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Section 1 – General Information 
Requirements 

A) Certification – Substitutes are required to hold a valid Washington teaching 

certificate in order to substitute in the Prescott School District.  For information regarding 

certification in the state of Washington, please contact Educational Service District 123, 

3918 W. Court St., Pasco, WA 99301, 1 (888) 547-8441. 

 

B) Fingerprinting – Any substitute new to Prescott School District must be 

fingerprinted unless they have been fingerprinted in another school district in Washington 

State, within the last two years.  All substitutes need to have fingerprint clearance 

verification prior to substituting for the Prescott School District.  If you have not been 

fingerprinted, please contact the Business Office as soon as possible. 

 

C) Safe Schools Training – The Prescott School District requires that all public 

school employees, including substitutes, receives safety training.  This training is a 

mandatory requirement and includes a variety of topics.  This can be done online or 

during a planning period.  See Cheryl McCracken in the business office for the link. 

 

D) Compensation – Substitutes will be compensated on the following scale: 

 Half day assignments 8:00 a.m. – 11:45 a.m. or 11:30 to 3:15 p.m. $87.50 

 Full day assignments 8:00 a.m. – 3:15 p.m. $175.00 

Subbing as a paraeducator $14.37 per hour 

 

A substitute having continuous service in exactly the same teaching assignment for more 

than twenty (20) consecutive days will be paid according to the substitute’s placement on 

the state salary schedule.  The substitute will be paid at this rate on a per diem basis 

beginning with the twenty-first (21st) consecutive day in the assignment, and continuing 

as long as the substitute remains in that same assignment.  Substitute teachers working as 

a certified teacher more than 30 days will be paid based on their placement in the 

teacher’s pay scale. 

 

In order to determine correct placement on the salary schedule, the business office must 

have college transcripts and a current application on file. 

 

E) Payday – will be the last working day of each month and is for the previous 

months’ time worked even though the pay stub indicates it is for the current month (i.e.: 

pay received the last working day of October would be for hours worked in the month of 

September).   

 

F) Preliminary Building Procedures – If it is your first time to the building, check in 

with the principal and obtain instruction regarding the building routine.   Performance of 

the regular teacher’s building duties is required unless the principal makes other 

arrangements with the substitute.  Check in and out with the building secretary.  Special 

permission to leave the building before the regular hours must be obtained from the 

principal. 
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G) Classroom Procedures - In the classroom, locate the lesson plan and seating chart.  

Check the lesson plan to see if there are any students with life threatening conditions, 

behavior plans, IEPs, or 504 accommodation plans.  Every effort should be made to 

follow the lesson plan already established by the regular teacher and to interpret the 

course of study in accordance with them.  The plans of the regular teacher should be 

followed even during an extended assignment until the substitute is thoroughly 

acquainted with the needs of the students. Upon completing a substitute assignment, 

leave a record of the daily work completed by the students for the returning teacher.  Also 

leave a note for the teacher on how the day went.  Please assume the same responsibility 

for the order and morale of the students in the classroom, in the halls, in the eating area, 

or on the playground as the regular teacher would assume.  Continue all housekeeping 

arrangements of the regular teacher, including leaving all books, supplies, and equipment 

in an orderly fashion.  Teachers are expected to keep their rooms neat and orderly.  Please 

have your students clean up before you dismiss them.  It is your responsibility to 

supervise your students.   

 

All communication to parents should be approved by the principal prior to distribution. 

 

H) Emergency Closure or Change of Schedule – Substitutes who have accepted 

substitute work but are suddenly unable to work, must notify the school office by 7:00 

a.m. (509-849-2217).  If there is no answer, please leave a voice message. 

 

In the event of emergency closure, delayed opening, or any change in schedule of any 

schools in Prescott School District, the television and radio station will be notified of the 

decision and asked to broadcast this information beginning at approximately 6:00 a.m.  

The district website will provide any change of schedule as well.  If you have not heard 

any changes broadcast by 6:45 a.m., you should assume that schools will operate on the 

regular schedule.  If school has been cancelled for the entire day, substitutes do not report 

to their assignment.  If school has been delayed or any change in schedule has been 

announced, substitutes should report to their assignment at the regular report time or as 

soon as safely possible.   

Section 2 – General Policies 
A) Staff members need to be familiar with District and administrative policies.  

Policy and procedures are available on the school website. 

 

B) Staff members need to review the Code of Ethics as published by O.S.P.I.   

 Professional conduct includes keeping school information confidential. 

 

C) Conflict is a normal occurrence in society.  Our conflict resolution procedure is as 

follows:  The two parties who have a conflict discuss the issue together.  If this 

does not resolve the problem, then the matter can be brought to the attention of 

the direct supervisor.  The supervisor will then try to resolve the matter.  If not 

successful the matter will be taken to next higher level. 
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D) Do not collect money from students.  All money transactions should be taken care 

of in the main office.  Staff members should not loan money or other valuable 

items to students.  The school has no way to retrieve these if they are not returned.  

Staff members may not solicit or accept money or other gifts for any curricular or 

extra curricular purpose without the prior notification and permission of the 

principal. 

 

G) All activities and events outside the regular classroom must be approved by the 

principal before the event/activity is to be scheduled. 

 

H) Personal property shall be registered with and approved by the building principal 

each school year on a form available from the District if the employee is to be 

reimbursed for loss, damage, or destruction of said property.  As a general rule, 

keep valuables including purses and wallets locked up. 

 

I) Credentials, endorsements, certificates, licenses, cards, etc. are the responsibility 

of the individual. 

 

J) The Boiler Room and Custodian Closet in the secondary wing of the Main 

Building are off limits to everyone except expressly authorized personnel.  If you 

need something, contact the office. 

 

K) IF YOU SEE AN UNSAFE CONDITION, CONTACT THE OFFICE 

IMMEDIATELY.  If you see an item needing repair, please leave a note for the 

teacher.  He or she can email the custodian. 

 

L) Staff members are responsible for securing their rooms when they are not in them.  

There is also a $50 charge per lost key. 

Section 3 – Accidents 
A) Report all injuries and accidents to the office immediately.  Fill out appropriate 

accident forms.  The staff first aid supplies are in Zee Medical first aid kits which 

are located in the 5/6 building, industrial arts building and health room. 

 

B) All medication for students must be brought to the office.  All medication given to 

students must conform to District policy.  Do not provide students medications 

(including over the counter medication) unless part of your assigned duties. 

 

C) For serious accidents, ask for assistance. 

 

D) Be alert for communicable disease – impetigo, lice, scabies, etc.  Check with the 

principal for procedures concerning these policies. 

 

E) Ill students should be sent to the office.  If a child is to go home, the parent will 

check the student out at the office.  A record of date, time, etc. will be kept. 
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F) Employees who are injured on the job need to report the accident promptly to 

their immediate supervisor.  Claim forms are available in the office along with 

proper procedures for filing for Workers’ Compensation. 

Section 4 - Attendance Procedures 
A) Teachers are required to keep attendance records on a daily basis.  Attendance 

books will be furnished, along with instructions on how they are to be kept.  

