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PURPOSE 
 

The provincial Code of Conduct is designed to promote safety and foster the principles of respect and responsible 
citizenship in Ontario schools. The Waterloo Catholic District School Board (hereinafter referred to as “the Board”) 
recognises the significance of safe, inclusive, and nurturing schools and seeks to foster such environments by 
employing a restorative focus which respects the dignity of all persons and seeks to build loving relationships. 
Conditions arise however, in which the safety and wellbeing of the community may warrant a suspension or an 
expulsion. 
 

The purpose of this AP memorandum is to outline the policies and procedures related to suspension and expulsion 
as well as the appeals process and programmes for students who have received an expulsion, as mandated by 
the Education Act. The memorandum will clarify the activities which lead to possible suspension or expulsion, the 
mitigating circumstances which may affect the decision to suspend or expel the collection and disclosure of student 
information, and the duties and authorities of teachers, principals, the WCDSB, and the appeal committee. 
 

In all actions, the Board strives to be transparent, consistent, and compassionate while recognising the need to 
respond each circumstance individually and balancing the needs of the learning community with those of the 
individual student. 
 

REFERENCES   
 

 Education Act: 306-311; Regulations: 37/01 (2), 106/01 
 Ministry Policy & Procedures Memoranda 120, 128,130, 141, 142, 144, 145, 
 Safe Schools Act (2000) (2009): 309-312 
 Bill 13, Accepting Schools Act (2012) 
 Bill 157, Keeping Our Kids Safe at School Act (Feb.1, 2010) 
 Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
 Personal Health Information and Protection of Privacy Act (PHIPA) 
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 Personal Information Protection and Electronic Documents Act (PIPEDA) 
 Statutory Powers Act (2009) 
 APC 013 School Police Protocol 
 Ontario Catholic School Graduate Expectations 
 Board Policy I 001: Ends 

 
FORMS  

 

 APC012-01 Notice of Suspension (Generated via Trillium) 
 APC012-02 Notice of Suspension Leading to Possible Expulsion (Generated via Trillium) 
 APC012-03  Notice of Suspension/Expulsion Appeal Hearing (Internal Form) 
 APC012-04 Suspension Appeal Principal’s Report to Superintendent 
 APC012-05 Suspension – Declaration of Commitment 
 APC012-06 Student Action Plan 
 APC012-07 Expulsion Recommendation Form 
 APC012-08 Safe Schools Incident Reporting Forms (Generated via the Ministry of Education) 
 APC012-09 Suspension Plan – St. Don Bosco 
 APC012-10 Safe Schools Transfer Plan 

 
APPENDICES  

 

 Appendix A Mitigating Circumstances 
 Appendix B Record Keeping of Violent Incidents 
 Appendix C Parent Guide to Suspension Appeal Hearing 
 Appendix D Documents Relating to Expulsion 
 Appendix E Parent Guide to Participation in an Expulsion Hearing  
 Appendix F Programs for Students that have been expelled 
 Appendix G Summary of Offences and Consequences 
 Appendix H Suspension Flow Chart 
 Appendix I Access and Privacy Considerations during the Suspension/Expulsion Process 
 Appendix J Suspension Appeal Process (Flowchart) 

 

  
COMMENTS 
 
This policy memorandum and the procedures that it establishes must always be used in the service of the Board’s 
vision and mission. The principles of compassion, reconciliation, and restorative justice are paramount in 
establishing consequences for student misbehaviour. In all things, the Board seeks to affirm the essential God-
given dignity of all as well as ensuring that all people can contribute meaningfully to, and participate meaningfully 
in, the community.  Such participation requires that all learners respect human rights, promote civility, and 
contribute to the common good. The aim is to respond to the needs of each learner while protecting the harmony 
of the learning environment in each school community. 
 

GUIDELINES 
 
1. Definitions 
 

a) Suspension 
 A suspension means students are removed from school temporarily for a specific period of time. 

Students may be suspended for a period of time ranging from one school day to twenty school days. 
Students who are suspended for more than five school days are considered to be on long-term 
suspension. Students cannot take part in school activities or events while suspended. 

 



 

APC012 
Suspension & Expulsions 

(Procedures, Appeals, Programmes for Student Support) 
Page 3 of 46 

b) Student Action Plan 
  Once students have been suspended for more than five school days and agree to participate in a 

program for suspended students, a planning meeting is held.  
 

  The student, school and Board staff, and parents or guardians (wherever possible) attend the meeting.  
 
  The purpose of the meeting is to identify the: 

• Student’s needs 
 

• Student’s risk factors 
 

• Type of supports required to help the student continue learning as part of the academic program 
 

• The objectives of the Student Action Plan 
 

The Student Action Plan identifies the academic component and any additional supports to 
promote positive behaviour the student will receive. Each student’s plan will be developed to 
meet his or her needs. The plan will depend upon the student’s needs, length of the suspension, 
the nature and severity of the behaviour, and any other mitigating factors. 
 

c) Expulsion 
  Expulsions are different from suspensions. They do not have a time limit. Expelled students are 

removed from school for an indefinite time period. Students are suspended first, while expulsion is being 
considered. 

 

  Students can be expelled from their own school. Or, they can be expelled from all schools in their Board. 
 

  Students expelled from all schools in their Board cannot go to school or take part in school activities or 
events. For example, expelled students cannot go on field trips or take part in school team events. 

 

d) Transition Plan 
 Once a student who has been expelled meets the objectives of the Board programme for expelled 

students, a transition plan is formed to ensure the student’s success in returning to a publically funded 
school. 

 

2. Implications of a Restorative Focus 
 
The Board believes that Restorative Justice is a way of being which demonstrates that the best and natural state 
of the person is in loving relationship. Restorative Justice recognises that all persons have a responsibility to 
continually build and foster positive relationships which promote the dignity of the person and, where harm occurs, 
restore those relationships.  
 

As a result, every action and decision must be measured by the degree to which they foster loving relationships 
within the community. Such a belief does not mean that conditions don’t arise in which the appropriate response 
is suspension or expulsion, but rather that the decision to suspend or expel take into consideration the mitigating 
circumstances and always respects the dignity of all persons and the needs of the community. 
 

3. Mitigating Circumstances (Appendix A) 
 

For the purposes of suspension, mandatory suspension, and/or suspension leading to expulsion, the following, 
in accordance with Section 306 (2) of the Education Act, shall be considered a guide for principals in 
determining the existence of mitigating circumstances in the Board.  
 

Furthermore, a student who has committed an offence which, under normal circumstances would indicate an 
expulsion may be considered to have “mitigating circumstances” if: 

 The age of the student is a factor in his or her actions; 

 Whether the principles of progressive discipline have first been attempted; 
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 Student personal history or recent personal trauma; 

 The student does not have the ability to control his or her behaviour; 

 The student is unable to foresee or understand the consequences of his or her behavior; 

 The student’s continuing presence in the school does not create an unacceptable risk to the safety 

of any person; 

 Where racial, ethnic, religious, disability, gender, sexual orientation  or other harassment was a 

factor in the student’s behaviour; and/or 

 The impact of the suspension or expulsion on the student’s continued education. 

 
If students have special education needs and have an Individual Education Plan, the principal will also 
consider: 

 Whether the behaviour was a manifestation of a disability identified in the student's plan 
 

 Whether appropriate accommodation has been provided 
 

 Whether suspension is likely to aggravate or worsen the student's behavior or conduct. 
 

Students who are deemed to have a mitigating circumstance may still be suspended. 
 

4. Duties of Principals 
 

After due consideration of mitigating factors, the principal has the authority to suspend a student from one to 
twenty school days for infractions set by the Province and by the Board.   

 

All suspensions must follow set procedures established by the Board for providing notice, review and appeals 
of suspensions where they are allowed by Provincial or Board policy. Ideally, all suspensions should begin no 
later than one day after the infraction has been observed. 
 

5. Activities Leading to Possible Suspension 
 
5.1   Offences Leading to Possible Suspension “for and up to 20 days” 

 
Section 306. (1) of the Education Act states:  
306.  (1)  A principal shall consider whether to suspend a pupil if he or she believes that the pupil has 
engaged in any of the following activities while at school, at a school-related activity or in other 
circumstances where engaging in the activity will have an impact on the school climate: 
 

1. Uttering a threat to inflict serious bodily harm on another person. 

2. Possessing alcohol or illegal drugs. 

3. Being under the influence of alcohol. 

4. Swearing at a teacher or at another person in a position of authority. 

5. Committing an act of vandalism that causes extensive damage to school property at the pupil’s 
school or to property located on the premises of the pupil’s school. 

6.  Bullying. 

7. Any other activity that is an activity for which a principal may suspend a pupil under a policy of the 
Board. 
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5.2 Investigation into Possible Suspension 
 

Commence an investigation promptly following the reporting of the incident which will be conducted in 
accordance with the requirements established by Board policy.  

 

For the purpose of the investigation, the principal has the powers and duties set out in Board policy.  
 

As part of the investigation, the principal shall make all reasonable efforts to speak with the following 
persons: 

 the pupil. 
 

 the pupil's parent or guardian, unless, the pupil is at least eighteen years old, or the pupil is sixteen 
or seventeen years old and has withdrawn from parental control. 
 

 any other person whom the principal has reason to believe may have relevant information. 
 

Consider whether to suspend the pupil while taking into account any mitigating or other factors prescribed 
by the regulations. 
 

5.3   Suspension Procedure  
 

A teacher or staff member who observes an infraction that requires suspension of one day or more must 
refer the matter to the principal who will then begin to investigate. 

 

Mitigating circumstances are considered and the pupil may not be suspended depending on the principal’s 
judgment of the mitigating circumstances. 

 

If there are no or insufficient mitigating circumstances, the principal will contact the police, if appropriate, 
according to the guidelines established in the Police Protocol or conduct an investigation to determine the 
nature of the infraction and the assignment of responsibility for the infraction. 

 

The principal then considers factors affecting type and duration of the suspension. 
 

When a principal suspends a student under Section 306 for greater than five school days, he or she shall 
assign the student to a program for suspended students;  

 

A principal may not suspend a pupil under Section 306 more than once for the same occurrence. 
 

The principal will make all reasonable efforts to ensure that the parent/guardian and student are notified of 
the suspension within twenty-four hours of the suspension being imposed, including the infraction and the 
duration of the suspension unless the pupil is at least 18 years old or the pupil is 16 or 17 years old and 
has withdrawn from parental control. (Form APC012-01 or Form APC012-02) 

 

The student’s teachers and other appropriate school personnel shall also be given written notice of the 
suspension.  

