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WHAT ARE THE SHORT-TERM ONE TO FIVE DAYS OUT- OF- SCHOOL
SUSPENSION PROCEDURES AND TIMELINE?
STUDENT’S RETURN
TO CLASS

BY END OF DAY OF
INCIDENT NOTIFICATION

WITHIN 24 HOURS OF
INCIDENT NOTIFICATION

Administrative
Determination after
Incident Notification
Occurs

Suspension
Documentation

Re-entry and
Interventions

Suspension documentation
includes:

 All schools must have a







Administrator investigates
the incident, gathers the
facts and speaks with
student and staff to
determine whether a
suspension is warranted.
If a suspension is proposed,
the Administrator will
discuss the reasons with the
student.
Prior to the proposed
suspension, the parent
must be notified of his/her
right to request an
informal conference with
the principal. The
conference would be to
discuss reasons for the
proposed suspension,
review the evidence
collected, assign
interventions and propose
next steps to resolve the
problem and restore the
relationship.
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 Letter of notification of


suspension and number of
assigned days
Summary of evidence
including description of
inappropriate behavior,
incident report, statements
and any other relevant
materials of testimony

 Recommended
interventions provided by
the Pupil Support Team
during or after suspension

 Evidence of alternative
instruction for the
duration of the
suspension.
Suspension documentation
will be maintained in the
student’s electronic file and,
if required by the Code of
Conduct or law, copied to the
appropriate Assistant
Superintendent.

Appeal to
Superintendent

re-entry conference with
the returning student and
parent. The purpose of
the conference is to
discuss the next steps to
resolve the problem and
restore the relationship.

 There will be an
opportunity for a
separate restorative
meeting which may
include staff and/or
students affected by the
incident.

Parent can file a
written appeal to the
Superintendent within
ten business days of
the suspension. The
Superintendent will
issue a written
decision regarding the
appeal within ten
business days of
receiving the appeal.
(See Appeal Process.)

 Students may require
additional interventions
to address the behaviors
that resulted in the
suspension.
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WHAT ARE THE LONG-TERM SUSPENSION AND HEARING PROCEDURES AND TIMELINE?
If the student’s inappropriate behavior is identified as a Level 4 violation, a long-term suspension of
more than five days may be needed. All procedures required for assignment of a short-term suspension
must be followed before a long-term suspension can be recommended. The following procedures and
timeline must be followed:
WITHIN 5 DAYS OF
START OF 5-DAY
SUSPENSION

WITHIN 48 HOURS
OF RECEIVING
HEARING REQUEST

Superintendent’s
Hearing Request from
School

Superintendent
Decision and Parent
Notification

Principal submits the
following documentation:

Superintendent Hearing
Request Form

Summary of evidence,
including description of
inappropriate behavior,
incident report, witness
statements and any
other relevant materials
or testimony

Suspension letter sent to
parent

Recommended
interventions during or
after suspension.
Parent must be informed by
telephone and in writing of a
principal’s intent to request a
long-term suspension.
Communication must inform
parent that they can request
a conference with the
Principal to discuss reasons
for extending the
suspension.
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After review of hearing
request information,
Superintendent or
designee approves or
denies hearing request
for long-term
suspension.
If hearing request is
approved, the Principal
must send a written
notice to participate in a
Superintendent’s
Hearing to parent by
certified mail within 48
hours of receiving
hearing request
documentation.
Written notice must
include time, date and
location of
Superintendent’s
Hearing; description of
alleged inappropriate
behavior; and
description of incident
and student’s actions.
Written notice must also
inform the parent(s) of
their due process rights,
such as parent’s and
student’s right to be
represented by counsel,
the right to present
evidence and the right
to question witnesses.

WITHIN 5 DAYS OF
STUDENT’S INITIAL
SUSPENSION

STUDENT’S RETURN
TO CLASS/SCHOOL

Superintendent’s
Hearing

Re-entry and
Interventions

 Participants include, but
are not limited to:
Hearing Officer,
administrator from
student’s school, student
and parent and any
witnesses requested by
the school, student or
parent. (If a teacher is
present, they have the
right to request union
representation.)

 The Hearing Officer
decides whether the
allegation is founded or
unfounded during Phase
1 of the hearing.

 If the charge is founded,
the Hearing Officer
recommends the
consequences and
interventions to be
assigned during Phase 2
of the hearing.

 Superintendent will make
Appeal
a final decision and notify
the parent in writing.

Parent or student can file a
written appeal within 30
business days to the Board
of Education. Final decisions
of the Board may be
appealed to the New York
State Commissioner of
Education within 30 days of
the Board’s decision.

 All schools must
have a re-entry
conference with
the returning
student and
parent. The
purpose of the
conference is to
discuss the next
steps to resolve
the problem and
restore the
relationship.

 There will be an
opportunity for a
separate
restorative
meeting which
may include staff
and/or students
affected by the
incident.

 Students may
require additional
interventions to
address the
behaviors that
resulted in the
suspension.
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