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Introduction 
 
Over the last several years, there has been a constant increase in In-School Suspension (ISS) and 
Out-of-School Suspension (OSS) placements across Spring ISD. In addition to the increase in ISS 
and OSS placements, there has been an overrepresentation of African-American students referred 
and placed in the District Alternative Education Program (DAEP) resulting in the district being staged 
in the Data Validation Monitoring for Discipline (DVM-D) system which is implemented by the Division 
of Program Monitoring at the Texas Education Agency. 
 
Given the discipline trends and DVM-D staging, it is imperative that aggressive steps are taken to 
combat the discipline challenges across the district. As a means of taking proactive and aggressive 
steps, the district will focus on implementing restorative discipline practices at the secondary level.  
The elementary campuses will receive more in-depth training in CHAMPS focusing specifically on de-
escalation strategies. 
 
Restorative discipline practices in Texas began in the Fall of 2015. The State selected specific 
education services centers to pilot the initiative based on the number of African American males who 
were suspended from school the most within their region. Dr. Marilyn Armour defines restorative 
discipline as a relational approach to building school climate and addressing student behavior. The 
approach fosters belonging over exclusion, social engagement over control, and meaningful 
accountability of punishment. 
 
Spring ISD echoes Dr. Armour’s definition and feels restorative discipline practices are the cornerstone 
for our district’s expectations for supporting students through challenges. Our district’s strategic plan, 
Every Child 2020, further supports the move towards restorative discipline practices being executed 
in our schools. Imperative 2 Excellence in Every School explicitly outlines how restorative practices 
will be implemented to raise students of good character. 
 
In addition to restorative discipline practices being introduced on several campuses, all campuses will 
continue to implement CHAMPS expectations. To meet the needs of all students, clear, explicit 
expectations must be intentionally communicated and practiced. CHAMPS will assist the campuses 
with outlining classroom and common area expectations to create a structured learning environment. 
 
Teach Like a Champion (TLAC) strategies will also be used to supplement the CHAMPS and 
restorative practices. TLAC will assist with setting expectations with the promise of decreasing 
discipline infractions and building positive climate and teacher-student relationships. 
 
This reference guide is created to provide campuses with specific guidelines for building tight systems 
and structures. The guidelines contain district constraints that must be implemented at each campus.  
With principals’ leadership, we are confident the 2018-19 school year will be the year to “LIFT!”  



Student Discipline Management 
 
Having a solid discipline management system is key to the success of a classroom teacher and his/her 
students. Spring ISD has implemented CHAMPS as a tool to support campuses and teachers in 
developing or fine tuning an effective classroom management plan that is proactive, positive, and 
instructional. 
 
Within CHAMPS, there are initial tasks that should be completed to lay the foundation for effective 
classroom management. Each teacher should be required to complete the CHAMPS Management 
and Discipline Planning Questionnaire. (See appendix for sample form.) This questionnaire will help 
the teacher determine whether they need to develop a low-, medium-, or high-structure management 
plan. After completing the questionnaire, the teacher should use the results to outline his/her CHAMPS 
Classroom Management and Discipline Plan. (See appendix for sample form). 
 
As a reinforcement of the classroom expectations, the development and articulation of the campus’s 
expectations is critical. The campus’s expectations can incorporate elements of CHAMPS and PBIS 
to align the two initiatives. Please see the section on PBIS for more specific information. 
 

Requirements for Classroom Management 
Before learning can take place, there must be an atmosphere conducive to learning. Fulfilling the 
following requirements for classroom management will enable you to create such an environment. 

1. Arrange the classroom so that it promotes positive student-teacher interactions and reduces 
the possibility of disruptions. 

2. Make a seating chart for each class. 
3. All teachers should be at their doors to greet students as they enter and exit the classroom. 

(Threshold) 
4. Make sure board configurations are complete.  
5. Prepare a daily warm-up/Do Now to be completed as students enter the room. This exercise 

should be displayed each day so that the class may begin immediately upon arrival. For NO 
reason should they be out of their seats during warm-up/Do Now time. 

6. Establish classroom procedures and review school expectations in order to reduce student 
anxiety and increase productivity. 

7. Be sure to incorporate CHAMPS into lessons and transitions. 
8. Counsel students concerning their behavior on an individual basis, not in front of their peers. 
9. NEVER put students outside of your door! 
10. Monitor as much as possible, especially during written assignments and when giving individual 

attention. Be off your seat and on your feet! 
11. Communicate with parents concerning student learning and behavior. Accurate 

documentation must be kept and available for administrator review. 
12. Keep written records of all disciplinary actions in a discipline folder. 
13. Vary the instructional techniques to meet the needs of your students. 
14. Do not make idle or unreasonable threats. Be a role model of courtesy, tolerance, and kindness 

toward others. 
15. If a discipline emergency arises, notify the office immediately. 



16. Always follow these principles: Be firm, be fair, be consistent. 
17. Send students to the office only after following the discipline referral procedures. Make sure 

parents have been contacted and this information is documented. 
 

Teacher Consequences for Misbehavior 
As a district, we are moving away from punitive consequences to more progressive and restorative 
practices. Each campus should outline progressive measures to redirect student behavior. The Spring 
ISD Student Code of Conduct is an essential resource that should be used when making disciplinary 
decisions. In addition to the Student Code of Conduct, an aligned discipline supplement has been 
created as a resource for campuses. 
 
As a more progressive and restorative approach, teachers are encouraged to outline tight structures 
to address all Level I infractions within the classroom. The consequence progression should begin 
with restorative practices; such as, writing or conferring to allow for student voice before moving to, at 
a minimum: teacher warning, student-teacher conference, parent contact, removing privileges, parent-
teacher conference, teacher detention, teacher-student conference with counselor, and referral to 
campus restorative coordinator. It is imperative that the teacher maintains adequate documentation 
to support the progressive measures taken to redirect and correct the misbehavior. 
 
