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Disciplinarian’s 
Responsibility

The number one 
priority for all 
disciplinarians is to 
implement 
measures to ensure 
the safety of 
students and staff.

Disciplinarian’s 
also work with 
teachers and 
students to ensure 
classrooms 
conducive to 
learning.  



INFORMAL 
DUE PROCESS

Due process means fundamental fairness 
and substantial justice.



Informal 
Due Process

Steps to ensure due process:

Inform student of the allegation 
being made against them (Notice).

Allow student to explain their side 
of the story (Opportunity to be 
heard).

Inform the student of the possible 
violation of the code of conduct.

Get student to complete a witness 
statement (The right to defend in 
an orderly proceeding).



Investigative 
Procedures

Any incident of concern reported by a student of 
staff member should be investigated.

◦ Interview students/staff members.

◦ Collect witness statements of all involved.

◦ Conclude and document.

◦ Contact parents with outcome.



Accused

Give student opportunity to write their 
statement.

Read statement to ensure completeness.

Ask broad clarifying questions and get specific 
details (names, places, time, witnesses, etc.).

Have student initial any comments added to 
student statement.

If student refuses to write or talk, take notes on 
statement form.



Witnesses

Call witnesses for both sides.

Tell witnesses to be honest and only write what 
they heard or saw, not hearsay.

They need to include who, what, when, where, 
why, and witnesses (if known).

Witnesses are to be separated and not allowed to 
discuss the incident with others.



Outcome of 
Investigation

Inform Inform alleged perpetrator and parents of results.

Make
Make judgment based upon evidence (witness statements) and 
determination of action to be taken based upon school’s 
disciplinary plan and Code of Conduct.

Review
Review all evidence prior to judgment.  Determine if enough 
evidence is available for judgment (student receives benefit of 
doubt if it exists).

Discuss Discuss findings with alleged perpetrator, give opportunity to 
dispute.

Compare Compare witness statements.



Due Process Tips

Never tell a student he/she is being suspended without conducting the due 
process hearing.

Regardless of how many times the student has had a referral he/she must 
receive a due process hearing (remain objective).

If there is no doubt of a student’s guilt (you witnessed it yourself), he/she must 
still receive a due process hearing.  Get a written statement from the student 
and any other “witnesses”.



Due Process 
Tips continued

When a student is suspected of 
having a weapon or drugs, 
he/she is to be escorted by a 
school employee to the 
interview site.

The student is not to be left 
unsupervised until it is certain 
he/she does not possess the 
item.



Due Process: Searching

You may search students if you 
have reasonable suspicion that 

they are in possession of an item 
they should not have.

Explain to the student that for 
his/her and others safety that 

you need to ask them if they have 
something they should not have 

(Do you have something you 
shouldn’t have at school)? Do 

you have something that belongs 
to someone else?

You must inform the student of 
what he/she allegedly has and 

offer him/her the opportunity to 
produce the item prior to being 

searched.  Do not search the 
student without another school 

official present.

Do not ask the student at any 
time to remove any garment(s) 
other than his/her outerwear 

(such as a jacket, coat).

If the student is found not to 
possess the alleged item, ask 

him/her why someone would 
think that they would.

Do not search a student’s cell 
phone.  Ask the student to open 

the phone to the item you’re 
interested in.  If they refuse, ask 
them to turn the phone off and 

place it on the desk.  Call the 
parent to discuss your concern.



Questions

Call us whenever there 
is a question regarding 

due process (it’s ok to 
seek a second opinion 

).

Keep your principal 
informed (you may even 

send them an email at 
the end of the day of all 

students suspended and 
the reason).
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