
The Step System 

 

When corrective actions taken by the classroom teacher have failed or the rule infraction is 
of a serious nature, the incident shall be referred to an administrator for investigation and 
action. The severity of the consequences applied by the principal depends upon two (2) 
factors:  
 

1) the seriousness of the offense, and  
2) the previous disciplinary record of the student.  

 
In an effort to take both factors into account, a progression of consequences (the step 
system) has been adopted.  

 
A student who is referred for violating a rule contained within this code will receive the 
consequence that corresponds to the entry-level step for that offense. With each successive 
referral, the student will typically advance up the step system at least one step (depending 
upon the seriousness of the infraction).  Students on Step 6 will not be placed on Step 7 or 
recommended for expulsion unless the incident warrants such consequences. The 
disciplinary consequences for each step are as follows: 
 
 

The Steps……………………………………………………………………………………………………………………… 
 
Step 0:  Teacher and student use work-it-out plan. No formal administrative consequences 
if plan is successful. Teacher attempts to contact parent(s)/guardian(s) by telephone 
within 24 hours. 
 
Step 1:  Discipline referral to principal for conference. Incident report filed in student 
folder. Notification to parent(s)/guardian(s) in writing and by telephone will be at the 
discretion of an administrator.  Lunch detention(s) at lunch detention table or in 
designated area as consequence.    
 
Step 2:  One (1) day detention/suspension and parent(s)/guardian(s) notification will be in 
writing and attempted by telephone within 24 hours. 
 
Step 3:  Two (2) days detention/suspension and parent(s)/guardian(s) notification will be 
made in writing and attempted by telephone within 24 hours.  Parent(s)/guardian(s) 
conference (in person or by phone) recommended if step is result of a step 3 offense. 
 
Step 4:  Three (3) day detention/suspension (in or out of school, depending on the nature 
of the offense). Parent(s)/guardian(s) conference is required and can be conducted by 
telephone conference call. Notice in writing and attempted by telephone within 24 hours. 
 
 



Step 5:  Four (4) day detention/suspension (in or out of school, depending on the nature of 
the offense). Re-entry conferences required and a written contract suggested. Special 
education students may require an IEP review meeting. Notice in writing and attempted by 
telephone within 24 hours. 
 
Step 6:  Five (5) days out-of-school suspension. IEP review meeting will be convened for 
special education students. Re-entry conference and written contract required. Notice in 
writing and attempted by telephone within 24 hours. 
 
Step 7:  Five to fifteen (5-15) days out-of-school suspension pending expulsion hearing 
before the Board of Education. Step 7 will not be used as a progressive step unless the 
violation is warranted or called for as a specific consequence of a stated violation. In 
addition, Step 7 may be used as a consequence resulting from the student’s refusal to honor 
a Step 6 contract determined by the administration. IEP will be convened for special 
education students and a manifestation determination hearing will be held. Notice in 
writing and attempted by telephone in 24 hours. 
 

Provisions for Use of The Step System………………………………………………………… 
 
 1. A disciplinary file will be initiated for each student referred to a building administrator. 

A record of each violation, as well as the step assigned, will be maintained.  
Parent(s)/guardian(s) will be mailed a copy of all disciplinary referrals. 

 
 2. After a student has been placed on a step, the next infraction usually results in the 

student being advanced to the next step.  A step may be “jumped” if the infraction calls 
for a higher entry-level step. For example, a student who is on Step 1 and commits a 
Step 4 violation will be advanced to Step 4. Normally, a student will be advanced up the 
system with each successive violation unless the incident is relatively minor. 

 
 3. A student may work his/her way back down the step system by demonstrating good 

behavior. Every ten school days in attendance without a discipline referral will result in 
the reduction of one (1) step. Students will begin each year at a Step 0 level. 

 
 4. The administrator shall be responsible for seeking the assistance of counselors, 

teachers, advisors, the school psychologist, the social worker, and other professionals to 
help students correct their behavior problems. 