 

The suspension will ideally commence no later than the day following the notification of the suspension.  
 

A copy of the written notice shall be placed in the OSR.  
 

5.4   Suspension: Programmes for Student Support (Forms APC012-05, APC012-06 & APC012-09) 
 

Students can be suspended for a period of one to 20 school days. Students who are suspended for more 
than five school days are considered to be on a long-term suspension. 

 
 

 Students who are suspended for one to five school days are expected to receive a homework 
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package. 
 

 Students who are suspended for six to 10 school days must be offered an academic program 
that will help them keep learning. The Board will develop a program for each student’s needs. 
 

 Students who are suspended for 11 to 20 school days must be offered an academic program, 
as well as supports to promote positive behaviour. For example, supports like anger 
management or career counselling can help engage and motivate students and encourage 
positive behaviour. 

 
o This process will involve the student, the parent/guardian (as appropriate), and members of 

the Student Success Team at the school and additional Board support personnel who are 
familiar with the student as well as opportunities for support from community agencies. 
 

o Other individuals may be invited to participate as needed. While the program for long-term 
suspended, as well as that for expelled students will be offered at an off-site location, it is 
expected that staff from the home school will remain connected to the student so that the re-
integration process will be successful.  

 
o This reintegration process is guided by the values of compassion, tolerance, forgiveness 

and reconciliation that constitute the WCDSB approach to Restorative Justice. 
 

6. Safe School Transfers (Form APC012-10)    
 

6.1 Safe School Transfers Related to School Safety 
 
In cases where students are being transferred to another school in order to preserve school safety, Boards 
are required to coordinate a “transfer meeting” between the school from which the student is being  
transferred and the receiving school. The school superintendent and superintendent of safe school must be 
notified and must be consulted with when a safe schools transfer is first considered. In cases where the 
transfer is necessary to protect a student, it is preferable that the student who has been harmed not be 
moved. The purpose of the transfer meeting is to put in place a transition strategy to identify any additional 
supports and resources that the student may require (e.g., supports provided by school- based employees 
of the board, by Board personnel, or through a community-based service provider, including mental health 
services).   

 
The meeting must include the teachers, administrator and other school staff that will have regular direct 
contact with the student. The student that is being moved and his or her parents should also be invited to 
the transfer meeting. Schools must make reasonable efforts to accommodate parent participation at this 
meeting. The transfer meeting must occur prior to the day or on the day the student is transferred. When 
the meeting occurs on the day the student is transferred, it must occur before the student attends class. 
The receiving school must also be in possession of the student’s OSR prior to the occurrence of the 
transfer meeting, and the OSR must be available to be consulted at the meeting.  Boards must also have 
clear policies in place for both teaching and non-teaching staff regarding the confidentiality of information 
about the student being transferred. At a minimum, prior to the start of the transfer meeting, the principal 
must inform all staff in attendance that they must treat any information about the student and the incident 
disclosed at the meeting as confidential. https://www.edu.gov.on.ca/extra/eng/ppm/145.pdf 

 
 

7. Appeal of Suspension  
 

7.1 Suspension Committee Composition   
 

The composition, powers, and duties of the members of the “Appeal to Suspension” committee are 



 

APC012 
Suspension & Expulsions 

(Procedures, Appeals, Programmes for Student Support) 
Page 7 of 46 

determined by Board Policy II 007. The membership consists of at least three trustees and an alternate 
appointed by the Chair of the Board. A trustee on the Hearing committee, who has been in communication 
with either the appellant or the school administrator regarding any aspect of the appeal, will declare a 
conflict of interest and an alternate member will be appointed by the Chair of the Board. The committee 
members are fully authorized to act on behalf of the Board for all suspension appeals.  
 
An appeal of a suspension does not stay the suspension.  

 

If an appeal is heard during or after the completion of the suspension, the appeal committee (via the 
superintendent) has the power to confirm, modify, or remove the record of suspension. 

 

7.2 Initiation of a Suspension Appeal 
 

An adult student or the parent/guardian of a student under age eighteen, or a pupil if he/she is sixteen or 
seventeen years of age and has withdrawn from parental control may appeal a suspension to the Board.  

 

A representative from Family and Children’s Services functioning as a guardian of a Crown ward may also 
initiate an appeal.  

 

Appeals must be received in written form by the Director’s Office within ten school days of the 
commencement of the suspension. 
 
7.3 Pre-Suspension Appeal Hearing Meeting:  
 
The school supervisory officer conducts the pre-Suspension Appeal Hearing Meeting with parent/guardian/ 
adult student and principal to review suspension as soon as possible. Possible outcomes of the meeting: 
 

1. Rescind the Request for an Appeal,  
2. Extend the Hearing timelines for further consideration  
3. Proceed to a Suspension Appeal Hearing.  

 
The school supervisory officer completes a report outlining the meeting's result and provides 
parent/guardian/adult student with a copy. The parties may agree to: Confirm Suspension or Reduce 
Suspension or Expunge Suspension or Modify language resulting in: withdrawal of the appeal. If the 
resolution of the appeal is not successful parties may agree to extend the appeal hearing beyond 15 days.  
 
If the resolution of appeal is not successful and if there is no agreement to extend the appeal hearing 
beyond 15 days the parties will proceed to appeal on the established date which is within 15 school days of 
receipt of the Notice of Intention to Appeal. If a parent/guardian/adult student retains a lawyer, a lawyer is 
also retained for the principal. The decision of the Suspension Appeal Hearing is final.  
 

 

7.4 Suspension Appeal Procedure (Appendix C) 
 
Suspension Appeal Hearing is held within 15 days of receipt of Notice of Intention to Appeal Form unless 
an agreement is reached during the Pre-Suspension Appeal Hearing Meeting.  
 
The notice of a suspension appeal must be received by the Director of Education, or designate, in written 
form within ten school days of the commencement of the suspension. The Director will forward the notice of 
appeal to the Superintendent of Safe Schools. 

 

The Superintendent of Safe Schools will notify the chair of the committee of the request for an appeal 
within two school days of receipt of the request for an appeal hearing.  

 

The chair of the appeal committee will inform the Superintendent of Safe Schools of the date for the 
hearing of the appeal. When the Superintendent of Safe Schools has received the date of the appeal 



 

APC012 
Suspension & Expulsions 

(Procedures, Appeals, Programmes for Student Support) 
Page 8 of 46 

hearing from the chair of the appeal committee, the following procedure will be followed:   
 

 The Director shall serve notice of the hearing by regular mail to every person entitled to appeal the 
suspension as well as the school principal, and the school supervisory officer;  (FORM APC012-01) 

 

 The notice of the appeal hearing shall include a statement of the time, place and purpose of the 
hearing; a reference to the statutory authority under which the hearing will be held; and a statement 
that if the party requesting the hearing does not attend at the hearing, the committee may proceed 
in his/her absence and s/he will not be entitled to any further notice in the proceedings; 

 

 The decision of the committee will be communicated in writing to the appellant(s), the school 
principal and the school superintendent no later than seven school days following the appeal 
hearing. 

 

 The Board may: confirm the suspension and its duration; or confirm the suspension but shorten its 
duration, even if the suspension under appeal has already been served, and order that the record of 
the suspension be amended accordingly; or quash the suspension and order that the record of the 
suspension be expunged, even if the suspension has already been served. 

 
 The decision of this committee is final. 
 

7.5 Collection & Distribution of Student Information (suspension) 
 

Section 315 of the Education Act gives regulatory authority to District School Boards regarding 
collection and disclosure of information of suspended students, for the purposes of administering 
programs, courses, services to suspended students and to ensure the safety of students. 

 
 

8. Suspension, Investigation and Possible Expulsion 
 
8.1 Activities leading to suspension  
 
As per Section 310 (1) of the Education Act:  
 
A principal shall suspend a pupil if he or she believes that the pupil has engaged in any of the following 
activities while at school, at a school-related activity or in other circumstances where engaging in the 
activity will have an impact on the school climate: 

1. Possessing a weapon, including possessing a firearm. 

2. Using a weapon to cause or to threaten bodily harm to another person. 

3. Committing physical assault on another person that causes bodily harm requiring treatment by a medical 
practitioner. 

4. Committing sexual assault. 

5. Trafficking in weapons or in illegal drugs. 

6. Committing robbery. 

7. Giving alcohol to a minor. 

7.1 Bullying, if, 

i. the pupil has previously been suspended for engaging in bullying, and 

ii. the pupil’s continuing presence in the school creates an unacceptable risk to the safety of 
another person. 
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7.2 Any activity listed in subsection 306 (1) that is motivated by bias, prejudice or hate based on race, 
national or ethnic origin, language, colour, religion, sex, age, mental or physical disability, sexual 
orientation, gender identity, gender expression, or any other similar factor. 

 

8. Any other activity that, under a policy of a board, is an activity for which a principal must suspend a 
pupil and, therefore in accordance with this Part, conduct an investigation to determine whether to 
recommend to the board that the pupil be expelled. 2007, c. 14, s. 4; 2012, c. 5, s. 14. 

Any activity listed in subsection 306 (1) of the Education Act that is motivated by bias, prejudice or hate 
based on race, national or ethnic origin, language, colour, religion, sex, age, mental or physical disability, 
sexual orientation, gender identity, gender expression, or any other similar factor. 

Any other activity that, under a policy of a Board, is an activity for which a principal must suspend a pupil 
and, therefore in accordance with this Part, conduct an investigation to determine whether to recommend 
to the Board that the pupil be expelled. 

 

9. Suspension Pending Expulsion Procedures 
 

9.1  Suspension Pending Expulsion Procedure 
 
When it is deemed that a student has committed an act for which a suspension, investigation and possible 
expulsion is warranted, the principal will immediately contact the police if it is unsafe to intervene.  
 

Staff members observing an infraction will refer the matter to the principal.  
 

In such cases the principal will: 
 Ensure the safety and care of any injured parties/victims. 

 

 Isolate the student who is identified to have committed the offence, and place the student under direct 
staff supervision. 

 

 Conduct an initial investigation to establish that an offence has occurred, confiscate appropriate items 
related to the offence in the presence of another staff member and the student (e.g. drugs, alcohol, 
weapon etc.) The Supreme Court of Canada in R. vs. M. (M.R.) (1998) and the Ontario Court of 
Appeal in R. vs. J.M.G. (1986) have stated that a principal, who has reasonable grounds to do so, 
may conduct a search of a student or their possessions in carrying out his or her duties to maintain 
order and discipline in the school.  

 

 Principals shall not conduct frisk searches of students. Should a student refuse to co-operate with a 
search, the police will be requested to attend for assistance.  

 

 The principal will document all interviews and contacts.  
 

 Consider if there are “mitigating circumstances”. (Section 306-2) If there appears to be a “mitigating 
circumstance”, contact a member of the Collaborative Team, Student Services or the appropriate 
School Superintendent for an immediate consult.  
 

 Students who are deemed to have “mitigating circumstances” may still be expelled; 
 

 If the occurrence requires police involvement or response, see Section 7 of the Police Protocol, 
the principal will contact the police and request their attendance at the school and provide some initial 
information regarding the incident such as student’s name, address and date of birth.  

 

 If the student is between the ages of twelve and seventeen, it is the responsibility of the investigating 
police officer to inform the student about the nature of the charges, of his/her rights; specifically the 
right to talk with a lawyer, the right to talk with their parents/guardian or any other adult relative or 
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adult who may be of assistance to them, the right to have the adult he or she talked to present during 
the interview with the police, and to give the standard cautions; if the student is over the age of 
eighteen, it is the responsibility of the police officer to inform the student about the nature of the 
charges, of his/her adult rights and to give the standard cautions (Section 10 of the Canadian Charter 
of Rights and Freedoms). 

 

 Consult with the investigating officer to determine whether the student is a witness, suspect, 
accused or under arrest providing the student being questioned is less than eighteen years of age. 

 

 The principal will advise the student that their parents/guardians will be contacted and informed of 
the student’s involvement in the incident. Attempts will be made by the principal to notify the parent 
prior to any interview with the police.  

 

 Should a parent request that their child not be interviewed by police, the principal will request that 
the student be interviewed off school property. 

 

 Do not contact the parents without the consent of the student if the student is eighteen years or 
older. 

 

 Contact Family and Children’s Services if the student is a crown ward or ward of Family and 
Children’s Services who is considered the legal guardian. 

 

 Possibly suspend a pupil for up to twenty school days and, in considering how long the suspension 
should be, take into account any mitigating or other factors prescribed by the regulations. 

 
9.2 Duties of the Principal – Suspension Pending Expulsion 
 

Assign the pupil to a program for suspended pupils in accordance with any policies or guidelines issued by 
the Minister.  

 

Inform the pupil's teacher of the suspension and  make all reasonable efforts to inform the pupil's parent or 
guardian of the suspension within  twenty-four hours of the suspension being imposed, unless, the pupil is 
at least eighteen  years old, or the pupil is sixteen or seventeen years old and has withdrawn from parental 
control. 

 

 Ensure that written notice of the suspension is given promptly to the following persons: (Form APC012-02) 
 the pupil; 

 

 the pupil's parent or guardian, unless the pupil is at least eighteen years old, or the pupil is sixteen 
or seventeen years old and has withdrawn from parental control; 

 

 such other persons as may be specified by Board policy; 
 

Ensure that the notice includes the following: 
 the reason for the suspension; 

 

 the duration of the suspension; 
 

 information about any program for suspended pupils to which the pupil is assigned; 
 

 information about the investigation the principal will conduct under section 311.1 of the Act to 
determine whether to recommend that the pupil be expelled; 

 

 a statement indicating that: 
o there is no immediate right to appeal the suspension; 

 

o if the principal does not recommend to the Board that the pupil be expelled following the 
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investigation under Section 311.1 of the Act, the suspension will become subject to appeal 
under Section 311.2; and 
 

o if there is an expulsion hearing because the principal recommends to the Board that the pupil be 
expelled, the suspension may be addressed by parties at the hearing; 

 

Conduct a more comprehensive investigation to determine whether to recommend to the Board that the 
pupil be expelled. 
 
 

 

9.3 Investigation into Possible Expulsion (Forms APC012-04, APC012-07) 
 

Commence an investigation promptly following the suspension which will be conducted in accordance with 
the requirements established by Board policy.  
 

For the purpose of the investigation, the principal has the powers and duties set out in Board policy.  
 

As part of the investigation, the principal shall make all reasonable efforts to speak with the following 
persons: 

 the pupil. 
 

 the pupil's parent or guardian, unless, the pupil is at least eighteen years old, or the pupil is sixteen 
or seventeen years old and has withdrawn from parental control. 
 

 any other person whom the principal has reason to believe may have relevant information. 
 

Consider whether to recommend to the Board that the pupil be expelled while taking into account any 
mitigating or other factors prescribed by the regulations. 

 

9.4 Decision not to Expel - Duties of the Principal 
 

Upon concluding the investigation decides whether or not to expel the student. If a decision is made not to 
recommend to the Board that the pupil be expelled, the principal either:  

 confirms the suspension and the duration of the suspension; 
 

 confirms the suspension but shorten its duration, even if the suspension has already been served, 
and amend the record of the suspension accordingly; 

 

  or withdraws the suspension and expunge the record of the suspension, even if the suspension 
has already been served. 

 

If the principal does not recommend to the Board that the pupil be expelled, the principal shall ensure that 
written notice containing the following information is given promptly to every person to whom he or she was 
required to give notice of the suspension under Section 311: 

 a statement that the pupil will not be subject to an expulsion hearing for the activity that  resulted in 
the suspension; 

 

 a statement indicating whether the principal has, under subsection (5), confirmed the suspension 
and its duration, confirmed the suspension but reduced its duration or withdrawn the suspension; 

 

 unless the suspension was withdrawn, information about the right to appeal the suspension under 
Section 311.2, including: 
o a copy of the Board policies and guidelines governing the appeal established by the Board, and  

 

o the name and contact information of the supervisory officer to whom notice of the appeal must 
be given under Section 311.2. 
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9.5 Decision to Expel – Duties of the Principal (Form APC012-07) 
  

On concluding the investigation, decides to recommend to the Board that the pupil be expelled, he or she 
shall prepare a report that contains the following: 

 a summary of the principal's findings; 
 

 the principal's recommendation as to whether the pupil should be expelled from his or her school 
only or from all schools of the Board; 

 
 the principal's recommendation as to: 

o the type of school that might benefit the pupil, if the pupil is expelled from his or her school only, 
or  
 

o the type of program for expelled pupils that might benefit the pupil, if the pupil is expelled from 
all schools of the Board. 

 

The principal shall promptly provide a copy of the report to the Board and to every person whom the 
principal was required to give notice of the suspension under Section 311. 
 

The principal shall ensure that written notice containing the following is given to every person to whom the 
principal was required to give notice of the suspension under Section 311 at the same time as the 
principal's report is provided to that person:  

 A statement that the pupil will be subject to an expulsion hearing for the activity that resulted in the 
suspension. 
 

 A copy of the Board policies and guidelines governing the expulsion hearing established by the 
Board under Subsection 302 (6). 

 

 A statement that the person has the right to respond, in writing, to the principal's report provided 
under this section. 
 

 Detailed information about the procedures and possible outcomes of the expulsion hearing, 
including, but not limited to, information explaining that: 
o if the Board does not expel the pupil, it will, with respect to the suspension imposed under 

Section 310, confirm the suspension, shorten its duration or withdraw it,  
 

o the parties will have the right to make submissions during the expulsion hearing as to whether, if 
the pupil is not expelled, the suspension imposed under Section 310 should be confirmed, 
reduced or withdrawn,  

 

o any decision of the Board with respect to the suspension imposed under Section 310 made at 
the expulsion hearing is final and not subject to appeal,  

 

o if the Board expels the pupil from his or her school only, the Board will assign the pupil to 
another school, and  

 

o if the Board expels the pupil from all schools of the Board, the Board will assign the pupil to a 
program for expelled pupils. The name and contact information of a supervisory officer whom 
the person may contact to discuss any matter respecting the expulsion hearing. 

 
Any person who is entitled to receive the principal's report under this policy and written notice detailed 
above may respond, in writing, to the principal and the Board. 

 

9.6 Appealing Suspension after no Expulsion Determined 
 

If the principal does not recommend to the Board that the pupil be expelled and does not withdraw the 
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suspension, the suspension may be appealed under Section 309 of the Education Act: 
 a person who is entitled to appeal must give written notice of his or her intention to appeal  within 

five school days of the date on which he or she is considered, in accordance with  the rules set out 
in subsection 300 (3), to have received the notice given under Subsection 311.1 (9).  

 
 if the principal confirmed the suspension but reduced its duration under Subsection 311.1 (8), the 

appeal is from the reduced suspension and not the original suspension. 
 
 

10. Expulsion Hearing (Appendix D) 
 

10.1 Expulsion Hearing:  
 

Where a principal has referred the matter regarding an expulsion to a decision of the Board, the 
following procedure will be followed: 
 

 The school supervisory officer shall submit a written request for an expulsion hearing to the Director 
within seven school days of the initiation of the suspension, investigation and possible expulsion; 

 
 The Superintendent of Safe Schools shall inform the Chair of the Committee of the request and the 

Chair shall set a date for the hearing which will occur within eight school days following receipt of 
the request; 

 

 The Superintendent of Safe Schools shall provide written notice of the Expulsion Hearing to the 
adult student, the student who is 16 or 17 years of age who has withdrawn from parental control, 
the parent/guardian of the student under the age of 18, the principal of the student’s school, the 
school supervisory officer, and the student’s teacher(s), within two school days of receipt of the 
request for a hearing; (APC012-03) 
 

The notice of the hearing shall include: 
 the principal’s recommendation for expulsion from his/her school or from all schools of the Board; 

 
 the supervisory officer’s recommendation for expulsion;  

 
 right of parent/guardian (or adult student, 16 or 17 year old student who has withdrawn from 

parental control) to a hearing;  
 

 statement of time, place and purpose of the hearing; 
 

 reference to Section 310-314 of the Education Act under which the hearing will be held; 
 

 statement that if the party notified fails to attend, the Board may proceed in his/her absence and the 
party will not be entitled to any further notice of the proceedings; 

 
 a Parent Guide to Participation in an Expulsion Hearing (Appendix E) 

 
Following the hearing, the Committee will make its decision in a private session. 
 
A trustee on the Hearing committee, who has been in communication with either the appellant or the 
school administrator regarding any aspect of the appeal, will declare a conflict of interest and an 
alternate member will be appointed by the Chair of the Board. 
 

Written notification of the decision of the committee shall be given to the adult student, the 16 or 17 
year old student who has withdrawn from parental control, the parent/guardian of the student under the 
age of 18, the principal of the student’s school and the school supervisory officer within two school days 
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of the decision. 
 

The notice of the decision must include: 
 The type of expulsion (from one or from all Board schools); 

 

 Information on the program for suspended/expelled students; and 
 

 The requirements for re-admission. 
 

When considering the type of expulsion that may be appropriate in particular circumstances, the Board 
shall consider the pupil’s history, mitigating factors as prescribed by Regulation and Board policy as 
well as such other matters as are considered appropriate. 
 

10.2 Programmes for Student Support (expulsion) (Appendix F) 
 

When the Board imposes an expulsion, the school supervisory officer will provide the student (over the age 
of eighteen), the student who is sixteen or seventeen years of age who has withdrawn from parental control 
or the parent / guardian of the student under the age of eighteen, with information pertaining to programs to 
support continued learning while expelled. 
 
10.3 Expulsion: Collection & Distribution of Student Information 

 

Section 315 of the Education Act gives regulatory authority to District Boards regarding collection and 
disclosure of information regarding expelled students, for the purposes of administering programs, courses, 
services to expelled students and to ensure the safety of students.  

 

Regulation 37/01 (5) outlines the rules and procedures regarding disclosure of information regarding 
expelled pupils. The Board that expels a pupil under the Act may disclose his or her pupil record to a 
person who provides a strict discipline program to the pupil if: 

 the pupil consents to the disclosure, if he or she is an adult; or 
 

 the pupil’s parent or guardian consents to the disclosure if the pupil is a minor. 
 

The person who provides a strict discipline program to the pupil may disclose personal information about 
the pupil to the Board that expelled the pupil or to any Board to which the pupil applies to return to school if: 

 the pupil consents to the disclosure, if he or she is an adult; or  
 

 the pupil’s parent or guardian consents to the disclosure, if the pupil is a minor. 
 

 
10.4 Appeal of a Board Imposed Expulsion 

 

Initiation of the appeal where the Board has imposed an expulsion in accordance with the Education Act 
and Board policy, an adult student, a 16 or 17 year old student who has withdrawn from parental control or 
the parent/guardian of a student under the age of 18 may appeal the expulsion.  
 

The Child and Family Services Review Board is designated for the purposes of subsection 311 (5) of the 
Act to hear and determine all appeals from decisions of Boards to expel pupils. An appeal of a Board 
imposed expulsion is heard by a committee of the Child and Family Services Review Board of the Province 
of Ontario (CFSRB). The decision of this committee is final.  
 

The expulsion of the student remains in effect pending the outcome of the appeal decision of the Child and 
Family Services Review Board committee. Appeals must be forwarded to the Child and Family Services 
Review Board (CFSRB) and copied to the Director of Education.  
 

A request for an expulsion appeal must be made:  
 Within the sixty days of the District School Board’s decision to expel the student. This date should 



 

APC012 
Suspension & Expulsions 

(Procedures, Appeals, Programmes for Student Support) 
Page 15 of 46 

be referenced in the letter of appeal. 
 

 The sixty days may be extended if the CFSRB feels there are reasonable grounds to do so.  
 
 The CFSRB must convene the expulsion appeal hearing within thirty days of receiving a request to 

appeal a District Board’s expulsion decision. 
 

 The procedures, powers, and duties of the persons who are required to conduct this appeal are 
determined by provincial legislation. 

 

After hearing an appeal from a decision of a Board, the Child and Family Services Review Board may 
decide any of the following options:  

 Confirm the Board’s decision; 
 

 Modify the type or duration of the expulsion; 
 

 Impose, change or remove conditions that must be satisfied if the pupil is to return to school in 
Ontario following an expulsion; 

 

 Overrule the decision of the Board and reinstate the pupil. If the Child and Family Services Review 
Board overrules the decision of the Board and reinstates the pupil, it may order that any record of 
the expulsion of the pupil be expunged if the Child and Family Services Review Board consider it 
appropriate in the circumstances.  

 

The CFSRB must make its decision, including the reasons for the decision, within ten days of the 
completion of the expulsion hearing. 
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FORM APC012-01  
(Generated via Trillium) 

 
 
 
NOTICE OF SUSPENSION  

 
Date: 
 

To (Parent(s)/Guardian(s) : 
 

Name of Student: 
 

Date of Birth: 
 

School: 
 
I hereby notify you that your son/daughter is suspended from the above listed school. 
 
Number of school days:  
 
Starting on: 
Ending on:  
 
Number of Suspensions this school year: 
 
According to the Education Act (as amended 2007) and Board policy, this suspension is issued for the following 
reason(s): 
 
Insert Reason: 
 
A student who has been suspended for 6 to 20 days is assigned to a Suspension Program at their home Secondary School 
site as per their Student Action Plan (SAP).  This individual SAP is created collaboratively with the student, family and 
school/Board staff.  Please reference this form for specific information. 
 

Unless the student is a participant in the suspension program he/she is prohibited from: 
 entering the school building and property 
 engaging in any school-related activity. 

 
After clarification of the reason(s) for the suspension by the principal or vice-principal, if you wish to appeal this suspension 
in accordance with the Education Act, S309, you may serve notice within ten (10) school days of the commencement of the 
suspension to the Director of Education, Waterloo Catholic District School Board.  
 

Yours truly, 
 
 

Principal 
 
DISTRIBUTION:   

1. Parent/Guardian/Student (18 & over) 2. Student’s Teacher(s) 3. Superintendent of Schools 
4. School Attendance Counsellor 5. Guidance (Secondary) 6. Principal 
7. OSR 8. Superintendent of Safe Schools  

 
Revised:  January 2015 
  

 School Name 
Address 
Phone/FAX 
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FORM APC012-02  
(Generated via Trillium) 

 

 
NOTICE OF SUSPENSION, INVESTIGATION AND POSSIBLE EXPULSION 

 
Date: 
 

To (Parent(s)/Guardian(s) : 
 

Name of Student: 
 

Date of Birth: 
 

School: 
 
I hereby notify you that your son/daughter is suspended from the above listed school to allow for an 
investigation pending a possible expulsion. 
 
Number of school days:  
 
Starting on: 
Ending on:  
 
Number of Suspensions this school year: 
 
There is no immediate right to appeal this suspension. Should you wish to begin the appeal process, please refer to 
APC012.  According to the Education Act (as amended 2007) and Board policy, this suspension is issued for the following 
reason(s): 
 
Insert Reason: 
 
While the investigation of this incident is ongoing the student is assigned to the following school for a suspension program 
as discussed in the meeting to create their Student Action Plan (SAP).  Insert School name and address. 
 

Unless the student is a participant in the suspension program he/she is prohibited from: 
 entering the school building and property 
 engaging in any school-related activity. 

 
Following the investigation of this incident, a recommendation will be made to the Superintendent of Education responsible 
for this schools and to the school Board regarding a possible expulsion.  You will be notified by letter regarding this 
recommendation and on you can respond. 
 

Yours truly, 
 

Principal 
 
 
DISTRIBUTION:   

1. Parent/Guardian/Student (18 & over) 2. Student’s Teacher(s) 3. Superintendent of Schools 
4. School Attendance Counsellor 5. Guidance (Secondary) 6. Principal 
7. OSR   

 
Revised:  January 2015 
 

 
 

School Name 
Address 
Phone/FAX 
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FORM APC012-03 
(Internal Form) 

 
 

 
NOTICE OF EXPULSION HEARING 

or 
NOTICE OF SUSPENSION APPEAL HEARING 

 

Waterloo Catholic District School Board 
35 Weber St. W. Unit A 

P.O. Box 91116 
Kitchener, Ontario 

N2G 4G2 
 

IN THE MATTER OF Section 309 (Suspension) or Section 311 (Expulsion) of the 
Education Act,  

 
 

TO :   [parent(s) & address] 
 
 
AND TO :  [principal] 
   Principal of [name of school] 
   [address] 
 
TAKE NOTICE that a hearing before the Waterloo Catholic District School Board (the Board) will be held at 35 
Weber St. W. Unit A, in the City of Kitchener, on [date], commencing at [time] (or so soon thereafter as the 
matter may be heard) for the purpose of conducting an expulsion/suspension hearing in the matter of [name of 
pupil] and an application for a hearing by [Principal’s Name], principal of [name of school]. 
 
 
AND FURTHER TAKE NOTICE that if you do not attend at this hearing, the Board may proceed in your 
absence and you will not be entitled to any further notice in the proceedings. 
 
For your information and guidance, there is enclosed a Parent Guide to Participating in an Expulsion Hearing 
which outlines the procedure to be followed in the hearing.  At the commencement of the proceedings, the 
parties will be requested to confirm their acceptance of this procedure, or alternatively, to give reasons that 
may persuade the Board to vary such procedure.   
 
Your attention is drawn to the Statutory Powers Procedure Act under which this hearing is conducted. 
 
DATED  35 Weber St. W. Unit A, Kitchener, Ontario this  {  } day of {    }, 200{ }. 
 
 
 
Director of Education, 
Waterloo Catholic District School Board 
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I accept service of the within 
Notice of an Expulsion Hearing or 
Notice of an Suspension Hearing 
This      day of         2             . 
 
