level team, and office staff. 
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7. BUILDING POSITIVE SCHOOL CULTURE 
By creating basic steps around improving school culture, schools can drive student readiness and academic success. A 
Roadmap to Improving School Culture follows in Figure 4, Roadmap to Improving School Culture.  

7.1 CELEBRATING STUDENT ACHIEVEMENT 
  Each grade-level team will hold an assembly celebrating student academic success twice a year; parents/guardians will 

also be invited. 

  A school-wide incentive system can be created to recognize student success (e.g., earned autonomies for certain levels of 
achievement). 

  Monthly newsletters highlighting stories of student success will be shared with students, staff, and parents. 

  

 

Figure 4. Roadmap to Improving School Culture 
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7.2 DISPLAYING STUDENT WORK 
  Teachers select exemplars of student work to display in classrooms and hallways throughout the school. 

  Work should be updated on an ongoing basis in order for displays to remain current and reflect student learning 
throughout the year. 

7.3 CREATING A COLLEGE-GOING CULTURE 
  Items promoting a college-going culture should be present throughout the classrooms and the school (e.g., college 

pennants, t-shirts, posters, etc.). 

  Students can engage in activities to learn about various colleges and the specific requirements needed to get into those 
colleges throughout the year. 

7.4 COMMUNITY BUILDING 
  Ongoing classroom and school-wide activities should be in place to help create a strong community culture, such as: 

 Weekly classroom community circles. 

 Spirit week. 

 Culture events. 

7.5 STUDENT LEADERSHIP 
  A student leadership team is in place with support from an identified faculty member who is focused on developing their 

leadership capacity. The student leadership team is responsible for helping lead and coordinate student school-wide 
events. Each school supports the election of student leaders to the All City Council. 

7.6 SOCIAL EMOTIONAL LEARNING (SEL) 
  Social Emotional Learning is the process through which children and adults develop the fundamental skills for life 

effectiveness. These are the skills we all need to handle ourselves, our relationships, and our work effectively and ethically. 
In OUSD, we believe strengthening social skills and competencies enhances the ability for everyone to connect across 
race, class, culture, language, gender, gender identity, sexual orientation, learning needs, and age.  

 Social emotional learning practices will be implemented school-wide daily.  

 Explicit instruction for students and staff will be provided.  

 Please refer to OUSD's SEL Standards (see Appendix 17). 

7.7 PARENT AND COMMUNITY ENGAGEMENT 
  The principal has bimonthly parent meet and greet events at different times of the day and week in order to connect with 

as many parents as possible, given their various schedules. 

  Parents, guardians, and community members are invited to at least two school events throughout the school year (e.g., 
school assemblies, student presentations, etc.). 

  Please refer to OUSD's Family Engagement Toolkit to support and strengthen family engagement 
(http://www.ousdfamilytoolkit.org/ and see Appendix 18, Standards for Meaningful Family Engagement. 

  Each school will communicate the SSC summits, retreats, and training sessions throughout the year. Refer to the 
Secondary Schools Procedures Guide. 
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Appendix 1  PBIS Resources 

PBIS Behavior Expectations Matrix 
 

 

 

Behavior Expectations Matrix 
Location  
 

 Expectations Bathrooms Cafeteria 

Classroom & 
instructional 

areas 

Hallways & 
common 

areas Playground 

Extra-curricular, 
after-school 

program 

Assemblies, 
field trips, 

buses 

Be Safe 

 
 
 
 
 
 

      

Be Responsible 

 
 
 
 
 
 

      

Be Respectful 
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Appendix 1  PBIS Resources, continued 

High School Example: PBIS Expectations Matrix 
 

 

 
Panthers ROAR  Senior High School-wide Expectations Matrix 

 
 Classroom Hallway Lunch/ Breakfast time Bathroom Media Center 

Be Respectful • Face speaker 
• Use please/ thank you 
• Follow directions 
• Remain noiseless 

during instruction 
• Keep materials in the 

same condition 

• Keep personal items 
in your assigned 
locker 

• Use please/ thank you
• Keep hallways clean 
• Follow directions 

• Wait your turn in line 
• Say excuse me, 

please, and thank you
• Follow directions 

• Throw garbage in 
trash cans 

• Use please/ thank you
• Follow directions 
• Wait your turn 

Be Optimistic • Encourage others 
• Make positive “I” 

statements such as:  
“I can do this!” 

• Be in class on time 
• Encourage others 

  • Ask for reading 
suggestions 

Be Appropriate • Keep hands, feet, and 
objects to self 

• When doing group/ 
seat work, talk only 
loud enough for your 
partner(s) to hear 

• Remain noiseless 
when classes are in 
session 

• Keep lockers graffiti - 
free 

• Walk 
• Keep hands, feet, and 

objects to self 
• Refrain from cursing 
• Close lockers quietly 
• Keep moving 

• Keep hands, feet, and 
objects to self 

• Stay seated 
• Talk only loud enough 

for your partner to 
hear you 

• Refrain from cursing 

• Refrain from cursing 
• Keep bathrooms 

graffiti-free 
• Keep hands, feet, and 

objects to self 
• Use bathrooms with 

permission 
• Go, flush, wash, leave 

• Keep all chair feet on 
the floor 

• Talk only loud enough 
to be heard by your 
neighbor 

Be Responsible • Have planner 
• Be on time 
• Bring materials 
• Complete 

assignments, check 
for accuracy, turn in 

• Seek assistance when 
needed 

• Throw garbage in 
trash cans 

• Pick up after yourself 
• Keep lockers clean 

and organized 
• Have planner 

• Throw garbage in 
trash cans 

• Eat healthy foods 

• Be in own stall 
• Return to class 

quickly and quietly 

• Place materials on top 
of shelves when 
finished 

• Throw garbage in 
trash cans 

• Return books on time 
• Push in chair when 

leaving 
• Sign up for morning 

and lunch use 
• Present pass from 

teacher and get it 
signed when leaving 
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Appendix 1  PBIS Resources, continued 

Middle School Example: PBIS Expectations Matrix 
 

 

Remember! The Whittier Wolf says, “Be Respectful, Be Responsible and Be Safe!”  

Whittier PBIS Expectations Matrix  

 

 
Be Respectful 

Classroom & Gym Cafeteria Bathrooms Hallways Buses School Grounds 

• Follow directions 
• Raise your hand 
• Use appropriate 

language and tone 
• Keep your hands 

and feet to yourself  

• Keep personal 
items in your 
assigned locker 

• Use please and 
thank you 

• Keep hallways 
clean 

• Follow directions 

• Wait your turn in 
line 

• Say excuse me, 
please, and thank 
you 

• Follow directions 

• Throw garbage in 
trash cans 

• Use please and 
thank you 

• Follow directions 
• Wait your turn 

• Follow adult 
directions 

• Use appropriate 
language 

• Obey all safety 
drill procedures 

Be Responsible • Be prepared to learn 
• Actively participate 
• Clean up after 

yourself 
• Use all equipment 

correctly 

• Stay at designated 
table 

• Clean up your 
eating area 

• Wash hands 
• Flush the toilet 
• Dispose of paper 

products 
appropriately 

• Carry a hall pass 
• Go straight to our 

destination 
• Respect hallway 

displays 

• Stay seated while 
the bus is moving 

• Keep your body 
and belongings to 
yourself 

• Keep school 
grounds clean 

• Line up quickly 
and carefully 

Be Safe • Keep your hands 
and feet to yourself 

• Remain in assigned 
location 

• Wait in line for your 
turn 

• Walk in and out of 
the cafeteria 

• Report problems 
vandalism, etc. 

• Promptly return to 
class 

• Walk on the right 
side 

• Promptly return to 
class 

• Enter and exit in 
an orderly fashion 

• Stay in your seat 
• Report any 

incidents 

• Use equipment 
correctly 

• Keep hands and  
feet to yourself 

• Stay on school 
grounds 
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Appendix 1  PBIS Resources, continued 

 

PBIS: Getting Started  
SWPBIS Getting Started Guide 

Getting Started with SWPBS: 
Primary Prevention Tier 

In the following sections, planning steps for getting started with the implementation of SWPBS are described. Examples of 
outcomes for each step are provided in the Appendices 

Guidelines 

Yes No ? Step 1 Establish leadership team membership 

Yes No ? Step 2 Develop brief statement of behavior purpose 

Yes No ? Step 3 Identify positive school-wide behavioral expectations 

Yes No ? Step 4 Develop procedures for teaching school-wide behavioral expectations 

Yes No ? Step 5 Develop procedures for teaching classroom-wide behavioral expectations 

Yes No ? Step 6 
Develop continuum of procedures for encouraging and strengthening student 
use of school-wide behavior expectations 

Yes No ? Step 7 
Develop continuum of procedures for discouraging student behavior violations of 
school-wide behavior expectations 
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Appendix 1  PBIS Resources, continued 
 

PBIS: Developing Expectations Planning Tool 
 

School-wide Positive Behavioral Planning Tool 

Date 
Completed 

 
Activity 

 Develop and list on the Behavior Matrix 3-5 positively stated rules or expectations that support the 
school’s mission/purpose. These rules should be use common and few words (e.g., Respect Others, 
Respect Yourself, Respect Property), and should apply to all students and staff members. 

 Identify and list on the Behavior Matrix all school setting or classroom contexts in which rules are 
expected. 

 For each rule or expectation, provide at least two positively stated, observable behavioral indicator or 
example (e.g., Walk with hands and feet to self, return lunch tray to kitchen) for each setting 

 Develop a standard lesson plan for teaching each expectation (see samples provided) 

 Develop a schedule for presenting each lesson plan. 

 Develop a procedure for prompting, pre-correcting, and encouraging appropriate displays of 
expectations. 

 Develop a procedure for proactively correcting errors in displays of expectations. 

 Develop system for observing the extent to which students (a) have acquired the rule or expectation 
and (b) are using the expectation in natural school settings or classroom contexts. 

 Develop a schedule for observing and reinforcing staff in all settings (classroom, lunchroom, yard, etc.) 
for positively teaching and reinforcing expected behaviors 

(Adapted from Sugai, 1998) 
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Appendix 1  PBIS Resources, continued 
 

PBIS: Hallway Expectations Lesson Plan 
 

Ready, Responsible, Respectful 
Hallway/Stairwell 

Secondary 
 

Rationale: Students are responsible in the hallway when they practice walking safely using the strategies of walking on the 
right, walking and talking, and using their inside voice. Students are respectful in the hallway when they practice KHFOOTY or 
keeping hands, feet and other objects to yourself and watching where they are walking. Students display readiness to learn by 
having their planner when in the hallway, and walking with a purpose, such as heading to class and not going in undesignated 
areas. 

Skill Steps: Skill steps for hallway behaviors should be posted in the hallway and practiced in the hallway with multiple classes 
to create realistic hallway volume. 
1. Have planner at all times 
2. Walk with a purpose, watch where you are going. 
3. Walk safely, stay to the right 
4. Use inside voice, and walk and talk 
5. Keep hands and feet to self. 

Teaching Examples: 

Example: Model for student in your classroom the above mentioned skill steps. You are the student preparing to go from your 
class to a neighboring teacher’s room. Model the established universal or individual class exit procedure. Have volunteers’ 
role play students in the hallway going to their next class. Model and explain each skill step as you present it, giving a reason 
why it is important to follow each step. 

For example: Line five to six students up in the front of the room model the walk and talk and using the inside voice. 

Non-Example: Teachers should perform the non-examples. 

Have a group of volunteers at the front of the classroom. Demonstrate the inappropriate skills of not looking where you are 
headed, not walking on the right, using a loud, outdoor voice, stopping for a long time to talk, and not keeping hands and 
feet to self. Explain to the students each skill as you model inappropriately. Go back and perform the skill appropriately after 
each non-example! 

Student Activities: 
1. Play hallway charades. Allow students to form groups of three and have students select one of the skill steps to perform 

by selecting a card with the skill step on it. Allow students to talk during charades to demonstrate appropriate volume, and 
the walk and talk strategy. Have students explain what they performed after to reinforce the appropriate skill. 

2. Hallway aerobics. Have students work in small groups to develop a hallway routine to perform in front of the class. The 
students will present themselves as aerobics instructors or personal trainers, and they are going to model the routine of 
appropriate hallway behavior. You will want to model or demonstrate how an exercise routine looks and how doing it the 
right way is vital to performance, you may want to perform a brief example of how two skill steps will flow into each other.  
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Appendix 1  PBIS Resources, continued 
 

PBIS: Secondary Lesson Plan 
 

Week:  #1 

Setting: Classroom 

Skill and Critical Rule:  
“Today we are going to talk about being on time to class.” 

What are some reasons why we should be on time? Ask students to define what being on time means in different classes.   

Demonstration and Role Playing 

Examples: 

 

Reasons to Be on Time in the Classroom Disadvantages of Not Being on Time 

Shows respect for learning by being present when class 
starts. 

Student might miss important information or assignments 
at the beginning of class.  

Shows respect for learning and others by allowing teachers 
to start class on time.  

Teacher might not have enough time to explain important 
information fully.  Teacher and student might react in a 
negative manner.  

Shows respect for self by managing time well.   Poor grades because of missed information. 
Disciplinary action will be taken. (conference with Mr. 
Remelius, I.S.S., detentions). 
Disciplinary actions can cause students to miss out on 
classroom information and activities.   

 

If you choose to use role-playing, remember that students may only model positive behaviors.  Teacher should always model 
negative behaviors.   

Optional Enrichment Activities: 
  Students can time selves going from locker to class. 

  Problem solve ways to manage time in hallway.  

  Teachers may issue Cougar Awards to students with no tardies for a semester.  
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Appendix 1  PBIS Resources, continued 
 

PBIS: Secondary Lesson Plan 
 

Week:  #2 

Setting: School 

Skill and Critical Rule: 
“Today we are going to talk about being on time to school.” 

What are some steps we can take to be on time to school?   

Demonstration and Role Playing 

Examples: 

 

Reasons to Be on Time to School Disadvantages of Not Being on Time to School 

Shows respect for learning by being present when school 
starts. 

Student might miss important information or assignments 
at the beginning of class.  

Shows respect for learning and others by being present 
during class.  

School officials and student might react in a negative 
manner.  
Student will need to make up missing tests and 
assignments.  

Shows respect for self by managing time well.   Poor grades because of missed information. 
Disciplinary action will be taken. (counselor conference, 
truancy referral to authorities). 
Students are unable to purchase breakfast. 
Disciplinary actions can cause students to miss out on 
classroom information and activities.   

 

If you choose to use role-playing, remember that students may only model positive behaviors.  Teacher should always model 
negative behaviors.   

Optional Enrichment Activities: 
  Students can create a checklist of tasks to be completed in order to leave on time.  

  Students can create goals for self and monitor improvements. 

 

Week:  #3 

  Discuss student goals to be on time to class and school. Celebrate successes. 

  Have students reflect upon questions regarding being on time.  
Student should answer with “Always, sometimes, or never.”   
1. Did I arrive to every class on time? 
2. Did I arrive to school on time? 
3. Did my on-time behaviors increase?  (Student showed improvement). 
4. What can I do to maintain or improve my on-time behaviors?  (Constructed response). 
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Appendix 2  Insights Referral Form 
 

Insights Referral Form 
Complete this form to request assistance from your region's Behavior Coach for student and class-wide behavior supports. 
Referrals submitted after this date will be considered for Crisis Response Plans only. See sample here: 
http://goo.gl/Q7vV6P 

* Required 

 

1. * 
Mark only one oval. 