These records serve as the official attendance books for auditing purposes.  It is 

very important that you follow the instructions and procedures outlined. 

 

 Procedures: 

1. Attendance shall be taken and posted at the beginning of the 

first instructional period of the day. 

2. Call extension 103 and inform the office of who is absent. 

3. Students who check out during the school day will sign out in 

the office.  If a student is absent who is not on the morning 

attendance sheet, check with the office to see if he/she is truant. 

4. If a student is missing, please call the office, x101 or x103.  We 

will be able to help you locate them and ensure they are safe. 

5. Students are expected to be in class on time.  Students will be 

marked tardy if they are late and do not have a slip excusing 

their late arrival from another staff member.  If a student shows 

up more than ten minutes late for class without a note, send the 

student immediately to the office and mark him/her absent. 

Section 5 – Student Discipline 
Prescott School District is dedicated to creating a positive learning environment for all of 

its students.  In order to insure this, we have established a set of expectations for our 

students.  We recognize that one of the most important tasks that we have is to help 

prepare our students to succeed in a pluralistic society. Our expectations reflect an effort 

to create an atmosphere in which people from a variety of backgrounds and life 

experiences can work together.  Expectations must be explicitly taught and periodically 

reviewed.  They are designed to insure that the educational process will not be 

interrupted.  Students are advised that school rules apply at all times and in any situation 

in which the student is attending a school activity, whether it is at home or on the road.  If 

you have any questions concerning a particular rule, please contact the principal.  It is the 

responsibility of all staff members to teach, review, and enforce the school’s 

expectations.  In the classroom, teachers are responsible for maintaining an orderly 

environment and will handle the majority of the discipline problems that arise. 

 

A) For minor behavior infractions please leave a note for the teacher.  Below are the 

steps the regular teacher will take upon their return.  Teachers may need to send a 

student to the office for a time out.  If this happens, the regular teacher upon their 

return will automatically place the student on the next level. 
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Procedures for Minor Behavior Infractions 

Minor behaviors include but are not limited to: 

 Bus misbehavior 

 Calling out 

 Cell phone use or other 

portable electronics 

 Cheating 

 Defiance/ Insubordination 

 Disrupting learning 

 Disruptive behavior 

 Food or Drink (Teacher’s 

discretion) 

 Inappropriate Language 

 Inappropriate tone or 

attitude 

 Put Downs 

 Throwing objects 

 Refusing a reasonable 

request 

 Tardy

 
Teacher observes student’s minor behavior infraction the first time: 

Level 1 

1. Inform student that they have been placed on a level 1. 

Example dialogue; “Johnny, you and I will meet briefly after class, thank you.” 

2. Open the electronic level form on your desktop, fill in student information and describe behavior. 

3. Have a brief conversation with student to identify the inappropriate behavior and re-teach the appropriate 

behavior. 

4. The parent must be contacted and a brief description of the conversation recorded on the level form.  

(Contact Ada, Brett, Marihela, Swan, or Teresa to communicate with Spanish speaking parents/guardians) 

5. Save Student’s level form to the file on your desktop. 

6. Send the level form to referral@prescott.k12.wa.us to be documented in SWIS. 

 

Teacher observes student’s minor behavior infraction the second time: 

Level 2 

1. Inform student they are being placed on level 2. 

2. Open Student’s level form and fill it out. 

3. Have a brief conversation with student informing them they will be attending a conference with the teacher 

and the Dean of Students within 24 hours. 

4. Save this student’s level form to the file on your desktop and email a copy to the Dean of Students. 

5. The Dean of Students and will complete the Level 2 information on the level form and contact the parent. 

6. The Dean of Students will document the meeting and send a copy of the level form to 

referral@prescott.k12.wa.us to be documented into SWIS. 

 

Teacher observes student’s minor behavior infraction for the third time; 

Level 3  

1. The student will be told by the teacher that they are being placed on level 3. 

2. The teacher will have a conversation with student informing them they will be attending a conference with 

the teacher, parents, and the principal. 

3. Send a copy of the level form to the principal. 

4. The principal will schedule a conference with the teacher and parent and complete the level form.    

5. The principal will document the meeting and send a copy of the level form to referral@prescott.k12.wa.us 

to be documented into SWIS. 

 

Teacher observes student’s minor behavior infraction for the fourth time: 

Level 4 

mailto:referral@prescott.k12.wa.us
mailto:referral@prescott.k12.wa.us
mailto:referral@prescott.k12.wa.us
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1. Send the student immediately to the office.  Please contact the principal or secretary to let us know we are 

expending a student. 

2. Complete an Office Referral Form and email it to the principal. 

3. Student behavior is now under the progressive discipline system for minor behaviors. 

 

B) For major discipline concerns, contact the office immediately and ask for help.  Follow 

up with the principal so proper paperwork can be filled out and due process can be 

followed.  Following are directions for regular classroom teachers. 

 

Procedures for Major Behavior Infractions 

A student will receive a discipline referral for a major behavior infraction.  Major behaviors include, but are not 

limited to: 

 Arson 

 Assault of staff 

 Bullying/Harassment 

 Level 4 

 Computer Misuse 

 Dress Code Violation 

 False reporting 

 Fighting 

 Gang involvement 

 Harassment/Bullying 

 Possession of 

Drugs/Alcohol/Tobacco  

 Profanity directed at staff 

 Public Display of Affection 

 Sexting 

 Sexual harassment 

 Theft 

 Threats of Violence 

 Truancy 

 Vandalism 

 Vehicle Violations 

 Weapons 

 

Teacher witnesses student commit a major behavior infraction: 

1. Call the office for help if necessary (or send a runner to the office, if you cannot reach someone by 

phone) 

2. The referring teacher will complete the electronic Office Behavior Referral form  

3. Send the Office Behavior Referral form to the principal or to referral@prescott.k12.wa.us to be 

forwarded to the appropriate administrator. 

4. The administrator will assign a consequence. 

5. Administrator will enter consequence into Skyward. 

 

Section 6 – Student Welfare 
 

A) Never leave a class of students or any student unattended. 

 

B) Accompany a class wherever it is assigned and remain with the class until supervision is 

assumed by another responsible person. 

 

C) Do not permit students to use equipment in the classroom which has not been approved 

for school use. 

 

D) Do not permit students to use equipment until they have received operating instructions 

and prescribed safety procedures. 

mailto:referral@prescott.k12.wa.us
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E) Do not permit students to work in a shop, kitchen or laboratory without qualified 

supervision. 

 

F) Report incidents of unsafe conditions and defective equipment to the principal 

immediately. 

 

G) Ensure that proper safety gear is used wherever specified. 

 

H) Teachers are to accompany their classes to all school assemblies and supervise their 

students’ behavior. 

 

Section 7 – Child Abuse and Neglect 
 

A) Staff members are legally responsible for reporting every instance of suspected child 

abuse or neglect.  Since protection of children is the paramount concern, staff must 

discuss any suspected evidence with the principal regardless of whether the condition is 

listed among the indicators of abuse or neglect.  You need to report both to the principal 

and to Child Protective Services 1-800-557-9671.  Failure to report is a misdemeanor. 