 
________________________________ 
[parent(s)] 
 
 
 

AND IN THE MATTER OF 
Section 309 or 311 of the Education Act 

 
 

-and- 
 

IN THE MATTER OF 
an Application  

By   {                               }  
The principal of  {            }     school 

 
 
 
I accept service of the within 
Notice of Hearing of Appeal 
This {  } day of {   }, 2          
 
________________________________ 
[name of principal] 
Principal  

 
_____________________  

 
NOTICE OF 

HEARING  
_____________________ 

 
[name of solicitor or other person  preparing document] 
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FORM APC012-04 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD  
SUSPENSION APPEAL PRINCIPAL’S REPORT TO SUPERINTENDENT 

 
School Name: Name of Principal: 

Section 1: Incident Details 
Date of Incident:  Time of Incident: 
Date Suspension Issued:  
Name of Perpetrator of the Incident: Grade: 
DOB: Age: 
Name of Parent Guardian:   
Home Phone#: Work Phone#: 

Section 2: Victim Details 
(attach separate sheet if more space required) 

Name of Victim: Date of Birth: 
Age: Grade: 
Name of Parent Guardian: 
Home Phone#: Work Phone#: 

Section 3: A “Summary of Findings” pertaining to the Incident: 
 
 
 
 
 
 
 
 
 
 
 
 

Section 4: Witness Information 
(attach separate sheet if more space required)

Witness #1 name: Parent/Guardian Name: 
Home Phone: Work Phone: 
Witness #2 name: Parent/Guardian Name: 
Home Phone: Work Phone: 
Witness #3 name: Parent/Guardian Name: 
Home Phone: Work Phone: 

Section 5: Police Contact 
Were the Police contacted?  Yes  No 
Officer’s Name: Incident Number: 
Action Taken by Police: (short summary) 
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Section 6: Determination Summary of Mitigating Circumstances 
Summary:  
 
 
 
 
 
 
 
 
 
 
 
 

Section 7: Attachments to this Report  (check the appropriate boxes) 
 OSR Search Summary including previous suspensions/expulsions, academic 

 achievements/limitations, special education/support, diagnostic test reports, personal/social 
 history, etc. 
 

 Investigation Log summarizing a chronology of investigative steps in the investigation of the 
 incident. 
 

 Participant(s) and Witness Statements should be dated and signed by the participant/witness 
 whether the statement is provided orally or scribed by a staff member.  Staff members 
 participating in the taking of a witness statement should also date and sign the statement. 

Section 8: Signatures 
Form completed by:  Date: 
Principal Signature:  
 
NOTE: Include a copy of Parent Guide to the Participation in a Suspension Appeal Hearing. 
 
Cc:  School Superintendent 
 Superintendent of Safe Schools 
 Parent/Guardian of Pupil Facing Suspension 
 
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, please 
ensure that Section # 2 & # 4 are removed prior to forwarding to the Parent/Guardian of 
Student Facing Suspension. 
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FORM APC012-05 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
SUSPENSION PROGRAM - DECLARATION OF COMMITMENT 

Name of Student:   

School:   

Student OEN :   Grade:   

Date of Birth:   

 

The Ontario Code of Conduct sets clear provincial standards of behaviour. It specifies the mandatory 
consequences for student actions that do not comply with these standards. 
 

Since students have a responsibility to demonstrate a commitment to the learning process, to honour 
the school Code of Conduct, and to demonstrate age-appropriate behaviour, my 
participation/continued attendance in the suspension program is dependent on my commitment, as 
demonstrated by my compliance with the conditions stated below. 
 

1. I will be in full attendance and punctual at all times. Any impending absence will be 
reported to my home school and to the staff at the suspension program. 

2. I will give the required attention to my school work by: 

 Having the proper books and materials with me 
 Completing homework assignments during the time spent at the suspension 

program 
 Being attentive, cooperative and hard working. 

3. I will follow published school rules in class and on school property. 

4. I will follow the dress code requirements for the suspension program. 

5. I will be respectful of fellow students, their rights, and their property. 

6. I will be respectful of all staff. 
 

I understand that if a review determines that I am failing to comply, then I will be excluded from the 
suspension program.  If I fail to meet the expectations, my suspension will be served based on the 
conditions in the letter of suspension from the home school. 
 

SIGNATURES: 
Student: 
 
 

Parent(s)/Guardian(s): 
 
 
Principal/Vice Principal: 
 
 

Date: 
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FORM APC012-06 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
STUDENT ACTION PLAN (SAP) 

Name of Student: 

School:   Grade: 

Student OEN:  (Indicate by x in box below) 

Documentation: 

SSI Completed  Yes (attach)  No 

IEP  Yes (attach)  No 

BIP  Yes (attach)  No 

Date of Meeting:   

Case Manager:   

Purpose of Student Action Plan:    Suspension  Expulsion   

Suspension 

Date of Suspension:   

Length of Suspension (days):   

Reason for Suspension:   

Expulsion 

Date of Expulsion:   

Reason for Expulsion:   

Approved by Board (date):   

Condition for Re-Entry:   

Attendees at SAP Meeting: (Indicate by x in box provided) 

 Principal or Designate  Yes  No 

Student Success Teacher  Yes  No 

Guidance Counsellor  Yes  No 

CYCW  Yes  No 

Social Worker  Yes  No 

Attendance Counsellor  Yes  No 

Parent  Yes  No 

Student  Yes  No 

Special Education Teacher  Yes  No 

Others:    
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What does student need to be successful?   

Risk Factors: e.g. attendance, credit accumulation, prior history, etc. 
 

Protective Factors: e.g. resilient attitude, caring adult, involvement in co-curricular, etc.  

 

Academic Component for Student Action Plan 

It is an expectation that a student assigned to the long-term suspension/expulsion program will complete 
assignments, homework, evaluations and be a positive participant in all learning activities.  He/she will 
demonstrate respect for self and others and is subject to all expectations for students contained in school and 
Board policy. 
As part of this Student Action Plan the student will meet the following academic expectations:   

Supports in place to help student complete the work:   

Supports upon re-entry:   

Non-Academic Component of Student Action Plan 
(required for suspensions of 11-20 days) 

In order to help the student succeed, the following will be put in place as part of his/her suspension/expulsion 
program: 
 
 
 
 
Substance Abuse Counselling (list agency or counsellor): 

Anger Management: 
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Personal/Family Counselling: 

Other: 
 
 
 
 

Suspension Program - Declaration of Commitment 

Must be reviewed and signed as part of Student Action Plan 

Review & Re-Entry of Student 

Student Action Plan will be reviewed by (name) :   

On the following dates:   

Progress reports to be forwarded to Principal or Designate. 

Re-Entry Meeting will be held on:   

Signature(s) 

Principal or Designate 
 
Student 
 
Parent(s)/Guardian 
 

Date:   
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 FORM APC012-07 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
Expulsion Recommendation Form 

School Name: Name of Principal: 
Section 1: Incident Details 

Date of Incident:  Time of Incident: 
Date Suspension Issued:  
Name of Perpetrator of the Incident: Grade: 
DOB: Age: 
Name of Parent Guardian:   
Home Phone#: Work Phone#: 

Section 2: Victim Details 
(attach separate sheet if more space required) 

Name of Victim: Date of Birth: 
Age: Grade: 
Name of Parent Guardian: 
Home Phone#: Work Phone#: 

Section 3: A “Summary of Findings” pertaining to the Incident: 
 
 
 
 
 
 
 
 
 
 
 

Section 4: Witness Information 
(attach separate sheet if more space required)

Witness #1 name: Parent/Guardian Name: 
Home Phone: Work Phone: 
Witness #2 name: Parent/Guardian Name: 
Home Phone: Work Phone: 
Witness #3 name: Parent/Guardian Name: 
Home Phone: Work Phone: 

Section 5: Police Contact 
Were the Police contacted?  Yes  No 
Officer’s Name: Incident Number: 
Action Taken by Police:  
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Section 6: Determination Summary of Mitigating Circumstances 
Summary:  
 
 
 
 
 
 
 
 

Section 7: Timelines for Suspension, Investigation and Pending Expulsion 
Suspension and pending expulsion issuance date: 
End date for the 20 day suspension period: 

Section 8: Principal’s Recommendation 
Expulsion from Home School: Yes  No 
Expulsion from all Waterloo Catholic District School Boards schools: Yes No 
Recommendation as to the type of school that might benefit the student if the student is expelled from 
his or her school only or the type of program for expelled students that might benefit the student, if the 
student is expelled from all schools of the Board: 
 
 
 
 
 
 
 
 

Section 9 : Attachments to this Report  (check the appropriate boxes) 
 OSR Search Summary including previous suspensions/expulsions, academic 

 achievements/limitations, special education/support, diagnostic test reports, personal/social 
 history, etc. 
 

 Investigation Log summarizing a chronology of investigative steps in the investigation of the 
 incident. 
 

 Participant(s) and Witness Statements should be dated and signed by the participant/witness 
 whether the statement is provided orally or scribed by a staff member.  Staff members 
 participating in the taking of a witness statement should also date and sign the statement. 

Section 8: Signatures 
Form completed by:  Date: 
Principal Signature:  
NOTE: Include a copy of Parent Guide to the Participation in an Expulsion Hearing. 
 
Cc:  School Superintendent 
 Superintendent of Safe Schools 
 Parent/Guardian of Student facing Expulsion 
 
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, please 
ensure that Section # 2 & # 4 are removed prior to forwarding to the Parent/Guardian of 
Student Facing Suspension. 
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FORM APC012-08 
(Ministry Form) 

SAFE SCHOOLS INCIDENT REPORTING FORMS 
 

 
Report No: __________ 
 

CONFIDENTIAL 
 

SAFE SCHOOLS INCIDENT REPORTING FORM – PART I 

Name of School 
 

 

1. Name of Student(s) 
Involved (if known) 

 

2. Location of Incident  
(check one) 

□ At a location in the school or on school property (please specify) 
_______________________________________________________________________________ 

 

□ At a school-related activity (please specify)  ____________________________________________ 
 

□ On a school bus (please specify route number) _________________________________________ 
 

□ Other (please specify) _____________________________________________________________ 
 

3. Time of Incident  
Date:  _______________________      Time:  _____________________ 

4. Type of Incident  
(check all that apply)  
 

Activities for which suspension must be considered under subsection 306(1) of the Education Act 

□ Uttering a threat to inflict serious bodily harm on another person 
□ Possessing alcohol or illegal drugs 
□ Being under the influence of alcohol 
□ Swearing at a teacher or at another person in a position of authority 
□ Committing an act of vandalism that causes extensive damage to school property at the student’s 

school or to property located on the premises of the student’s school 
□ Bullying  
□ Any other activity for which a student may be suspended under Board policy  

[Note: Boards must specify on this form any other activities for which the principal may suspend 
according to Board policy.] 

 
Activities for which expulsion must be considered under subsection 310(1) of the Education Act 

□ Possessing a weapon, including possessing a firearm 
□ Using a weapon to cause or to threaten bodily harm to another person 
□ Committing physical assault on another person that causes bodily harm requiring treatment by a 

medical practitioner 
□ Committing sexual assault 
□ Trafficking in weapons or in illegal drugs 
□ Committing robbery 
□ Bullying (if the student has been previously suspended for engaging in bullying and the student’s 

continuing presence in the school creates an unacceptable risk to the safety of another person) 
□ Any activity listed in subsection 306(1) that is motivated by bias, prejudice, or hate 
□ Giving alcohol to a minor 
□ Any other activity for which a student may be expelled under Board policy   

[Note: Boards must specify on this form any other activities for which the Board may expel according 
to Board policy.] 

