
 
 

Community Rights and Responsibilities 
Middle and Upper School Referral Procedures 

 
Allen’s Community Rights and Responsibilities delegate a significant portion of 
responsibility to faculty in managing the classroom environment. It is my intention 
to respect the individual relationships that form, mature, and expand between and 
among students and faculty. There are, however, some issues that warrant 
administrative action and/or attention. The following is a starting point for our 
discussion of procedures and reporting.  First of all, these are issues pertaining to 
“discipline” not academics. The Progress Report system is the same. 
 
There are three domains in this regard: 
 

1. ADMINISTRATIVE ACTION 
a. Report to Dave immediately 
b. Any incident of violence or harassment (verbal, physical, sexual) 

regardless of intent 
c. Dress code violations (the dress code policy is a school policy, not 

classroom) 
d. Disregard for Student Conference procedures 

 
2. CLASSROOM ACTION 

a. Not reported to Dave  
b. Incidents that require the “Two-Prong” approach 

i. What right are you infringing upon? 
ii. What responsibility must you exercise? 

iii. Administered during class 
1. 2 minute maximum if further redirection is required 

c. Teachers keep records of action 
i. Need not be submitted to Dave 

 
3. STUDENT CONFERENCE/ADMINISTRATIVE ATTENTION 

a. Reported to Dave via the appropriate form 
i. Dave does not necessarily attend 

ii. Request fly-by or drop-in 
b. Incidents that require the “Four-Prong” approach 

i. What are you doing? 
ii. What do you want? 

iii. Will your actions get you what you want? 
iv. What can you do to get what you want? 
v. Administered outside of class time (lunch, recess, etc.) 

c. Include any outcome ascribed to student responsibility. Possible 
examples are: 

i. A student who repeatedly does not have a pencil when class 
begins must report to your room to sharpen pencils during recess 
or lunch. 

ii. A student who is always chewing gum must scrape the gum off of 
the bottom of the desks in your classroom 

iii. A student who repeatedly plays in the restroom must spend time 
cleaning up the restroom and/or classroom during recess or 
lunch. 



iv. All of these must be documented with the appropriate form. I will 
route accordingly. 

d. Dave  will determine which conferences require parental contact 
 
 
 
Procedures 
What are the procedures for redirection, or fulfilling responsibilities? 
 
We must have one voice in this regard. 
 
Example 
Joe Schmoe continues to talk during instruction pulling him off-task and 
disrupting the class. Your “CLASSROOM ACTION” is asking Joe what right he 
is infringing upon and what his responsibility is (2-prongs). Joe answers 
correctly and the lesson moves on. Joe answers incorrectly, you redirect to 
make the right and responsibility clear. Situation resolved. Document for 
your records. 
 
The other possibility is that Joe does not understand the rights and 
responsibilities, so you redirect to make clear – still a CLASSROOM ACTION. 
Joe still does not understand so you can request a STUDENT CONFERENCE at 
this point (4-prong approach). My intention would be to limit “classroom 
actions” to about 2 minutes. Anything beyond that would be indicative of the 
student not understanding and needing clarification and detailed 
conversation in a one on one situation. On the outside chance that the 
student does understand and is yanking your chain, the conference request 
deescalates the situation and puts you back in charge of the classroom 
without you or the student having to become confrontational. Of course, if 
the conference request is ignored and the student is still disruptive, he/she 
can be sent to Mr. Bliss’ office (ADMINISTRATIVE ACTION). 
 
However, this means taking an enormous amount of time at the beginning of 
the year so students understand the procedures, particularly in this 
particular example. The request for conference due to not understanding is 
not an attack of the student’s ability to understand. Rather, it is a respectful 
request to have an opportunity for a one on one conference. But, you must 
make this point clear to the students as well as make sure they understand 
their responsibility to desist in the behavior for the remainder of the class. 
That way, it is a mutually respectful procedure. The same works for the chain 
yanking as well. If students know that the conference request requires the 
behavior desist (regardless of reason – not understanding or chain yanking), 
the appropriate “shot across the bow” has been made.



 
 
 

 
 
 

A RIGHT IS INFRINGED UPON 
 
 

TEACHER EMPLOYS CLASSROOM ACTION 
 

 
 
 
 

STUDENT UNDERSTANDING 
AND OWNERSHIP 

RESOLVED 
TEACHER DOCUMENTS FOR 

CLASS RECORDS 

 
 

OR 

 
NO UNDERSTANDING OR 

OWNERSHIP 
TEACHER REDIRECTS 

 
                                                                     
 
 
 

STUDENT UNDERSTANDING 
AND OWNERSHIP 

RESOLVED 
TEACHER DOCUMENTS FOR 

CLASS RECORDS 

 
 

OR 

NO UNDERSTANDING OR 
OWNERSHIP (REAL OR 

DEFIANT) 
REQUEST FOR STUDENT 

CONFERENCE 
ADMINISTRATIVE 

ATTENTION 
 
 
 
 
 

BEHAVIOR DESISTS 
STUDENT CONFERENCE 

HELD 
RESOLVED 

OUTCOMES DOCUMENTED 
AND SUBMITTED TO  

CAREN /KATE 

 
 

OR 

 
BEHAVIOR CONTINUES 

ADMINISTRATIVE ACTION 
SEND TO DAVE WITH FORM 

 
 

All student conference reports will be distributed via Dave’s office. 