 Area 1 (PreK5) 

 Area 2 (PreK5) 

 Area 3 (PreK5) 

 Middle School 

 High School 

2. Referral Source & Title * 
Your name, Position 

 
  

3. Contact Number * 
What's the best number to reach you? 
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Schools by Area 

Insights Referral Form 

Area 1 Area 2 Area 3 Middle Schools High Schools 

Bella Vista Allendale Acorn Alliance Bunche 

Carl B. Munck Bridges Brookfield Bret Harte Castlemont 

Chabot Community Burckhalter Claremont CCPA 

Cleveland Cues East Oakland Pride Edna Brewer Dewy 

Crocker Highlands Esperanza Encompass Elmhurst Fremont 

Emerson Fruitvale Grassvalley Frick LIFE Academy 

Franklin Futures Greenleaf Montera Madison Upper 

Hoover Garfield Hillcrest Roosevelt McClymonds 

Joaquin Miller Glenview Howard Roots (SIG) MetWest 

Kaiser Global Family Madison Lower UFS Oakland High 

Lafayette ICS Markham Urban Promise Oakland International

Lincoln Korematsu New Highland West Oakland Middle Oakland Tech 

MLK Laurel Parker Westlake Rudsdale 

Montclair Manzanita Reach  Skyline 

Peralta Manzanita SEED Rise  Sojourner Truth 

Piedmont Ave. Melrose Academy Sankofa  Street Academy 

Prescott Redwood Heights    

Thornhill Sequoia    

 Think College Now    

4. Reason for Referral * 
Mark only one oval. 

 I would like assistance with creating a behavior support plan for an individual student 

 I would like assistance with implementing an existing behavior support plan 

 I would like a follow-up meeting to monitor my student’s progress 

 I would like assistance with creating a class-wide behavior support plan (i.e., I have multiple students in need of  
behavioral support) 

5. Student Name * 
First, last 

  

6. Date of Birth * 
Student 

  

Example: December 15, 2015 
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7. Ethnicity * 
Student 
Check all that apply. 

 African American/Black 

 Asian 

 Caucasian/White 

 Hispanic/Latino 

 Middle Eastern 

 Native American 

 Pacific Islander 

 Other:     

8. School * 

  

9. Grade * 
Mark only one oval. 

 Kindergarten 

 1st 

 2nd 

 3rd 

 4th 

 5th 

 6th 

 7th 

 8th 

 9th 

 10th 

 11th 

 12th 

10. Classroom # * 
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11. Teacher's OUSD Email * 
(if middle school, please list all teachers) 

 

 

 

 

 

12. Teacher Phone Number 
(If preferred method of contact only, otherwise OUSD email will be used) 

 

13. Target Problem Behavior * 
Please choose the behavior which is of highest concern for your student. 
Mark only one oval. 

 Self Injury 

 Physical Aggression 

 Tantrum 

 Classroom Disruption 

 Property Destruction 

 Socially Inappropriate Comments, Statements, etc 

 Other Unsafe/Disruptive Behavior 

14. Describe Behavior * 
Please use objective and measurable terms and describe how this behavior looks. Include typical settings/locations where behavior occurs. 

 

 

 

 

 

 

  



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

 Page  33
 

15. Intensity of Behavior * 
Mark only one oval. 

 Minor: e.g., disrespect/noncompliance, inappropriate language, tardiness 

 Moderate: e.g., single acts of physical aggression, minor property destruction (tearing things off walls, grabbing items from peers), frequent 
inappropriate or abusive language 

 Major: e.g., repeated physical aggression, property destruction with larger items (desks, computers), drugs and alcohol abuse. 

16. Frequency of Behavior * 
How often does the behavior occur? Mark only one oval. 

 Almost always (every minute) 

 At least once or possibly several times an hour 

 At least once or possibly several times a day 

 At least once or several times a week 

 At least once or several times a month 

17. Student Observation Day(s) * 
What day is best to come observe student's problem behavior?  
Check all that apply. 

 Monday 

 Tuesday 

 Wednesday 

 Thursday 

 Friday 

18. Student Observation Time(s) * 
What time of day is best to come observe student's problem behavior?  
Check all that apply. 

 8:30am – 9:30am 

 9:30am – 10:30am 

 10:30am – 11:30am 

 11:30am – 12:30pm 

 12:30pm – 1:30pm 

 1:30pm – 3:00pm 

 Other:   
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19. Availability for Initial Meeting with Behavior Coach * 
Which days are ideal for an initial consultation meeting? (this occurs after initial observation) 
Check all that apply. 

 Monday 

 Tuesday 

 Wednesday 

 Thursday 

 Friday 

20. Time for Initial Meeting * 
What time of day are you available to meet? Your region's behavior coach will send you a Google invitation to confirm date/time. During this meeting, the 
initial observation will be discussed. If it's preferred to meet during a prep period, please select "other" and specify prep period time. 
Check all that apply. 

 Before school: 7:30 – 8:30 am 

 After school: 3:00 – 4:30 pm 

 Other:   
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Appendix 3  Instructions for Using OUSD Behavioral Intervention Flowchart  
 

Instructions for Using OUSD Behavioral Intervention Flowchart 
 
1. Observe/define problem behavior(s)  

a. Major  
b. Minor  

2. Major problem behaviors->office referral and or immediate COST referral  

3. Minor problem behaviors->  
a.  Parent phone call  

i. Improvement->reinforce improvement and continue teaching  
ii. Continued problem behavior-->COST referral  

b. COST Referral (SST, RJ Referral, MH referral, Insights referral, Check-in/Check-out, Mentor, etc. Each course of action 
must include a realistic time frame for success. Time dependant on intervention)  

i. Improvement-> reinforce improvement and continue teaching  
ii. Continued problem behavior->Continue or refer to SST  

4. SST Referral  
a. Behavioral  
b. Academic  

5. Academic  
a. Modification  

i. Improvement->reinforce improvement and continue teaching  
ii. Continued problem behavior -->re-evaluation meeting  

1. Modify and implement plan  
2. Re-implement current plan with greater fidelity  
3. Possible SPED referral  

b. Accommodations  
i. Improvement->reinforce improvement and continue teaching  
ii. Continued problem behavior -->re-evaluation meeting  

1. Modify and implement plan  
2. Re-implement current plan with greater fidelity  
3. Possible SPED referral  

6. Behavioral  
a. Behavior Support Plan and/or Mental Health Treatment Plan  

i. Improvement->reinforce improvement and continue teaching  
ii. Continued problem behavior -->re-evaluation meeting  

1. Modify and implement plan  
2. Re-implement current plan with greater fidelity  
3. Possible SPED referral  

b. Re-implemented plan  
i. Improvement->reinforce improvement and continue teaching  
ii. Continued problem behavior  

1. More formal Psych evaluation  
2. Possible SPED referral  
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Appendix 4  Universal Referral Form (URF) 
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Appendix 5  Pre-Referral Interventions Guide to the Universal Discipline 
Referral Form 
 

 
 

 
 
 

 
 
 

Pre-Referral Interventions  
Guide to the Universal  

Discipline Referral Form (URF) 
 
 
 
 
 
 
 
 
 
 
 

Community Schools, Student Services – Attendance & Discipline Support Services  Rev. 8/2014 
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Pre-Referral Interventions Guide for the Universal Discipline Referral Form (URF)  

5 to 1 Positive Reinforcement  ......................................................................................................... 3 
This intervention focuses on increasing positive interactions between teachers and students. This is done by targeting a ratio 
of five positive interactions for every one corrective interaction.  

Buddy Room  .................................................................................................................................... 4 
This intervention involves sending the student to a neighboring teacher’s room for a short period of time (no more than 15 
minutes) in order to prevent escalation of behavior.  

Behavior Contract  ............................................................................................................................ 5 
This formal written agreement typically created between a teacher and student holds a student accountable for following 
classroom expectations. The contract outlines support methods, potential reinforcers, and consequences that will be 
implemented by his/her teacher in order to encourage consistent appropriate behavior at school.  

Conflict Mediation  ........................................................................................................................... 7 
Mediation is a process of working out disputes with the aid of an impartial third party--a mediator.  

Explicitly Taught and Modeled Rules and Expectations  .............................................................. 8 
Positive behavioral expectations are guidelines and routines that are taught in order to encourage appropriate behavior and 
prevent inappropriate behavior.  

Parent Consultation  ......................................................................................................................... 9 
Telephone calls and contact with parents/family serves to seek input about how best to address a specific behavioral issue.  

Problem Solving Conference  .......................................................................................................... 10 
This technique addresses a specific problem a child is having at school. It invites the student into an open conversation and 
asks for the student’s input on the situation.  

Prompting Desired Behavior  .......................................................................................................... 11 
Some students may require prompting to meet behavioral expectations in the classroom. Prompts are cues, hints, checklists, 
and scaffolding that teachers use to assist students with performing a skill.  

Proximity or Seat Change  ............................................................................................................... 12 
Proximity is an intervention that anticipates when a student is most likely to call out or behave inappropriately, and proactively 
tries to ensure that an adult or peer mentor is nearby and attentive before the behavior occurs.  

Seat change is an environmental modification used to decrease the likelihood that the student will be distracted or bothered 
by objects or people.  
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Restorative Conversation  ................................................................................................................ 13 
A Restorative Conversation is a one-on-one dialogue between an adult and a student that should happen in relative privacy, 
not in front of a class.  

Reviewed IEP/504  ............................................................................................................................. 14 
A careful review of the student’s Individualized Education Plan (or 504 Plan) prior to making an office discipline referral, to 
ensure that the accommodations related to the student’s disability are being implemented. 

Re-teaching Desired Behavior  ........................................................................................................ 15 
This intervention involves systematic review, practice, and feedback of classroom/school behavioral expectations.  

Written Mutual Agreement  ............................................................................................................. 16 
This written agreement between two individuals specifies actions they will take, and/or refrain from taking, to prevent/resolve 
a conflict or misunderstanding.  

Appendix A: Potential Classroom Reinforcer List  ......................................................................... 17 

Appendix B: Sample Reinforcer Questionnaire  ............................................................................ 19 

Appendix C: Sample Behavior Charts  ............................................................................................ 21 

Appendix D: Sample Behavior Contracts  ...................................................................................... 22 
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5 to 1 Positive Reinforcement  

Definition  
  This intervention is focused on increasing positive interactions between teachers and students. This is done by targeting a 

ratio of five positive interactions for every one corrective interaction.  

  Research has proven that positive reinforcement is more effective at increasing desired behavior than relying on punitive 
techniques that do not teach alternative replacement behavior. Positive reinforcement not only improves student behavior 
but builds a stronger teacher-student relationship.  

Procedures  
  Catch your student being good: look for all opportunities, big or small, throughout the day when your student displays 

appropriate behaviors. Some examples:  

 Paying attention when his/her name is called.  

 Following a group instruction. 

 Getting started with an assignment right away.  

 Cleaning up their area after an activity. 

 Being on time. 

  When appropriate behaviors are observed, give your student specific feedback in the moment. Use a positive effect and 
be sincere. Some examples:  

 “Thanks for going right to your seat after recess!”  

 “I like how (student) put his/her book away right when I asked.”  

  Not all positive interactions need to be contingent on appropriate behaviors. There are frequent opportunities throughout 
the school day when you can initiate a positive interaction with your student that can result in an increased likelihood of 
appropriate behaviors in the future.  

 Initiate a warm greeting when student enters the class.  

 Provide attention, eye contact, and smile.  

 Ask if assistance is needed with an activity, especially prior to tasks with which the student has difficulty:  
 If your student has shown signs of embarrassment related to asking for help, you can set up a non-verbal 

help system. 

  Give your student a card with a red and green side to place on their desk. Let them know that if they need help, they can 
flip the card to red.  

 Use respectful and supportive language, regardless of your student’s behavior. Sarcasm, shouting, and 
disrespectful language are much less likely to make positive behavior change over time.  

  When delivering corrective feedback for inappropriate behaviors, remember the following:  

 Use a calm, neutral tone of voice.  

 Rather than focusing on what your student is doing wrong, speak to what you’d like them to do instead. Example: 
Instead of: “Stop wandering around the room,” you could say, “Johnny, go sit down at your desk.”  

 If your student doesn’t comply right away, remain calm. Continue with your activity as planned with the rest of the 
class. Provide occasional reminders for your student to follow the direction (can be as simple as pointing to the 
activity or location), and provide praise and attention to other students that are on task.  

 Once your student shows signs of starting to follow directions, provide positive feedback (this can take many 
forms--from smiling to, “I like how you went back to your seat” to a high five).  

Tips to Remember  
  Be certain to maintain a ratio of approximately 5 positive interactions for every 1corrective interaction.  

  Simple data collection techniques may help you keep on track to maintain this ratio, (paperclip pockets, rubber band 
method tearing pieces of paper, post-it notes). For more information visit: http://www.pbisworld.com/data-tracking/.  
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Buddy Room  

Definition  
  This intervention involves sending your student to a neighboring teacher’s room for a short period (no more than 15 

minutes) in order to prevent escalation.  

  Sometimes it is necessary to stop a disruption immediately or remove a child from a situation to prevent escalation. When, 
in a teacher’s judgment, this is necessary, but the situation does not warrant going the office-managed route, the buddy 
room is a useful alternative. To make the buddy room function optimally for all concerned, follow these procedures.  

Procedures  
  Make arrangements ahead of time.  

 Choose a colleague who teaches at the same time as each of your classes.  

 Make sure the buddy room is next door, directly across the hall, or no more than a couple of doors away. That 
way, children will not be tempted to wander the halls; and you will be able to watch to ensure that they do indeed 
report to the “Buddy” room.  

 Reciprocate for your colleague. If he/she is willing to take in your students, you should do the same.  

  Set-up and review expectations with your student.  

 Determine length of time student will remain in buddy room (no more than 15 minutes). 

 Establish rules and expectations for time spent in buddy room, such as:  
 Student will sit at desk in back left corner of room.  
 Student will complete two provided assignments. 
 Student will complete work independently, and their voice will remain quiet, so as not to disturb the rest 

of the class.  
 When work is complete, student will give assignments to buddy room teacher and receive hall pass to 

return to class.  

  Send work with the student. 

 Send student with a hall pass.  

 Make sure the work is something your student can do independently; if what the class is doing at that moment is 
something that can’t be sent, have other activities prepared to give the student.  

 Send student with all necessary materials to complete assignments (e.g., pencil, eraser).  

 Arrange with the colleague to collect the work for you and return it to you.  

  Follow up on the referral with a parent contact.  

 Whenever a child is sent from the classroom, he/she is missing instructional time. The parent needs to know this.  

 If the parent cannot be reached by phone after reasonable effort has been made, send a letter.  

Tips to Remember  
  No students shall be left unattended in a hallway or other location.  
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Behavior Contract  

Definition  
  This is a formal written agreement typically created between a teacher and student, which holds a student accountable for 

following classroom expectations. The contract outlines support methods, potential reinforcers, and consequences that 
will be implemented by his/her teacher in order to encourage consistent appropriate behavior at school.  

  Behavior contracts promote self responsibility, increase student motivation, and can improve communication between 
home and school through parent involvement.  

When to Use a Behavior Contract  
  Behavior contracts are effective interventions for students who exhibit the following:  

 Inconsistently following rules.  

 Frequently failing to complete daily assignments.  

 Persistent emotional difficulties (frustration, anxiety, etc).  

 Defiant and oppositional behavior.  

Procedures  
  Define problem behaviors.  

 Determine what problem behaviors are of highest concern; and operationally define them (e.g., “During math 
lessons, Johnny bangs his fists on his desk with force and walks out of the classroom area without permission.”)  

  Identify replacement behaviors to teach.  

 For each problem behavior, determine a replacement behavior that you’d like to teach your student (e.g., 
“Johnny will sit quietly at his desk and complete three problems on his math assignment”).  

 Remember to make your initial replacement behavior goal small enough to be attainable. As your 
student shows success in meeting their goals, you can increase expectations over time.  

  Determine potential reinforcers. 