 

B) It is critical that you consider the best interests of the child at all times.  Although a 

difficult subject to deal with, we must meet our personal and professional obligations. 

 

Section 8 – Instruction 
 

A) One of the chief obligations of all teachers is to instruct students assigned to them.  

Teachers are expected to identify the learning strategies that will be most effective in 

teaching their students the approved curriculum.  This includes recognizing individuals 

with different needs and abilities. 

 

B) Guest teachers must follow the lessons left for them by the classroom teacher to the best 

of their ability.  Teachers on hall or recess duty are to supervise their areas of 

responsibility, circulate and be a visible authority figure.  If you are unable to cover your 

assigned time, you are responsible for securing a replacement.  Elementary teachers on 

playground duty will be responsible for lining the students up.  The teacher is responsible 

for escorting students from one building to another.  During inclement weather, all 

elementary teachers are to be in their classrooms to help the duty personnel supervise 

students during morning or afternoon recess.  Lunch recess will be supervised by 

paraeducators. 

 

C) The School District has adopted curricula and materials to guide instruction.  It is 

expected that all teachers will follow the adopted curricula and use the adopted materials 

in meeting course objectives. 
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D) The use of speakers, films and other audio-visual materials is encouraged in instruction.  

All speakers, movies, films, audio and visual materials, except those rated G, must be 

cleared through the K-12 Principal one week prior to use in any classroom. 

 

Section 9 – Flag Salute 
 

A) A salute to the flag of the United States of America is to be recited as described in state 

law in every classroom at the beginning of the school day and before every school event. 

Section 10 – Emergency Procedures 
 

Schools shall conduct no less than one safety-related drill each month that school is in session.  

Schools shall complete no less than one drill using the school mapping information system, three 

drills for lockdown, one drill for shelter-in-place, three drills for fire evacuation in accordance 

with the state fire code, and one other safety-related drill to be determined by the school such as 

earthquakes or tsunamis (RCW 28A.320.125). 

 

YELLOW LOCKDOWN 

A yellow lockdown is when an external situation is a possible threat to our staff and students.  A 

PA announcement will order the yellow lockdown.  During a yellow lockdown all exterior doors 

are to be locked, the window blinds to exterior windows shut, and only movement within the 

individual buildings is allowed.  Under no circumstances are students to be sent outdoors or 

exterior doors opened.  Yellow lockdown situations are to be maintained until cleared by an 

administrator. 

 

RED LOCKDOWN 

If you see a stranger on campus, insure he/she has a visitor’s pass.  If you see a person on 

campus acting in a threatening manner, (i.e. displaying a weapon), notify the office immediately.  

Do not attempt to confront the person if a weapon is displayed.  The office will notify law 

enforcement officials of the situation.  If the office cannot be reached, then the employee shall 

contact law enforcement directly before implementing the following procedures. 

1. To signal the red lockdown, there will be a European siren.  In the event of the office 

being compromised, an administrator will visit each classroom to order the red 

lockdown. 

2. After receiving the lockdown order, the following steps are to be taken: 

a. Lock all exits to the classroom.  (The exterior exit doors shall remain locked at all 

times). 

b. Turn off all lights. 

c. Exterior windows should be covered if the threat is external.  Cover interior 

windows if the threat is internal. 

d. Move all students away from the doors and windows. 

e. All students and staff are to be on the floor. 

f. Teachers are NOT to leave the classroom to search for the students.  Once the 

doors are locked, they are to remain locked until the administration gives the all 

clear. 
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g. If the red lockdown occurs while students are outside, they are to be escorted to 

the elementary computer lab portable or concession stand on the high school field. 

3. The authority to secure a lockdown shall rest with the administration or law 

enforcement officers on the scene.  Teachers and staff members are to remain in 

lockdown until they have received orders to vacate by one of these two authorities by 

intercom. 

4. After the order to vacate is given, you may be asked to escort your group to the gym.  

This will serve as the central receiving area to release students to their parents.  To 

provide for an orderly processing procedure, students are to be kept in the gym.  

Parents will be kept in the foyer of the gym and students escorted to their parents.  A 

list is to be maintained by the staff member responsible for the group as to the 

location of each student. 

 

FIRE DRILL/BOMB THREAT PROCEDURES 

Evacuation Procedures 

1. All staff members and students will evacuate the buildings. 

2. No staff member or student will re-enter the building unless he/she is a part of the 

search team. 

3. All staff will assist in monitoring students that were in their classes.  It is most 

important that teachers assume responsibility to help control the students. 

4. Classroom teachers are to turn off the lights and electronic devices (videos, document 

cameras) and close the doors in their classrooms (do not lock your doors), and escort 

students to a safe area.  When you have reached the designated safe area, the teacher 

will take roll to insure you have all of your students with you.  In the event you are 

missing a student, notify an administrator promptly by holding up a red card.  If all 

students are present, hold up a green card. 

5. Do not allow students to go to their lockers or delay exiting to the outside of the 

building. 

6. Classes are to exit the classrooms at the nearest exterior doorway.  Plan ahead with 

your classes – where you will go if the nearest exit is blocked. 

7. Students are to remain quiet and in a single file line. 

 

EARTHQUAKE PROCEDURES 

In the event of an earthquake, stay away from the windows, book cases, or anything that might 

come loose and fall.  If possible, take shelter in a doorway or under a desk or table being sure to 

cover your head.  As soon as the tremors have stopped, evacuate outside away from the building 

using the same supervision standards as in a fire drill.  

 

SAFE AREAS 

High School Wing - Exit and proceed to the soccer field (stay out of the road) 

Elementary Wing - Proceed to the base of the hill on the Elementary Playground. 

Industrial Arts Building - Exit and proceed to the sidewalk on 1st Street. 

5-6 Building - Exit and proceed to the playground area. 

Teachers are to supervise their students and escort them inside at the conclusion of the fire alarm. 

 The signal to return to the building will be a visual signal from an administrator.  If needed, 

emergency supply buckets are located in select classrooms. 
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SHELTER IN PLACE 

When there is a weather or chemical emergency, the staff and students may be asked to shelter in 

place in the gymnasium or 5-6 building.  An intercom message from the office will notify the 

staff and students that we should shelter in place.  Please turn off the classroom lights and close 

the door to the classroom.  Staff who have been issued emergency buckets will bring them to the 

gymnasium.  Allow students and staff to bring their personal belongings with them to the 

gymnasium. 

 

In a chemical emergency: if staff and students have to travel outside to get to the primary 

building or gymnasium be sure to cover your mouth and nose from immediate contact with the 

outside air.  Staff and students cannot enter the 5-6 building or gym once it is locked and doors 

and windows secured with plastic covering.   

 

In a weather emergency: All students shall report to the gymnasium. 

 

The secretary will take attendance of the students.  When the shelter in place is concluded, staff 

and students will return to their classrooms if it is during the school day.  If the shelter in place 

concludes after the student day, students will be released to their families after being checked out 

by the office staff, or released to the busses. 

Section 11 – State and Federal Statements 

CONFLICT RESOLUTION PROCEDURE 

Conflict is a normal occurrence in society.  Our conflict resolution procedure is as follows:   

1. The two parties who have a conflict discuss the issue together.  If this does not 

resolve the problem, then the matter can be brought to the attention of the direct 

supervisor.  The supervisor will then try to resolve the matter.  If the aggrieved parties 

are not satisfied with the supervisor’s attempts, they may take the matter to the 

Superintendent for resolution.  If the conflict is still not resolved, then the matter is to 

be submitted in writing to the Board of Directors for resolution. 

2. The Board of Directors has the option of requesting a conference with the employees 

involved or the board may base its decision upon review of the written complaint and 

the response submitted by the other employee. 

3. The Board of Directors will issue a determination that will be binding and final 

among all parties. 

Staff members may contact Board members directly, but they must first work through the 

Conflict Resolution Procedure. 

HOMELESS STUDENTS ENROLLMENT RIGHTS AND SERVICES (Policy 3115) 

To the extent practical and as required by law, the district will work with homeless students and 

their families to provide them with equal access to the same free, appropriate education provided 

to other students. Special attention will be given to ensuring the identification, enrollment, and 

attendance of homeless students not currently attending school, as well as mitigating educational 

barriers to their academic success. Additionally, the district will take reasonable steps to ensure 

https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/141979/3115%20Homeless%20Students_%20Enrollment%20Rights%20and%20Services.pdf
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that homeless students are not stigmatized or segregated in a separate school or in a separate 

program within a school on the basis of their homeless status. 

Homeless students will be provided district services for which they are eligible, including Head 

Start and comparable pre-school programs, Title I, similar state programs, special education, 

bilingual education, vocational and technical education programs, gifted and talented programs 

and school nutrition programs. 

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, 

including those students who are: 

1. Sharing the housing of other persons due to loss of housing or economic hardship, or a 

similar reason; 

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative 

adequate accommodations; 

3. Living in emergency or transitional shelters; 

4. Abandoned in hospitals; 

  

5. Living in public or private places not designed for or ordinarily used as regular sleeping 

accommodation; 

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing, 

transportation stations or similar settings; or 

7. Migratory children living in conditions described in the previous examples. 

The superintendent will designate an appropriate staff person to be the district’s McKinney-

Vento liaison for homeless students and their families. The liaison may simultaneously serve as a 

coordinator for other federal programs, provided that they are able to carry out the duties listed in 

the procedure that accompanies this policy. 

If the district has identified more than ten unaccompanied youth, meaning youth not in the 

physical custody of a parent or guardian and including youth living on their own in any of the 

homeless situations described in the McKinney-Vento Homeless Education Act, the principal of 

each middle and high school building will establish a point of contact for such youth.  The point 

of contact is responsible for identifying homeless and unaccompanied youth and connecting 

them with the district’s homeless student liaison.  The district’s homeless student liaison is 

responsible for training the building points of contact.  

Best interest determination 
In making a determination as to which school is in the homeless student’s best interest to attend, 

the district will presume that it is in the student’s best interest to remain enrolled in their school 

of origin unless such enrollment is against the wishes of a parent, guardian or unaccompanied 

youth.  

Attendance options will be made available to homeless families on the same terms as families 

resident in the district, including attendance rights acquired by living in attendance areas, other 

student assignment policies, and intra and inter-district choice options. 

If there is an enrollment dispute, the student will be immediately enrolled in the school in which 

enrollment is sought, pending resolution of the dispute. The parent or guardian will be informed 

of the district’s decision and the reasons therefor, (or informed if the student does not qualify for 

McKinney-Vento, if applicable) and their appeal rights in writing and in a language they can 

understand. The district’s liaison will carry out dispute resolution as provided by state policy. 

Unaccompanied youth will also be enrolled pending resolution of the dispute. 
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Once the enrollment decision is made, the school will immediately enroll the student, pursuant to 

district policies. However, enrollment may not be denied or delayed due to the lack of any 

document normally required for enrollment, including academic records, medical records, proof 

of residency, mailing address or other documentation, or denied or delayed due to missed 

application deadlines or fees, fines or absences at a previous school. 

If the student does not have immediate access to immunization records, the student will be 

admitted under a personal exception. Students and families should be encouraged to obtain 

current immunization records or immunizations as soon as possible, and the district liaison is 

directed to assist. Records from the student’s previous school will be requested from the previous 

school pursuant to district policies. Emergency contact information is required at the time of 

enrollment consistent with district policies, and in compliance with the state’s Address 

Confidentiality Program when necessary. However, the district cannot demand emergency 

contact information in a form or manner that creates a barrier to enrollment and/or attendance at 

school. 

Homeless students are entitled to transportation to their school of origin or the school where they 

are to be enrolled. If the school of origin is in a different district, or a homeless student is living 

in another district but will attend his or her school of origin in this district, the districts will 

coordinate the transportation services necessary for the student, or will divide the costs equally. 

The district’s liaison for homeless students and their families will coordinate with local social 

service agencies that provide services to homeless children and youths and their families; other 

school districts on issues of transportation and records transfers; and state and local housing 

agencies responsible for comprehensive housing affordability strategies. This coordination 

includes providing public notice of the educational rights of homeless students where such 

children and youth receive services under the McKinney-Vento Act, such as schools, family 

shelters and soup kitchens. The notice must be disseminated in a manner and form that parents, 

guardians and unaccompanied youth receiving such services can understand, including, if 

necessary and to the extent feasible, in their native language. The district’s liaison will also 

review and recommend amendments to district policies that may act as barriers to the enrollment 

of homeless students and will participate in professional development and other technical 

assistance activities, as determined by the state-level (OSPI) coordinator for homeless children 

and youth programs. 

The superintendent will: 

 Encourage district staff, including substitute and regular bus drivers to annually review 

the video posted on the OSPI website on identification of student homelessness; 

 Encourage every district-designated homeless student liaison to attend trainings provided 

by the state on identification and serving homeless youth.  Ensure that the district 

includes in materials provided to all students at the beginning of the school year or at 

enrollment, information about services and support for homeless students (i.e., the 

brochure posted on the OSPI website). 

 Use a variety of communications each year to notify students and families about services 

and support available to them if they experience homelessness (e.g., distributing and 

collecting a universal annual housing intake survey, providing parent brochures directly 

to students and families, announcing the information at school-wide assemblies, posting 

information on the district’s website).  

Facilitating on-time grade level progression 
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The district will: 1) waive specific courses required for graduation for students experiencing 

homelessness if similar coursework has been satisfactorily completed in another school district; 

or 2) provide reasonable justification for denial of the waiver. In the event the district denies a 

waiver and the student would have qualified to graduate from their sending school district, the 

district will provide an alternative process of obtaining required coursework so that the student 

may graduate on time. 

The district will consolidate partial credit, unresolved, or incomplete coursework and will 

provide students experiencing homelessness with opportunities to accrue credit in a manner that 

eliminates academic and nonacademic barriers for the student. 