5. Report Submitted By:    Name:______________________________________________________________________  

Role in School Community: ___________________________________________________________________________ 

Signature:_________________________________________     Date: _________________ 

Contact Information:  Location: _________________________________________    Telephone: _________________  

 
6. FOR PRINCIPAL’S USE ONLY: Check if incident was a violent incident, as defined in Policy/Program Memorandum No. 120. 
□  Violent incident 

Information is collected is under the authority Part XIII of the Education Act in accordance with the Municipal Freedom of Information and Protection 
of Privacy Act, and shall be used for the purpose of student discipline.  Questions about information collected on this form shall be directed to the 
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school principal. 

 
SAFE SCHOOLS INCIDENT REPORTING FORM – PART II 

 
 

ACKNOWLEDGEMENT OF RECEIPT OF REPORT 
 
 

 
 
Report No:   ____________________  
 
 
 
Report Submitted By:    Name:  _________________________________      Date: ____________________     
 
 
 

□  Investigation completed   

□   Principal to communicate results to the teacher at a mutually convenient time*  

□ Principal to communicate results to other Board employee at a mutually convenient time, as appropriate*   

□  Investigation in progress  

□   Once investigation is completed, principal to communicate results to the teacher at a mutually convenient time*  

□ Once investigation is completed, principal to communicate results to other Board employee at a mutually convenient time, as 
appropriate* 

 
 
 
 
Name of Principal: _________________________________ 
 
 
 
Signature: _________________________________      Date: ____________________ 
 
 
 
 
 
Note: Only Part II is to be given to the person who submitted the report. 
 
 
* In accordance with s.300.2 of the Education Act, after investigating a matter reported by an employee, the principal shall communicate 
the results of the investigation to the teacher or other Board employee who is not a teacher, as appropriate. In accordance with the 
Municipal Freedom of Information and Protection and Privacy Act and the Education Act, when reporting the results of the investigation, 
the principal shall not disclose more personal information than is reasonably necessary for the purpose of communicating the results of the 
investigation 
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FORM APC012-09 
SUSPENSION PLAN – ST. DON BOSCO 

 
1. Student will be completing their suspension at St. Don Bosco.   

 
2. 6-10 day 

a. APC012-05 completed ☐ 
b. Skip to #4 

 
3. SAP required for 11-20 days 

 
a. SAP meeting date:  Click here to enter a date. 

Bosco Staff to attend or teleconference  ☐ 
 

b. Copy of SAP to SDB  ☐ 

 
4. Supporting Documentation 

 
a. Copy of IEP to St. Don Bosco  ☐ 

 
b. Copy of any behaviour plans to St. Don Bosco ☐ 

 
5. Student/parent intake forms for SDB ☐ 

a. APC012-05 completed ☐ 

b. Consent forms ☐ 
 

6. Academic expectations 

Course Teacher Assignment/work Completed and 
returned 

   
 
 

 

   
 
 

 

   
 
 

 

   
 
 

 

 
7. Re-entry Plan 

a. Date of re-entry meeting at home school Click here to enter a date. 
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FORM APC012-10 

Safe Schools Transfer Plan 
 

1. Student will be transferred to another school for safety reasons as determined by the 
school administration in consultation with the superintendents of schools and safe 
schools.   

 
2. A SAP is required. 

a. SAP meeting date:  Click here to enter a date. 

Receiving school staff to attend or teleconference  ☐ 
 

b. Copy of SAP to receiving school  ☐ 
 

3. Supporting Documentation 
 

a. Copy of IEP to receiving school  ☐ 
 

b. Copy of any behaviour plans to receiving school ☐ 
 

4. Student/parent intake forms for receiving school ☐ 

a. APC012-05 completed ☐ 

b. Consent forms ☐ 
 

5. Academic expectations 

Course Teacher Assignment/work Completed and returned 
   

 
 

 

   
 
 

 

   
 
 

 

   
 
 

 

 
6. Transition Plan 

a. Date of transition plan update meeting at receiving school Click here to enter a 
date. 
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APPENDIX A – APC012 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
MITIGATING CIRCUMSTANCES 

 
For the purposes of suspension, mandatory suspension, and/or suspension leading to expulsion, the 
following, in accordance with Section 306 (2), shall be considered a guide for principals in determining the 
existence of mitigating circumstances in the Waterloo Catholic District School Board.  
 
Furthermore, a student who has committed an offence which, under normal circumstances would indicate 
an expulsion may be considered to have “mitigating circumstances” if: 

 The age of the student is a factor in his or her actions; 
 

 Whether the principles of progressive discipline have first been attempted; 
 

 Student personal history or recent personal trauma; 
 

 The student does not have the ability to control his or her behaviour; 
 

 The student is unable to foresee or understand the consequences of his or her behavior; 
 

 The student’s continuing presence in the school does not create an unacceptable risk to the safety 
of any person; 

 
 Where racial, ethnic, religious, disability, gender, sexual orientation  or other harassment was a 

factor in the student’s behaviour; 
 

 The impact of the suspension or expulsion on the student’s continued education; 
 
If students have special education needs and have an Individual Education Plan, the principal will also 
consider: 

 Whether the behaviour was a manifestation of a disability identified in the student's plan 
 

 Whether appropriate accommodation has been provided 
 

 Whether suspension is likely to aggravate or worsen the student's behavior or conduct. 
 
Students who are deemed to have a mitigating circumstance may still be suspended. 
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APPENDIX B – APC012 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
SUSPENSION/EXPULSION/VIOLENT INCIDENT RECORD KEEPING 

 
The following sections of the Education Act govern the establishment of the Ontario Student Record (OSR): 
 

 Section 265(d) states that it is the duty of a principal: in accordance with this act, the regulations and the 
guidelines issued by the Minister, to collect information for inclusion in a record in respect of each pupil 
enrolled in the school and to establish, maintain, retain, transfer and dispose of the record.  
 

 Subsection 266(2) states in part: A record is privileged for the information and use of supervisory officers 
and the principal and teachers of the school for the improvement of the instruction of the pupil. .  

 
It should be noted that the OSR may be the subject of a search warrant or a subpoena and, if so, copies must be 
produced. In such instances, reference should be made to section 4 of the OSR guideline. 
 
The information relating to serious violent incidents leading to reports to the police, as well as the information 
relating to serious violent incidents leading to suspension or expulsion, must be maintained in the OSR. This 
information is to be recorded on the Violent Incident Form (see Appendix II). 
 
A. Insertion of Information in the OSR 
The following information will be included in the OSR: 

 a Violent Incident Form (Form APC012-09), containing: 
 

 a description of the serious violent incident leading to a suspension or expulsion or a call to the police 
 a reference to the call to the police, if applicable  
 a reference to the school/Board disciplinary response to the incident, if applicable 

 
 a copy of the school Board's letter(s) to the student and/or parent(s) or guardian(s) regarding the 

suspension or expulsion for violent behaviour 
 
B.  Removal of Information from the OSR 

 The information relating to suspension for violent behaviour shall not be removed from the OSR unless 
three consecutive years have passed during which no further suspensions for serious violent incidents 
have taken place.  
 

 The information relating to expulsion shall be removed five years after the date on which the school Board 
expelled the student.  
 

 Where an expelled student has been readmitted to school by a school Board, and is expelled again, the 
information relating to the expulsion shall not be removed from the OSR until five consecutive years have 
passed without any further expulsion.  

 
 Where the student has not been suspended or expelled, the Violent Incident Form shall be removed after 

three years if no further serious violent incident is reported to the police during that time.  
 
C.  Transfer of the OSR 
If the student transfers to another school, the information in the OSR relating to the serious violent incident that led 
to suspension or expulsion, as well as to a report to the police, will remain in the OSR unless removed under (B) 
above. The transfer will occur in accordance with section 6 of the guideline Ontario Student Record (OSR), 
2000. 
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APPENDIX C – APC012 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
PARENT GUIDE TO PARTICIPATION IN A SUSPENSION APPEAL 

 
You have been informed of a date and time for an appeal hearing of a suspension. The following is 
intended as a guide to assist you in preparing for the hearing. 
 
Who Attends an Appeal 
 

 Student 
 Parent/Guardian of the student if the student is under the age of 18 
 Principal of the student’s school 
 Supervisory Officer of the school 
 Superintendent of Safe Schools 
 Director of Education (Secretary to the Board of Trustees) 
 Members of the Suspension Appeal Hearing Committee (3 trustees) 
 Witnesses as called by either party to the hearing 
 Parents/Guardians of student witnesses under the age of 18 
 Legal representatives for any parties listed above 
 Senior Board Administrators 

 
Who May NOT Attend an Appeal 
 

 Members of the public not mentioned above 
 
Rights of Parties at an Appeal 
 

1. To have legal representation 
2. To call and examine witnesses 
3. To cross-examine other witnesses 
4. To present argument and submissions 
5. To compel disclosure of relevant documents and things 
6. To receive reasonable information regarding any allegations 

 
What an Appeal is NOT 
 
A suspension appeal is not a legal or judicial process. It is a hearing conducted under the Statutory 
Powers Procedure Act. Rules of evidence however do apply at a hearing as they apply in a court of law. 
An appeal is not a stay of the suspension. The suspension remains in effect pending the outcome of the 
appeal. 
 
The Appeal 
 
The hearing is presided over by the chair of the (3) three member trustee committee. The Director of 
Education also sits with the committee members in his/her capacity as Secretary to the Board of 
Trustees. The principal of the school or legal counsel presents related facts and evidence regarding the 
imposition of the suspension. The adult student or parent/guardian of a student under the age of 18 or 
legal counsel will be given an opportunity to address the hearing committee. Any party may call 
witnesses, examine and cross-examine. The members of the committee may also ask questions of any 
participant in the hearing. The entire hearing will usually last about one hour. 
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Who Decides 
 
The three trustees on the Suspension Appeal Hearing Committee make the decision regarding the 
suspension. This is done following the hearing in a private session. 
 
 
What is Decided 
 
The Committee will decide ONE of the following: 
1. Confirm the principal’s decision. 

 
2. Modify the type or duration of the suspension. 
 
3. Remove the record of suspension. 
 
 
Notification of the Decision 
 
Within seven school days following the hearing, all parties will be informed in writing of the committee 
decision. 
 