 Discuss with your student what activities/privileges/items are most motivating for him/her to earn.  
 See Appendix A on page 17 for a list of potential classroom reinforcers.  
 A preference assessment questionnaire (Appendix B on page 19) can be used to determine motivating 

reinforcers. 

  Define support resources.  

 Determine what supports can be put in place to help your student reach their goals.  
 Example: if your student struggles with math and refuses to request help by raising his/her hand in class, 

you can develop a “signal” between you and your student to communicate his/her needs (e.g., student 
can place a book upright on their desk when they need assistance with a math problem).  

  Specify consequences for inappropriate behavior.  

 If your student exhibits inappropriate behaviors, what will the consequence be? Make sure to choose 
consequences that can be consistently carried out and followed through during class time.  

 Example: removal of minutes from recess, office referral, buddy room, etc.  
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  Create a daily behavior form, chart, or report card.  

 See examples in Appendix C on page 21. 

 Tailor the language and format to fit the skill level of your student. Younger students may need visual supports or 
simpler sentences.  

 Each time your student engages in replacement behaviors instead of inappropriate ones, they will earn points 
towards their chosen reinforcer . 

 Determine how many points are necessary to gain access to reinforcement.  

  Meet with your student and discuss the contract. 

 Review each section (you can ask your student to describe each section in their own words to check for 
understanding).  

 Provide opportunities for your student to give feedback on terms within the contract; remember that both parties 
need to agree to meet their roles within each section.  

 When an agreement is reached, both student and teacher sign the contract.  

  Follow up daily.  

 Review your student’s daily behavior and points with them in a productive and positive manner, discussing how 
they felt they did, why, and what to change or do differently the next day, etc.  

 Remember to provide praise in the moment when your student engages in replacement behaviors (e.g., “Wow, 
Johnny, you did a great job with those first two math problems today, and I love how you asked for help with the 
last one.”)  

 Keep a running tally of how many points have been earned; and remind your student what they’re working for on 
a consistent basis. 

 Set up a formal follow up meeting with your student to discuss the terms of the contract, and modify goals as 
necessary.  

Tips to Remember  
  Behavior contracts should focus on increasing desired behaviors, rather than solely eliminating inappropriate ones. 

Consider what motivates your student to engage in inappropriate behaviors and determine replacement behaviors that 
fulfill the same need.  

  Behavioral contracts are not appropriate when the student has never been observed to perform the correct behavior in this 
situation (this might indicate a need for additional teaching to learn the replacement behaviors).  

  See Appendix D on page 22 for samples of behavior contracts for elementary, middle and high school students.  
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Conflict Mediation  

Definition  
  Mediation is a process of working out disputes with the aid of an impartial third party--a mediator. When schools are 

looking for a way to resolve disputes between a student and staff member, a mediator can be the perfect neutral third-
party. Rather than issuing a binding decision that neither party might agree with, the mediator can help a student and 
teacher reach a solution in their own way.  

Procedures  
The mediation process is structured as a series of stages:  

  Stage 1: Introduction and Ground Rules  

 Mediators introduce themselves, explain the mediation process, and request that the disputants agree to some 
basic ground rules. These generally include some form of the following:  

 Allowing the other person to speak without interrupting.  
 Treating each other with respect; refraining from name-calling and insults.  
 Trying as hard as possible to resolve the problem. 

  Stage 2: Exploring the Issues  

 Each party tells his or her story without interruption. With each, in turn, the mediator listens, paraphrases, and 
summarizes. The mediator then facilitates talking between the parties to allow them to explore the issues, identify 
needs, and recognize each other's point of view. The mediator helps the parties to reframe the issues as mutual 
problems to be solved and find common ground on which they can build toward a solution, e.g., they both want 
to remain friends.  

  Stage 3: Generating Possible Solutions  

 The mediator asks the parties to think of as many ideas as they can for solving the problem. (For multiple 
problems or issues, the mediator might help parties prioritize the issues and then take the issues one by one.) If 
participants offer no ideas, the mediator can make suggestions, using neutral, non-coercive language. ("What 
would you think of . . ." or "Could it work for you if . . . ")  

  Stage 4: Choosing Solutions  

 Parties pick the solutions to which they can both agree. The mediator checks to make sure that both parties are 
satisfied with the solutions and that all issues the parties need to address have been included.  

  Stage 5: Writing the Agreement  

The mediator writes the agreement, listing everything that the parties have agreed to do. The language is behavioral and 
specific, e.g., "David will take Mike's jacket to the cleaners on Friday." Items on the list are balanced so that both parties 
contribute to the solution. The parties and the mediators sign the agreement; each disputant gets a copy; and a copy is filed.  
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Explicitly Taught and Modeled Rules and Expectations  

Definition  
  Students learn appropriate behavior in the same way that a child who doesn’t know how to read learns to read – through 

instruction, practice, feedback, and encouragement.  

  Positive behavioral expectations are guidelines and routines that are taught in order to encourage appropriate behavior 
and prevent inappropriate behavior. A school's behavioral expectations form the building blocks for a positive school 
environment that is conducive to academic achievement.  

Procedures  
  Generally, research indicates that schools should utilize 3 to 5 behavioral expectations that are positively stated and 

posted throughout the school. These expectations should be clear and general enough to apply to all school settings 
(e.g., classroom, hallways, and playgrounds). Examples:  

 School-wide expectations.  
 Be Safe.  
 Be Responsible.  
 Be Respectful. 

 Classroom expectations/rules. Each rule should correspond with one of the school-wide expectations.  
 Raise a quiet hand, goes with “be respectful.”  
 Use positive language, relates to “be responsible.”  
 Follow directions quickly, ties in with “be safe.”  

  When creating your classroom expectations, it’s helpful to consider the following:  

 Review with students why rules are important and the value they serve in the classroom (e.g., valuing personal 
safety, valuing quality instruction, valuing student learning, valuing fairness).  

 Create an explicit statement of the goal the lesson intends to achieve (i.e., compliance with expectations for that 
setting).  

 Provide opportunities for adult modeling of both examples and non-examples of expected behavior.  

 Provide your students opportunities to role-play both examples and non-examples of expected behavior.  

 Make sure to include frequent teacher checks for student understanding (see Re-teaching Desired Behavior on 
page 15).  

 Establish a plan on how, in the future, the teacher will correct and support students if/when their behavior 
deviates from taught expectations (see Prompting Desired Behavior on Page 11). 

 Teach students how they will be prompted when expectations are not followed.  

 Be sure to discuss with your students times during each day when they will come across opportunities to use their 
newly practiced behaviors. 

 Example: Ms. Jones has reviewed and practiced lining up during morning meeting. Shortly after, she 
tells her class, “Remember, we’re going to practice lining up quickly and quietly before going to recess, 
which starts in 15 minutes.”  

Tips to Remember  
  The critical outcome of these lessons is for students to demonstrate they can reliably and validly discriminate between 

acceptable and unacceptable behaviors in each specific common setting throughout the school.  
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Parent Consultation  

Definition  
  Consultation can be through a telephone call or in-person conference to seek input about how best to address a specific 

behavioral issue.  

  Parent is consulted as the expert on their child; the teacher begins by naming one of the student’s strengths.  

Procedures  
  You will certainly be rushed for time during the month of September; make it a point to reach out to the parents and 

guardians of your students. Here are some suggestions for this task:  

 Send home a letter to introduce yourself. The letter should describe a little about your background, give your 
class rules and expectations, explain your homework and grading policies, and present a quick overview of the 
course. Be sure to include contact information (school phone, school e-mail, etc.) so that parents can get in touch 
with you. The tone of this letter should be upbeat and inviting.  

 If your school has a voice mail system, be sure to use it. Set aside a time every day to keep it updated.  

 Set up a class website where you can keep parents and guardians in the loop about upcoming events, 
assignments, and other important information.  

 Call home right away when a problem occurs so that it remains a small problem.  

 Maintain open lines of communication between parents/guardians; this consistently ensures the relationship 
remains positive.  

 Even though it is time-consuming, call students' homes during the first weeks of school to introduce yourself and 
learn as much as you can about your students. Ask questions such as, “What should I know about your child?” or 
“What have other teachers done that has worked well for your child?”  

Tips to Remember  
  Teachers seek parent input and support about how best to address classroom difficulties that students may experience 

with behavior, social development, and learning. Teachers and parents should work as partners to promote school success 
for each child.  

  One of the best defenses against misbehavior is to enlist the support of the parents and guardians of your students. 
Although this will take effort on your part, the time you spend building a bridge between school and home will reward you 
many times over during the course of the school year.  
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Problem Solving Conference  

Definition  
  A problem-solving conference is a technique for addressing a specific problem that a child is having at school. What 

makes it powerful is that it invites the student into a conversation and asks for the student’s input on the situation.  

Procedures  
  A problem-solving conference begins with the teacher saying positive things she/he has noticed about the student—the 

student’s interests, efforts, and goings-on. When we tell students we noticed what they’ve done, well, we begin to 
establish a supportive connection, an essential step before talking about a behavior that isn’t working.  

  Next, describe what behavior you’ve noticed that isn’t working well. Here again, it’s important to name specific, observable 
behaviors. Avoid making judgments, interpretations, or labels. Simply describe your observations, using a neutral, matter-
of-fact tone.  

 By naming the behaviors rather than interpreting them, this opens the door for your student to take note of their 
actions and offer their own interpretation. They are then more likely to take responsibility for their behavior.  

  After reviewing your observations, ask for the student’s take. You can simply say, “What do you notice?” in a neutral tone.  

  The next step is to help the student see why her/his behavior is a problem and to establish that the student is willing to 
work with the teacher to solve it.  

 Sometimes when we ask whether a student wants to work with us on the problem, we get only a slight nod or 
other gesture of agreement—which is fine. Continue. Other times, a student refuses adamantly: “No, I don’t need 
help!” or “No, I don’t think it’s a problem.” In this case, the teacher may share gently how the problem is 
impacting her/his teaching or the other students' ability to learn.  

  Generating alternatives. Once a problem has been established and agreed upon, the adult encourages the student to 
brainstorm alternatives behaviors. These should be written on the board or on a large piece of paper where the student 
can see and reflect on them. Ideally, all alternatives are generated by the student. Adult suggestions may be added if the 
list is very short, but only after the student has exhausted her/his ideas.  

  Choosing one strategy to try. The conference ends with an oral or written agreement to try one of the alternatives. With 
several possible strategies on the table, I asked Derek to choose one idea to try. He chose to try brainstorming a list of 
words.  

  Always, it’s important that the students choose an alternative that they believe will work, not one that just pleases the 
teacher. Over the next days and weeks, the student and teacher both take note of whether the problem they identified 
gets resolved. If not, they learn from the experience and return to the list of alternatives to make a better selection.  

Tips to remember  
  The strength of this problem-solving approach is its openness to the child’s perspective and ideas. We try to see children 

as they really are, exploring with them what they need in order to do better at school. Ironically, the correct solution is not 
what’s most important. What’s most important is inviting the child into the conversation, searching together for solutions, 
and expressing faith in the child’s ability to solve the problem.  

  Informing parents about the chosen strategy can help to reinforce the students’ efforts to change behavior.  

 

 

 

 

 

 

 

 

10



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

Page  50 

 

 

Prompting Desired Behaviors  

Description  
Some students may require prompting to meet behavioral expectations in the classroom. Prompts are cues, hints, checklists, 
and scaffolding that teachers use to assist students with performing a skill. Types of prompts can vary, including: signals such 
as gestures and nods, checklists for essay writing, class schedules and samples of completed work.  

Procedures  
  Assess/gather information to determine the student’s current skill level.  

  The type of prompt used will depend on the skill being taught and the student.  

  All prompts need to be faded over time, or when the student is successful, to prevent prompt dependency.  

  If prompts are faded too quickly, errors may be made by the student.  

Levels of prompting 

Prompts can be classified from most intrusive to least intrusive 

 

 

 Partial physical prompts: Using a light touch on student’s elbow, wrist, shoulder to prompt movement.  

 Model prompts: When an educator or peer demonstrates the desired skill.  

 Gestural prompts: Using a point or gesture to indicate next steps in a routine, a location for transitions, or to 
designate items/objects necessary for activities. Gestural prompts can be especially effective when students need 
subtle reminders during quiet independent work activities.  

 Visual/textual prompts: Proactive interventions, such as pictures, symbols, and text that can assist a student to 
respond correctly.  

 Verbal prompts: Verbal cues, which give information to help the student to respond correctly. This is different 
from an initial instruction. An initial instruction is often necessary in order to let the student know what he/she is 
required to do. However, all added instructions after the initial instruction are considered verbal prompts.  

Tips to Remember  
  Although verbal prompts are not physically intrusive, they can be the most difficult to fade. Consider using visual/textual 

prompts or gestural prompts to avoid a student relying solely on verbal prompting.  

  Prompting is not an appropriate strategy if:  

 Student is not physically capable of completing the task or activity presented.  

 Student is physically resistant, resulting in coercive prompting . 
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Proximity or Seat Change  

Definition  
  Proximity is an intervention which anticipates when your student is most likely to call out or behave inappropriately, and 

proactively tries to ensure that an adult or peer mentor is nearby and attentive, before the behavior occurs. Proactively 
offering assistance eliminates the need for the student to engage in inappropriate behaviors.  

  Seat change is an environmental modification used to decrease the likelihood that your student will be distracted or 
bothered by objects or people. The student can be moved away and/or oriented away from something that will typically 
promote challenging behavior (in order to get a favorite game, food, attention from adults); or the student can be moved 
away from peers who instigate or otherwise increase rates of challenging behavior.  

Procedures  
  Pay attention to your natural movements and determine areas in your classroom where you can change your style to 

increase proximity to many students at once.  

 See this helpful article on effective room arrangements. 
(http://www.educationworld.com/a_curr/columnists/jones/jones001.shtml)  

  When delivering instructions, remember to maintain close proximity to at-risk students. This allows opportunities to 
reinforce the following of directions, or to quickly redirect if a student does not comply.  

  Refrain from giving instructions the same way every time.  

  Vary your daily schedule to allow for frequent circulation through the classroom.  

  Place your student closer to you during activities with which they have difficulty.  

 Example: Billy frequently calls out during circle time. Moving him closer to the front of the room (where his 
teacher is able to provide proactive reminders to raise his hand) can help decrease the likelihood of call outs 
during reading.  

  Modified seating does not need to always involve moving the student closer to the teacher (though often this is helpful). 
You can consider moving your student to an area that is quieter or further from the teacher if your student shows signs of 
overstimulation or lack of focus when surrounded by other peers during class time.  

Tips to Remember  
  Proximity is intended to be used proactively, before challenging behavior occurs, rather than as a consequence, after a 

student misbehaves. When used as a consequence, this can lead to a student misbehaving as a means of gaining attention 
from adults/peers.  

  Close proximity or offers of assistance are not intended to be unpleasant or to single the student out. Any attention 
delivered during this time (before inappropriate behavior) should be either neutral or positive. Seek to provide a similar 
level of attention to other students in the immediate area, to avoid making your student feel targeted.  

  Identify any objects or peers that are most likely to cause problems and move the student away and/or orient their seating 
so that they are less likely to be distracted or bothered.  

  You can also identify adults or peers who are most likely to promote desired behavior and move the student closer to 
these individuals.  
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Restorative Conversation  

Definition  
  A restorative conversation is a one-on-one dialogue between an adult and a student that should be done in private, not in 

front of a class. The conversation consists of five questions:  

1. What happened, and what were you thinking at the time?  

2. What have you thought about since?  

3. Who has been affected by what happened and how?  

4. What about this has been the hardest for you?  

5. What do you think needs to be done to make things as right as possible?  

Procedures  
  Restorative questions get to the root (function) of the behavior and give the student the opportunity to make it right. The 

conversation can be done quickly in class while other students are in groups, just outside the classroom door in the 
hallway, or after class. The questions do not focus on punishment, but rather understanding the impact of the behavior on 
all those affected, accountability for the person responsible, and an opportunity for healing of everyone involved.  