There are some Level II infractions that teachers should also be able to address within the classroom. 
The same consequence progression listed above is appropriate for this level as well. As with Level I 
infractions, adequate documentation must be maintained by the teacher. 
 

Administrative Consequences for Misbehavior 
As mentioned above, Spring ISD is proactively moving away from punitive consequences to more 
progressive and restorative practices. It is imperative that administrators serve as the role model of 
the district’s new discipline philosophy. Given that, campus leaders will have to develop and 
implement progressive measures that result in In-School Suspension (ISS) and Out-of-School 
Suspension (OSS) being utilized as a last resort. 

When students are referred to the office by a teacher or staff member, the administrator must 
require the teacher to provide his/her documentation of the progressive measures taken. If the 
teacher has failed to implement or adequately document progressive measures, the administrator 
must confer with the teacher and hold them accountable for following through with expectations set 
forth by the district. 

Administrators at the secondary level should be advocates for restorative discipline intervention.  
The students should be given an opportunity to repair the harm caused in a less punitive manner.  
The students should be able to talk about the infraction in a safe, caring environment with involved 
parties. Before this can happen, the campus must create a climate that supports this philosophy.  
The transition to restorative practices will need to start with the adults on campus before trickling 
down to the students. The adults have to buy-in to the philosophy and understand that this 
philosophy does not lessen the students’ accountability of their actions. To build buy-in, staff 
members should be required to participate in community building circles. 

When student misbehavior warrants administrator intervention, there are specific steps that have to 
be taken. 

1. Parent must be contacted. 



2. Student must be given an opportunity to voice his/her concerns. 
3. Teacher must be notified of the consequences. 

 

Assigning Students to In-School Suspension (ISS)/Extension 
Center (EC) 
To ensure that EC is well-managed and able to meet the needs of the students, the following 
guidelines should be adhered to at each campus. 

1. Before assigning EC, the administrator should verify if the student is receiving special 
education services or Section 504 supports. If yes, the administrator should make sure the 
student has not been out of classroom placement for 10 days. If so, an MDR must be held 
before proceeding with the ISS placement. 

2. The number of days assigned at one time should not exceed 10 consecutive days. 
3. The number of days a student is assigned should be based on the individual student’s behavior 

history. 
4. The ISS placement should be documented in eSchool at the time the consequence is 

administered to ensure attendance and discipline coding alignment. 
5. There should be no more than 16 students assigned per day. By limiting the number of 

students in this setting, the EC teacher will be better able to monitor student behavior and keep 
them on task. 

6. A campus log of students assigned to EC should be maintained on a campus google doc so 
teachers can be informed of their students who are assigned. 

7. All teachers, with students assigned to EC, should be required to submit work to the EC 
teacher by the morning of the EC assignment. A google doc should be created to track work 
submitted for students. In the event that a teacher fails to submit work, the administrator should 
provide at least 2 verbal warnings before progressing to formal documentation. 

8. A student should not be released from EC if he/she fails to complete all assignments. 
9. At the beginning of each day, the EC teacher should communicate the CHAMPS expectations 

for the day. During this time, the EC teacher will also communicate the daily assignment, 
restroom, and lunch schedule. 

10. A schedule should be created outlining the times each content area’s work should be 
completed. This will assist the students with completing their assignments in a timely manner. 

11. In addition to the work schedule, the restroom and lunch schedule should be displayed. 
12. A student assigned should be required to eat his/her lunch in the EC room. An office aide may 

be selected to bring the food to the EC room. The cafeteria manager has a form that needs to 
be submitted at least 2 hours before the scheduled lunch that lists the students’ names, ID 
numbers, and choice of milk. 

13. The room should be arranged to isolate students as much as possible. 
14. The EC teacher should track each student’s behavior on the Spring ISD In-School Suspension 

Behavior Tracking Sheet. (See appendix for sample form.) 
15. The EC teacher should track each student’s assignment completion on the Spring ISD In-

School Suspension Assignment Tracking Sheet. 
16. The students should be required to remain at a conversation level 0 at all times while in EC. 



17. Administrators should be required to conduct walk-throughs of the EC room at least 3 times 
per day to make sure the expectations are being adhered to. 
 

Assigning Students to Out-of-School Suspension (OSS) 
To ensure the student, parent, and teachers are aware of the OSS placement, the steps outlined 
above must be followed. In addition, the following guidelines should be adhered to: 
 

1. Before assigning OSS, the administrator should verify if the student is receiving special 
education services or Section 504 supports. If yes, the administrator should make sure the 
student has not been out of classroom placement for 10 days. If so, a MDR will need to be 
held before proceeding with the OSS placement. 

2. The student must be informed that he/she cannot be on campus during the suspension period 
as this is trespassing.   

3. The OSS assignment cannot be more than 3 days. 
4. The number of days a student is assigned should be based on the individual student’s behavior 

history. 
5. The OSS placement should be documented in eSchool at the time the consequence is 

administered to ensure attendance and discipline coding alignment. 
6. A campus log of students assigned OSS should be maintained on a campus google doc so 

teachers can be informed of which students will be absent. 
 

Assigning Students to a Disciplinary Alternative Education 
Placement (DAEP) 
Discretionary Placements 
To ensure we are doing what’s in the best interest of the students and decreasing the district’s risk of 
being targeted by the State, all students who are referred for discretionary placements should have 
documented interventions available from the teacher and administrator to support the placement 
decision. After the documentation has been reviewed, the administrator should follow the steps in the 
DAEP process. After the steps have been followed, the completed DAEP Referral packet should be 
submitted to the district office. 
 
