Office Disciplinary Referral
Incident Information Section:

· Be as accurate as possible with the information (i.e. date & time)

· School Sponsored Activity (Did the action take place during one of the productions, sport games, etc.?)

· From your acknowledgement has this child received any prior referrals (ODR) from you? If so, how many? 

Incident Type Section:

· Select the choices that are related to this particular incident ONLY

Drug/Alcohol/Weapon Section

· If applicable, select the appropriate choices

· Was anyone else involved? If so, make sure you select the appropriate choices

Specific Location Section:

· Make sure you add any details that will be pertinent to the investigation (i.e. Rm. 129 staircase at the end of Lower School hallway leading up to the stage in the Sheff Center)

Additional Incident Section: 

· Be specific with factual details of the incident
· The report must be objective. Do not include any personal opinions or subjective details of the student and/or incident. 

· Do not include any other student’s names in this report other than the student that is directly involved. When referring to another student you can use “student A, student B, etc” language.

Teacher Action(s) Prior to Referral Section:

· Add any strategies or actions that took place prior to the incident occurring and/or actions taken to de-escalate the situation. 

Sanction Information Section & Below is completed by an Administrator
Please be aware:
· Every ODR is filed in the child’s cumulative file and travels with them to every school they attend. 

· Cumulative files can be requested by courts if needed, so appropriate language use is imperative.

· Referrals need to be completed within 24 hours of the incident in order for appropriate follow up to occur. 

Notes:
