Suspension/Expulsion Discipline Procedures
	Tasks To Complete on Day of Suspension

	· ______Staff complete Incident Report

· ______Incident Report Entered into Skyward

· ______Print 1 copy of Incident Report for Parent/Guardian and 1 copy for           Maple Valley Office.
· ______Notify Parent/Guardian of removal and if applicable Change of Placement.
· ______Complete NOTICE of Disciplinary Action Form if No Change of Placement (under 10 days of cumulative or consecutive days of removal).
· ______IF Change of Placement – complete NOTICE of a Change of Placement Form.
· ______IF MDR is scheduled, complete MDR Invitation in Illuminate.  Print MDR Invite to send with NOTICE of Change of Placement Form to parent/guardian.

· ______IF Change of Placement – mail (on the DAY the decision of removal was made) a copy of incident report, Notice of Change of Placement Form, MDR Invitation, Procedural Safeguards and Student Handbook to Parent/Guardian. 
· ______Document all components on Discipline Google Doc that have been completed.
· ______Email Special Education Principal notification to check Skyward and Google Doc.
· ______Place copy of Incident Report in Red Folder.
· ______Place ORIGINAL of NOTICE of Disciplinary Action / No Change of Placement Form in Red Folder.
· ______If applicable place ORIGINAL Notice of Change of Placement Form in Red Folder.
· ______Send Red Folder to Maple Valley Office to file in Student Record.