Mandatory Placements 
The administrator should immediately follow the steps in the DAEP process for students with 
infractions that warrant mandatory DAEP placements. After the steps have been followed, the 
completed DAEP Referral packet should be submitted to the district office. 
 
Orchestrating effective school-wide discipline practices requires global thinking from all campus 
stakeholders; especially administrators. Administrators are charged with setting the tone for the 
campus, so all aspects from how the students will enter to who will be on duty in the cafeteria must be 
considered. Outlined below are guidelines that must be implemented and monitored on each campus 
to ensure safety and security, and ultimately increases in student achievement. 
  



Visitors 
 
All visitors are required to have a current photo identification before being allowed to enter the building. 
If parents do not have a current photo ID, they will not be able to enter the building without being 
escorted by an administrator.   
 
If a parent wants to visit a classroom during instructional time, the parent must schedule an 
appointment with the administration at least 24 hours in advance. The administrator will communicate 
to the parent that he/she will not be able to engage in conversation with the teacher or students. If 
questions arise, the parent will be encouraged to schedule a parent-teacher conference. The parent 
will be escorted to the classroom by a staff member and given 30 minutes to observe. 
 

Before School 
 

Car Riders and Walkers 
 
In order to ensure the safety and security of our students, all schools must allow the students to enter 
the building at least 15 minutes before the doors officially open. In addition, a staff member must be 
identified to monitor the students during this time. Depending on the size of the campus and the 
number of students who are usually early, it may be necessary for those campuses to have more than 
1 staff member identified to monitor the students. The campus will be responsible for identifying a 
holding site for these students. The times for each level is as follows: Elementary – 7:15 am; Middle 
– 8:15 am; High – 6:30 am. 
 
As the students enter the building, the duty personnel will check the students’ dress code. Each 
campus will have detailed steps to address students who fail to adhere to the campus dress code. 
 

Bus Riders 
 
An administrator and other identified staff members should be assigned to monitor the bus ramp during 
arrival. The administrator and staff members will monitor how the students exit the bus and address 
any bus concerns shared by the bus driver. To ensure the students enter in a calm and organized 
manner, no more than 4 buses should be released at a time. It will be imperative to communicate this 
process to the bus drivers to deter them from unloading without administrator direction.  
 
The students should enter the building at a conversation level no higher than a 2. The students’ dress 
code should be monitored and appropriate steps should be taken for students who fail to adhere to 
the campus dress code. Depending on the level and/or campus, breakfast may be eaten in the 
cafeteria or classroom. Please see Breakfast section for more information. 
 

Breakfast 
 
Elementary School 
 
All elementary students will eat breakfast in their homeroom classrooms. As the students enter the 
building, they will report directly to the grade level area to collect their breakfast before proceeding to 



their classroom. Each campus will identify staff members to monitor the hallways and ensure students 
report to their classrooms in an orderly manner. 
 
If a teacher is absent and a guest teacher has not been secured, or if a teacher is late, the grade level 
teachers will split the students using the teacher’s split list. In the event that multiple teachers are 
absent, the students will be escorted to the cafeteria to eat where an identified staff member will 
monitor the students. 
 
The teacher should greet the students at the door and communicate the expectations. As the students 
eat their breakfast, the teacher will assist with monitoring the hallway and his/her classroom. The 
students should engage in an instructional activity during breakfast such as morning message or 
educational video. As the students finish their breakfast, they will be allowed to dispose of their trash 
in the large trash can stationed in each hallway. 
 
If there’s a spill, the teacher should contact the office to radio a custodian to the hallway or classroom. 
All spills must be cleaned within 30 minutes of the spill. 
 
Middle School 
 
All middle school students will eat breakfast in the cafeteria. As the students enter the building, they 
will report directly to the cafeteria to collect their breakfast before proceeding to a designated table. 
Each campus will be required to identify specific duty locations in the cafeteria to monitor students 
during breakfast. There will be duty personnel stationed in the breakfast lines and in the dining area 
to maintain an orderly breakfast period. The students will have at least 10 minutes to eat before being 
released to the designated waiting area. The students will be allowed to talk at a conversation level 1. 
As the students exit, they will be allowed to dispose of their trash. The staff members assigned to the 
dining area will assist with cleaning the tables and floors after the students are released. 
 
If a student does not want to eat breakfast, he/she will be directed to the designated waiting areas. It 
is recommended that each grade level has a different designated area with assigned duty personnel. 
The duty personnel should be strategically stationed to ensure all areas of the waiting area is 
supervised. Once the student enters the waiting area, he/she will not be allowed to exit until the duty 
personnel releases the students to 1st period. 
 
All breakfast lines will close at 9:00 am. If a bus is late, those students will be allowed to eat in the 
cafeteria under the supervision of an administrator or assigned staff member. The administrator or 
assigned staff member will be required to clean the tables after the students finish eating and provide 
them with a hall pass to class. 
 
High School 
 

Dress Code 
 
All campuses have a dress code policy. The duty personnel assigned on the bus ramp and in the front 
of the building will be responsible for monitoring dress code before the students enter the building. If 
the students are out of dress code, the duty personnel will direct the student to an administrator who 
will initiate the campus’s dress code infraction steps. If a student is out of dress, his/her parent should 
be contacted to bring a change of clothes immediately. If the parent is unavailable, the student should 
see the nurse who could provide a temporary change of clothes. If failure to adhere to the dress code 
persists, progressive discipline measures should be followed and documented. 



ID Badges 
 
All secondary students will be issued an ID badge within the first few weeks of school. The students 
are required to wear their ID badges in a visible location at all times while on campus. If a student 
leaves his/her ID badge at home, he/she may purchase a temporary badge for $1.00. Each campus 
is required to identify an administrative assistant and designate an area for temporary badges to be 
administered. If a student does not have money for a temporary badge, a payment plan can be 
established. The campus will need to monitor the number of students that have a payment plan and 
outline a plan for collection. 
 

