Clear Form
SCHOOL
[schooladdress]
City, State Zip Telephone: PHONE
DATE OF LETTER Words shown in blue are read only and will not print.
Please complete this English version of the form.
PARENT/GUARDIAN The fields will automatically fill in on the translated
version. Start by pushing the "TAB" key, and enter
PARENT ADDRESS info by tabbing through the first 2 pages of the
CITY, STATE ZIP document. Print all pages. If you need additional help
with translation, please contact Translation Services
503.916.3427. If help is needed completing this form,
call Student Services 503.916.2000 x. 71012.
Re: [student name] [ID number]

| am writing to let you know that | had to suspend your student until you and | can meet. At the time of the
incident there were health or safety issues that prevented discussion of the incident. Therefore,
a conference is being arranged to discuss the incident.

The incident occurred on [DATE OF INCIDENT]I. The behavior(s) that led to the suspension are:

Choosemisbehaviofrom downarrowat right

Click here to type in text box: Include WEAPONS information
(required). Enter a brief description of the incident (optional).

During the period of suspension, your student may not attend this school, participate in school
activities, or enter any other Portland Public School property without the permission of the Principal.
Your student is encouraged to ask me for assignments during the suspension.

| have scheduled our meeting for [DATE, TIME]

Please check in at the school office. Office staff will direct you to the meeting. If you are unable to
meet at this time, please call me immediately at 503.916. [Admin.to reschedule the meeting. Please
understand that your student may not return to school until you and | have met.

Following our meeting, | will decide if further consequences are necessary.

Attached are suspension procedures. If you are unable to read or understand them, please call
503.916.3427 to have someone explain it to you in a language you understand.

Again, the school takes any removal from class time seriously. When students are not in class their
educational progress is limited. It is my hope that this process provides a learning opportunity for your
student. If you have any questions, concerns or need additional information, please feel free to call me
at 503.916.[Admir

Sincerely,

[ADMINISTRATOR'S NAME & TITLE]
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