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Step by Step Due Process Checklist
Step 1: Obtain as many written statements as possible of the event(s) including that of the student responsible for the rule violation. Make sure they are signed. 
Step 2: Once you have all the information, and you assign the type of violation this was make sure the violation is listed within the student handbook or code of conduct. Use the name of the violation in all written and verbal correspondence from this point forward
Step 3: Research precedent on the types of punishment you have assigned to similar violations in the past, and assign the punishment accordingly. Example: 5 days suspension for fighting in 3 previous incidents provides a baseline. Extraordinary circumstances would need to be present to lessen/lengthen the terms of the suspension. 
Step 4: To achieve due process, make sure that the student who violated the rule is shown in writing which rule he or she violated, he or she is made aware of what the punishment for the violation is, and they have the opportunity to respond both verbally and in writing. A sample document that provides all of these steps is below
Step 5: Notify Parents: Make sure to notify parents AFTER the incident unless circumstances deem otherwise. Make sure to state the violation, and that due process was achieved. Show them their child’s signed witness statement and those of other students (only if requested) IF the names are blacked out thoroughly.  
Step 6: Provide parents a copy of all forms, make sure the forms go into the student’s records, and keep a copy for yourself
Date:_________________    Student’s Name:______________________________
Policy Violation:_____________________________________________________
Administrators Description of Incident:

___________________________________________________________________

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Consequence of policy violation:________________________________________

Plan for educational services: (if appropriate)

_________________________________________________________________________________________________________________________________________________________________________________________________________
Student’s signature that they received this form:____________________________
Administrator printed name:____________________________________
Administrator signature:_______________________________________
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