During the School Day 
 

Classroom 
 
The instructional environment is one of the most sacred places in the school building. As a result, it is 
imperative that each classroom has tight systems and structures. 
As the students enter the classroom, each teacher should be at his/her door to greet the students and 
monitor the hallway activity. The students should be instructed to put away backpacks, get materials, 
sharpen pencils, put away homework, and begin the instructional activity. (Do Now). 
 
If a teacher is not in his/her classroom at the time students enter, the students should wait in a line 
until the teacher or adult comes. If the students are waiting for an extended period of time, the students 
should be split across the grade level using the split list each teacher provides to the team leader and 
administrator. 
 
During instruction, teachers and students will make requests that warrant follow through. In order to 
get the teacher’s attention, the students should be required to raise their hand. Each campus may 
have additional hand signals used to assist with differentiating between what the student needs. If the 
campus opts for differentiated hand signals, they should be posted in the classrooms and common 
areas for consistent enforcement. 
 
When students finish an assignment, there should an extension activity planned. Each teacher will be 
required to identify extension activities in their lesson plans. The extension activities can be used as 
extra practice and graded as needed. 
 
Each teacher will be required to use CHAMPS to transition between and within activities. The teacher 
must post the CHAMPS for each activity in an area that is visible to every student. By CHAMPing the 
transitions and activities, the students will have a better understanding of what’s expected of them. In 
addition, the teacher will be able to hold the students accountable for the expectations and maintain 
an environment conducive to learning. 
 
Before transitioning to another class or content area, the teacher should close the lesson by checking 
for understanding. This could be accomplished through a formal exit ticket or informal questioning that 
connects the learning objective. 
  



Missing Supplies 
 
The teacher should have extra paper, pencils, etc. in his/her classroom for students who do not have 
the necessary supplies for class. The parent should be contacted at the end of the day and asked to 
purchase the needed supplies for the child. As a precaution, so instruction is not interrupted, the 
campus should have a resource room with extra supplies for students. 
 

Make-Up Work 
 
If a student is absent, he/she should be given, as a minimum, the same number of days he/she was 
absent to complete the work.  If a test was scheduled before the student was absent, then the student 
may be required to take the test the day he/she returns. For more information, see Board Policy EIA 
Regulation. 
 

Sick Students 
 
If a student is not feeling well, please send the student to the nurse with a hall pass. The nurse will 
determine if the student needs to go home and communicate with the teacher. The teacher should 
never contact the parent to pick up his/her child due to not feeling well. 
 

Restroom Breaks 
 
Elementary School 
 
Restroom breaks should be scheduled and included in the master schedule. The teacher should 
communicate the CHAMPS expectations for the restroom and remind the students when the class 
arrives at the restrooms. The students should transition to the restroom at a conversation level 0 with 
a book or any instructional tool. While the student waits to go into the restroom, he/she should read 
or engage in an instructional activity such as math or sight word flashcards. 
 
The teacher should identify a restroom monitor to assist with getting the students in and out of the 
restroom in a timely manner. Restroom breaks should not take longer than 10 minutes. Teachers are 
required to monitor and redirect as necessary. 
 
Middle School and High School 
 
The students will be given at least 4 minutes to transition between classes. The students should take 
care of their restroom needs during the transition period, as instructional time is sacred. Only students 
who express an emergency will be allowed to go to the restroom during the instructional period. If the 
student frequently asks to go to the restroom during the instructional period, his/her parent should be 
contacted and encouraged to talk with his/her child about the importance of instructional time. 
  



Transitions 
 
Elementary Schools 
 
Elementary teachers will be required to transition students to all locations outside of his/her classroom. 
 
Before transitioning outside of the classroom, the teacher should communicate the CHAMPS 
expectations to the students. When students transition outside of the classroom, the students should 
be at a conversation level 0. The teacher should stand at the door to monitor the students in the 
hallway and those exiting the classroom. As the students transition, the teacher should walk at the 
rear of the line so he/she can monitor all of the students. As much as possible, the teacher should be 
able to see all of his/her students while transitioning. 
 
Middle Schools 
 
The teachers should communicate the hallway expectations at the beginning of the year to all 
students. This should include taking care of restroom needs, appropriate conversation level, and 
getting to class on time. Each campus should identify teachers who will be stationed throughout the 
building to assist with student movement in the hallways. The teachers identified for duty should be 
based on their conference period. All teachers should be assigned a designated duty post. The 
teachers should be stationed in the middle of the hallway to keep traffic moving in the appropriate 
direction. In addition, teachers should greet students, redirect off-task behaviors, and remind the 
students of the dress code and ID badge expectations.   
 
Middle school teachers will be required to transition students to lunch, assemblies, and other events. 
 
Before transitioning outside of the classroom, the teacher should communicate the CHAMPS 
expectations to the students. When students transition outside of the classroom, the students should 
be at a conversation level 0. The teacher should stand at the door to monitor the students in the 
hallway and those exiting the classroom. As the students transition, the teacher should walk at the 
rear of the line so he/she can monitor all of the students. As much as possible, the teacher should be 
able to see all of his/her students while transitioning.   
 
High Schools 
 

Lunch 
 
Elementary Schools 
 
Teachers will escort their classes to and from lunch at the designated time. The teachers will follow 
the procedures for transitioning outlined above when transitioning to lunch. The teachers should make 
sure the students have their lunch or lunch money before leaving the classroom. If a student forgets 
his/her lunch money, he/she may charge up to $5.00, but this amount will need to be repaid before 
the end of the semester. The cafeteria manager will provide the teachers with a list of students with 
outstanding balances. 
 