Appealing a Decision 
 
The decision of the trustees or committee on suspensions is final. There is no further appeal.  
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APPENDIX D – APC012 
 
 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
DOCUMENTATION RELATED TO EXPULSION PROCEEDINGS 

(HEARINGS AND APPEALS) 
 
 
It is imperative in conducting an investigation of serious infractions, that detailed and accurate documentation 
be maintained.  This documentation is necessary for the principal, and if necessary, legal counsel, to be used 
in the course of appeals of principal imposed limited expulsions and in the course of hearings of expulsions 
referred to the Board.   
 
Should the Board imposed expulsion be appealed to the Family and Children’s Services Review Board, this 
documentation would also be required. 

 
 Notes taken during interviews with staff and students related to the investigation. 

 
 Copies of statements made to police by witnesses, where possible. 
 
 Copies of suspension / expulsion notices. 
 
 Notes made during communications related to the investigation e.g. police calls, parent calls. 
 
 Video and audio tapes, if appropriate. 
 
 Articles seized as part of the investigation (if not seized by police as evidence in a criminal 

investigation). 
 

 A principal’s report to the school superintendent regarding the incident. 
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 APPENDIX E – APC012 
 

WATERLOO CATHOLIC DISTRICT SCHOOL BOARD 
PARENT GUIDE TO PARTICIPATION IN AN EXPULSION HEARING 

 

If a principal recommends to the Board that a pupil be expelled, the Board shall hold an expulsion 
hearing and, for that purpose. You have been informed of a date and time for a hearing. The following is 
intended as a guide to assist you in preparing for the hearing. 
 

Who attends a Hearing 
 

 Student 
 Parent/Guardian of the student if the student is under the age of 18 
 Principal of the student’s school 
 Supervisory Officer of the school 
 Director of Education (Secretary to the Board of Trustees) 
 Members of the Expulsion Hearing Committee (3 trustees) 
 Witnesses as called by either party to the hearing 
 Parents/Guardians of student witnesses under the age of 18 
 Legal representatives for any parties listed above 

 

Who may NOT attend a Hearing 
 

 Members of the public not mentioned above 
 

Rights of Parties at a Hearing 
 

 To have legal representation 
 To call and examine witnesses 
 To cross-examine other witnesses 
 To present argument and submissions 
 To compel disclosure of relevant documents and things 
 To receive reasonable information regarding any allegations. 

 

What happens at the Hearing 
 

 At the hearing, the Board shall: 
(a) Consider the submissions of each party in whatever form the party chooses to deliver his or her 

submissions, whether orally, in writing or both; 
 

(b) Solicit the views of all the parties as to whether the pupil, if he or she is expelled, should be 
expelled from his or her school only or from all schools of the Board; and 

 

(c) Solicit the views of all the parties as to whether, if the pupil is not expelled, the Board should 
confirm the suspension originally imposed under Section 310, confirm the suspension but reduce 
its duration or withdraw the suspension.  

 

The Board Must Also Consider 
 

In making the decisions required under subsection (6), the Board shall take into account, 
 

(a) All submissions and views of the parties, including their views as to whether the pupil, if expelled, 
should be expelled from his or her school only or from all schools of the Board; 
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(b)  Any mitigating or other factors prescribed by the regulations; and 
 

(c)  Any written response to the principal’s report recommending expulsion that a person gave to the 
Board under subsection 311.1 (7) before the completion of the hearing.  
 

Who Decides 
 

The three trustees on the Expulsion Hearing committee make the decision regarding expulsion.  This is 
done following the hearing in a private session. 
 
What is Decided 
 

After the expulsion hearing, the school Board will: 
 

(a) Decide not to expel the student. If the Board makes this decision it can then:  
 Confirm the current suspension 

 

 Confirm the student is still suspended, but shorten the length of the suspension and update 
the student’s record 
 

 Withdraw the suspension and remove it from the student’s record (see section on 
suspension). 

 

 OR 
 

(b) Decide to expel the student only from his or her school.  
 

 OR 
 

(c) Decide to expel the student from all schools in the Board. 
 

What Happens When Students Are Expelled 
 

If students are expelled from their school only, the Board will assign them to another school in the 
Board. Boards should make supports and resources available to students, where necessary. These 
supports could include anger-management counselling.  
 

OR 
 

If students are expelled from all schools in the Board, the Board must offer them academic and additional 
supports to promote positive behaviour in a program for expelled students. If students complete the 
program, they can return to school. 
 

Notification of the Decision 
 

Within seven school days following the hearing, all parties will be informed in writing of the committee 
decision. Parents will receive written notice of expulsion. It will give them information on the new school 
or the Board program the student can access. It will also include information on how to appeal. 
 
Appealing a Decision 
 

An adult student or parent/guardian of a student under the age of 18 may appeal the decision of the 
Board to the Child and Family Services Review Board (CFSRB).  The following timeline limitations are 
important for an adult student, the student who is 16 or 17 years of age and who has withdrawn from 
parental control or the parent/guardian of a child under the age of 18 to note should he/she proceed with 
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an appeal to the CFSRB: 
A request for an expulsion appeal must be made: 

1. Within the sixty (60) days of the District School Board’s decision to expel the student.  This date 
should be referenced in the letter of appeal. 
 

2. The sixty (60) days may be extended if the CFSRB feels there are reasonable grounds to do so 
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   APPENDIX F – APC012 
Programs for Students that are Expelled 

 

What Programs Are Students Offered? 
 

If students are expelled from their school, school Boards should make supports and resources available 
to them at their new school. 
 

If students are expelled from all schools in the Board and agree to participate in the program for expelled 
students, the principal will hold a planning meeting. The meeting will be held with the student and include 
school and Board staff, as well as parents or guardians (wherever possible).  
 
The purpose of the meeting is to identify the: 

• Student’s needs 
 

• Student’s risk factors 
 

• Type of services and supports required to help the student continue learning. 
 

Student Action Plan 
 

Students who participate in the program will have a Student Action Plan developed. The plan identifies 
the academic component and supports to promote positive behaviour they will receive.  
 

Each student’s plan will depend on the student’s needs, the nature of the behaviour, and any mitigating 
and other factors. 
 

In developing the Student Action Plan, Boards will determine the content of the program. The plan will be 
reviewed regularly to determine the student’s progress in meeting the objectives of the plan. 
 

Academic Component 
 

This part of the program ensures that students have the opportunity to continue their education. They will 
continue to follow the Ontario curriculum. If students have special education needs and an Individual 
Education Plan, the Board must provide supports consistent with the plan. 
 

Supports to promote positive behaviour 
 

This part of the program will help students develop long-term positive attitudes and behaviours.  
It identifies services and supports students might need. These could include: 

 Anger management 
 

 Referral for substance abuse counselling  
 

 Career counselling for secondary school students to help engage and motivate them, and 
encourage positive behaviour. 
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APPENDIX G – APC012 
 

 
 
 
 

 INCIDENT  FIRST OFFENCE  SECOND OFFENCE (within 5 years)  THIRD OFFENCE (within 5 years) 

ALCOHOL ILLEGAL DRUGS AND PROHIBITED SUBSTANCES 

Under the influence (alcohol, illegal 
drugs, prohibited or hazardous 
substance) =Suspension 
Consideration 

• 1 to 20 day suspension 
• police may be involved 

• 5 to 20 day suspension 
• police will be involved 

• 20 day suspension 
• expulsion proceedings shall be 

considered 

• police will be involved 

Possession of Alcohol =  
Suspension Consideration 

• 1 to 20 day suspension 
• police will be involved 

• 5 to 20 day suspension 
• police will be involved 

• 20 day suspension 
• expulsion proceedings shall be 

considered 
• police will be involved 

Possession of Illegal Drugs and 
prohibited substances =Suspension 
Consideration 

• 10 to 20 day suspension 
• police will be involved 

• 20 day suspension 
• expulsion proceedings may be 

initiated 
• police will be involved 

• 20 day suspension 
• expulsion proceedings shall be 

considered 
• police will be involved 

Supplying Alcohol = Expulsion 
Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

Trafficking in Illegal Drugs and 
prohibited substances = Expulsion 
Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

ASSAULT 
Physical Assault On Another Person 
Not Requiring Treatment by Medical 
Practitioner = Suspension 
Consideration 

• 1 to 20 day suspension 
• police may be involved 
 

• 5 to 20 day suspension 
• police may be involved 
• expulsion proceedings shall be 

considered 

• 20 day suspension 
• police will be involved 
• expulsion proceedings shall be 

considered 

Committing Sexual Assault = 
Expulsion Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

Physical Assault On Another Person 
Requiring Treatment by Medical 
Practitioner =Expulsion 
Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

Physical Assault on a Teacher or 
other person in a position of 
authority not requiring treatment by 
a Medical Practitioner = Expulsion 
Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

HARASSMENT/BULLYING 
Bullying and/or Sexual, Racial or 
Ethnocultural Harassment =  
Suspension Consideration  

• 1 to 20 day suspension 
• police may be involved 

• 5 to 20 day suspension 
• police may be involved 

• 20 day suspension 
• expulsion proceedings shall be 

considered 

• police may be involved 

 

 

 

 

 

 

SUMMARY OF OFFENCES & CONSEQUENCES 
*These are guidelines and decisions are made according to the professional judgement of the school Administrator 
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PROFANE OR IMPROPER LANGUAGE 
Profane or Improper Language = 
Suspension Consideration for 
Swearing at a Teacher or Person In 
Authority (All School Staff) 

• use of early intervention strategies 
such as parent contact, detention, 
review of expectations, written 
apology 

 suspension up to 5 days 

 use of ongoing 
intervention strategies 
such as parent meeting, 
referral to counselling, 
conflict mediation 

 5 to 10 day suspension 

• 5 to 20 day suspension 
• expulsion proceedings shall be 

considered.  

