
Office Referral Procedure 
 

 
 
 
 
 
 
 
 

Office 
Responses 

Follow School-Wide 
Classroom 

Management 
System 

Observe Problem 
Behavior 

Is 
behavior 
major? 

No Yes 
Send student  
to office with 

referral in hand 
(call ahead if referral 
can not be written 

immediately) 

Determine 
consequence or 

intervention 

Interview(s) 

Follow any 
FCPS protocols 

Make parent 
contact 

Follow up with 
student(s) 

within a week 

File Documentation 
(File one copy and send one 

to Student Support) 

No Yes 

Follow up with 
referring staff 
member when 

appropriate  

7-30-03 

Refer to 
Definitions 

of Major 
Behaviors 

 
Follow guidelines in 

Procedures for Rule Violations  
for Level One and  

Level Two Behaviors 

Send student to office with 
Referral and Documentation 

form(s) in hand 
 

 Behavior 
continues? 

Classroom Environment and Teacher 
Strategies 

 

Teach Project Achieve social skills 
 

Reinforce positive behaviors Problem solve 

with student(s) 

Continue building relationship(s)  

Elicit parent/guardian’s help 

  Enter 
information into 

SWIS 


