PONCA CITY PUBLIC SCHOOLS
NOTICE OF ADMINISTRATIVE ACTION
TO:
                                                                 



DATE:  


       (Name of Parent or Guardian)

SUBJECT:


















(Name of Student)

Please be advised that your child has violated the school districts discipline policy by:

For violating the school districts discipline policy the following action is hereby taken:
(
1.     Short- term out-of-school suspension for            days beginning ________
(
2.
Long -term out-of-school suspension for            days beginning ______________

(
3.
Long –term out-of-school suspension for balance of this trimester

(
4.
Long-term out-of-school suspension for balance of this trimester and succeeding trimester


(
5.
  Long-term out-of-school suspension for balance of this trimester and succeeding   trimesters









 Short –Term Out of School Suspension Appeal
You are entitled to appeal an out-of-school suspension to the building Suspension Review Committee (SRC).  If you desire review by the SRC, please advise this office in writing no later than five (5) days from the receipt of the principals decision, and you will be promptly advised as to when the SRC meeting will be held. 









Long-Term Out of School Suspension Appeal

You are entitled to appeal an out-of-school suspension decision to the Superintendent and the Board of Education.  If you desire an appeal to the Superintendent, please advise the Superintendent in writing no later than five (5) days from the receipt of the principal's decision, and you will be promptly advised as to when the Superintendent’s conference will be held. 

The student may return to school ________________
 


_____________________________________
Principal / Assistant Principal
Receipt acknowledged this _______ day of                                , 20  ________
__________________________________________________

Parent or Guardian




_______________________________________
Student
* Notice to Parents/Guardians Due Process is located on the back of this form
NOTICE TO PARENTS/GUARDIANS

DUE PROCESS
The student has:
· the opportunity to know these policies or any other school regulations or procedures;

· been informed of the policy, rule or regulation allegedly violated;

· sufficient opportunity to give his/her version of the alleged violation;

· the right to a conference with the principal;

· the right to appeal a suspension of ten (10) days or less to the Suspension Review Committee (SRC), and if over ten (10) days, to the Superintendent and the Board of Education.

SPECIAL NOTICE:  A disabled student and his or her parent/guardian are entitled to the procedural protection of Section 504 and/or IDEA-B before the student's placement is changed for disciplinary reasons.  If additional information is needed, consult the handbook titled, "Discipline of Handicapped Students in Elementary and Secondary Schools," supplied by the U.S. Department of Education, Office for Civil Rights, Washington, D.C.

APPEAL
The student suspended out of school shall have the right to appeal the principal's suspension action by following the procedures outlined below:

IF THE OUT-OF-SCHOOL SUSPENSION IS FOR TEN (10) DAYS OR LESS (SHORT-TERM)
· A student who has been given a short-term out-of-school suspension and the student’s parent/guardian have the right to appeal the out-of school suspension decision to a building SRC.
· Within five (5) days from the date the principal's decision is received by the parent/guardian or student, the student or the student's parent/guardian may request, in writing, a review by the building SRC.  The SRC is composed of teachers and/or administrators.
· The SRC will meet to review the suspension action as soon as possible.  The principal will notify the student's parent/guardian of the date, time and place of the hearing not less than 24 hours in advance of the hearing.
· The student and the student's parent/guardian will have a right to be present at the hearing and to present evidence and witnesses to support their position.  Either party wishing to have legal counsel present must give the other party 24 hours advance notice or he/she may not have counsel present.  The SRC will determine the guilt or innocence of the student and the reasonableness of the term of the out-of-school suspension.
· The SRC will sustain, rescind, or modify the out-of-school suspension action.  THE DECISION OF THE SRC WILL BE FINAL AND NONAPPEALABLE.

IF THE OUT-OF-SCHOOL SUSPENSION IS FOR MORE THAN TEN (10) DAYS (LONG-TERM)
· A student and/or parent/guardian may appeal the out-of-school suspension decision of the principal to the Superintendent of Schools and the Board of Education. 
· Within five (5) days from the date the principal’s decision is received by the parent/guardian or student, the student’s parent/guardian may request, in writing, a review of the out-of-school suspension by the Superintendent. 
· The Superintendent will schedule a hearing as soon as possible, notify the parent/guardian of the date, time and place of the hearing at least 24 hours prior to the hearing and notify the parent/guardian that they and the student have a right to be present at the hearing.
· The Superintendent will review the facts, determine the guilt or innocence of the student, the reasonableness of the term of the suspension and decide to sustain, rescind, or to modify the out-of-school suspension.  The Superintendent will notify the student's parent/guardian of the decision at the conclusion of the hearing.
· If the student and/or parent/guardian is not satisfied with the action of the Superintendent, the student and/or parent/guardian may appeal that decision to the Board of Education by written notice to the Superintendent or Board Clerk within five (5) days after the Superintendent's decision.  The student and/or parent/guardian will be notified in writing of the date, time and place of the Board of Education hearing at least 24 hours prior to the hearing.  The student and the student's parent/guardian will have a right to be present in person at the hearing.  Both the administration and the student or student's parent/guardian will have the right to present evidence and witnesses to support their position and to be represented by legal counsel.  The Board of Education will determine the guilt or innocence of the student and the reasonableness of the term of the out-of- school suspension.  The Board will sustain, rescind or modify the out-of-school suspension action.  THE DECISION OF THE BOARD OF EDUCATION WILL BE FINAL AND NONAPPEALABLE.

All appeal hearings are based on the following criteria:

· Is the student guilty or innocent of a violation of a school rule, policy, or regulation?
· Is the term of the out-of-school suspension reasonable and in keeping with the severity of the infraction?

SPECIAL NOTICE:  Students who are disabled and are subject to out-of-school suspension will be afforded the same treatment as provided to students who are not disabled in accordance with Section 504 and its implementing regulations at 24 C.F.R. § 104.4(a), (b) (1) (vii).  Specifically, suspension and appeal procedures will be the same as for students who are disabled.  These procedures could be altered if the administration makes a determination that the student will be a danger to other students, staff, or school property, or would substantially interfere with the educational process at the school.