INCIDENT FIRST OFFENCE SECOND OFFENCE (within 5years) THIRD OFFENCE (within 5 years) 

VERBAL ABUSE 
Verbal Abuse = Suspension 
Consideration 

 

 

 Use of early intervention 
strategies 

 suspension up to 5 days 

 Use of ongoing 
intervention strategies 

 suspension up to 10 days 

• suspension up to 10 days 

DISSEMINATION/PUBLICATION OF MATERIAL  
Dissemination/Publication of 
material (electronic or otherwise) 
impacting the mental well-being of 
students or staff of the school or 
Board = Suspension Consideration 

• 1 to 20 day suspension 
• police may be involved 
 

• 5 to 20 day suspension 
• police may be involved 
• expulsion proceedings shall be 

considered 

• 20 day suspension 
• police may be involved 
• expulsion proceedings shall be 

considered 

SEXUALLY EXPLICIT MATERIAL 
Sexually Explicit Material = 
Suspension Consideration 

• suspension up to 5 days • suspension up to 5 days • 5 to 10 day suspension 

THEFT  
Theft =  Suspension Consideration • suspension up to 20 days and 

restitution 
• police may be involved 

• suspension up to 20 days and 
restitution 

 expulsion proceedings shall be 
considered 

• police will be involved 

• suspension up to 20 days and 

restitution 

 expulsion proceedings shall be 
considered 

• police will be involved 

ROBBERY  
Robbery = Expulsion Consideration  Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 

in a school-related activity.  Refer to expulsion procedures. 

THREATS  
Threat = Suspension • 1 to 20 day suspension 

• police may be involved 
• 10 to 20 day suspension 
• expulsion proceedings shall be 

considered 
• police will be involved 

• 20 day suspension 
• expulsion proceedings shall be 

considered 
• police will be involved 

WEAPONS  
Possessing A Weapon or Imitation 
Including Possessing A Firearm =  
Expulsion Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

 

Using A Weapon To Cause or 
Threaten Bodily Harm to Another 
Person = Expulsion Consideration 

 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 

Trafficking in Weapons = Expulsion 
Consideration 

Police will be contacted. It is mandatory that an expulsion be considered for this infraction while at school or engaged 
in a school-related activity.  Refer to expulsion procedures. 
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WILFUL DESTRUCTION OF SCHOOL PROPERTY  
Wilful Destruction of School Property 
(Arson, Computer Misconduct, 
Vandalism) = Suspension 
Consideration. Expulsion may be 
considered if damage is extensive. 

• 1 to 20 day suspension 
and restitution 

• police may be involved 

• 1 to 20 day suspension and 
restitution 

• expulsion proceedings shall be 
considered 

• police will be involved 

• 1 to 20 day suspension and 
restitution 

• expulsion proceedings shall be 
considered 

• police will be involved 

 

 

 

INCIDENT FIRST OFFENCE SECOND OFFENCE (within 5years) THIRD OFFENCE (within 5 years) 

OTHER  
Conduct Injurious to the Moral Tone 
of the School or Physical or Mental 
Well-Being of Others in the School =  
Suspension Consideration (e.g., 
smoking, possession of electronic 
devices). 

•  use of early intervention strategies 
such as parent contact, detention, 
review of expectations, written 
apology  

• suspension 1-5 days 

•  use of early intervention strategies 
such as parent contact, detention, 
review of expectations, written 
apology 

• suspension 5-10 days  
 

• suspension up to 20 days 
 

Habitual Neglect of Duty =  
Suspension  Consideration  (e.g. 
lates, truancy, incomplete 
homework/assignments, dress code 
infractions) 

•  use of early intervention strategies 
such as parent contact, detention, 
review of expectations, written 
apology  

• suspension up to 5 days 

••  use of early intervention strategies 
such as parent contact, detention, 
review of expectations, written 
apology 

• suspension 5-10 days  

 

• suspension up to 20 days 
 expulsion proceedings shall be 

considered 

Persistent Opposition to Authority =  
Suspension Consideration 

• suspension up to 20 days • suspension up to 20 days • suspension up to 20 days 
 

 

 This Summary of Offences and Consequences applies only to students. 
 Staff whose actions are not in accordance with Board policy and/or the Ethical Standards for the 

Teaching Profession and the Standards of Practice for the Teaching Profession or expectations of 
professional conduct prescribed by their respective professional governing body, will be subject to 
progressive discipline under Board policy.  

 Parents/Guardians and visitors to schools whose actions violate the school/Board’s Code of 
Conduct, or are otherwise disruptive to the safe operation of a school, will be dealt with through the 
Trespass to Property Act or other  appropriate legislation.  
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APPENDIX H – APC012 
Suspension Flow Chart 

 

Administrator 
informed of 
infraction.

•Administrator informed of infraction that may lead to a possible suspension. (Appendix G)

Police contact 
considered.

• The Administrator contacts the police if appropriate according to Appendix G. 

• If police contact is not necessary, or if police have indicated that an investigation by the principal can begin, the Administrator conducts an 
investigation.

•Documented staff report(s) and reports from other witness(es) are reviewed or staff and witnesses are interviewed and interviews are documented 
and reviewed.

• The student who is accused of the incident is provided an opportunity to present his/her side of the story.

Administrator makes 
a decision.

• The decision is based on all current information including mitigating factors.

• If it is determined that the student is not responsible for the infraction, the suspension process stops and the parent/guardian is contacted.

• If it is determined that the student is responsible for the infraction the principal considers consequences as per restorative practice and progressive 
discipline procedures. If suspension is not a consequence (as per Appendix G), the suspension process ends here.

Decision to suspend.

•Administrator makes a decision to suspend the student as per Appendix G.

•The principal considers factors affecting the type and duration of the suspension.

•When a principal suspends a student for greater than 5 school days, he or she shall assign the student to a program for suspended students.

Notification.

• The principal will ensure that the parent/guardian (unless the student is at least 18 years old or is 16 or 17 and has withdrawn from parental 
control) and student are notified of the suspension as soon as possible and prior to the commencement of the suspension.

• This notification will include the infraction and the duration of the suspension.

• The student's teachers and other appropriate school personnel shall also be given written notice of the suspension.

•A copy of the written notice shall be placed in the OSR and an additional copy shall be sent to the school supervisory officer.

Additional 
information.

• The suspension will ideally commence no later than the day following the notice of the suspension.

• Students who are suspended from 1 to 5 school days are expected to receive a homework package.

• Students who are suspended from 6 to 10 school days must be assigned to a program for suspended students.

• Students who are suspended from 11 to 20 school days must be assigned to a program for suspended students which must include supports to 
promote positive behaviour.

Reintegration.

• The reintegration process is guided by the values of compassion, tolerance, forgiveness and reconciliation that constitute the WCDSB approach to 
Restorative Justice.
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APPENDIX I – APC012 
 

Access and Privacy Considerations during the Suspension/Expulsion Process 
 
In accordance with MFIPPA we must protect the personal information of both the victim and aggressor in 
the process of a suspension, expulsion.  
Parents have the right to receive information about their child as it relates to a suspension or expulsion. 
Principals must ensure that personal information related to any third party is not disclosed during the entire 
process, during conversations with parents, or in documentation provided to parents regarding the 
suspension.  All personal information related to witnesses, victims, aggressors must be removed 
prior to release to any third parties. 
 
What happens when an incident is reported to the principal? 
The principal determines what disciplinary action, if any, is required. If the incident leads to suspension, 
the principal will inform the parents or guardian of the suspended student. If another pupil was harmed, 
the victim’s parents or guardian will be called. 
 
What information is shared with the parents or guardian of the victim? 
The principal can tell parents or guardian about: 

 the incident 
 the harm their child suffered 
 what steps were taken to protect their child’s safety, including any disciplinary measures taken in 

response to the incident. 
The principal cannot name or provide any identifying information about the aggressor. 
 
Does the principal always call the victim’s parents or guardian? 
There are exceptions. A principal is not permitted to call the victim’s parents or guardian if: 

 the student is 18 years or older or is a 16- or 17-year-old student who has withdrawn from 
parental control 

 the principal believes that telling the parent(s) would put the student at risk of harm from the 
parent(s). 

 
Does the principal have to call the parents of the aggressor? 
A principal must call if the incident leads to a suspension. The Education Act already requires the 
principal to inform the aggressor’s parents within 24 hours of the incident. Parents also receive written 
notice telling them the reason for and duration of the suspension and outlining the appeal process. 
The principal cannot name or provide any identifying information about the victim. 
 
Who else must the principal call? 
Depending on the incident, police may be called. Principals must follow their local police/school board 
protocols when involving police. When board employees believe that a student may be in need of 
protection, they must continue to follow the usual procedure and call the children’s aid society as required 
by the Child and Family Services Act. 
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DECISION TO APPEAL THE SUSPENSION 
Completed Notice of Intention to Appeal Form sent to Field Supervisory Officer by parent/ guardian/ adult student. 

This Form must be sent within 10 days of receipt of Notice of Suspension. 
 

Note:  This form must be sent within 5 days of receipt of the Parental Report Package (cases involving a 
Suspension Pending Possible Expulsion, s.310) 

Suspension Appeal Hearing is held within15 days of receipt of Notice of Intention to Appeal Form unless an 
agreement is reached during a Pre-Suspension Appeal Hearing Meeting. 

PRE-SUSPENSION APPEAL HEARING MEETING 
Supervisory Officer conducts the "Pre-Suspension Appeal Hearing" Meeting with parent/ guardian/ adult student 

and principal to review suspension as soon as possible. 
 

Possible outcomes of the meeting: 
1.  RESCIND the Request for an Appeal, 

2.  EXTEND the Hearing timelines for further consideration 
3.  PROCEED to a Suspension Appeal Hearing 

 
Field Supervisory Officer completes the "Pre-Suspension Appeal Hearing" Meeting Form outlining the meeting's 

result and provides parent/ guardian/ adult student with a copy. 

RESOLUTION OF APPEAL 
Parties agree to: 
Confirm Suspension or 
Reduce Suspension or Expunge 
Suspension or Modify language 

▼ 
WITHDRAW THE APPEAL 

PROCEED TO APPEAL 
No Agreement to Rescind or 
Extend 
------------------------------------------ 
Proceed to Suspension Appeal 
Hearing 

EXTENSION 
Parties agree to extend the 
Appeal Hearing date beyond 15 
days 
 

EXECUTIVE OFFICE 
 Arrange Suspension Appeal Hearing 

Date 
 Suspension Appeal Hearing Notice sent 

to Parent/ Guardian/ Adult Student (If 
parent/ guardian/ adult student retains a 
lawyer, a lawyer is also retained for the 
principal.) 

PROCED TO 
APPEAL 
See Proceed 
to Appeal 
process 

RESOLUTION 
OF APPEAL 
See 
Resolution of 
Appeal 
process

SUSPENSION APPEAL HEARING
Decision of Suspension appeal Hearing is FINAL  

Suspension Notice 
Issued to parent/guardian/adult student (+18 years) 