Tips to Remember  
  These questions should not be asked when a student has escalated. There is a better chance of a positive outcome if the 

adult already has a positive relationship with the student.  

  Additional information on Restorative Conversations can be found on Google Sites by searching key words OUSD 
Restorative Justice or by using this link: https://sites.google.com/a/ousd.k12.ca.us/ousd-rj-resources/  
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Reviewed Individualized Education Plan IEP/504  

Definition  
  Prior to making an office discipline referral, a careful review of the student’s Individualized Education Plan (IEP) or 504 Plan 

ensures that the accommodations related to the student’s disability are being implemented, and offers support for 
classroom teachers.  

Procedures  
  At the start of the school year, or following the development of an initial IEP or 504 Plan, classroom teachers receive notice 

of the IEP or 504 plan through their OUSD email. This email will contain a link to the web where the teacher may access the 
IEP or 504 plan for her/his students.  

  If the teacher has not received a link to or copy of a student’s IEP or 504 plan, she/he can obtain a copy from her/his 
administrator.  

  If the student’s disability includes behavioral needs, the IEP or 504 Plan will contain accommodations to support the 
student (e.g., written behavioral support plan, written progress reports, weekly check in, review of expectations privately 
with the student, 5-minute timeout session, etc).  

  It is highly recommended that the teacher document the accommodations indicated in the IEP or 504 plan.  

  If the accommodations do not appear to meet the student’s needs, another IEP or 504 meeting can convene with the 
teacher, parent, behavior specialist, and site administrator to review and amend the plan. The site administrator must send 
the parent advanced and written notification regarding the meeting, using the official notification forms.  

  If the plan or the implementation of the plan is unclear, teachers can consult their administrator, school psychologist, 
school district 504 Coordinator, or behavior specialist for support and consultation.  

Tips to Remember  
  Behavior problems can reflect lagging skills. Students with disabilities may need extra behavioral support to be successful 

in the classroom environment. Differentiated instruction, teaching and re-teaching of behavioral expectations, 
implementing a behavior support plan, and active consultation with a support specialist can provide additional assistance 
for classroom teachers.  

  5 - 1 positive reinforcement shapes behavior more efficiently than negative attention or consequences. Refer to page 3 
of this manual for more information.  
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Re-Teaching Desired Behaviors  

Definition  
  Systematic review, practice, and feedback of classroom/school behavioral expectations.  

Procedures  
  Setting up consistent behavioral expectations takes a critical role in creating a well-managed classroom environment. 

Spending time throughout the school year practicing and re-teaching these expectations will help maintain and encourage 
desired behaviors in your classroom.  

  It is important to re-teach desired behaviors in the following situations:  

 A student or whole class are not consistently following class-wide rules and expectations.  

 Class seems to be “slipping,” in following through with classroom expectations. 

 Halfway through the year or following school vacations, re-teaching desired behaviors may be needed as a 
refresher.  

  Teachers are encouraged to incorporate re-teaching expectations on a regular basis as part of their classroom 
management plan.  

 It is recommended to set up times daily to re-teach desired behaviors so that students understand classroom 
expectations.  

 Example: each day of the week is associated with a different classroom rule. Ms. Smith spends 5 minutes 
during morning meeting reviewing the rule of the day, and asking the class to name examples of how 
they can follow it.  

 Whenever Ms. Smith sees one of her students setting a good example of the rule of the day, she 
provides praise and reinforcement (e.g., “Wow, Lucas! I love how you’re following our rules by raising a 
quiet hand, great work!”)  

  Re-teaching expectations to all students in your class allows you to redirect inappropriate behaviors without “blaming” 
students for doing anything wrong or bad.  

  Use a calm, neutral, non-threatening tone.  

  Use short lessons, demonstrations, and discussions on a single rule or expectation on a weekly, daily, and/or monthly 
basis.  

  Randomly call on students to state specific rules or expectations, then reward students for correct answers with verbal 
specific praise, e.g., “You are correct Jamal, rule #3 is Be Safe.”  

Tips to Remember  
  CATCH STUDENTS BEING GOOD: if students are following the expectations and rules, use specific verbal praise to cue 

them in, e.g., “Great job following directions the first time, Lydell. That is what I want to see!”  
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Written Mutual Agreement  

Definition  
  A written mutual agreement,  between two individuals, specifies actions they will take and/or will refrain from taking to 

prevent/resolve a conflict or misunderstanding.  

  With the assistance of a neutral third party, two individuals (student-student, student-teacher, etc.) who have experienced a 
conflict, review the source of the conflict and make commitments which are documented in writing about what they will do 
differently to prevent a conflict in the future.  

Procedures  
  Step 1: Using a talking piece, each student explains (while holding the piece) what has upset them. In this model, one 

person talks while the other listens. The third party reflects back what they heard from each person (e.g., “Kevin, I heard 
you tell Troy that you are upset that he borrowed money from you but did not pay it back”).  

  Step 2: Once both parties have been heard, the neutral party asks what is needed from the other in order to prevent 
further conflict. All parties repeat the same process as Step 1.  

  Step 3: The neutral third party facilitates the completion of a written mutual agreement in which each participant puts into 
writing what they will do or stop doing in order to prevent further conflict. The third party reviews the document with both 
parties and checks for agreement. If both parties agree, they both sign and date the document.  

  Step 4: The third party schedules a follow-up one week in the future and explains that they will use this next meeting to 
review their progress with keeping the agreement. Each party leaves with a copy of the signed agreement which includes 
the date and time of the next meeting.  

Tips to Remember  
  This process does not require a trained mediator. It does, however, require a good listener (third party) who can remain 

neutral, paraphrase what was said, and avoid interjecting his/her opinion about the proposed solution.  

  Remember, our bodies take 30-45 minutes to calm down after a conflict. Taking a 5-minute “timeout” does not allow the 
endocrine system time to return to baseline. Attempting an agreement sooner may escalate the conflict.  

  Third parties who have learned and practiced “active listening” tend to be more neutral.  

  See this article for more information on active listening. http://www.edutopia.org/blog-five-listening-strategies-rebecca-
alber  
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Appendix A: Positive Classroom Reinforcers  

Academic Activities  
  Go to the library to select a book  

  Help a classmate with an academic assignment  

  Help the teacher to present a lesson (e.g., by completing sample math problem on blackboard, reading a section of text 
aloud, assisting cooperative learning groups on an activity)  

  Invite an adult "reading buddy" of student's choice to classroom to read with student  

  Listen to books-on-tape  

  Play academic computer games  

  Read a book of student's choice  

  Read a story aloud to younger children  

  Read aloud to the class  

  Select a class learning activity from a list of choices  

  Select a friend as a "study buddy" on an in-class work assignment  

  Select friends to sit with to complete a cooperative learning activity  

  Spend time (with appropriate supervision) on the Internet at academic sites  

Helping Roles  
  'Adopt' a younger student and earn (through good behavior) daily visits to check in with that student as an older mentor  

  Be appointed timekeeper for an activity: announce a 5-minute warning near end of activity and announce when activity is 
over  

  Be given responsibility for assigning other students in the class to helping roles, chores, or tasks  

  Complete chores or helpful activities around the classroom  

  Deliver school-wide announcements  

  Help the custodian  

  Help the library media specialist  

  Help a specials teacher (e.g., art, music, gym)  

  Take a note to the main office  

  Work at the school store  

Praise/Recognition  
  Be awarded a trophy, medal, or other honor for good behavior/caring attitude  

  Be praised on school-wide announcements for good behavior or caring attitude  

  Be praised privately by the teacher or other adult  

  Design--or post work on--a class or hall bulletin board  

  Get a silent "thumbs up" or other sign from teacher indicating praise and approval  

  Have the teacher call the student's parent/guardian to give positive feedback about the student  

  Have the teacher write a positive note to the student's parent/guardian  

  Post drawings or other artwork in a public place  

  Post writings in a public place  

  Receive a "good job" note from the teacher  
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Prizes/Privileges/Rewards  
  Allow student to call parent(s)  

  Be allowed to sit, stand, or lie down anywhere in the classroom (short of distracting other children) during story time or 
independent seat work  

  Be dismissed from school 2 minutes early  

  Be given a 'raffle ticket' that the student writes name on and throws into a fishbowl for prize drawings  

  Be permitted to sit in a reserved section of the lunchroom  

  Be sent to recess 2 minutes earlier than the rest of the class  

  Draw a prize from the class 'prize box'  

  Earn behavior points or tokens-to-be-redeemed for prizes or privileges  

  Have first choice in selecting work materials (e.g., scissors, crayons, paper) and/or seating assignments  

  Have lunch in the classroom with the teacher  

  IOU redeemable for credit on one wrong item on a future in-class quiz or homework assignment  

  Receive a coupon-to-be-redeemed at a later time for a preferred activity  

  Receive a sticker  

  Receive candy, gum, or other edible treats  

  Receive pass to "Get out of one homework assignment of your choice"  

  Select a class fun activity from a list of choices  

  Select the pizza toppings for a class pizza party  

  Sit near the teacher  

  Take the lead position in line  

  Tell a joke or riddle to the class  

Recreation  
  Be selected by the teacher to accompany another student to a fun activity  

  Get extra gym time with another class  

  Get extra recess time with another class  

  Listen to music  

  Play a game with a friend  

  Play non-academic computer games  

  Select fun activity from "Activity Shelf" (stocked with play materials, games)  

  Spend time (with appropriate supervision) on the Internet at recreational sites  

  Watch part or all of a video (preselected by the teacher and cleared with the student's parent)  

  Work on a jigsaw or other puzzle  

  Write or draw on blackboard/whiteboard/easel paper   

 

 

 

 

 

 

 

 

18



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

Page  58 

 

 

Appendix B: Sample Reinforcer Questionnaire  
Name: 
  
Date:   

 

Part 1: Favorites 

What is your favorite color?   

What is your favorite food?   

What is your favorite story?   

What is your favorite TV show?   

What is your favorite movie?   

What is your favorite music?   

What is your favorite musician?   

What is your favorite video game?   

What is your favorite toy or item?   

What is your favorite school subject?   

What is your favorite school activity?   

What is your favorite community activity?   

What is your favorite leisure activity?   

Who is your best friend(s)?   

 

Part 2: Choices 
Circle your answer to the following choices 

Would you prefer reading or writing?  

Would you prefer reading or math?  

Would you prefer writing or math?  

Would you prefer speech or language arts? 
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Would you prefer to hear or read a story?  

Would you prefer to write about or draw out an activity?  

List your 3 favorite items or activities from Favorites above 

 

1.  2.  3.  

 

Would you prefer to do one of the things from Favorites by yourself or playing with a friend?  

Tell me about a unique talent you have  

Tell me something about you, which you think is important, that I may not know. 
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Appendix C: Sample Behavior Charts 

 

My Classroom Goals    

My goal is ________ points Always Sometimes Rarely 

1. I will raise a quiet hand 3 2 1 

2. I will ask permission to leave my seat 3 2 1 

3. I will use appropriate language in class 3 2 1 

4. I will keep hands, feet, and objects to myself 3 2 1 

5. I will do my work 3 2 1 

Total of each column:    

Total of all columns:    

Directions:  
1. Establish a period of time that this chart will be in use. More than one chart may be used in a school day, e.g., a single 

chart may be used for particularly difficult subjects.  

2. Determine a reward that is motivating for the student. It is recommended that you involve the student in this process.  

3. Establish a score necessary for the student to earn the desired reward and add it to the chart in the proper area. The score 
should be set at a level that requires improvement but is a reasonably attainable goal. (Note: the highest possible score for 
any one period is 15).  

4. Display the chart in a location that allows frequent review of progress by both student and teacher (e.g., attached to the 
student’s desk).  

5. Praise the student throughout the period whenever they are engaging in the appropriate behavior with specific praise, 
“Great job raising your hand, what can I help you with?”  

6. At the end of each period, circle the number the corresponds with the student’s performance.  

7. Calculate the total of all columns.  

8. If the student receives the required number of points, deliver the reward at the scheduled time; immediate reward delivery 
is preferred.  

9. Start new Classroom Goal Sheets for any difficult subject or period.  

Tips:  
  Whenever a student has shown improvement (even when it is slight), the teacher should consider selecting sometimes vs. 

rarely.  

  If the student consistently fails to earn the required points for the reward, consider using alternate pre-referral 
interventions.  
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Appendix D: Samples of Behavior Contracts  

Sample Behavior Contract: Elementary Student  
Effective Dates:  From  to  

 

Mrs. Jones, the teacher, will give Ricky a sticker each time he does one of the following:  

  Turns in completed homework assignment on time  

  Completes and turns in an assignment during class  

When Ricky has collected 12 stickers from Mrs. Jones, he may choose one of the following rewards:  

  10 minutes of extra recess time (with Mr. Jenkins' class)  

  Choice of a prize from the Surprise Prize Box  

 

Bonus: If Ricky earns stickers for 5 consecutive days in a row, he earns a bonus prize from the Surprise Prize Box.  

Penalty: If Ricky has to be approached by the teacher more than 5 times during the day because he is showing distracting 
behavior, he loses access to his reinforcers that day. He can still continue to earn stickers, but access to reinforcers is delayed 
until the following school day.  

The student, Ricky, helped to create this agreement. He understands and agrees to the terms of this behavior contract.  

 

Student Signature:   

The teacher, Mrs. Jones, agrees to carry out her part of this agreement. Ricky will receive stickers when he fulfills his daily 
behavioral goals of completing homework and class work, and will also be allowed to collect his reward when he has earned 
enough stickers for it, unless he has a penalty that day. The teacher will also be sure that Ricky gets his bonus prize if he earns 
it.  

 

Teacher Signature:   
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Appendix D, continued: Samples of Behavior Contracts  

Sample Behavior Contract: Middle School Student  
Ricky will begin this contract on this date (starting date) to help assure his success at school.  

GOALS FOR STUDENT:  

1. Keep hands to self  

2. Use appropriate language  

CONSEQUENCES IF GOALS ARE NOT MET:  

1. Restrict access to social functions (e.g., field trips, school dances)  

2. Eat lunch separate from peers  

REWARDS IF GOALS ARE MET:  

1. 30 minutes computer time on Friday  

2. 1 free homework pass  

Special Note: The rewards and consequences mentioned above are null and void if student commits an act that would require 
a suspension and/or expulsion. This will be determined by school policy and the school administration.  

By signing this contract all parties agree to the stipulations in the document and will following accordingly.  

The following contract will be reviewed by the student and teacher on the following date and time:  

 

   

 

 

  

 Signature of Student  Date  

 

 

  

 Signature of Teacher or Counselor  Date 
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Appendix D, continued: Samples of Behavior Contracts  

Sample Behavior Contract: High School Student  

Statement To Parent/Guardian and Student  
On starting date, Ricky will begin this contract that will ensure his success at Oakland High School. This contract will be used 
to chart the progress of the aforementioned student and as a tool to determine their future at Oakland High School.  

GOALS FOR STUDENT:  

1, Arrive to class periods on time  

2. Maintain appropriate classroom behavior (including positive social interactions with peers and teachers)  

CONSEQUENCES IF GOALS ARE NOT MET:  

1. Restricted access to preferred classroom activities (e.g., computers)  

2. Restricted access to preferred social functions (e.g., football games, school dances, field trips)  

CONSEQUENCES IF GOALS ARE MET:  

1. Early dismissal at 1pm on Friday  

2. Access to art room during free period.  

 

By signing this contract all parties agree to the stipulations in the document and will following accordingly.  