 
 5. A student assigned a lunch detention is required to eat and spend the entire lunch 

period in assigned area under suspension. Students must first report before getting 
their lunch.  Students assigned lunch table detention in lunchroom do not have gym or 
outside privileges that lunch period and are restricted from socializing with others in 
cafeteria area.   

 

 
 



Suspension Procedures……………………………………………………………………………….. 
 
 1. Students assigned to in-school or after school suspension will be provided with 

assignments from their teachers and are expected to complete their work by the time 
they return to class. In case of lab situations, make-up work is due at the discretion of 
the teacher. If work is not completed on time, the teacher may require the student to 
come in after school and complete the work, a 24-hour notice will be given to the 
student.  All rules pertaining to conduct are applicable. 

 
 2. No suspension from school shall be imposed without an administrative conference with 

the student, except where it appears that the student will create an immediate and 
substantial danger to himself/herself or to persons or property around the student. 

 
 3. Notice of the grounds for suspension shall be given to the student at the suspension 

conference. His or her parent(s)/guardian(s) shall also be notified of this information 
and the suspension in writing and a phone contact attempted within 24 hours. 

 
 4. In the event a student is suspended without an administrative conference, written 

notice shall be mailed to the pupil and his/her parent(s)/guardian(s) within 48 hours of 
the suspension.  Whenever possible, however, the parent(s)/guardian(s) shall first be 
notified by telephone or personal contact at the time of suspension or as soon as 
possible within 24 hours. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

INDEX OF DISCIPLINARY INFRACTIONS AND 

CONSEQUENCES 

 
A. School Attendance 
 

A-1 Tardiness:  Reporting late for school, class, or other required activities without an 
acceptable excuse.   

  Step 1 - 2 
   Special Provisions 

 Teachers are to attempt to correct the problem, but refer to building 
administrator when problem becomes excessive (typically three or more 
tardies to same class). Once a referral has been made, an administrator, 
through the step system will deal with subsequent tardies beginning with 
lunch detentions, then in-school suspensions. 

 
A-2 Unexcused Absence:  any absence that does not comply with Board policy or 
procedures, but is not truancy.  Parent(s)/guardian(s) are aware of student’s behavior.   
Parent(s)/guardian(s) will be notified in writing by attendance secretary.   

 
A-3 Truancy:  Being absent from classes part or all of a school day in violation of Board 
policy.  Parent(s)/guardian(s) not aware of student behavior.   

  Step 2 
   Special Provisions 

 Parent(s)/guardian(s) will be notified in writing by attendance secretary.  
Phone contact to parent(s)/guardian(s) attempted by attendance secretary.  
In addition, habitual offenders will be referred to legal authorities under 
provisions of Wisconsin Statutes 119.15.  Students may be required to make 
up missed class time due to truancy.   

 
 A-4 Failure to report to detention is blatant insubordination.   
  Step 2 
   Special Provisions 
   The Building Administrator will assign a day of in-school suspension.   
 

A-5 Additional tardies/attendance infractions will result in a maximum of Step 3. 
 
 
 
 
 



B. Student-To-Student Relationships 
  
 Responsibility 
 Each student is responsible to respect the feelings, physical well-being and property of 

other students.   
 
 B-1 Threatening, bullying or intimidating acts:  The act of threatening, verbally or by 

gesture, the well-being, health or safety of any student on school property or enroute to 
or from school.   

  Step 1-7 
   Special Provisions 
   Referred to police when appropriate.   
 

B-2 Disrespect:  To insult, call derogatory names, use obscenity toward, dishonor or in 
other manner abuse verbally or in writing any member of the student body, including 
verbal or sexual harassment.   

  Step 1-5 
   Special Provisions 
   Referred to police when appropriate.   
 

B-3 Shake Down:  The act of extorting money or objects of value from a person, under 
pressure of either implied or expressed threats.   

  Step 3-6 
   Special Provisions 
   Referred to police when appropriate.   
 
 B-4 Inappropriate physical contact  
    B-4a Scuffle:  tripping, shoving, grabbing, etc.   
 Step 0-3 
   Special Provisions 

 Both parties involved are to be equally disciplined and share in damages, 
unless self-defense can be shown on the part of one of the students.   