For students who have been unable to complete an academic course and receive full credit due to 

withdrawal or transfer, the district will grant partial credit for coursework completed before the 

date of the withdrawal or transfer. When the district receives a transfer student in these 

circumstances, it will accept the student’s partial credits, apply them to the student’s academic 

progress or graduation or both, and allow the student to earn credits regardless of the student’s 

date of enrollment in the district. 

In the event a student is transferring at the beginning of or during their junior or senior year of 

high school and is ineligible to graduate after all alternatives have been considered, the district 

will work with the sending district to ensure the awarding of a diploma from the sending district 

if the student meets the graduation requirements of the sending district. 

In the event a student enrolled in three or more school districts as a high school student, has met 

state requirements, has transferred to the district, but is ineligible to graduate from the district 

after all alternatives have been considered, the district will waive its local requirements and 

ensure that the student receives a diploma. 

 

PROHIBITION OF HARASSMENT, INTIMIDATION, AND BULLYING (Policy 3207) 

The board is committed to a safe and civil educational environment for all students, employees, 

parents/legal guardians, volunteers and community members that is free from harassment, 

intimidation or bullying. “Harassment, intimidation or bullying” means any intentionally written 

message or image — including those that are electronically transmitted — verbal, or physical 

act, including but not limited to one shown to be motivated by race, color, religion, ancestry, 

national origin, gender, sexual orientation including gender expression or identity, mental or 

physical disability or other distinguishing characteristics, when an act: 

A. Physically harms a student or damages the student’s property; 

B. Has the effect of substantially interfering with a student’s education; 

C. Is so severe, persistent or pervasive that it creates an intimidating or threatening 

educational environment; or 

D. Has the effect of substantially disrupting the orderly operation of the school. 

Nothing in this section requires the affected student to actually possess a characteristic that is a 

basis for the harassment, intimidation or bullying. 

“Other distinguishing characteristics” can include but are not limited to physical appearance, 

clothing or other apparel, socioeconomic status and weight. 

 “Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate 

impact of the action(s). 

Behaviors/Expressions 

https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/48273/Policy_3207_Prohibition_of_Harassment__Intimidation_and_Bullying.pdf
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Harassment, intimidation or bullying can take many forms including, but not limited to, slurs, 

rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, pranks, gestures, physical 

attacks, threats or other written, oral, physical or electronically transmitted messages or images. 

 This policy is not intended to prohibit expression of religious, philosophical, or political views, 

provided that the expression does not substantially disrupt the educational environment. Many 

behaviors that do not rise to the level of harassment, intimidation or bullying may still be 

prohibited by other district policies or building, classroom or program rules. 

 Training 

This policy is a component of the district’s responsibility to create and maintain a safe, civil, 

respectful and inclusive learning community and will be implemented in conjunction with 

comprehensive training of staff and volunteers. 

 Prevention 

The district will provide students with strategies aimed at preventing harassment, intimidation 

and bullying. In its efforts to train students, the district will seek partnerships with families, law 

enforcement and other community agencies. 

 Interventions 

Interventions are designed to remediate the impact on the targeted student(s) and others impacted 

by the violation, to change the behavior of the perpetrator, and to restore a positive school 

climate. 

 The district will consider the frequency of incidents, developmental age of the student, and 

severity of the conduct in determining intervention strategies.  Interventions will range from 

counseling, correcting behavior and discipline, to law enforcement referrals. 

Students with Individual Education Plans or Section 504 Plans 

If allegations are proven that a student with an Individual Education Plan (IEP) or Section 504 

Plan has been the target of harassment, intimidation or bullying, the school will convene the 

student’s IEP or Section 504 team to determine whether the incident had an impact on the 

student’s ability to receive a free, appropriate public education (FAPE).  The meeting should 

occur regardless of whether the harassment, intimidation or bullying incident was based on the 

student’s disability.  During the meeting, the team will evaluate issues such as the student’s 

academic performance, behavioral issues, attendance, and participation in extracurricular 

activities. If a determination is made that the student is not receiving a FAPE as a result of the 

harassment, intimidation or bullying incident, the district will provide  additional services and 

supports as deemed necessary, such as counseling, monitoring and/or reevaluation or revision of 

the student’s IEP or Section 504 plan, to ensure the student receives a FAPE. 

Retaliation/False Allegations 

Retaliation is prohibited and will result in appropriate discipline. It is a violation of this policy to 

threaten or harm someone for reporting harassment, intimidation, or bullying. 

 It is also a violation of district policy to knowingly report false allegations of harassment, 

intimidation, and bullying. Students or employees will not be disciplined for making a report in 

good faith. However, persons found to knowingly report or corroborate false allegations will be 

subject to appropriate discipline. 

Compliance Officer 

The superintendent will appoint a compliance officer as the primary district contact to receive 

copies of all formal and informal complaints and ensure policy implementation. The name and 

contact information for the compliance officer will be communicated throughout the district. 
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The superintendent is authorized to direct the implementation of procedures addressing the 

elements of this policy. 

TELECOMMUNICATION DEVICES (Policy 3245) 

Students in possession of telecommunications devices, including, but not limited to, pagers, 

beepers and cellular phones, while on school property or while attending school-sponsored or 

school-related activities will observe the following conditions: 

A. Telecommunication devices will be turned on and operated only before and after the 

regular school day unless an emergency situation exists that involves imminent physical 

danger or a school administrator authorizes the student to use the device;  

B. Students will not use telecommunication devices in a manner that poses a threat to 

academic integrity, disrupts the learning environment or violates the privacy rights of 

others;  

C. Students will not send, share, view or possess pictures, text messages, emails or other 

material depicting sexually explicit conduct, as defined in RCW 9.68A.011, in electronic 

or any other form on a cell phone or other electronic device, while the student is on 

school grounds, at school sponsored events or on school buses or vehicles provided by 

the district; 

D. When a school official has reasonable suspicion, based on objective and articulable facts, 

that a student is using a telecommunications device in a manner that violates the law or 

school rules, the official may confiscate the device, which will only be returned to the 

student’s parent or legal guardian;  

E. By bringing a cell phone or other electronic devices to school or school-sponsored events, 

the student and their parent/guardian consent to the search of the device when school 

officials have a reasonable suspicion, based on objective and articulable facts, that such a 

search will reveal a violation of the law or school rules. The scope of the search will be 

limited to the violation of which the student is accused. Content or images that violate 

state or federal laws will be referred to law enforcement; 

F. Students are responsible for devices they bring to school. The district will not be 

responsible for loss, theft or destruction of devices brought onto school property or to 

school sponsored events; 

G. Students will comply with any additional rules developed by the school concerning the 

appropriate use of telecommunication or other electronic devices; and 

H. Students who violate this policy will be subject to disciplinary action, including 

suspension or expulsion. 

 

REGULATION OF DANGEROUS WEAPONS ON SCHOOL PREMISES (Policy 4210) 

It is a violation of district policy and state law for any person to carry a firearm or dangerous 

weapon on school premises, school-provided transportation or areas of other facilities being used 

exclusively for school activities unless specifically authorized by state law.  Carrying a 

dangerous weapon onto school premises, school-provided transportation, or areas of other 

facilities being used exclusively for school activities in violation of RCW 9.41.280 is a criminal 

offense. 