 

The following contract will be reviewed on the following date:   

 

 

 

    

 (Printed Name of Student)  (Printed Name of Teacher)   

 

 

 

    

 (Signed Name of Student) (Signed Name of Teacher) 
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Appendix 6  Individual Behavior Plan 
 

 

Individual Behavior Plan / Plan Individual de Comportamiento 

Student Name:  

Created By / Creado por:  Date / Fecha:  

 

Positive Behaviors / Comportamientos Positivios: 

•   
•   
•   
•  

Behavior Patterns that Need to Change / Patron de Conducta Que Necesito Cambiar: 
•   
•   
•   
•   
Strategies to Improve Behavior and Support these Changes / Estrategias para Mejorar el Comportamiento y Formas de Apoyo: 
•   
•   
•   
•   

 

 
I, ______________________________________, commit to changing the behavior patterns that are getting in the way of my learning. I understand that if 

I receive another URF this marking period, I will be placed on Home/School contract after a family meeting. 

Yo me comprometo a cambiar el patron de conducta que esta en mi afectando mi  aprendizaje.  Yo entiendo si recibo otra forma de cultura en este 

periodo de calificaciones, se me dara un contrato de hogar-escuela despues de la junta de familia.  

 

Student Signature:  Date:  

Family Signature:  Date:  
 

Administrator/Teacher Initials   ______   ______   ______   ______   ______  ______ 
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Appendix 7  Home and School Contract 
Student  Staff  

Family member  Date of meeting  

Teachers:  Please give this student a rating based on behavior in class, “10” being the highest and “1” being the lowest.  
Please initial. 

Week of    

 

Home and School Contract 

Monday Tuesday Wednesday Thursday Friday 

Advisory Advisory Advisory Advisory Advisory 

1st p 1st p 1st p 1st p 1st p 

2nd p 2nd p 2nd p 2nd p 2nd p 

3rd p 3rd p 3rd p 3rd p 3rd p 

4th p 4th p 4th p 4th p 4th p 

5th p 5th p 5th p 5th p 5th p 

Daily average Daily average Daily average Daily average Daily average 

Family sign Family sign Family sign Family sign Family sign 

Rules for this contract: 
1. Each day in each class the student will earn a 1 – 10.   
2. At the end of the day, the student will bring the contract to who will average the points.   

1- 7 = “bad day”.  8 – 10 = “good day” 
3. Each day the student will bring this contract home for a family member to sign.  
4. If the student has a “good day” he or she earns a point toward a reward and completion of the contract. 
5. If the student has a bad day, his/her family gets a call from and a home consequence. 

Rewards: 

5 “good days”  

10 “good days”  

15 “good days”  
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Appendix 8  OUSD Mandatory Safety Protocols 

8.1  
 

 

 

 

 

 

The following Safety Protocols are mandatory. There is no discretion to deviate from these protocols. 

A call to 911 (or 510-777-3211) shall be made for any in-progress crime where the safety of the school site is at risk. School sites 
should refer to BP 5145.13 and BP 5145.14 regarding student and law enforcement contacts.  

Additionally, it is mandatory to notify the Oakland School Police Department at 510-874-7777 for all of the following incident 
types, in addition to calling 911: 

  Any incident involving guns, knives, or weapons 

  Any recovery of weapons 

  Injuries to students or staff 

  Theft or loss of District property 

  Individual or group demonstrations 

  Assaults which cause physical injury to any person on a school site 

  Gang-related activity 

  Any recovery of drugs 

  Missing persons 

  Mandatory reporting incidents 

  Abductions, attempted abductions, including parental abductions & custody disputes 

  Intoxicated students, staff, or other adults on school sites 

  Any person who poses a threat to the safety of the campus, students, or staff 

  All fires 

  Any major property damage 

  Gang, ethnic, hate, racial, vulgar, or objectionable graffiti found on District property 

  Anytime there is a perceived need for police services 

 

Protocol for Lockdowns 

Principal or designee shall take the following steps, in the stated order: 

1St  Contact OUSD Police (510-874-7777), if immediate threat contact 911 

2nd Implement a School-Initiated Lock Down 

3rd  Contact the Regional/Network Office with details by email and phone 

Regional/Network Office shall: 

  Forward “Incident Report” to Risk Management and Superintendent’s Office;  

  Provide the Principal with follow-up steps if needed 

OAKLAND SCHOOL POLICE 
DEPARTMENT

1011 Union Street, Oakland, CA 94607 – (510) 874-7777 – Fax (510) 874-7788
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OUSD Police shall: 

  Provide guidance to the school site and coordinate the police response 

  Communicate with the site either in person or by phone, and notify when an “All Clear” status is attained 

Protocol for student injuries  

Principal or designee shall: 

(For minor injuries only) 
  Administer first aid and call parent within 30 minutes–1 hour of the incident  

(For major injuries: broken limbs, head trauma, dizziness, or life-threatening incidents) 

  Determine if 911 needs to be called 

  If no 911 call is necessary, contact school nurse & parent or guardian immediately 

  If parent/guardian is not available, leave a detailed voice message and call emergency contacts on the Emergency Card 

  If injury is caused by structure or the physical grounds (e.g. pothole), have custodian mark off or cover the area and place a 
work order in the system 

  Complete the “Incident Report” form; document your initial action steps and FAX or PDF a copy directly to the Legal 
Department (ATTN: janette.puccetti@ousd.k12.ca.us) and to the Regional or Network Office 

Regional/Network Office shall: 

  Forward “Incident Report” to Risk Management and Superintendent’s Office 

  Provide the Principal with follow-up steps if needed 

Protocol for Threats of Physical Harm on a School Site  

Principal or designee shall take the following steps, in the stated order: 

1st Contact OUSD Police (510-874-7777), if immediate threat contact 911 

2nd Implement a School-Initiated Lock Down if the situation warrants it 

3rd Contact the Regional/Network Office with details by email and phone 

Regional/Network Officer or designee shall take the following steps, in the stated order: 

1st Contact Chief of Police (Chief Godown) or his designee at (510) 874-7777 

2nd Contact Troy Flint (Draft Communication) 

3rd Legal Office (Initiate a Restraining Order, where indicated) 

4th  Alert school of next steps or follow-up via email/phone 

5th  If a District employee is involved, Contact Aaron Townsend, Director of Strategic Support (Investigate & Issue Employee 
Discipline) 

OUSD Police shall:  

  Investigate or determine an appropriate police response 

  Assist the Principal with serving the 7- to 14-day Stay Away Letter (parent), or 30-day Stay Away (non-parent) 

Protocol for Suspected Child Abuse, Endangerment, or Sex Crimes 

ALL District employees shall take the following steps, in the stated order: 

1st Ensure child’s physical, social, and emotional safety needs are met 

2nd Document student statement on CPS report form 

3rd Call CPS (510-259-1800) immediately with the written report completed and file the report with CPS within 36 hours 

4th Call the Oakland Police Department at 510-777-3333 for non-emergencies or 777-3211 for emergencies 
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5th Call the Oakland School Police Department at 510-874-7777 

6th Contact Regional or Network Mental Health Program Manager 

7th If the suspect is an employee, contractor, or volunteer, contact OSPD and the Regional Office with details of the incident, 
name of employee, contractor, or volunteer 

NOTE: DO NOT prolong the notification time to CPS and Law Enforcement. This MUST be done prior to any other 
OUSD notifications 

Regional/Network Officer or Designee shall take the following steps, in the stated order: 

1st  Contact the Chief of Police or his designee 

2nd Notify Superintendent’s Office and Legal 

3rd Contact Troy Flint (Communications) 

4th  Contact HRSS (if employee, contractor, or volunteer is involved) 

CPS shall: 

Coordinate with the Law Enforcement response to the incident. 

Law Enforcement shall: 

  Follow OPD or OSPD guidelines and regulations for investigating child abuse, sex crimes and/or endangerment 

Protocol for Allegation of Weapons on Campus  

Principal or designee shall take the following steps, in the stated order: 

1st Call OUSD Police or 911 and provide all the details (name, description and location of the student, weapon type, who 
witnessed the weapon, etc) 

2nd Follow the directions of the OUSD Police/OPD 

3rd Contact your Regional/Network Office with all the details of the allegations 

OUSD Police shall: 

  Arrive immediately and assess the situation, coordinate the law enforcement response 

  Contact the student and coordinate the search for the weapon along with school staff 

  If the weapon is found, the appropriate Police Procedures will be initiated and principal will be informed 

Principal shall: 

  Begin the proper Discipline Hearing Process (DHP) 

  Complete the “Incident Report” form; document your initial action steps and FAX or PDF a copy directly to the Legal 
Department (ATTN: janette.puccetti@ousd.k12.ca.us) and to the Regional or Network Office 

Regional or Network Office shall take the following steps, in the stated order: 

1st Contact the Chief of Police or his designee 

2nd Contact Troy Flint (Draft Communication) 

3rd Contact Regional Mental Health Program Manager  

4th Contact Risk Management and Superintendent’s Office 

5th  Alert school of next steps or follow-up via email/phone 
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Appendix 9  OUSD District Crisis Response Protocol 
 

 

 

 
  

OUSD District Crisis Response Protocol 
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Appendix 10  Classroom Set Up (Example) 
 

 

Classroom Set Up 

 

Desks: Must be arranged for easily accessible student discussion and collaboration.  

Blackboard Configuration (BBC): Must be current, neatly posted, and accessible to students. It MUST include: Date/time, 
Class, Essential Question, Standard, Learning Target, Do Now, Agenda, Closing/CFU/Exit Ticket, HW. 

Leveled Libraries and Resource Texts: Must be neatly organized, maintained, and accessible to students. They must include 
starting inventory record, procedures for students use/return/maintenance, and inventory accountability. 

Wall Displays: Every classroom MUST include: Current student work, current data trackers, school wide  emergency 
procedures/policies and values, Williams postings, classroom rules, procedures, agreements, and content/cultural specific 
artifacts. 

Technology: Must be operational, accessible and secure when not in use. Procedures for student use should be clearly posted 
and maintained.  

Data & Technology Lead: (DTL) is responsible for Chromebook carts.  
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Appendix 11  Student In-Class Procedures (Example) 
 

Student In-Class Procedures 

Independent Work: 
1. Sit in assigned seat. 
2. Take out only necessary materials. 
3. Silent- raise hand for help. 

Before Entering: 
1. When bell rings, assemble immediately into line.  
2. Line up and wait for teacher. 
3. Use 6-inch voices. 
4. Backpack is on your back. 

Small Group Work: 
1. Sit in designated seat or area. 
2. Take out only necessary materials. 
3. Use 6-inch voices; raise hand for help. 

Entering: 
1. Greet teacher, handshake, eye contact. 
2. Go directly to assigned seat, quietly. 
3. Take out homework and copy new homework in 

planner and/or start Do Now. 
4. Place backpack on the back of chair or under 

desk. 
5. Start Do Now silently and/or write HW into 

planner. 

Whole Class: 
1. Sit in assigned seat. 
2. Take out only necessary materials. 
3. One microphone; raise your hand to speak. 

Pencil Sharpening: 
1. Put pencil up with raised hand silently during 

independent work. 
2. Wait for permission. 

Honoring the Hand: 
1. Teacher counts down 5-4-3-2-1. 
2. All students put pencil/pen down. 
3. Raise 1 hand into air. 
4. Provide teacher eye contact. 

Tardy: 
1. Turn in pass to teacher's designated area. 
2. Go to assigned seat silently. 
3. Check-in with teacher before the end of class. 

Disrespecting your planner: 
1. All Pages are filled out with homework/schedules. 
2. No tagging. 
3. No bad words. 

Dismissal:  
1. Clean up classroom and materials. 
2. Place work in appropriate section of binder or 

notebook. 
3. Sit in assigned seat silently. 
4. Wait for teacher to dismiss. 
5. Detention students exit and proceed to assigned 

detention room. Other  students exit door 
leading to hallway. 

Food: 
1. School provided breakfast items must be eaten during 

designated breakfast period ONLY. 
2. Food and all packaging is to be eaten and/or thrown away in 

appropriate trash receptacle before exiting classroom. 
3. Students may have clear bottles only. 
4. Lunch food and drinks MUST be consumed and/or discarded in 

the appropriate trash receptacle ONLY in designated lunch area. 
5. ALL other food items must be authorized by classroom 

teacher/administration in advance. 

Bathroom: 
1. Hold up paper pass silently during appropriate 

times. 
2. Wait for permission. 
3. Exit and re-enter class silently - within 5 minutes! 
4. Do not stop and talk to other teachers or 

students while out of classroom. (NO 
EXCEPTIONS!!!) 

5. One person at a time per class to use bathroom. 
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Student In-Class Procedures 

 Water: 
1. Hold up hand with W (three fingers). 
2. Wait for permission. 
3. Quietly walk to water fountain and get water. 

 Transitions: 
1. Quietly and quickly leave classroom through door 

leading to the hallway. 
2. Line up for next class in proper line order. 
3. If you need to use restroom, you may ask the 

teacher of your next period class and then, one  
at a time, you may take a pass and use the 
restroom (Students do not go to restroom in 
between classes; unless at lunch). 

4. Teachers must exit class with students and 
support students to properly transition. 

5. Teachers stand at door and/or assist in hallways 
during passing period. 
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Appendix 12  Grade-Level Procedures (Example) 
Grade-Level Policies 

Policy Description Positive Impact Student Accountability 

Homework 
(quantity and 
time) 

• Site-specific 
• Students have homework each night! 

• Improve skills 
• Positive calls home 
• Appreciation 

• HW detention 
• Call home 

Homework 
(late work) 

• Teacher will not accept homework that is 
more than 2 days late (25% will 
automatically be deducted each day) 

 • HW Detention 

Tardies  
(class specific) 

• See whole school policy    

Homework/ 
Class work 
Quality 

• Proper heading • Credit for work 
• Showcased on walls

• No name  or proper heading 
will result in no credit 

Supplies • During crew they must have (we always 
check):  planner, pencils, SSR book.  Binder 
check once a week in crew.  During the day, 
they must be prepared with all of these 
supplies. 

• Pens only blue or black ink on assignments 

• Students do not 
waste time and are 
prepared for class

• Students should ask other 
students for a pen before 
asking the teacher  

Copying  • Copying someone else’s work and 
presenting it as your own is dishonest —
whether it is your neighbor’s homework, a 
web page, or a book from the library. It is 
equally dishonest to allow someone to 
copy your work!  

 • Both families will be contacted 
to discuss how to support you 
with HW 

• Both students redo work 
• Tutoring session for both  
• Additional work depending on 

subject 
Gum • If caught chewing, you have some creative 

consequence for 30 minutes, such as 
scraping gum, cleaning, or other 

• You’re required to give teacher all your gum. 

• Clean pretty school • 30-minute detention  

Cell phone • School policy 
• Which also means you may NOT use your 

cell phone while in the building at any time!

 • Yes, we will search you because 
we love you and believe in 
fairness and consistency 

Absences • If you were absent 1 day you will have 1 day 
to make up HW unless teacher tells you 
otherwise. 

• Student is responsible for obtaining CW/HW 
for absence.  

  

Food/water • Sit on it! 
• Clear water bottle only 
• No food in Classroom 
• ( Exception based upon breakfast and 

celebrations). 

  

Respectful 
language 

• Language to adults and peers. 
• This is a professional environment. 
• Do not use: 

•  “Way” 
• “Shut up” 
• “Hell” 
• “That’s so gay” 
• “N word” 
• Anything that is derogatory towards 

gender, identity, faith, sex, etc.”  
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Appendix 13  Morning Supervision Procedures (Example) 

Morning Supervision Procedures 
 

Custodian unlocks padlocks to driveway and gates   

 
7:45  SSO  supervises deck outside of cafeteria, checks that students are entering through pedestrian gates 

ONLY (not driveway).  
  
 NOTE: Students should enter the main doors ONLY to check in phones or for dress code. All students 

must then exit the main doors unless under the direct supervision of an adult. 
  
7:55–8:00 SSO supervises cafeteria door for Morning breakfast students to enter the school. 
  