    B-4b Fight punching, slapping, kicking, etc.     
 Step 2-5 
   Special Provisions 

Referral to police when appropriate.  Both parties involved are to be equally 
disciplined and share in damages, unless self-defense can be shown on the 
part of one of the students.   

 
 B-5 Physical Attack:  The act of physically assaulting or in some manner attempting to 

injure any student including physical or sexual assault on school property/events or 
going to or from school.   

  Step 3-7 
   Special Provisions 
   Referral to police when appropriate.   
 



 B-6 Property Damage:  Damage of another student’s property.   
  Step 2-4 
   Special Provisions 

 Restitution through required parent(s)/guardian(s) approved contract.  
Referral to police when appropriate.   

 
 B-7 Theft:  From another student.     
  Step 2-3 
   Special Provisions 

 Restitution required through parent(s)/guardian(s) approved contract.  
Referral to police when appropriate.   

 
C. Student-To-Staff Relationships 
 
 Responsibility 
 Students have the responsibility to respect the authority, physical well-being, and 

property of members of the school staff.   
 
 C-1 Insubordination:  The willful failure to respond or carry out a reasonable request by 

authorized school personnel.   
  Step 1-4 
   Special Provisions 
   None 
 
 C-2  Disrespect:  To insult, call derogatory names, use obscenity toward, dishonor or in 

other manner abuse verbally or in writing any member of the school staff.   
  Step 2-5 
   Special Provisions 
   Referral to police when appropriate.   
 
 C-3  Lack of cooperation or lying to a staff member in an investigation of misconduct 

involving self and/or others.   
  Step 2-6 
   Special Provisions 
   Referral to police when appropriate.   
 
 C-4  Threatening or Intimidating.  Acts:  Verbally or by gesture threatening the well-

being, health, or safety of any member of the school staff including verbal or sexual 
harassment.   

  Step 2-7 
   Special Provisions 
   Referral to police when appropriate.   
 
  



C-5  Physical Attack:  The act of physically assaulting any member of the school staff on 
school property or at any activity under school sponsorship including verbal or sexual 
harassment.   

  Step 6-7 
   Special Provisions 
   Referral to police when appropriate.   
 
 C-6  Disrespect for the property of a member of the school staff.   
    C-6a Damage 
  Step 2-7 
   Special Provisions 

 Restitution required through parent(s)/guardian(s) approved contract.  
Referred to police when appropriate.  

 
    C-6b Theft 
  Step 2-7 
   Special Provisions 

 Restitution required through parent(s)/guardian(s) approved contract.  
Referred to police when appropriate.   

 
D. School Property 
 
 Responsibility 
 Each student is responsible to respect and help maintain the appearance of the building 

and the equipment therein.   
 
 D-1 Vandalism:  The willful damage of property 
    D-1a Defacing:  Damage requiring cleaning or repair.    
  Step 2-6 
   Special Provisions 
   Restitution required.   
    D-1b Abuse of printed materials, software, or A-V materials.   
  Step 2-6 
   Special Provisions 
   Restitution required.   
    D-1c Destruction; to render unusable.   
  Step 2 - 6 
   Special Provisions 

Restitution required through parent(s)/guardian(s) approved contract.  
Referred to police when appropriate.   

 
 D-2 Theft 
  Step 2-5 
   Special Provisions 

 Restitution required through parent(s)/guardian(s) approved contract.  
Referred to police when appropriate.   



 
 D-3 Littering 
  Step 1-3 
   Special Provisions 
   Possible assignment to work detail.   
 
E. Protection of the Public Safety 
 
 Responsibility 
 Students have the responsibility to conduct themselves in such a manner as not to pose 

a threat to the health and safety of others.   
 
 E-1  Detonation of firecrackers or other explosive devices.   
  Step 2-7 
   Special Provisions 
   Referral to police.   
 
 E-2 False Alarms 
     E-2a The act of initiating a fire alarm or initiating a report warning of a fire or other  
           catastrophe without just cause.   
  Step 3-7 
   Special Provisions 
   Referral to police.   
 