The students should enter the cafeteria at a conversation level 0. The teacher is free to leave the 
cafeteria after entering and getting clearance from the administrator on duty. The students will stand 
quietly in line to get their food. Each teacher will have an assigned table where the students will sit for 



lunch. The students will be allowed to converse at a conversation level 1 to the students at their table 
only. Before lunch is over, the administrator will transition the students to a conversation level 0 and 
make any pertinent announcements. The students will remain at level 0 until their teacher comes to 
pick them up. 
 
To assist the administrator on duty, at least 2 additional staff members should be identified to assist 
with lunch duty. All duty personnel should be assigned specific locations to monitor throughout the 
lunch period. If a staff member is absent, the administrator should select a substitute to assist to 
maintain a safe and secure eating environment. 
 
The students will not be allowed to get up after sitting. All trash will be collected by the duty personnel 
to ensure students remain seated. In the event of a spill, the custodian will be readily available. If the 
custodian is unavailable, the administrator or duty personnel will clean the spill. Students who fail to 
meet the cafeteria expectations may be selected to assist with cleaning the cafeteria. 
 
When parents come to eat with their children, a separate table will be designated for parents to eat 
with their children. The parents will be required to check in with the front office to obtain a visitor’s 
badge. If the parent brings in lunch, only his/her child will be able to eat it. 
 
Middle Schools 
 
Teachers will escort their classes to and from lunch at the designated time. The teachers will follow 
the procedures for transitioning outlined above when transitioning to lunch. The teachers should make 
sure the students have their lunch or lunch money before leaving the classroom. If the student forgets 
his/her lunch money, he/she will not be allowed to charge lunch. The students should be given an 
opportunity to contact their parents. Some campuses may have other procedures in place to meet this 
need. 
 
The students should enter the cafeteria at a conversation level 0. The teacher is free to leave the 
cafeteria after entering and getting clearance from the administrator on duty. The students will be 
escorted to a table to wait for pertinent announcements and direction from the administrator on duty.  
The administrator will instruct students, by table, to report to the lines to collect their lunch. At this time, 
the students will be able to converse at a conversation level 1 with the students at their table. 
 
To assist the administrator on duty, at least 4 additional staff members should be identified to assist 
with lunch duty. All duty personnel should be assigned specific locations to monitor throughout the 
lunch period. If a staff member is absent, the administrator should select a substitute to assist to 
maintain a safe and secure eating environment. The campus officer should also assist in the cafeteria 
by circulating and redirecting students. 
 
The students will not be allowed to get up after sitting. All trash will be collected by the duty personnel 
to ensure students remain seated. In the event of a spill, the custodian will be readily available. If the 
custodian is unavailable, the administrator or duty personnel will clean the spill. Students who fail to 
meet the cafeteria expectations may be selected to assist with cleaning the cafeteria. 
 
Before lunch is over, the administrator will transition the students to a conversation level 0 to 
communicate any additional announcements and transition expectations. The students will remain at 
a conversation level 0 until their teacher returns to pick up their students. 
 



When parents come to eat with their children, a separate table will be designated. The parents will be 
required to check in with the front office to obtain a visitor’s badge. If the parent brings in lunch, only 
his/her child will be able to eat it. 

End of the School Day 
 

Dismissal 
 
Elementary Schools 
 
The campus should identify duty personnel to make announcements and assist with car riders, 
walkers, bus riders, and students staying after school for each grade level. All campus personnel 
should have an assigned duty post to ensure a smooth and orderly dismissal. 
 
Students should begin to prepare for dismissal no more than 10 minutes before the official dismissal 
time. During this time, the teacher should monitor the students as they collect their belongings. Before 
announcements begin, the teacher should know the students’ mode of transportation and 
communicate any changes. In addition, the teacher should transition the students to a conversation 
level 0 to ensure all students are able to hear their mode of transportation being called. 
 
The teacher will release students as their mode of transportation is called. The duty personnel in the 
hallways will assist with maintaining a conversation level 0 and transitioning the students to the 
appropriate destination. Each campus will be required to identify transportation destination areas. (Ex:  
car riders in the gym, walkers in the library, bus riders in the cafeteria, and after-school students in the 
art room.) 
 
If a student fails to meet the dismissal expectations, he/she will be warned and reminded of the 
expectations. If the student continues to not meet the expectations, his/her parent will need to be 
contacted. Further misbehavior will result in more progressive discipline measures being 
administered. 
 
If a student becomes unruly on the bus before it leaves, the administrator will redirect the student and 
try to get him home on the bus. If the behavior is extreme, the student will be removed from the bus 
and his/her parent will be contacted. All precautions will be taken to ensure the safe and orderly 
transport of students.   
 
If a bus is late, an administrator will be required to wait with the students until the bus arrives. 
 
Elementary Schools – Car Riders 
 
All students will be assigned a car rider number that each parent must display in his/her car. When 
the parents arrive on campus, the car rider duty personnel will communicate the numbers to someone 
in the building who will send the student to the car rider line. Only parents with a car rider number will 
be allowed to pick up students. If the parent does not have a car rider number, he/she will need to 
report to the main office to sign the student out. 
  



Middle Schools 
 
The campus should identify duty personnel to make announcements and assist with car riders, 
walkers, bus riders, and students staying after school for each grade level. All campus personnel 
should have an assigned duty post to ensure a smooth and orderly dismissal. The teachers who are 
on conference during the last period should be assigned to monitor the hallways, car riders in front of 
the building, and bus ramp. 
 
Students should begin to prepare for dismissal no more than 5 minutes before the official dismissal 
bell. During this time, the teacher should monitor the students as they gather their belongings. Before 
announcements begin, the teacher should know the students’ mode of transportation and 
communicate any changes. In addition, the teacher should transition the students to a conversation 
level 0 to ensure all students are able to hear their mode of transportation being called. 
 