8:00 AM Gym Supervision Team have radios. Team opens gym door and radio everyone. Supervise students 

inside gym.  
  
8:00 SSO Jennifer closes cafeteria door, late Morning Boost students enter through main door to receive pass 

from Secretary Sandra.  SSO also closes driveway gate to increase safety, but does not lock the gate.  
  
8:00–8:30 SSO Jennifer ensures that all students are entering pedestrian gate and going into gym. No students 

should be entering school building through cafeteria door. Remind students to turn their cell phones in to 
Sandra by entering main doors. 

  
8:35 Bayardo radios Jennifer to go to yard to supervise students. Once Jennifer is in position, Bayardo radios 

gym team and opens cafeteria door. AM Gym Supervision Team member at gym entrance blows whistle 
and dismisses one grade level at a time (according to Bayardo’s radio calls).  

  
8:35–8:50 Students enter through cafeteria door. Jennifer is stationed in main yard and ensures that no student 

goes past Room 13, nor enters 6th grade garden until 8:48. 
  
8:50 All students enter main door to receive late pass from Sandra. AM Supervision Team closes cafeteria 

door and locks pedestrian gates at 8:50. 
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Appendix 14  OUSD Student Culture Rubric 
 

OUSD Student Culture Rubric 

School-
wide 
systems 

Advanced Proficient Working Towards Needs Improvement 

Breakfast  • All elements in the 
"Proficient" category 
must be met plus: 

• Systems guarantee that 
students leave the 
eating area clean. 

• BB and breakfasts are 
ready to serve by 7:00 
am. 

• Supervision monitors 
are on time and are 
mostly actively 
monitoring. 

• Systems exist to ensure 
that cafeteria is left 
clean but adherence 
is inconsistent. 

• Staff has assigned duty 
stations to support 
student breakfast 
(SSO, AP). 

• BB and breakfasts are 
not yet set out upon 
student arrival at 7:00. 

• Supervision monitors 
are late and/or not 
actively monitoring. 

• Frequent reminders 
must be made to 
keep voice levels 
appropriate. 

• Some students clean 
up in eating area, but 
cafeteria is left 
somewhat messy. 

• BB and breakfasts are 
not yet set out upon 
student arrival at 7:00.

• Supervision monitors 
are late and are not 
actively monitoring. 

• Frequent reminders 
must be made to 
keep the room 
silent/voice levels 
appropriate. 

• Cafeteria is left messy. 

Community 
Circle/ 
Morning 
Meeting  
(Optional)   

• Circle is organized such 
that all students can 
see and actively 
participate in circle 
activities. 

• All circle topics address 
core values, college, 
or community needs. 

• All students are silent 
and tracking the 
speaker. 

• Students are engaged 
and participate 
enthusiastically. 

• Leader encourages 
student participation 
through relevant 
questions and/or 
student presentation. 

• Leader provides 
opportunity for 
teachers to present or 
give input. 

• All transitions within 
circles are silent, 
smooth, and efficient. 

• Leader always models 
taxonomy techniques 
[cold call, check for 
understanding (CFU), 
positive framing]. 

• Circle is organized such 
that almost all 
students can see and 
actively participate in 
circle activities. 

• Almost all circle topics 
address core values, 
college, or community 
needs. 

• 95% of students are 
silent and tracking the 
speaker. 

• Students are engaged 
and participate. 

• Leader encourages 
student participation 
through relevant 
questions and/or 
student presentation. 

• Leader provides 
opportunity for 
teachers to present or 
give input. 

• Transitions within 
circles are mostly 
silent, smooth, and 
efficient. 

• Leader consistently 
models taxonomy 
techniques (cold call, 
CFU, positive 
framing). 

• Circle is somewhat 
disorganized such 
that some students 
are unable to see and 
participate in circle 
activities. 

• Circle topics may not 
be connected to core 
values, college, or 
community needs. 

• There are some side 
conversations and not 
all students are 
tracking the speaker. 

• Students participate 
begrudgingly.    

• Leader does not 
encourage student 
participation with 
questions or student 
presentation. 

• Leader infrequently 
opens the floor for 
other adult voices. 

• Transitions within circle 
can be noisy or take 
too long. 

• Leader occasionally 
models  taxonomy 
techniques (cold call, 
CFU, positive 
framing). 

• Circle is poorly 
organized, limiting 
students’ ability to see 
and participate in 
circle activities. 

• Circle topics are not 
connected to core 
values, college, or 
community needs. 

• Side conversations 
disrupt the flow of 
circle 

• Students do not 
participate. 

• Other adults do not 
participate. 

• Transitions within circle 
are almost always 
noisy and take too 
long. 

• Leader does not model 
taxonomy techniques 
(cold call, CFU, 
positive framing). 
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OUSD Student Culture Rubric 

School-
wide 
systems 

Advanced Proficient Working Towards Needs Improvement 

School 
Leadership  
(LGDS: 
Relationship, 
Vision, 
Resilience) 

• Leaders are always 
upbeat, motivational, 
and inspiring. 

• Positive Framing: 
leaders narrate the 
positive student 
behaviors (rather than 
calling out the 
negative) and use 
praise, challenge, and 
aspiration to motivate 
the students. 

• Leaders are attentive 
to every detail in 
school and address 
those that are out of 
place immediately. 

• Leaders carry 
themselves with 
confidence and 
authority so that 
students are keenly 
aware of their 
presence. 

• Leaders are most often 
upbeat, motivational, 
and inspiring with 
occasional moments 
of ineffective tone, 
language, or delivery.

• Positive Framing: 
leaders almost always 
narrate the positive 
student behaviors 
(only rarely calling out 
the negative) and use 
praise, challenge, and 
aspiration to motivate 
the students. 

• Leaders are attentive 
to most details in 
school and address 
those that are out of 
place quickly. 

• Leaders carry 
themselves with 
confidence and 
authority so that 
students are aware of 
their presence. 

• Leaders seem 
overwhelmed or aloof 
and only make 
occasional attempts 
at being motivated 
and inspiring. 

• Leaders narrate 
negative rather than 
positive behaviors. 

• Leaders are 
inconsistent in 
recognizing details 
and/or addressing 
those quickly. 

• Acts of student 
misbehavior occur 
within the presence 
of the principal. 

• Leaders seem 
overwhelmed, aloof, 
and do not make 
occasional attempts 
at being motivated 
and inspiring. 

• Leaders are mostly 
negative in their 
interactions with 
students and 
teachers. 

• Leaders do not 
recognize details 
and/or do not 
address those 
quickly. 

• Acts of student 
misbehavior occur 
within the presence 
of the principal. 

Lunch • Lunches are ready to 
serve and students 
support serving in the 
cafeteria.  

• Lunch lines are highly 
organized. 

• Students are engaged 
in polite conversation 
at a reasonable tone. 

• Students' leadership 
supports keeping 
cafeteria environment 
clean. 

• Dismissal is organized, 
clearly defined, and 
led by students and 
staff. 

 

• Lunches are ready 
when students arrive.

• Lunch lines are 
organized with 
minimal disruptions. 

• Most students are 
engaged in polite 
conversation at a 
reasonable tone. 

• Students wipe tables 
and clean up the floor 
with minimal 
reminders. 

• Dismissal is organized 
and clearly defined 

• Lunch is not yet 
prepared  when 
students arrive. 

• Lines are disorganized, 
making lunch tracking 
difficult. 

• Teachers and leaders 
have to give frequent 
reminders for clean-
up. 

• Student conversation is 
either loud or 
happens at 
inappropriate times. 

• Most students do not 
clean up after 
themselves. 

• Dismissal is complete 
within 10 minutes 
after the bell rings. 

• Lunch is not yet set up 
when students arrive.

• Lines are disorganized, 
making lunch tracking 
difficult. 

• Students do not clean 
up on their own area.

• Lunch is too loud or 
students are engaged 
in inappropriate 
discussions. 

• Students remain in 
cafeteria after the 
dismissal bell rings. 
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OUSD Student Culture Rubric 

School-wide 
systems 

Advanced Proficient Working Towards Needs Improvement 

Dress Code 
(Agreed upon 
and clearly 
communicated 
to families) 

• 95% of students are in 
school-based 
uniform or follow 
district dress code 
guidelines. 

• 100%  of  the  time no 
extras need to be 
provided (coats, non-
uniform sweaters, 
etc.). 

•  Uniform discrepancies 
are identified and 
acted upon 100% of 
the time. 

• 95% of students are in 
school-based 
uniform or follow 
district dress code 
guidelines. 

•  Less than 90% of the 
time no extras need 
to be provided 
(coats, non- uniform 
sweaters, etc.). 

• Uniform/dress code 
discrepancies are 
identified and acted 
upon 90% of the 
time. 

• 90% follow district 
dress code 
guidelines or are in 
school-based 
uniform. 

• Less than 90% of the 
time extras need to 
be provided (coats, 
non- uniform 
sweaters, etc.). 

• Uniform discrepancies 
are identified and not 
acted upon. 

• Less than 90% of 
students are in 
uniform or follow 
district dress code 
guidelines. 

• Uniform/dress code 
discrepancies are not 
identified. 

• More than 90% of the 
time extras need to 
be provided (coats, 
non- uniform 
sweaters, etc.). 

Common 
Spaces 

• Bulletin boards are 
attractive and 
promote student 
learning and the 
school’s mission. 

• Bulletin boards 
showcase work from 
the current marking 
period. 

• Boards are updated on 
a monthly scheduled 
basis. 

• Bulletin boards are 
filled and promote 
student learning and 
the school’s mission. 

• Boards are updated on 
a frequent basis. 

• Bulletin boards are 
inconsistently used to 
promote student 
learning/mission. 

• Boards are updated 
occasionally. 

• Bulletin boards are 
non-existent or 
inconsistently used 
to promote student 
learning/mission. 

• Boards are not 
updated. 

Positive 
Framing and 
Teacher Tone 
(Reference 
OETF. 
Oakland 
Effective 
Teaching 
Framework) 

• 90-100% of teachers 
are upbeat, positive, 
motivated, and 
inspiring in the 
classroom. 

• The general tone of 
classroom is efficient, 
respectful, and 
positive. 

• Frequently narrates 
positive student 
behaviors (rather 
than calling out the 
negative) and uses 
praise, challenge, 
and talking aspiration 
to motivate students. 

• Teacher uses 5-1 
Positive 
Reinforcement 

• 75-90% of teachers are 
upbeat, positive, 
motivated, and 
inspiring in the 
classroom. 

• The general tone of 
the classroom is 
efficient, respectful, 
and positive. 

• Narrates positive 
student behaviors 
(rather than calling 
out the negative) and 
uses praise, 
challenge, and 
talking aspiration to 
motivate the 
students. 

• Teacher mostly uses  
5-1 Positive 
Reinforcement 

• 60-75% of teachers are 
upbeat, positive, 
motivated, and 
inspiring in the 
classroom. 

• The general tone of 
the classroom is 
inconsistent in 
efficiency, 
respectfulness, and 
positivity. 

• Does not use positive 
framing OR narrates 
negative student 
behaviors as often as 
positive; or teacher 
does not use positive 
framing and 
inconsistently uses 
praise, challenge,  or 
aspiration to 
motivate students. 

• Most teachers are 
uninspiring and/or 
negative in the 
classroom. 

• The general tone of 
classroom is 
inefficient and/or 
negative. 

• Does not use positive 
framing, and does 
not work to motivate 
students. 
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OUSD Student Culture Rubric 

Teacher 
Proficiencies 

Advanced Proficient Working Towards Needs Improvement 

Student  
Joy and 
Engagement 

• Students seem to be 
joyful and excited to 
be in school. 

• 100% of students are 
engaged in 
classroom activities. 

• Students internalize 
and model 
behavioral 
expectations without 
teacher supervision. 

• Most students seem to 
be joyful and excited 
to be in school. 

• 80-90% of students are 
engaged in 
classroom activities. 

• Students internalize 
and model 
behavioral 
expectations with 
minimal teacher 
supervision. 

• While many students 
seem joyful, there 
are notable instances 
of student arguments 
and/or lack of joy. 

• 70-80% of students are 
engaged in 
classroom activities. 

• Students have not 
internalized 
behavioral 
expectations and are 
resistant to those 
expectations. 

• Students generally 
seem disinterested 
in school/classroom.

• Less than 70% of 
students are 
engaged in 
classroom activities. 

• Students have not 
internalized 
behavioral 
expectations and are 
more resistant to 
those expectations 
than younger 
students. 

Strong Teacher 
Voice 
(Refer to OETF, 
Oakland 
Effective 
Teaching 
Framework) 

• Economy of language: 
minimal language is 
used to build student 
compliance. 

• Don’t talk over 
students: adults 
never talk over 
student chitchat. 

• Do not engage: adults 
never engage 
student 
excuses/distractions 
during correction of 
student misbehavior. 

• Non-verbal authority: 
adults always use 
square up/stand still 
and proximity to 
maintain student 
compliance. 

• Quiet power: teacher 
always speaks slowly 
and quietly to 
develop compliance. 

• Economy of language: 
minimal language is 
used to build student 
compliance. 

• Teachers/leaders 
rarely allow student 
side conversations 
while talking. 

• Teachers/leaders 
rarely engage 
student 
excuses/distractions 
during correction of 
student misbehavior.

• Non-verbal authority: 
adults almost always 
use square up/stand 
still and proximity to 
maintain student 
compliance. 

• Quiet power: teacher 
almost always speaks 
slowly and quietly to 
develop compliance.

• More language is used 
than needed to build 
student compliance. 

• Teachers/leaders 
sometimes allow 
student side 
conversations while 
talking. 

• Teachers/leaders 
sometimes engage 
student excuses/ 
distractions during 
correction of student 
misbehavior. 

• Non-verbal authority: 
adults sometimes 
use square up/stand 
still and proximity to 
maintain student 
compliance. 

• Quiet power: teacher 
sometimes speaks 
slowly and quietly to 
develop compliance. 

• Teachers are so 
verbose that 
students do not 
understand 
compliance 
requested. 

• Student side 
conversations often 
occur while teacher 
is talking. 

• Teachers/leaders 
often engage 
student 
excuses/distractions 
during correction of 
student misbehavior.

• Non-verbal authority: 
adults rarely use 
square up/stand still 
and proximity to 
maintain student 
compliance. 

• Quiet power: teacher 
rarely speaks slowly 
and quietly to 
develop compliance.
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Effective Use of 
Classroom 
Instruction 
Time 

• Least invasive 
interventions (mostly 
non-verbals, group 
reminders, positive 
framing). 

• Less than 10% of class 
time is spent 
redirecting students. 

• 100% of hands raised 
during review of 
material. 

• 100% of students are 
on task during group 
work. 

• 100% of students are 
able to answer upon 
being cold-called. 

• Least invasive 
interventions (some 
verbal and some 
non-verbal redirects).

• 20% of class time 
spent redirecting 
students. 

• 90% of hands raised 
during review of 
material. 

• 90% of students are on 
task during group 
work. 

• 90% of students are 
able to answer upon 
being cold-called. 

• Teacher mostly uses 
invasive interventions 
(verbal reminders 
and redirects; too 
much teacher talk). 

• 40% of class time 
spent redirecting 
students. 

• 80% of hands raised 
during review of 
material. 

• 80% of students are on 
task during group 
work. 

• 80% of students are 
able to answer upon 
being cold-called. 

• Teacher uses all 
invasive 
interventions (verbal 
reminders and 
redirects; too much 
teacher talk; 
rhetorical questions).

• 60% of class time 
spent redirecting 
students. 

• Less than 80% of 
hands raised during 
review of material. 

• Less than 80% of 
students are on task 
during group work. 

• Less than 80% of 
students are able to 
answer upon being 
cold-called. 

Student 
Response to 
Correction 

• Immediate. 
• Silent. 
• Teacher correction is 

accomplished 
through direct eye 
contact. 