    E-2b Bomb Threats 
  Step 6-7 
   Special Provisions 
    Referral to police.     
 
 E-3 Arson:  The intentional burning or attempt to burn any part of any building or any 

property of the school or its staff or students.   
  Step 6-7 
   Special Provisions 
   Referred to police.   
 
 E-4  Weapons 
      E-4a Possession of a weapon 
 Step 5-7 
  Special Provisions 
    Referral to police 
    E-4b Threats involving a weapon 
 Step 5-7 
  Special Provisions 
  Referral to police  
           
  



          E-4c Use of a weapon 
 Step 5-7 
  Special Provisions 
  Referral to police 
E-5 Possession of a pocketknife (or other fixed blade instrument) 
    E-5a Based upon building administrator and police officer consultation a pocketknife 

(or other fixed blade instrument) may be treated as a weapon (see E-4) 
 E-5b Self report of possession of pocket knife (or other fixed blade instrument) prior to 

any disciplinary incident 
  Step 1-2 
   Special Provisions 
   Confiscate item with return arranged with parent(s)/guardian(s).   
 E-5c Possession of a pocketknife (or other fixed blade instrument).  Not self-reported.   
  Step 2-4 
   Special Provisions 
   Confiscate item with return arranged with parent(s)/guardian(s).   
 
E-6  Look alike weapons 
 E-6a Possession of a look-alike weapon 
  Step 1-3 
   Special Provisions 
   Confiscate item with return arranged with parent(s)/guardian(s). 
 E-6b Threat involving a look-alike weapon 
  Step 4-7 
   Special Provisions 
   Referral to police. 
 
F. Alcohol, Tobacco, and Drugs 
 
 Responsibility 
 Each student has the responsibility to keep his/her mind and body in a sound and 

healthy condition. In addition the possession, use, distribution or sale of any 
prescription or non-prescription drugs, alcoholic beverages, or tobacco is prohibited on 
school grounds, as well as during or before school and at school-sponsored activities. In 
the case of medications, students can carry to and from school and on the bus in a 
responsible manner. All medications must be kept in school health office unless other 
administratively approved arrangements have been made. 

 
 F-1  Alcohol and Drugs 
    F-1a Possession of alcohol 
  Step 5-7 
   Special Provision 
   Confiscate products and referral to police.   
    F-1b Possession of drugs (either prescription or non prescription, as well as illegal).   
  Step 5-7 
   Special Provision 



   Confiscate products and referral to police.   
    F-1c Possession of drug related paraphernalia.   
  Step 4-5 
   Special Provision 
   Confiscate items and referral to police.   
    F-1d Selling or distributing alcohol or drugs (either non-prescription or prescription, 

as well as illegal). 
  Step 6-7 
   Special Provision 
   Confiscate products and referral to police when appropriate.   
    F-1e Noticeably and admittedly under the influence of alcohol or drugs.   
  Step 5-7 
   Special Provisions 
   Referral to police.   
    F-1f Observed use of drugs/alcohol.   
  Step 6-7 
   Special Provisions 
   Confiscate product and referral to police.   
    F-1g Possession of own medications not in compliance with school rules.   
  Step 1-3 
   Special Provisions 
   Confiscate medication and possible referral to police.   
    F-1h Possession of look-alike drugs 
  Step 1-6 
   Special Provisions 
   Confiscate products and referral to police when appropriate.   
   
 F-2 Tobacco 
    F-2a Possession of tobacco products (on person or in locker).   
  Step 3 
   Special Provisions  
   Confiscate products and referral to police.   
    F-2b Use of tobacco products on school premises or at functions under the 

sponsorship of the school (includes both smoking and chewing tobacco).   
  Step 4 
   Special Provisions  
   Confiscate products and referral to police.   
    F-2c Possession of look-alike tobacco products. 
  Step 1-4 
   Special Provisions 
   Confiscate products and referral to police when appropriate.   
 