The teacher will release students as their mode of transportation is called. The duty personnel in the 
hallways will assist with maintaining a conversation level 0 and transitioning the students to the 
appropriate destination. Each campus will be required to identify transportation destination areas. It 
may be necessary to dismiss the students by mode of transportation to decrease the number of 
students in the hallways at one time. (For example, walkers are released first, hallways are cleared, 
car riders are released next, hallways are cleared, and then bus riders are released by grade level.) 
 
If a student fails to meet the dismissal expectations, he/she will be warned and reminded of the 
expectations. If the student continues to not meet the expectations, his/her parent will need to be 
contacted. Further misbehavior will result in more progressive discipline measures being 
administered. 
 
If a student becomes unruly on the bus before it leaves, the administrator will redirect the student and 
try to get him home on the bus. If the behavior is extreme, the student will be removed from the bus 
and his/her parent will be contacted. All precautions will be taken to ensure the safe and orderly 
transport of students.   
 
If a bus is late, an administrator will be required to wait with the students until the bus arrives. 
 
High Schools 

Positive Behavior Intervention and Supports (PBIS) 
 
PBIS is a proactive approach to establishing the behavioral supports and social culture and needs for 
all students in the school to achieve social, emotional, and academic success. Attention is focused on 
creating and sustaining primary (school-wide), secondary (classroom), and tertiary (individual) 
systems of support that improve results for all youth by making targeted misbehavior less effective, 
efficient, and relevant, and desired behavior more functional. 
 
Each campus will be required to implement elements of Positive Behavior Intervention and Supports 
(PBIS). Each campus should start by focusing on creating primary systems of support. As a campus 
committee, the PBIS team should outline expectations for each common area. The outlined 
expectations should include elements of CHAMPS to align the two initiatives. Common areas include, 
but are not limited to, hallways, cafeteria, library, restrooms, water fountains, and assemblies. 
 



In addition to creating primary systems of support, based on campus data, other campus-based 
initiatives can be created to further promote PBIS. For example, programs to promote increases in 
attendance, decreases in inappropriate behavior, increases in school climate, etc. In addition, 
incentives should be attached to the campus-based initiatives to reward students for their positive 
behaviors and increase student buy-in. 
 
Once the campus has its PBIS plan, consideration should be given as to how it will be communicated 
to parents. Parent awareness of the PBIS plan is essential in garnering student buy-in and parental 
support of the initiatives. 
 

Attendance 
 
Monitoring student attendance is the responsibility of all campus stakeholders since attendance has 
a direct correlation to student achievement and funding. As a result, tight systems must be established, 
executed, and reviewed by the campus on a regular basis. 
 
Each campus should take its snapshot attendance during the second instructional hour of the day at 
a time specified and posted by the campus. It is strongly recommended that the campus sets an 
attendance bell which alerts teachers to take their snapshot attendance. The attendance clerk should 
run a report daily of all teachers who fail to take their snapshot attendance. The administrators should 
monitor this report and confer with teachers who consistently fail to take attendance. After 2 warnings, 
the teacher should be formally documented and reminded of the campus’s attendance expectations.  
If this behavior continues, more progressive discipline measures should be administered. 
 
The classroom teacher should contact the parents of students who are absent to make sure all is well 
with the student and check to see when the student will return. In addition, the attendance clerk will 
contact the parents using the district’s automated system.  
 
To assist with monitoring the campus’s attendance data, a campus attendance committee should be 
formed. The attendance committee should include an administrator, teachers from each grade 
level/department, attendance clerk, and counselor(s). The committee should meet monthly to review 
the attendance data, identify students to celebrate for perfect/good attendance, identify any students 
who a truancy officer should visit, identify students who need warning letters, and students who need 
to begin truancy prevention measures using the forms created by the district. 
 
It is also encouraged that each campus displays grade level attendance and publicly highlight 
celebrations. 
 
At the secondary level, the campus should outline the attendance recovery process for each semester.  
The recovery process should begin in October for the Fall semester and March for the Spring 
semester. The process should include how students will make up seat time for courses affected and 
a timeline for completion. Throughout the process, the attendance committee should follow up with 
the student on their progress. 
  



 
Sample 
Forms  



Parent Documentation Log 
 

 

Student’s Name: 
____________________________________________________________________________ 

Address: 
____________________________________________________________________________ 

Parent’s Name: 
____________________________________________________________________________ 

Phone Number(s): __________________________ 

 

Date Phone Number 
Dialed Spoke with… Concern(s) 

addressed Resolution 
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Parent Conference Summary Sheet 

 

 

 

Student Name:  _________________________________ Grade:  ____________ 

Teacher Name:  _________________________________ Date:  ______________ 

Reason for Conference (Be specific): 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

____________________________________________________ 

Outcomes: 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

____________________________________________________ 

Additional Comments: 

________________________________________________________________________________

________________________________________________________________________________

__________________________ 

Conference Attendees (Print and Signature): 

____________________________________ 

____________________________________ 

____________________________________ 

Parent Signature:  ______________________________ Date:  _______________ 

Retain a copy of your records AND submit a copy to the front office for filing.  

16717 Ella Blvd. 
Houston, Texas 77090 

281-891-6265 
www.springisd.org 

 



 
Split List 

 

Teacher’s Name:  ____________________________________________________ Room #:  ________ 

 

Student Name Bus # Car 
Rider Walker Split List Teacher 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

14.     

15.     

16.     

17.     

18.     

19.     

20.     

21.     

22.     
  

16717 Ella Blvd. 
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Mode of Transportation 

 

Teacher’s Name:  ____________________________________________________ Room #:  ________ 

 

Student Name Bus # Car 
Rider Walker Comments 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

14.     

15.     

16.     

17.     

18.     

19.     

20.     

21.     