• Positive/respectful. 
• Behavior does not 

reoccur within the 
same period. 

• Fairly quick. 
• Silent. 
• Teacher correction is 

nonverbal (tap on the 
desk, hand signal, 
etc). 

• Neutral/respectful. 
• Behavior does not 

reoccur within the 
same period. 

• There is wait time 
before the action is 
corrected. 

• Teacher correction is 
verbal. 

• Student responds but 
not immediately. 

• Student responds 
negatively, but 
corrects action (rolls 
eyes, sucks teeth, 
sighs). 

• Student action has to 
be corrected 
multiple times within 
a period. 

• Student doesn’t 
respond. 

• Student talks back 
(open defiance). 

• Student only responds 
after the threat of a 
serious 
consequence. 

Do it Again 
(Reinforcement) 

• Student group actions 
are done uniformly 
every time. 

• There is no evident 
need for “Do It 
Again;” it clearly has 
been done before. 

• When student group 
actions are done 
incorrectly (walking 
in hallway, taking out 
materials, etc.), 
teacher has class 
repeat actions 100% 
of the time. 

• Actions are repeated 
until 100% of the 
students are 
compliant. 

• When student group 
actions are done 
incorrectly (walking in 
hallway, taking out 
materials), teacher 
has class repeat 
actions 75%+ of the 
time. 

• Actions are repeated 
until 90% of the 
students are 
compliant. 

• Teacher does not ask 
student to repeat 
incorrect group 
actions regularly. 

• When repeated, 
student behavior is 
still noncompliant. 

Tracking 
the Speaker 

• 100% tracking of 
teachers. 

• 90% tracking of peers. 

• 100% tracking of 
teachers. 

• 80% tracking of peers.

• 90% tracking of 
teachers. 

• 70% tracking of peers. 

• Less than 90% tracking 
of teachers. 

• Less than 70% tracking 
of peers. 
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Entry • 90 – 100% of students 
enter the classroom in 
less than one minute. 

• 100% of teachers greet 
100% of their students 
with a handshake and 
greeting. 

• All teachers ensure that 
100% of students give 
eye contact and return 
the greeting. Students 
that do not comply 
are asked to re-greet. 

• 100% of students enter 
the classroom and 
follow set directions 
or  classroom 
routines. 

• 100% of teachers are 
standing at the door 
waiting to receive 
students for their next 
class. 

• 100% of classes start on 
time or within 2 
minutes of receiving 
class. 

• 90% of teachers notice 
100% of student 
compliance issues (i.e. 
uniform issues, 
manners, etc.). 

• 80% - 90% of students 
enter the classroom 
in less than one 
minute. 

• 90% of teachers greet 
100% of their 
students with a 
handshake and 
greeting. 

• 90% of teachers ensure 
that 100% of students 
give eye contact and 
return the greeting.  
Students that do not 
comply are asked to 
re-greet. 

• 90% of students enter 
the classroom and 
follow set directions 
or classroom 
routines. 

• 90% of teachers are 
standing at the door 
waiting to receive 
students for their next 
class. 

• 90% of classes start on 
time or within 2 
minutes of receiving 
class. 

• 80% of teachers notice 
100% of student 
compliance issues 
(i.e. uniform issues, 
manners, etc.). 

• 70% - 80% of students 
enter the classroom 
before the tardy bell 
rings. 

• 70% - 80% of teachers 
greet 100% of their 
students with a 
handshake and 
greeting. 

• 80% of teachers ensure 
that 100% of students 
give eye contact and 
return the greeting.  
Students that do not 
comply are asked to 
re-greet. 

• 80% of students enter 
the classroom and 
follow set directions 
or classroom 
routines. 

• 80% of teachers are 
standing at the door 
waiting to receive 
students for their next 
class. 

• 80% of classes start on 
time or within 2 
minutes of receiving 
class. 

• 70% of teachers notice 
100% of student 
compliance issues 
(i.e. uniform issues, 
manners, etc.). 

• Less than 70% of 
students enter the 
classroom before the 
tardy bell rings. 

• Teachers rarely greet 
students. 

• Less than 70% of 
students enter the 
classroom and follow 
set directions or 
classroom routines/ 

• Less than 70% of 
teachers are standing 
at the door waiting to 
receive students for 
their next class. 

• Less than 80% of 
classes start on time 
or within 2 minutes of 
receiving class. 

• Less than 70% of 
teachers notice 100% 
of student 
compliance issues. 

• (i.e. uniform issues, 
manners, etc.). 

Distributing/ 
Collecting 
Work & 
Lesson 
materials 

• 90 – 100% of teachers 
display evidence of a 
system for 
distributing/collecting 
work that is efficient 
and routinized. 

• 90% - 100% of students 
are silent or engaged 
in an activity while 
work is being 
collected or 
distributed. 

• 80% – 90% of teachers 
display evidence of a 
system for 
distributing/collectin
g work that is efficient 
and routinized. 

• 80% - 90% of students 
are silent or engaged 
in an activity while 
work is being 
collected or 
distributed. 

• 70% - 80% of teachers 
display evidence of a 
system for 
distributing/collectin
g work that is efficient 
and routinized. 

• 70% - 80% of students 
are silent or engaged 
in an activity while 
work is being 
collected or 
distributed. 

• Less than 70% of 
teachers display 
evidence of a system 
for distributing/ 
collecting work that 
is efficient and 
routinized. 

• Less than 70% of 
students are silent or 
engaged in an 
activity while work is 
being collected or 
distributed. 
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Transition 
between 
activities 

• Efficient, time-saving 
(30 sec) routine. 

• Silent, or the talking is 
directly connected to 
the content. 

• Teacher initiated using 
economy of language 
(Teacher says, 
“transition,” and 
students move). 

• Immediately after the 
transition, students 
begin task. 

• Students know how to 
adjust the physical 
setting. (MS/HS 
Teacher initiated). 

• Evidence of a routine. 

• Efficient, time-saving 
(up to 1 min) routine. 

• Silent or the talking is 
directly connected to 
the content. 

• Teacher facilitated. 
• After the transition, 

students are waiting 
for directions. 

• Students know how to 
adjust the physical 
setting. (MS/HS 
Teacher facilitated). 

• Evidence of a routine. 

• Inefficient, more than 
one minute. 

• Off task talking, too 
noisy. 

• Teacher has to repeat 
directions. 

• After the transition, 
students are off task. 

• Physical setting is not 
adjusted. 

• Not a clearly 
established routine, 
teacher has to redo 
the transition. 

• Inefficient, more than 
one minute. 

• Off task talking, too 
noisy. 

• Teacher has to repeat 
directions. 

• After the transition, 
students are off task.

• Physical setting is not 
adjusted. 

• Not a clearly 
established routine, 
teacher has to redo 
the transition. 

Exit from 
Class 

• Class ends on time with 
sufficient time to line 
up students 

• Have students get 
ready for dismissal 
that is organized, 
quick, and efficient 

• Teacher ensures that 
the students are 
attentive before being 
dismissed. 

• During the transition 
the students use 
appropriate voice 
levels without teacher 
reminders. 

• Class ends on time. 
• Teacher uses a 

consistent system to 
have students get 
ready for dismissal 
that is organized, 
quick, and efficient. 

• During transition the 
students may need 
reminders to use 
appropriate voice 
levels. 

• Class ends in a rushed 
or hurried way or 
goes over time. 

•  Teacher does not 
check to see that all 
students are ready to 
be dismissed.  

• Students are talking in 
line. 

• During the transition 
students are not 
using appropriate 
voice levels. 

• Class ends late or in a 
rushed or hurried 
way. 

• No evidence of a 
systematic dismissal 
process is evident. 

• Students are openly 
talking in line. 

• Students are loud and 
disorganized during 
the transition. 

Transitions 
between 
classes 

• 100% of students are 
speaking in a 
professional tone. 

• 100% of students make 
transition to class 
within the given 
amount of time. 

• All students are walking 
urgently to class. 

•  80% Students are 
speaking in a 
professional tone. 

• 95% of students make 
transition to class 
within the given 
amount of time.  
Students who don’t 
make transition 
receive a clear 
consequence. 

• Most students are 
walking urgently to 
class. 

•  70% of students are 
speaking in a 
professional tone. 

• 90% of students make 
transitions to class 
within the given 
amount of time. 
Students who don’t 
make transition 
receive a clear 
consequence. 

• Students are 
inconsistently walking 
to class. 

•  Less than 70% of 
students are 
speaking in a 
professional tone. 

• Less than 90% of 
students make 
transitions to class 
within the given 
amount of time. 
Students who don’t 
make transition 
receive a clear 
consequence. 

• Students are running 
or roughhousing on 
the way to class. 

• Students are purposely 
walking slowly to 
class. 
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Student 
Binders/ 
Notebooks 

• 100% of papers are 
filed (there are no 
loose papers in 
binders or backpacks). 

• 90% of all papers and 
student binders are in 
the appropriate 
section. 

• Binders are organized 
in chronological 
order. 

• Binder tabs are 
appropriate to subject 
matter. 

• Students can readily 
produce material from 
binder to use as 
resources. 

• 100% of student 
binders reflect the 
teacher’s 
organizational system. 

• Teacher monitors 
student binders twice 
per marking cycle. 

• 90% of student papers 
are filed. 

• 80% of all papers in 
student binders are in 
the appropriate 
sections. 

• Binders are organized 
in chronological 
order. 

• Binder tabs are 
appropriate to 
subject matter. 

• 90% of students can 
readily produce 
resources from their 
binders or 
notebooks. 

• 90% of student binders 
reflect the teacher’s 
organizational 
system. 

• Teacher monitors 
student binders once 
per marking cycle. 

• 80% of student papers 
are filed. 

• There are a significant 
amount of papers in 
the front or back 
pockets of the 
binders. 

• No attention paid to 
chronological 
ordering in the 
binder. 

• Binder tabs are not 
appropriate to 
subject area, or all 
work is being filed 
into one or two tabs. 

• 80% of students can 
produce resources 
from their binders or 
notebooks. 

• 80% of student binders 
reflect the teacher’s 
organizational 
system. 

• Teacher does not 
monitor student 
binders. 

• Less than 80% of 
student papers are 
filed in pockets of the 
binders. 

• Binder has no 
chronological order. 

• Binder tabs are not 
appropriate to 
subject area or are 
misused/absent. 

• Less than 80% of 
students can 
produce resources 
from their binders or 
notebooks. 

• Less than 80% of 
student binders 
reflect the teacher’s 
organizational system 
or there is no system.

• Teacher does not 
monitor student 
binders. 

Homework 
(If site has  
no policy) 

• 100% of students use 
an assignment 
planner or binder to 
capture all homework 
assignments or 100% 
of high school 
students can produce 
their syllabi/ agendas. 

• All homework assign-
ments are posted as 
part of daily agenda. 

• Teacher always allots 
ample time to have 
students write down 
homework 
assignments 

• Teacher takes time to 
explain directions on 
all non-routine home-
work assignments. 

• 100% of students have 
a designated folder or 
notebook for each 
subject to keep all 
homework 
assignments. 

• Homework folders are 

• 90% of students use an 
assignment planner 
or binder to capture 
all homework 
assignments; 90% of 
all students can 
produce syllabi/ 
agendas. 

• All homework assign-
ments are posted as 
part of daily agenda. 

• Teacher allots ample 
time to have students 
write down 
homework 
assignments 90% of 
the time. 

• Teacher takes time to 
explain all non- 
routine homework 
assignments. 

• 90% of all students 
have a designated 
folder or notebook 
for each subject to 
keep all homework 
assignments. 

• 80% of students use an 
assignment planner 
or binder to capture 
all homework 
assignments; 80% of 
all students can 
produce syllabi/ 
agendas. 

• Homework 
assignments 
inconsistently posted 
as part of daily 
agenda. 

• Teacher infrequently 
allots ample time to 
have students write 
down homework 
assignments. 

• Teacher does not 
preview homework 
assignments. 

• Less than 90% of 
students have a 
designated 
homework folder or 
notebook for each 
subject to keep all 
homework 

• Less than 80% of 
students use an 
assign-ment planner 
or binder to capture 
all home-work; less 
than 80% of all 
students can pro-
duce syllabi/ 
agendas. 

• Homework 
assignments are not 
posted as part of the 
daily agenda. 

• Teacher does not allot 
time to have students 
write down 
assignments. 

• Teacher does not 
preview homework 
assignment. 

• Less than 90% of 
students have a 
designated 
homework folder or 
notebook for each 
subject to keep all 
homework 
assignments. 
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used exclusively for 
homework and are 
free of clutter and 
older papers. 

• Homework folders are 
used exclusively for 
homework and are 
free of clutter and 
older papers. 

assignments. 
• Binders/planners are 

sloppy and cluttered 
with student work or 
papers. 

• Binders/planners are 
sloppy and cluttered 
with student work or 
papers or students 
do not have 
agendas. 

Classroom 
Environment 
 

Attractiveness—100% of 
classrooms are: 
• Clutter-Free: clean with 

effective storage for 
materials, supplies, 
etc. 

• Desk configuration 
makes sense and is 
not too tight or loose. 

• Teacher desk and 
surrounding area are 
clean and well-
organized. 

• Classroom libraries 
(when applicable) are 
well organized and 
appealing to student 
readers. 

Walls—100% of classroom 
walls have: 
• Posted agenda, 

objectives and HW. 
• Posted schedule, team 

list, and bathroom 
sign-out sheet. 

• Signage supports 
learning objectives. 

• High quality student 
work posted. 

• Instructional signage: 
word wall 

• organized by content, 
unit or 

• alphabetical; process 
steps. 

Other Systems—100% of 
classes have: 

Attractive—90% of 
classrooms are: 
• Mostly Clutter-Free: 

general cleanliness 
and storage for 
materials, supplies, 
etc. 

• Desk configuration 
makes sense and is 
not too tight or too 
loose. 

• Teacher desk and 
surrounding area are 
generally clean and 
organized. 

• Classroom libraries 
(when applicable) are 
organized. 

Walls—90% of classroom 
walls have: 
• Posted agenda, 

objectives and HW 
• Posted schedule, team 

list, and bathroom 
sign-out sheet. 

• Signage supports 
learning objectives. 

• High quality student 
work posted. 

• Instructional signage. 

Other Systems—90% of 
classes have: 
• Clear systems for 

student work, extra 
assignment copies, 
bathroom passes, 
pencil sharpening, 

Attractiveness—70% of 
classrooms: 
• Mostly Clutter-Free: 

general cleanliness 
and storage for 
materials, supplies, 
etc. 

• Desk configuration 
makes sense and is 
not too tight or too 
loose 

• Teacher desk and 
surrounding area are 
generally clean and 
organized. 

• Classroom libraries 
(when applicable) are 
organized. 

Walls—70% of classroom 
walls have: 
• Posted agenda, 

objectives and HW 
• Posted schedule, team 

list, and bathroom 
sign-out sheet 

• Signage supports 
learning objectives. 

• High quality student 
work posted. 

• Instructional signage. 

Other Systems—70% of 
classes have: 
• Clear systems for 

student work, extra 
assignment copies, 
bathroom passes, 
pencil sharpening, 

Attractiveness—Most 
classrooms: 
• Cluttered: 

disorganized and 
little storage for 
materials/supplies. 

• Desk configuration 
doesn’t make sense. 

• Teacher desk area is 
generally 
unorganized. 

Walls—Most classroom 
walls do not have: 
• Posted agenda, 

objectives and HW. 
• Posted schedule, team 

list, & bathroom sign-
out sheet. 

• Signage supports 
learning objectives 
High quality student 
work posted.   

• Instructional signage 

Other Systems—Most 
classes have: 
• No systems for student 

work, extra 
assignment copies, 
bathroom passes, 
pencil sharpening 
etc. 