 
 
 
 



G. General Misbehavior:  School Settings/Events 
 
 Responsibility 
 Passing between classes should be done in an orderly and respectful manner.  Every 

effort should be made to pass to a classroom, study or work area and be out of the 
corridor by the end of the allotted passing time. It will also be everyone’s responsibility 
to maintain cleanliness and order in hallways, pod areas, and other common areas.   

  
 G-1 Spitting 
  Step 1-2 
   Special Provision 

 Work detail as assigned by principal.  See also, Alcohol, Tobacco and Other 
Drugs if appropriate.   

 
 G-2 Inappropriate displays of affection including kissing, prolonged hugging and 

inappropriate touching.   
  Step 1-2 
   Special Provisions  

 Unless behavior is lewd and/or disruptive to school setting in which 
case a higher consequence may be assigned.   

 
 G-3 Littering 
  Step 1-2 
   Special Provisions 
   Offender required to pick up refuse or work detail as assigned by principal.   
 
 G-4 Pass usage 
    G-4a No pass in the hallway or other area without permission.   
  Step 1-3 
    G-4b Forged pass 
  Step 1-3 
 
 G-5 Water balloons, squirt guns, etc. 
  Step 1-2 
   Special Provisions 
   Confiscate items.  Work detail as assigned by principal if appropriate.   
 
 G-6 Food and drink in unauthorized areas. 
  Step 1-2 
   Special Provisions 
   Confiscate items, return at lunch or end of school day.   
 
  
 
 
 



 G-7 Unauthorized consumption of food or beverages 
    G-7a Irresponsible use of food or beverages.  
  Step 1-2 
  Special Provisions 
   Confiscate items.  Work detail as assigned by principal if appropriate.   
    G-7b Open containers or consumption of beverages in unauthorized areas.   
    
H. Other Disciplinary Infractions 
 
 Miscellaneous disciplinary fractions not specified elsewhere.   
 
 H-1 Disorderly behavior or disruption of school events, games, meetings, and     
 assemblies.   
  Step 1-5 
   Special Provisions 

 Removal from event and possible exclusion from similar programs.  Police 
referral when appropriate.   

 
 H-2 Cheating (i.e. stealing a test, tampering with grade books, copying work, etc.) 
  Step 2-7 
 
 H-3 Misrepresentation or forgery:  Written or spoken misrepresentation of the truth 

(i.e., forged passes, parent(s)/guardian(s) signature, false phone calls, lies, etc.) 
  Step 2-4 
 
 H-4 Use of pagers, phones, CDs, radios and tape recorders  during the school day 

(except for educational purposes authorized by a teacher or with special permission 
from building administrator).   

  Step 1 
   Special Provisions 

 Confiscated – to be returned at the end of the day.  If repeatedly confiscated, 
parent may be required to pick-up item.   

 
 H-5 Being in an unauthorized area.   
  Step 1-3 
 
 H-6 Being an accessory to a school rule violation.   
  Step 1-7 
   Special Provisions  

 Step assignment at building administrator’s discretion, depending upon level 
of involvement and severity of committed infraction by other students(s).   

 
  
 
 



 H-7 Improper and/or disruptive behavior not covered elsewhere in this code that is not 
life-threatening.   

  Step 1-3 
 
 H-8 Teacher detention, non-compliance:  Failure to comply with detentions assigned by 

teachers for minor misconduct or missing assignments.   
  Step 1-3 
   Special Provisions 

 Will result in disciplinary action by an administrator.  Consequences can 
include assigned lunch detentions or higher placement on the step system if 
disrespect to staff is involved.   

 
 H-9 Any inappropriate or offensive clothing (either suggestive or improper writing or 

logos) will be immediately changed.  If the student is unwilling to do so, he/she may be 
sent home.   

  Step 0-3 
 
 H-10 Possession of a lighter matches, or laser pen.   
  Step 1 
   Special Provisions 
   Items will be confiscated and not returned to student.   
 
 H-11 Using a lighter, lighting of matches, or using laser pen.   
  Step 2 
   Special Provisions 
   Items will be confiscated and not returned to student. 
 
 H-12 Repeated discipline referrals.   
  Step 2 
   Special Provisions 
   Three discipline referrals within a ten school day period.   
 
 


