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PORTLAND PUBLIC SCHOOLS 

Telephone:

Re:

I am writing to let you know that I had to suspend your student. I know that it is a very serious matter 
for families to learn that their student may be involved in any kind of misconduct. We take your 
student’s welfare very seriously.  

The incident occurred on          The behavior(s) that led to the suspension are:  

The out of school suspension will begin on          and continue until          

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.  

A conference is needed before your student returns to school. This allows us to review your student 's 
behavior and academic progress and together make a plan to promote your student's success in school.  

I have scheduled our meeting for     
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.              to reschedule the meeting. Please 
understand that your student may not return to school until you and I have met. 

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. 

Sincerely,  

Attachment: Suspension Procedures 
c: Student’s School File, Climate Discipline, Area Director 
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The Principal, Vice Principal, or their designee must attempt to inform the student of the misconduct 
in a language understood by the student. 

Suspension becomes effective after the informal suspension hearing and notification of the 
parent/guardian/emergency contact or at the end of the school day. 

The time, date and specific reason(s) for the suspension. 

The Principal, Vice Principal or their designee may remove a student without an informal hearing if the 
school administrator determines that it is not possible to conduct a hearing because the student's continued
presence is an immediate danger to persons or property or may physically disrupt the school's orderly 
operation. Whenever a student is removed, a parent/guardian should be notified when the informal 
suspension hearing will be held. This hearing will normally be provided within three (3) school days.

If the student is found to have engaged in misconduct, the school administrator determines the appropriate
disciplinary action in accordance with School District policies and guidelines and professional judgment. 

SUSPENSION PROCEDURES 

The student should ordinarily be given an informal hearing (as outlined in the section below.) before the 
Principal, Vice Principal or their designee decides to suspend a student. 

Due Process Procedures for Suspension 

1.  Notice 

1.  Effective Time of Suspension 

Emergency Suspension

A suspension temporarily denies a student the right to attend school, including all classes and school 
activities, for a period up to ten (10) consecutive school days except as provided below.

Information Hearing Procedures

2. 

3. 

4. 

If the student admits the misconduct, the school administrator then determines the appropriate 
disciplinary action. 
If the student denies the misconduct, the school administrator gives the student an explanation of 
the evidence resulting in the charge(s). The school administrator has authority to decide if the 
explanation of evidence will include the names of witnesses. 
The school administrator then gives the student a reasonable opportunity to state the student's side 
of the story.
After weighing the evidence, the school administrator determines if the charge is supported by the 
evidence. If the student is found not have engaged in misconduct, the incident is closed. 

5. 

Determination of Disciplinary Action

General Procedures for Suspension

2.  Parent/Guardian Notification of Suspension
a. Reasonable effort must be made by the school to notify the parent/guardian/emergency contact of 

the suspension and reasons for the action before a student is sent home. Middle school, primary 
school or students with disabilities must not be sent home before contacting a parent/ guardian/or 
emergency contact. 
A letter, translated or interpreted when needed, is mailed to the parent/guardian, with a copy to the 
Area Director and Student Conduct Office containing this information: 

b. 

1). 
The procedures to be followed by the student and parent/guardian for possible student 
reinstatement.

2). 

The maximum length of the suspension in the absence of other administrative action, such as 
review for possible expulsion.

3). 

A request that the parent/guardian contact the school administrator to arrange a mutually 
agreeable time for a conference prior to readmission date.

4). 

Notice to the parent/guardian that a student is automatically reinstated after ten (10) school days
unless other action is pending or except as provided in other sections of these procedures. 

5). 

 A notification of available alternative education programs if the suspension is a second 
occurrence within any three (3) consecutive academic school years of a severe discipline 
problem that requires a Suspension Pending Possible Expulsion or Mandatory Suspension 
Pending Possible Expulsion (Action Level 4 or 5). 

6). 



If the decision is made to suspend a student, the student should be informed of:  

A meeting ordinarily must be held with the parent/ guardian to seek resolution of the misconduct 
and consider reinstatement within ten (10) school days unless: 

c.  The letter and a copy of the section on "Suspension Procedures" from the Guide to policies, Rules and 
Procedures on Student Responsibilities, Rights and Discipline should be sent home with the student.

3.  Student Notification of Suspension

a. The student suspension and the length of suspension, not to exceed ten (10) school days. 
b. 
c. 

d. 
e. 

The reason(s) for the action.
The student's right to return to school at the end of suspension, unless other administrative action is 
pending, such as review for possible expulsion.
The suspension includes a denial of opportunity to participate in any school-related activities. 
The student is not to enter any Portland Public Schools property without prior authorization of the 
Principal or designee.

4.  Student Reinstatement Conference for Parents
a. 

b. 

c.  

d. 

The parent/guardian and the school administrator should arrange a mutually satisfactory time for a 
conference. If the parent/guardian does not ask for a conference within five (5) days, the school 
administrator should initiate contact. If the parent/guardian finds it difficult because of working hours,
family responsibilities or distance from school to come to the school for a conference, the school 
administrator should find some alternative means for the conference. 
During the conference, the student's achievements as well as difficulties will be reviewed to 
determine additional steps to be taken by the school, the student and the parent/guardian to ensure 
the student's future success when reinstated.  
A major suspension temporarily denies the disruptive student the right to attend school, including all 
classes and school activities, for a period of more than 24 hours, but not more than ten (10) school 
days, except as provided below. In implementing this regulation, school personnel shall make 
special efforts to advise students and parents/guardians that a student is automatically reinstated 
after ten (10) days if no other administrative procedure, such as expulsion, is pending. If a 
suspended student does not return after the ten (10) day limit, a telephone call shall be made to 
encourage the student to reenter.

5.  Homework During Suspension

6.  Appeal Process

To ensure continuation of learning, suspended students are expected to complete school work during 
their time of suspension. Upon request, a suspended student should be told of assignments during the 
period of suspension. Students must be given make-up assignments, projects or examinations only 
when those activities will be graded and used to determine a grade for the course. Teachers should 
not be required to spend additional time in working with a student to prepare the assignments because 
of the student's misbehavior.

The Student and Parent Complaint Procedure for suspension may be followed if the student or parent 
chooses to appeal the suspension for failure to follow due process or other applicable policies. For a 
copy of the complaint procedures, contact your school office or locate them on-line at
http://cms9.pps.k12.or.us/.docs/pg/5682

by mutual consent of the school administrator and parent/guardian a later date is selected 
because of special circumstances; or 

2). the suspension is continued because of physical or mental illness, incarceration of the student in
a juvenile home or similar institution; or

3). pending an expulsion hearing when, in the judgment of the Principal or Principal's designee, the 
student's return would pose a threat to the safety of any person or to the orderly operation of 
school programs. 

Parents/guardians should be informed that student suspension includes a denial of opportunity 
to participate in any school-related activities and the student is not to enter any Portland Public 
Schools property without prior authorization of the Principal or designee.

7). 

1). 
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