The superintendent is directed to see that all school facilities post “Gun-Free Zone” signs, and 

http://apps.leg.wa.gov/rcw/default.aspx?cite=9.68A.011
https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/167357/4210_Regulation_of_Dangerous_Weapons_on_School_Premises.pdf
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that all violations of this policy and RCW 9.41.280 are reported annually to the Superintendent 

of Public Instruction. 

Dangerous Weapons 

The term “dangerous weapons” under state law includes:  

 Any firearm; 

 Any device commonly known as “nun-chu-ka sticks,” consisting of two or more length of 

wood, metal, plastic, or similar substance connected with wire, rope, or other means; 

 Any device, commonly known as “throwing stars,” which are multi-pointed, metal 

objects designed to embed upon impact from any aspect; 

 Any air gun, including any air pistol or air rifle, designed to propel a BB, pellet, or other 

projectile by the discharge of compressed air, carbon dioxide, or other gas; 

 Any portable device manufactured to function as a weapon and which is commonly 

known as a stun gun, including a projectile stun gun which projects wired probes that are 

attached to the device that emit an electrical charge designed to administer to a person or 

an animal an electric shock, charge, or impulse; 

 Any device, object, or instrument which is used or intended to be used as a weapon with 

the intent to injure a person by an electric shock, charge, or impulse;  

 The following instruments:  

o Any dirk or dagger;  

o Any knife with a blade longer than three inches;  

o Any knife with a blade which is automatically released by a spring mechanism or 

other mechanical device;  

o Any knife having a blade which opens, or falls or is ejected into position by the 

force of gravity, or by outward, downward, or centrifugal thrust or movement; 

and 

o Any razor with an unguarded blade;  

 Any slung shot, sandbag, or sandclub; 

 Metal knuckles; 

 A sling shot; 

 Any metal pipe or bar used or intended to be used as a club; 

 Any explosive; 

 Any weapon containing poisonous or injurious gas; 

 Any implement or instrument which has the capacity to inflict death and from the manner 

in which it is used, is likely to produce or may easily and readily produce death. 

In addition, the District considers the following weapons in violation of this policy:  

 Any knife or razor not listed above, except for instruments authorized or provided for 

specific school activities; 

 Any object other than those listed above which is used in a manner to intimidate, 

threaten, or injure another person and is capable of easily and readily producing such 

injury. 

Reporting Dangerous Weapons 

An appropriate school authority will promptly notify the student’s parents or guardians and the 

appropriate law enforcement agency of known or suspected violations of this policy. Students 

who violate this policy will be subject to discipline. Students who have possessed a firearm on 

any school premises, school-provided transportation, or school-sponsored activities at any 

http://apps.leg.wa.gov/rcw/default.aspx?cite=9.41.280
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facility shall be expelled for not less than one year pursuant to RCW 28A.600.420. The 

superintendent may modify the one-year expulsion for a firearm on a case-by-case basis. 

The district may also suspend or expel a student for up to one year if the student acts with malice 

(as defined under RCW 9A.04.110) and displays a device that appears to be a firearm. 

  

No expulsion under RCW 28A.600.420 prevents the district from continuing to provide 

educational services in an alternative educational setting in compliance with RCW 28A.600.015. 

Any alternative setting should be comparable, equitable, and appropriate to the regular education 

services a student would have received without the exclusionary discipline.  Example alternative 

settings include one-on-one tutoring and online learning.  

Exceptions to State Law and this Policy 
The following persons may carry firearms into school buildings, as necessary, although students 

engaged in these activities are restricted to the possession of rifles on school premises: 

A. Persons engaged in military, law enforcement, or school district security activities; 

B. Persons involved in a school authorized convention, showing, demonstration, lecture or 

firearm safety course;  

C. Persons competing in school authorized firearm or air gun competitions; and 

D. Any federal, state or local law enforcement officer.  

The following persons over eighteen years of age and not enrolled as students may have firearms 

in their possession on school property outside of school buildings: 

A. Persons with concealed weapons permits issued pursuant to RCW 9.41.070 who are 

picking up or dropping off students; and  

B. Persons conducting legitimate business at the school and in lawful possession of a 

firearm or dangerous weapon if the weapon is secured within an attended vehicle, is 

unloaded and secured in a vehicle, or is concealed from view in a locked, unattended 

vehicle. 

Persons may bring dangerous weapons, other than firearms, onto school premises if the weapons 

are lawfully within the person's possession and are to be used in a school-authorized martial arts 

class. 

Personal Protection Spray 
Persons over eighteen years of age may possess personal protection spray devices on school 

property. No one under eighteen years of age may deliver such devices.  

Personal protection spray devices may not be used other than in self-defense as defined by state 

law. Possession, transmission or use of personal protection spray devices under any other 

circumstances is a violation of district policy. 

 

NONDISCRIMINATION AND AFFIRMATIVE ACTION POLICY (Policy 5010) 

Nondiscrimination 
 The district will provide equal employment opportunity and treatment for all applicants and staff 

in recruitment, hiring, retention, assignment, transfer, promotion and training. Such equal 

employment opportunity will be provided without discrimination with respect to sex, race, creed, 

religion, color, national origin, age, honorably-discharged veteran or military status, sexual 

orientation including gender expression or identity, marital status, the presence of any sensory, 

mental or physical disability or the use of a trained dog guide or service animal by a person with 

a disability. 

http://apps.leg.wa.gov/rcw/default.aspx?cite=9.41.070
https://core-docs.s3.amazonaws.com/uploads/68c20a96ddbbd683ef4e67462b3321da/Policy%205010%20%20Nondiscrimination%20and%20Affirmative%20Action.pdf
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The board will designate a staff member to serve as the compliance officer. 

Affirmative Action 
 The district, as a recipient of public funds, is committed to undertake affirmative action which 

will make effective equal employment opportunities for staff and applicants for employment. 

Such affirmative action will include a review of programs, the setting of goals and the 

implementation of corrective employment procedures to increase the ratio of aged, persons with 

disabilities, ethnic minorities, women, and Vietnam veterans who are under-represented in the 

job classifications in relationship to the availability of such persons having requisite 

qualifications. Affirmative action plans may not include hiring or employment preferences based 

on gender or race, including color, ethnicity or national origin. Such affirmative action will also 

include recruitment, selection, training, education and other programs. 

 The superintendent will develop an affirmative action plan which specifies the personnel 

procedures to be followed by the staff of the district and will ensure that no such procedures 

discriminate against any individual. Reasonable steps will be taken to promote employment 

opportunities of those classes that are recognized as protected groups — aged, persons with 

disabilities, ethnic minorities and women and Vietnam veterans, although under state law, racial 

minorities, and women may not be treated preferentially in public employment. 

This policy, as well as the affirmative action plan, regulations and procedures developed 

according to it, will be disseminated widely to staff in all classifications and to all interested 

patrons and organizations. Progress toward the goals established under this policy will be 

reported annually to the board. 