 
 

Lower School 
Community Rights and Responsibilities 

 
The purpose of Allen Academy is to educate young people – intellectually, aesthetically, 

socially, physically, and morally – so they become responsible, contributing citizens 
and fulfilled individuals. 

 
Rights Responsibilities Outcomes 

 
I have the right  
 
 

• To learn and be given 
assistance to do so  

 
 
 
 
 
 
 

• To be myself  
 
 
 
 
 

• To be safe  
 
 
 
 
 
 
 
 

• To a moral and social 
development  
 
 
 
 
 
 

 
 
 
 

• To expect that all rights 
will be mine in all 
circumstances so long as I 
am exercising my full 
responsibilities  

 

 
In securing my rights and the rights of 
others, I agree  
 

• To be on time and prepared 
with materials  

• To follow directions the first 
time they are given  

• To accept and give assistance 
when it is given in the spirit of 
increasing the opportunity to 
learn  

 
• To respectfully express myself 

in ways others can hear and 
allow others to do the same  

• To learn about myself through 
constructive feedback  

 
• To keep my hands, feet, and 

other objects to myself  
• To respect the rights and 

property of others  
• To help make the environment 

safe by not acting dangerously, 
securing property, and by not 
bullying or threatening others  

 
• To honor individual 

differences by treating others 
fairly regardless of looks, 
abilities, beliefs, or gender  

• To treat others with kindness 
and respect by not teasing, 
demeaning, or insulting them  

• To participate in class  
• To actively participate in all 

school service projects  
 

• To protect my rights and the 
rights of others by exercising 
my full responsibilities at all 
times and by helping others to 
do the same  

 
 

 
The natural outcomes of my responsibilities 
are  
 

• Participation in a community where 
I may enjoy and pursue personal 
growth  

• The loss or restriction of personal 
and/or social time within the school 
day and perhaps beyond  

• The loss or restriction of various 
opportunities provided by the Allen 
community  

• The enjoyment of expanded time to 
pursue personal and group interests  

• The ability to participate in a 
program of expanded opportunities  

• Participation in a classroom action  
• Having a voice within the school 

community  
• An environment conducive to 

learning  
• A safe and secure environment  
• Participation in an administrative 

action  
• Participation in a student 

conference  
• The freedom to be an active 

member of the Allen community 
and enjoy all of the rights enjoyed 
by others  

• The respect that I enjoy and earn 
from my participation in the Allen 
community  

• The satisfaction of college choice 
at the conclusion of my Allen 
career  

• The peace of mind in knowing that 
I enjoy and secure my rights and 
the rights of others  

 

 
Enjoying a right requires everyone to accept certain 

responsibilities. 



 
 

Middle/Upper School 
Community Rights and Responsibilities 

 
The purpose of Allen Academy is to educate young people – intellectually, aesthetically, 

socially, physically, and morally – so they become responsible, contributing citizens 
and fulfilled individuals. 

 
Rights Responsibilities Outcomes 

 
I have the right  
 
 

• To learn and be given 
assistance to do so  

 
 
 
 
 
 
 

• To be myself  
 
 
 
 
 

• To be safe  
 
 
 
 
 
 
 
 

• To a moral and social 
development  
 
 
 
 
 
 

 
 
 
 

• To expect that all rights 
will be mine in all 
circumstances so long as I 
am exercising my full 
responsibilities  

 

 
In securing my rights and the rights of 
others, I agree  
 

• To be on time and prepared 
with materials  

• To follow directions the first 
time they are given  

• To accept and give assistance 
when it is given in the spirit of 
increasing the opportunity to 
learn  

 
• To respectfully express myself 

in ways others can hear and 
allow others to do the same  

• To learn about myself through 
constructive feedback  

 
• To keep my hands, feet, and 

other objects to myself  
• To respect the rights and 

property of others  
• To help make the environment 

safe by not acting dangerously, 
securing property, and by not 
bullying or threatening others  

 
• To honor individual 

differences by treating others 
fairly regardless of looks, 
abilities, beliefs, or gender  

• To treat others with kindness 
and respect by not teasing, 
demeaning, or insulting them  

• To participate in class  
• To actively participate in all 

school service projects  
 

• To protect my rights and the 
rights of others by exercising 
my full responsibilities at all 
times and by helping others to 
do the same  

 
 

 
The natural outcomes of my responsibilities 
are  
 

• Participation in a community where 
I may enjoy and pursue personal 
growth  

• The loss or restriction of personal 
and/or social time within the school 
day and perhaps beyond  

• The loss or restriction of various 
opportunities provided by the Allen 
community  

• The enjoyment of expanded time to 
pursue personal and group interests  

• The ability to participate in a 
program of expanded opportunities  

• Participation in a classroom action  
• Having a voice within the school 

community  
• An environment conducive to 

learning  
• A safe and secure environment  
• Participation in an administrative 

action  
• Participation in a student 

conference  
• The freedom to be an active 

member of the Allen community 
and enjoy all of the rights enjoyed 
by others  

• The respect that I enjoy and earn 
from my participation in the Allen 
community  

• The satisfaction of college choice 
at the conclusion of my Allen 
career  

• The peace of mind in knowing that 
I enjoy and secure my rights and 
the rights of others  

 

Enjoying a right requires everyone to accept certain 
responsibilities. 

 