22.     
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In-school suspension behavior tracking sheet 

 
 

Student: ________________________Grade: ___________ Date: ______________ 
 
Rules: Student will be given one warning for any of the below offenses. Students can only receive 
one warning. Continual misbehavior will result in a write up. 
 
1. Inappropriate Items 
2.  Disruption 
3.  Disrespect 
 
Please write information about the specific incident (just the facts) in the comments section. 
Student MUST sign for each offense. 
 Time ISS Teacher Comments 
1. Warning 
 
 

   
 
Student Signature: 

2. Warning 
 
 

   
 
Student Signature: 

3. Warning 
 
 

   
 
Student Signature: 

4. Notify AP 
 
 

   
 
 
Student Signature: 

5. Additional ISS 
Day 
 
 

   
 
Student Signature: 

6. Suspension 
 
 

   
 
Student Signature: 

 
After the 4th rule violation, the student will be taken to the AP’s office, parents will be called, and 
student will be warned of the consequences for the 5th and 6th write up and sent back to ISS. 
 
After the 5th rule violation, the student will be taken to the AP’s office, parents will be called, and 
another day of ISS will be assigned. 
 
After the 6th rule violation, the student will be taken to the AP’s office, parents will be called and the 
student will be sent home for the rest of the day and/or the following school day (determined by time 
of day and AP). The current day of ISS will need to be repeated. 
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In-school suspension rules 
 
 
 

1. While in ISS I Will: 

• Stay seated at all times and work on assignments; 
• Complete all my work (all assigned work must be completed prior to exiting ISS); 
• Face forward all day long and remain silent, using the hand signs to communicate; 
• Have my cell phone off and turned in to ISS teacher upon entering the room; 
• Raise my hand ONLY when something of importance is needed. 

 
2. While in ISS I Will NOT: 

• Try to get the attention of other students in the room. 
• Have gum, candy, or food of any kind. (Inappropriate items will be taken up,) 
• Disrupt the ISS instructional environment by causing a distraction of any kind: 

o Make inappropriate noises 
o Throw anything 
o Write or pass notes 

• Be insubordinate or uncooperative. 
 
3. While in ISs I KNOW: 

• I am required to continuously work on any assignments that I am given. This includes: 
o Completing make up work 
o Organizing all papers for each class 
o Completing homework 

 
4. The ISS teacher will encourage and motivate me, so my referral into ISS will be a positive 

learning and maturing experience. This will help me to handle situations better in the future. 
However, if I am not able to follow the ISS rules then I will be removed, my parents will be 
called, and the current ISS day will be repeated upon my return to school. 

 
 
 I have read the In-School Suspension Rules, and I fully understand the consequences if I 

choose not to follow the above. 
 
 

____________________________________ __________________ 
Student Signature Date 
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Appendix 
  



These are excellent resources for behavior interventions. These resources are a must-have to support 
teachers and administrators through the Behavior RtI process. 
 

 
 

 
  



Spring ISD 
Campus Police Officers’ Roles and Responsibilities 

 
Elementary Level 
 Each patrol officer visits each elementary school in his/her feeder pattern daily.  When the 

patrol officer is on campus, he/she is responsible for: 
• Checking in with the campus administration and converse about any concerns. 
• Walking the campus to show teachers, students, and parents they are available and 

ensuring campus safety. 
• If visiting during lunch periods, circulate through the cafeteria as a means of building 

trust, comfort, and relationships with students and staff. 
 
Secondary Level 
 At the secondary level, at least one campus officer is assigned to each campus.  When the 

officer is on campus, he/she is responsible for: 
• Assisting campus administration with ushering students to class during the passing 

periods. 
• Monitoring hallways and restrooms during instructional periods to prevent juvenile 

delinquency. 
• Circulating around the cafeteria and nearby restrooms during lunch to monitor student 

activity. 
• Assisting campus administrators with irate parents who are causing a disruption inside 

or outside of the campus. 
• Assisting campus administrators with de-escalating physical altercations. 
• Assisting campus administrators with restraining students involved in physical and 

verbal altercations. 
• Educating and reminding campus administrators of the need to implement graduated 

sanctions. 
• Following through with progressive steps after graduated sanction requirements have 

been met. 
• Maintaining open communication with campus administration about security concerns 

and any suspicious activity in or around the campus. 
• Being present during student searches to ensure campus administration’s safety. 
• Being involved in incidents involving controlled substances. 
• Assisting campus administrators in emergency crisis planning and building security 

matters. 
• Maintaining open lines of communication with campus counselors to share information 

about students who were arrested for various crimes on and off campus. 
• Walking the perimeter of the campus and parking lots to monitor any suspicious 

activity. 
• Walking the campus to make sure all exterior doors are secure. 
• Being present in re-entry conferences of students involved in criminal activity on or off 

campus that warranted misdemeanor or felony charges. 
• Providing the building principal with a weekly report of officer activities. 
• Scheduling monthly security meetings to discuss and review campus security data. 
• Assisting with traffic control during student arrival and dismissal. 
• Collaborating with other police personnel to ensure campus safety and security. 

 
  



Discipline Management Supplement 2017-18 
Infractions Teacher Options Administrative Options 

Level I (Class D) Offenses: 
 Disruption of school activities. 
 Lying or giving of false information either verbally or in 

writing to a school staff member. 
 Defiance of authority of the teacher, principal, bus driver, 

supervisor or other school staff member. 
 Throwing objects out of buses or at activities such as 

athletic events that can case bodily harm or property 
damage. 

 Directing profanity, vulgar language or obscene gestures 
toward other students or school personnel. 

 Engaging in verbal abuse, i.e., name-calling, ethnic or 
racial slurs, or derogatory statements addressed publicly 
to others that may disrupt the school program or incite 
violence.  