 Employment of Persons with Disabilities 

 In order to fulfill its commitment of nondiscrimination to those with disabilities, the following 

conditions will prevail: 

A. No qualified person with disabilities will, solely by reason of a disability, be subjected to 

discrimination and the district will not limit, segregate or classify any applicants for 

employment or any staff member in any way that adversely affects his/her opportunities 

or status because of a disability. This prohibition applies to all aspects of employment 

from recruitment to promotions, and includes fringe benefits and other elements of 

compensation. 

B. The district will make reasonable accommodation to the known physical or mental 

limitations of an otherwise qualified disabled applicant or staff member unless it is clear 

that an accommodation would impose an undue hardship on the operation of the district 

program. Such reasonable accommodations may include:  

1. Making facilities used by staff readily accessible and usable by persons with 

disabilities; and 

2. Job restructuring, part-time or modified work schedules, acquisition or 

modification of equipment or devices, the provision of readers or interpreters and 

other similar actions. 

In determining whether or not accommodation would impose an undue hardship on the 

district, factors to be considered include the nature and cost of the accommodation. 

C. The district will not make use of any employment test or criteria that screens out persons 

with disabilities unless:  

1. The test or criteria is clearly and specifically job-related; and  

2. Alternative tests or criteria that do not screen out persons with disabilities are 

available.  
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D. While the district may not make pre-employment inquiry as to whether an applicant has a 

disability or as to the nature and severity of any such disability, it may inquire into an 

applicant’s ability to perform job-related functions. 

E. Any staff member who believes that there has been a violation of this policy or the law 

prohibiting discrimination because of a disability may initiate a grievance through the 

procedures for staff complaints. 

 

Nondiscrimination for Military Service 
The district will not discriminate against any person who is a member of, applies to be a member 

or performs, has performed, applies to perform or has an obligation to perform service in a 

uniformed service, on the basis of that participation in a uniformed service. This includes initial 

employment, retention in employment, promotion or any benefit of employment. The district 

will also not discriminate against any person who has participated in the enforcement of these 

rights under state or federal law. 

SEXUAL HARASSMENT (Policy 5011) 

This district is committed to a positive and productive education and working environment free 

from discrimination, including sexual harassment.  The district prohibits sexual harassment of 

students, employees and others involved in school district activities. 

Sexual harassment occurs when: 

1. Submitting to the harasser's sexual demands is a stated or implied condition of obtaining 

an education or work opportunity or other benefit; 

2. Submission to or rejection of sexual demands is a factor in an academic, work or other 

school-related decision affecting an individual; or 

3. Unwelcome sexual or gender-directed conduct or communication interferes with an 

individual's performance or creates an intimidating, hostile or offensive environment. 

Sexual harassment can occur adult to student, student to adult, student to student, adult to adult, 

male to female, female to male, male to male and female to female. 

The district will take prompt, equitable and remedial action within its authority on reports, 

complaints and grievances alleging sexual harassment that come to the attention of the district, 

either formally or informally.  Allegations of criminal misconduct will be reported to law 

enforcement and suspected child abuse will be reported to law enforcement or Child Protective 

Services.  Persons found to have been subjected to sexual harassment will have appropriate 

school district services made reasonably available to them and adverse consequences of the 

harassment will be reviewed and remedied, as appropriate. 

Engaging in sexual harassment will result in appropriate discipline or other appropriate sanctions 

against offending students, staff and contractors.  Anyone else who engages in sexual harassment 

on school property or at school activities will have their access to school property and activities 

restricted, as appropriate. 

Retaliation against any person who makes or is a witness in a sexual harassment complaint is 

prohibited and will result in appropriate discipline.  The district will take appropriate actions to 

protect involved persons from retaliation. 

It is a violation of this policy to knowingly report false allegations of sexual harassment.  Persons 

found to knowingly report or corroborate false allegations will be subject to appropriate 

discipline. 

https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/45752/Policy_5011_Sexual_Harassment_of_District_Staff_Prohibited.pdf
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The superintendent will develop and implement formal and informal procedures for receiving, 

investigating and resolving complaints or reports of sexual harassment.  The procedures will 

include reasonable and prompt time lines and delineate staff responsibilities under this policy. 

 All staff are responsible for receiving informal complaints and reports of sexual harassment and 

informing appropriate district personnel of the complaint or report for investigation and 

resolution.  All staff are also responsible for directing complainants through the formal complaint 

process. 

The superintendent will develop procedures to provide age-appropriate information and 

education to district staff, students, parents and volunteers regarding this policy and the 

recognition and prevention of sexual harassment.  At a minimum sexual harassment recognition 

and prevention and the elements of this policy will be included in staff, student and regular 

volunteer orientation.  This policy and the procedure, which includes the complaint process, will 

be posted in each district building in a place available to staff, students, parents, volunteers and 

visitors.  The policy and procedure will be reproduced in each student, staff, volunteer and parent 

handbook. 

Harassment complaints against fellow students and staff members are to be reported to any staff 

member, principal, secretary, dean of students, or business manager.  The complaint will be 

evaluated and a determination made.  If the resolution is not satisfactory to the complainant, 

he/she will then have the right to appeal to the School Board.  There are to be no 

personal/inappropriate/dating relationships between staff/volunteers and students. 

DRUG FREE SCHOOLS, COMMUNITY, AND WORKPLACE (Policy 5201) 

The board has an obligation to staff, students and citizens to take reasonable steps to assure 

safety in the workplace and to provide safety and high quality performance for the students that 

the staff serves.  To this end, the board issues this statement that the use of illicit drugs, 

marijuana, and unlawful possession and use of alcohol is wrong, harmful and not tolerated.   

“Workplace” is defined to mean the site for the performance of work done in connection with a 

federal grant. That includes any school building or any school premises; any school-owned 

vehicle or any other school-approved vehicle used to transport students to and from school or 

school activities; off school property during any school-sponsored or school-approved activity, 

event or function, such as a field trip or athletic event, where students are under the jurisdiction 

of the school district where work on a federal grant is performed. 

For these purposes, the board declares that the following behaviors will not be tolerated.  

Disciplinary sanctions up to and including termination of employment and referral for 

prosecution will be imposed on employees who violate the standards of conduct mentioned 

below: 

1. Reporting to work under the influence of alcohol, marijuana, illegal chemical substances 

or opiates. 

2. Using, possessing, transmitting alcohol, marijuana, illegal chemical substances (including 

anabolic steroids), or opiates in any amount or in any manner on district property at any time. 

Any staff member convicted of a felony attributable to the use, possession, or sale of illegal 

chemical substances or opiates will be subject to disciplinary action, including immediate 

termination. 

3. Using district property or the staff member's position within the district to make or traffic 

alcohol, marijuana, illegal chemical substances, or opiates. 

https://core-docs.s3.amazonaws.com/uploads/be0a63978e9d211f4556b866240c14e5/Policy%205201%20%20Drug%20Free%20Schools,%20Community%20and%20Workplace.pdf
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4. Using, possessing or transmitting illegal chemical substances and opiates in a manner 

which is detrimental to the interest of the district. 

Any staff member who is taking a drug or medication whether or not prescribed by the staff 

member's physician, which may adversely affect that staff member's ability to perform work in a 

safe or productive manner, is required to report such use of medication to his or her supervisor. 