• No BBC posted. 
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• Clear, effective systems 
for student work, extra 
assignment copies, 
bathroom passes, 
pencil sharpening, 
and plan for purged 
work. 

• BBC posted and 
current. 

and plan for purged 
work. 

• BBC posted and 
current. 

and plan for purged 
work. 

• BBC posted and 
current. 

 
  



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

 Page  93
 

Appendix 15  OUSD Legal Guidance for Student Study Team (SST), Special 
Education (SPED), and 504 Referrals 

GUIDANCE FOR SST, SPECIAL EDUCATION, AND 504 REFERRALS 
The purpose of this guidance is to clarify best practices with respect to referrals to special education assessment, 504 
assessment, and Student Study Teams (SSTs).  The guidance is divided into two different sections:  (1) best practices for school 
site referrals in general; and (2) best practices for a direct referral by a parent, teacher, or service-provider. 

Best Practices for Site Referrals 

The following is a sequence of activities that reflects best practices in addressing a possible referral for a special education 
assessment or a 504 assessment.  (Note that if a referral has already been made, schools should refer to the “Direct Referral” 
section below.) 
1. An individual at the school site has a concern about a student’s academic progress or behavior.   

a. For academic concerns: 
i. Teacher begins to access resources for student and/or consults colleagues or the Instructional Leadership 

Team (ILT). 

ii. Teacher consults parent/guardian for information, support, and feedback.1 

iii. Teacher makes modifications/interventions to student’s general education program for a 4-week period.  
Interventions are documented on a plan for intervention and the date started is noted.  If concerns remain 
after interventions are implemented, school convenes an SST. 

b. For behavioral concerns: 
i. Teacher attempts at least three Pre-Referral Interventions from the Universal Office Referral Form.  If 

conduct continues, teacher makes office referral. 
ii. Principal attempts one or more Post-Referral Interventions from the Universal Office Referral Form.  If 

conduct continues, principal makes referral to COST. 
iii. COST team refers student for appropriate services and interventions and refers for SST if appropriate. 

2. If the concerns remain after the steps above, then an SST is convened.   
a. SST team identifies appropriate academic and behavioral interventions, which are then attempted and documented in 

a 4 to 6 week cycle, which includes assessment, intervention, progress monitoring, and re-convening of SST to 
determine progress.   

b. SST conducts follow-up and makes modifications as needed.  Increasing levels of intensive general education 
interventions are attempted and documented.  

c. If there is no improvement after two SSTs and two intervention rounds, the SST team, with participation of the parent, 
may choose to submit a referral for a 504 assessment or a special education assessment for specialized instruction.   

NOTE:  The best practice procedures described above do not preclude direct referral from the school site for special 
education assessment when appropriate. 

Sources of Referrals 

The written referral of a student for a special education or 504 assessment may be initiated or submitted by or as a result of: 
3. School screening programs, such as vision, hearing, and speech and language screenings. 
4. Student Study Teams (SST). 
5. Direct referral from parents/guardians. 
6. Direct referral from the student. 
7. Direct referral from the student’s teacher(s). 
8. Direct referrals from service providers or agencies having knowledge of an individual with exceptional needs. 
9. A medical diagnosis. 

When a verbal referral is made, staff shall offer assistance to the individual making the request. The request should be made in 
writing but does not need to be made on a specific form. 

                                                               

 
1 Reminder:  If a parent, teacher, or service-provider elects to make a request for special education or 504 assessment, schools should follow the procedures 
outlined in the “Direct Referral” section. 
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Best Practices for Direct Referral by Parent, Teacher, Service-Provider 

The following is a sequence of activities that reflects best practices in addressing a direct referral from a parent, teacher, 
and/or service-provider. 

Requests for Special Education Assessment 
1. If a parent, teacher, or service-provider requests a special education assessment, the district has 15 calendar days to 

develop and provide the parent with an Assessment Plan and Procedural Safeguards.2 

2. The parent may elect to participate or not to participate in an SST. In either case, unless the parent elects to withdraw the 
request for assessment and puts that withdrawal in writing, the assessment shall proceed. 

3. The parent gives informed consent and the assessment process is initiated. 
4. If the District believes that an assessment for special education is not appropriate, it may refuse to conduct the 

assessment. In such cases, the district must complete a Prior Written Notice. (School staff should seek approval from the 
special education Coordinator before denying a request for assessment.) 

Requests for 504 Assessment 
1. If a parent, teacher, or service provider requests a 504 assessment, the 504 Coordinator must respond to the request within 

15 calendar days. 
a. Does the school site know or suspect that, because of a disability, the student needs accommodations or related aids 

or services to participate in or benefit from school? 
i. If YES, use Web504 to provide the parent with: (1) a Proposed Assessment and Consent to Assessment 

Form; (2) Procedural Safeguards/Parent’s Rights; (3) 504 Eligibility Meeting Notice; and (4) Section 504 
Brochure. 

ii. If NO, provide parents with: (1) completed Prior Written Notice (PWN); (2) Procedural Safeguards/Parent’s 
Rights; and (3) Section 504 Brochure. 

Definitions 
An SST is a multi-disciplinary team convened to address the needs of an individual student who is experiencing some type of 
difficulty in school. The difficulty can be identified as academic and/or social/emotional. An SST focuses in-depth on strengths 
and needs of the identified student, and includes the parent and, when appropriate, the student, as well as the principal, 
classroom teachers, school psychologist, resource specialist, counselor, and behavior specialist, etc. The SST team creates a 
plan that is implemented over a 4 to 6 week period and monitored by a follow-up SST meeting to determine progress.  

A COST (Coordination of Services Team) is a team made up of the service providers on a given school site. A COST meets to 
review referrals of students in need of support in order to coordinate services for them. In contrast to an SST, which focuses on 
one student, a COST reviews the needs of many students. A COST may include any of the following participants (depending 
on size of and providers at a particular school):  principal, community school manager, mental health therapist, school 
psychologist and/or counselor, nurse, after-school program coordinator, school health center director, truancy specialist, 
restorative justice coordinator, family advocate, and health educator, etc. COST meets weekly or bi-weekly to triage new 
referrals, assign services as appropriate, and monitor progress on identified goals.   

 
  

                                                               

 
2 Note that when a parent makes a verbal request for a special education assessment, staff members must offer to assist the parent/guardian in making a request 
in writing. 
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Appendix 16  Student Discipline and Intervention Matrix  
The following presents student behaviors and recommended interventions for Type I through Type VI offenses.  

Student Discipline and Intervention Matrix 

Behavior/Offense Recommended 
Intervention 

Suspension Referral 
for 
Expulsion 

Notice to 
Police 

Type I (Classroom-Managed Behaviors) 

Dress code violation Teachers are expected 
to complete at least 
three Pre-Referral 
Interventions from the 
Universal Referral 
Form (URF) before an 
office referral (see Pre-
Referral Intervention 
Guide for details) 

No No No 

Picking on, bothering, or 
distracting other students 

Technology violation (i.e., using 
cell phone in class without 
permission) 

Use of profanity or vulgarity (not 
directed toward adults) 

Failure to follow directions  
(all grades) 

Cutting class or repeatedly truant 

Possessed or used tobacco 

Type II 

Repeated Type I offense One or more 
appropriate 
interventions from the 
Post-Referral Guide 
(also listed at the 
bottom of the URF) 

No No No 

Repeated failure to follow 
directions (K-3) (suspension never 
permitted for K-3) 

Repeated failure to follow 
directions (4-12) 

Discouraged and not 
permitted unless tiered 
interventions have been 
attempted and failed.  
(Note that out-of-school 
suspensions for defiance 
will be phased out by 
2017.) 
Sexual Harassment  
Optional  
1 day 

Use of profanity toward adults 

Trespassing  

Bullying/Harassment Level 1 
(teasing, name calling, excluding, 
giving dirty looks, gossiping) 

Sexual Harassment Level 1 (verbal, 
written, or electronic comments 
that are sexually offensive or 
degrading) 

Intentional destruction of school 
property including graffiti or 
tagging 

Optional 
1 day 

Possession of firecrackers (non-
projectile) 

False activation of fire alarm 
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Student Discipline and Intervention Matrix (cont) 

Behavior/Offense Recommended 
Intervention 

Suspension Referral 
for 
Expulsion 

Notice to 
Police 

Type III 

Repeated Type II Parent consultation 
and one or more 
appropriate 
interventions from the 
Post-Referral 
Intervention Guide. 

Discouraged and not 
permitted unless tiered 
interventions have been 
attempted and failed (K-
3 students may not be 
suspended for defiance) 

No No 

Failure to follow directions when  
it causes an unsafe situation (4-12) 
(suspension never permitted for  
K-3) 

Parent consultation 
and one or more 
appropriate 
interventions from the 
Post-Referral 
Intervention Guide. 

Case-by-case basis 
depending on safety 
issue or mitigating 
factors 

No No 

Bullying/Harassment Level 2 
(bullying based on race, disability, 
sexuality, and other protected 
classes, or pushing, poking, 
tripping, shoving, or making 
threats) 

Optional 1-2 days  
(K-4 students may not be 
suspended for 
harassment or sexual 
harassment) 

Discouraged 
unless 
secondary 
factors 
present* 

Sexual Harassment Level 2 
(touching that is uncomfortable, 
embarrassing, and/or offensive but 
does not rise to the level of sexual 
battery) 

Stole or attempted to steal school 
or private property (not directly 
from a person but from an 
unattended location such as a 
backpack) 

Possessed or sold drug 
paraphernalia 

Engaging in sexual behavior on 
campus 

Caused, attempted to cause, or 
threatened to cause physical injury 
to another person (not involving 
threats re weapons) 

If force was 
likely to 
cause great 
bodily 
injury or a 
deadly 
weapon 
was 
involved 

Fighting Level 1  
(mutual combat resulting in minor 
injuries such as cuts, scrapes; or 
instigating a physical altercation) 

Intoxication Parent consultation 
plus referral for 
substance abuse 
assessment 

No, unless student 
refuses substance abuse 
assessment 

No No 

  



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

 Page  97
 

Student Discipline and Intervention Matrix (cont) 

Behavior/Offense Recommended 
Intervention 

Suspension Referral for 
Expulsion 

Notice to 
Police 

Type IV 

Fighting Level 2  
(one-sided fighting resulting in 
minor injuries such as cuts, 
scrapes) 

Parent conference 
plus one or more 
appropriate 
interventions from the 
Post-Referral Guide 

Optional; no more 
than 3 days (K-4 
students may not 
be suspended for 
harassment or 
sexual harassment) 

Expulsion 
permitted if 
secondary 
factors present 

If force used 
was likely to 
cause great 
bodily injury 
or a deadly 
weapon was 
involved 

Bullying Level 3  
[severe or pervasive conduct, 
including online conduct, that 
has a substantially detrimental 
effect on physical or mental 
health or as described in 
48900(r)] 

Sexual Harassment Level 3 
(severe or pervasive conduct of a 
sexual nature as described in 
48900.2) 

No (except 
for sexual 
battery, 
which must 
be reported 
to police) 

Possessing and/or using 
marijuana (with no intent to sell) 

Expulsion not 
permitted for 
first offense of 
possession of 
one ounce of 
marijuana; 
expulsions 
permitted for 
repeated 
offenses if tiered 
interventions 
have failed or 
student poses 
danger 

No 

Possession of an imitation 
firearm such as a BB gun 

Case-by-case basis 
depending on 
safety threat or 
mitigating factors 

Case-by-case 
basis depending 
on safety threat 
or mitigating 
factors 

Yes 

 

Committed harassment, threats, 
or intimidation against a student 
witness (including gang-related 
behavior) 

Optional, up to 5 
days 

Expulsion 
discretionary 

Depends on 
nature of 
threats 

Threatening to cause physical 
injury with a weapon 

No,  
unless in 
possession of 
a weapon at 
the time of 
the threat 
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Student Discipline and Intervention Matrix (cont) 

Behavior/Offense Recommended 
Intervention 

Suspension Referral for 
Expulsion 

Notice to 
Police 

Type V (Expulsion “Expected”) 

Possession of a knife, taser, stun 
gun, or other dangerous object 
(brandishing a knife and 
possessing firearm/explosive 
listed separately) 

Welcome circle to 
develop reentry plan 
including referral to 
COST 
 
 
 

Expected, 5 days if 
referring for 
expulsion 

Expected, unless 
administrator 
determines that 
expulsion should 
not be 
recommended 
under the 
circumstances or 
an alternative 
means of 
correction would 
address the 
conduct 

Yes 

Caused serious physical injury to 
another person except in self-
defense (or Fighting Level 3) 

If force used 
was likely to 
cause great 
bodily injury 
or a deadly 
weapon was 
involved 

Committed or threatening an 
assault or battery on a school 
employee 

Committed robbery (taking 
property directly from someone) 

Yes 

Possessing and/or using a 
controlled substance other than 
marijuana 

Yes 
 

Type VI (The “Big 5” Offenses) 

Committed or attempted sexual 
assault or battery 

Welcome circle to 
develop reentry plan 
including referral to 
COST 
 

Mandatory, 5 days  Mandatory Yes 

Selling a controlled substance3 
(see note below) 

Possessing, selling, or furnishing 
a firearm 

Brandishing a knife 

Possession of an explosive 

 
  

                                                               

 
3 Administrators who find an ounce or less of marijuana on a student should presume that the student had the marijuana for their own consumption (see Type IV 
offense) and not for the purpose of selling.  
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Appendix 17  OUSD SEL Standards 
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Appendix 18  Standards for Meaningful Family Engagement 
 

 

 

Standards for Meaningful Family Engagement 

Standard 1: Parent/Caregiver Education Program 

Families are supported with parenting and child-rearing skills, understanding child and adolescent development, and setting 
home conditions that support children as students at each age and grade level. Assist schools in understanding families.  

Standard 2: Communication with Parent/Caregiver  

Families and school staff engage in regular, two-way, meaningful communication about student learning.  

Standard 3: Parent Volunteering Program  

Families are actively involved as volunteers and audiences at the school or in other locations to support students and school 
programs.  

Standard 4: Learning at Home  

Families are involved with their children in learning activities at home, including homework and other curriculum-linked 
activities and decisions.  

Standard 5: Shared Power and Decision Making  

Families and school staff are equal partners in decisions that affect children and families and together inform, influence, and 
create policies, practices, and programs.  

Standard 6: Community Collaboration & Resources  

Coordinate resources and services for families, students, and the school with businesses, agencies, and other groups, and 
provide services to the community.  

Vision  

Through meaningful family engagement, we envision a transformed school system that has directly confronted and actively 
addressed inequity and injustice so that every OUSD student graduates and becomes a fully engaged member of our 
community.  

Mission  

The mission of meaningful family engagement is to inspire, engage, and support the students, families, and communities of 
OUSD to become authentic co-owners of our schools who share responsibility for every student becoming college and career 
ready. Through community organizing, and by building OUSD capacity, we will expand participation in learning, leadership, 
and advocacy that results in high levels of academic achievement and life opportunities for individual students, and for entire 
school communities. 
  



S E C O N D A R Y  C O M P R E H E N S I V E  C U L T U R E  G U I D E  

 

Page  102 

Values  
  We value the unique and diverse experiences of families in our community.  

  We value engaging with students and families with love, care, compassion, and respect.  

  We value students as leaders and agents of change. We value family members as leaders and agents of change.  

  We value authentic democratic decision-making where students, families, and communities are equal partners.  

  We value self-determination with community and family empowerment.  

  We value bridging OUSD staff with students, families, and communities to engage in healthy struggle for positive change.  

 

For more information, please contact:  
Raquel Jiménez  
OUSD Family & Community Engagement Specialist  
raquel.jimenez@ousd.k12.ca.us  
(510) 434-7766, ext. 233  

 

 






	Blank Page
	Blank Page