 Tardiness or truancy. 
 Littering of school grounds. 
 Trespassing. 
 Inappropriate use of an electronic telecommunication 

device during the school day. 
 Grooming code violations. 

Teacher Interventions: 
Step 1: Teacher Warning: Oral redirection 
Step 2: Teacher Warning: Change student seat 
Step 3: Teacher-Student Conference 
Step 4: Parent contact: note, email, or telephone call 
Step 5: Parent Conference 
Step 6: Parent Contact: note, email, or telephone call 
Step 7: Teacher Detention (24-hour notice given to parent) 

• If student misses 1st detention, then 2nd detention is 
assigned after parent is called. 

• Failure to attend the 2nd detention is a referral to 
administrator 

Step 8: Contact the campus restorative coordinator. 
Step 9: Referral to an administrator when infraction is repeated (3 
incidents within a grading cycle) 
 Repeat steps 1-9 when necessary. 

Cell Phone/Electronic Device Violations: 
Step 1: Give a warning and ask student to put it away. 
Step 2: Collect device and return it to student at the end of class 
or end of day. (Teacher discretion) 
Step 3: Collect device and turn in to the office where a $15 fee 
will be assessed. 

Uniform/Dress Code Violations: 
Step 1: Allow student to correct their uniform attire. 
Step 2: Send names to administrator for Uniform Policy Letter. 
Step 3: Administrator will contact parent. 
Refusal to correct dress code – Referral to Administrator 
 Repeat steps 1-3 when necessary. 
 
Documentation of interventions must be maintained by the 
teacher. 

Campus Beautification with parent 
permission 
 
Schedule a parent conference 
 
Assign student to participate in restorative 
circles with teacher and/or student 
 
For repeated infractions, 24-hour removal 
pending parent conference 
 
For repeated infractions, ISS or OSS after 
all teacher options and administrative 
parent conference 
 
Begin to implement graduated sanctions 

This document is a supplement. Please reference the Student Code of Conduct for more detailed information. 
  



Discipline Management Supplement 2017-18 
Infractions Teacher Options Administrative Options 

Level II (Class C) Offenses: 
 Harassment or bullying. 
 Disrespect of a staff member. 
 Making or distributing hit lists. 
 Hazing. 
 Gambling. 
 Behavior symptomatic of or associated with gangs or cults. 
 Use, possession or distribution of tobacco products, 

including, tobacco paraphernalia and/or e-cigarettes, and 
any component, part or accessory for an e-cigarette device.  

 Possessing or using drug paraphernalia.  
 Selling, distributing, possessing or using substances or 

items portrayed as being drugs (without regard to amount), 
drug paraphernalia, or alcohol. 

 Improper use or being under the influence of over-the-
counter medication. 

 Using or possessing any instrument, including, but not 
limited to, any weapon, knife or gun which does not fit the 
Penal Code definition under Most Serious Offenses below 
(examples: pocket knife or fake gun), fireworks, ammunition, 
and instruments of the martial arts that might reasonably 
cause bodily harm, but has not been used as a threat of 
bodily harm. 

 Extorting or attempting extortion through the use of threat or 
force. 

 Committing theft, robbery or burglary or attempting to 
commit such act. 

 Committing sexual acts or indecent exposure  
 Tampering with, changing, or altering records or documents 

of the District by any method, including, but not limited to, 
computer access or other electronic means.  

 Damaging, destroying, or altering school computer 
hardware and/or software. 

 Planning, organizing, instigating, or participating in an 
activity that causes substantial disruption of the education 
program. 

Teacher Interventions: 
Step 1:  Teacher Warning:  Oral correction 
Step 2:  Teacher-Student Conference 
Step 3:  Parent contact: note, email, or telephone call 
Step 4:  Parent Conference 
Step 5:  Parent Contact: note, email, or telephone call 
Step 6:  Teacher Detention (24-hour notice given to parent) 

• If student misses 1st detention, then 2nd detention is 
assigned after parent is called. 

• Failure to attend the 2nd detention is a referral to 
administrator 

Step 7:  Contact the restorative discipline coordinator. 
Step 8:  Referral to an administrator when infraction is 

repeated (3 incidents within a grading cycle) 
Refusal to give cell phone – Referral to Administrator 
 
Documentation of interventions must be maintained by the 
teacher. 

Campus Beautification with parent 
permission 
 
Hold an administrator/student conference 
 
Schedule a parent Conference 
 
Assign student to participate in restorative 
circles with teacher and/or student 
 
Assign student detention (Before-, Lunch, 
or After- School) 
 
Begin/Continue Graduated Sanctions 
 
Exclude student from extracurricular 
activities 
 
Assign In-School Suspension (ISS) for no 
more than 10 days 
 
Assign Out-of-School Suspension (OSS) 
for no more than 3 days 
 
Any other appropriate disciplinary actions 
determined by the administration 
 
Initiate DAEP referral process 

This document is a supplement. Please reference the Student Code of Conduct for more detailed information. 



Infractions Teacher Options Administrative Options 
 Vandalizing property, including, but not limited to, cutting, 

defacing, or in any way damaging property belonging to the 
District, its staff, visitors, or other students.  

 Fighting. 
 Inappropriately using instructional materials including 

computers and computer systems.. 

Refer infractions to a campus administrator. Administer consequences outlined in the 
Student Code of Conduct 

 

Infractions Teacher Options Administrative Options 
Level III (Class B) Offenses: 
 Refer to Spring ISD Student Code of Conduct for the complete 

list. 

Refer infractions to a campus administrator. Administer consequences outlined in the 
Student Code of Conduct 

Level IV (Class A) Offenses: 
 Refer to Spring ISD Student Code of Conduct for the complete 

list. 

Refer infractions to a campus administrator. Administer consequences outlined in the 
Student Code of Conduct 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is a supplement. Please reference the Student Code of Conduct for more detailed information 
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