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Wingate Elementary: Office Referral Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Office 
Responses 

Determine 
consequence or 

intervention  

Follow any   
MCVSD51 
protocols 

Contact parent 
(office referral 
document or 
phone call) 

Follow up with 
student(s) within 

a week 

Develop & document 
interventions with grade level 

team and/or other key personnel 
(i.e. counselor, support staff).  

Communicate with parent input 
which may include parent 

meeting.  Enter in Google MTSS 
drive. 

 

 

Observe Behavior 
 

Is 
Behavior 
major? 

  No   
No Yes 

Send student  
to office with 

referral in hand 
(call ahead if referral cannot 

be written immediately) 

Interview 

Refer to 
Definitions 

of Major 
Behaviors 

Re-teach expectation(s) 
utilize Refocus process 

reflecting on appropriate 
behaviors.  Student takes 

home form and returns with 
parent/guardian signature. 

Teacher monitors. 

Proactive teaching of school wide expectations, Code and SOPs. 
 

Use Effective Instructional & Classroom Management Strategies 
(Teacher Quality Standard II) 

 
Parent Partnerships 

 

  Office enters 
information into 

Synergy or Enrich 
Follow up with 
referring staff 

member  

BEHAVIOR            
CONTINUES 

Plan 
Success? 

NO 

YES 

Continue plan intensity 
as needed.  

 
MTSS Tier 
3 Meeting 

After student receives 3 Refocus sheets 
within a 3-6 week time period process 

follows Major behavior protocol.  Staple 
copies of Refocus sheet (with parent 
signatures) and place in admin’s box.  

 

 

 