This includes drugs which are known or advertised as possibly affecting judgment, coordination, 

or any of the senses, including those which may cause drowsiness or dizziness. The supervisor in 

conjunction with the district office then will determine whether the staff member can remain at 

work and whether any work restrictions will be necessary. 

As a condition of employment, each employee shall notify his or her supervisor of a conviction 

under any criminal drug statute violation occurring in the workplace as defined above. Such 

notification shall be provided no later than 5 days after such conviction. The district shall inform 

the federal government within ten days of such conviction, regardless of the source of the 

information.  

Each employee shall be notified of the district's policy and procedures regarding employee drug 

activity at work. Any staff member who violates any aspect of this policy may be subject to 

disciplinary action, which may include immediate discharge. As a condition of eligibility for 

reinstatement, an employee may be required to satisfactorily complete a drug rehabilitation or 

treatment program approved by the board, at the employee's expense. Nothing in this policy shall 

be construed to guarantee reinstatement of any employee who violates this policy, nor does the 

school district incur any financial obligation for treatment or rehabilitation ordered as a condition 

of eligibility for reinstatement. 

Other actions such as notification of law enforcement agencies may be taken in regard to a staff 

member violating this policy at the district's discretion as it deems appropriate.  

  

MAINTAINING PROFESSIONAL STAFF/STUDENT BOUNDARIES (Procedure 5253P) 

Boundary Invasions 

In a professional staff/student relationship, staff maintain boundaries that are consistent with the 

legal and ethical duty of care that school personnel have for students. 

A boundary invasion is an act or omission by a staff member that violates professional 

staff/student boundaries and has the potential to abuse the staff/student relationship. 

An inappropriate boundary invasion means an act, omission, or pattern of such behavior by a 

staff member that does not have an educational purpose and results in abuse of the staff/student 

professional relationship. 

Inappropriate Boundary Invasion Examples 

Examples of possible inappropriate boundary invasions by staff members include, but are not 

limited to, the following: 

 Showing pornography to a student; 

 Singling out a particular student or students for personal attention and friendship beyond 

the professional staff/student relationship; 

 Socializing where students are consuming alcohol, drugs or tobacco; 

 For non-guidance/counseling staff, encouraging students to confide their personal or 

family problems and/or relationships. If a student initiates such discussions, staff 

members are expected to refer the student to appropriate guidance/counseling staff. In 

https://core-docs.s3.amazonaws.com/uploads/b90acf6e55a0027aa5c9ede94cbd6ad4/Procedure%205253P.pdf
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either case, staff involvement should be limited to a direct connection to the student’s 

school performance; 

 Sending students on personal errands unrelated to any educational purpose; 

 Banter, allusions, jokes or innuendos of a sexual nature with students; 

 Disclosing personal, sexual, family, employment concerns or other private matters to one 

or more students; 

 Addressing students or permitting students to address staff members with personalized 

terms of endearment, pet names, or otherwise in an overly familiar manner  

 Maintaining personal contact with a student outside of school by phone, e-mail, instant 

messenger or Internet chat rooms, social networking websites, or letters beyond 

homework or other legitimate school business without including the building 

administrator/supervisor and parent/guardian; 

 Exchanging personal gifts, cards, or letters with an individual student; 

 Socializing or spending time with students (including but not limited to activities such as 

going out for beverages, meals or movies, shopping, traveling and recreational activities) 

outside of school-sponsored events, except as participants in organized community 

activities; 

 Giving a student a ride alone in a vehicle in a non-emergency situation;  

 Unnecessarily invading a student’s privacy, (e.g. walking in on the student in the 

bathroom) 

 Soliciting phone, email, text messages or other forms of written or electronic 

communication to students without building administrator/supervisor and parent 

permission when the communication is unrelated to school work or other legitimate 

school business; or 

 Any other conduct that fails to maintain professional staff/student boundaries. 

 Appearances of Impropriety 

The following activities are boundary invasions and can create an actual impropriety or the 

appearance of impropriety.  Whenever possible, staff should avoid these situations.  If 

unavoidable these activities should be pre-approved by the appropriate administrator.  If not pre-

approved, the staff member must report the occurrence to the appropriate administrator as soon 

as possible. 

 Being alone with an individual student out of the view of others;  

 Inviting or allowing individual students to visit the staff member’s home;  

 Visiting a student’s home; and/or  

 Sending or soliciting email, text messages or other electronic communications to the 

student, even when the communication relates to school business, except where the 

parent or guardian and building administrator/supervisor has consented to such 

communications and receives a copy of the communication and receives a copy of the 

communication.  Staff should use school email addresses and phone numbers and the 

parent/guardian phone numbers for communications with students, except in emergency 

situations.  

 Reporting Violations 

Students and their parents/guardians are strongly encouraged to notify the principal (or other 

administrator) if they believe a staff member may be engaging in conduct that violates this policy 

or procedure. 

Staff members are required to promptly notify the principal or the supervisor of the employee or 
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volunteer suspected of engaging in inappropriate conduct that violates this policy or procedure. 

The administrator to whom a boundary invasion concern is reported must document, in writing, 

the concern and provide a copy of the documentation to the Business Office who will maintain a 

 file documenting reports of this nature which are made. 

 Reporting Sexual Abuse  

All professional school personnel who have reasonable cause to believe that a student has 

experienced sexual abuse by a staff member, volunteer, or agency personnel working in the 

school are required to make a report to Child Protective Services or law enforcement pursuant to 

board policy and procedure 3421, Child Abuse, Neglect and Exploitation Prevention, and 

Chapter 26.44, RCW. Reporting suspected abuse to the building principal or supervisor does not 

relieve professional school personnel from their reporting responsibilities and timelines. 

Disciplinary Action 

Staff violations of this policy may result in disciplinary action up to and including dismissal. 

 The violation may also be reported to the state Office of Professional Practices. 

Training 

All new employees and volunteers will receive training on appropriate staff/student boundaries 

within three months of employment or service.  Continuing staff will receive training every three 

years. 

Dissemination of Policy and Reporting Protocols 

This policy and procedure will be included on the district website and in all employee, student, 

and volunteer handbooks.  Annually, all administrators and staff will receive copies of the 

district’s reporting protocol. 

SOCIAL MEDIA USE (Policy 5294) 

The purpose of this policy is to provide all staff, students, volunteers, interns, and community 

members with information about the expectations of Prescott School District (PSD) regarding the 

use of social media by staff. 

PSD respects personal individual expression via social media outside of the workplace.  

However, PSD also recognizes the potential for confusion where personal use by staff of social 

media includes contacts with students of PSD or otherwise impacts the workplace.  Social media 

technologies (including but not limited to Facebook, Twitter, MySpace, Dojo, YouTube, 

Google+, on-line gaming, texting, Snapchat, email) are not only rapidly growing in use, but are 

also so easy to use that they have become attractive and constant channels for communication.  

With the ease of use of these technologies, the possibility for unintended consequences, 

miscommunication, or abuse during social media interaction with others is increased.  This 

policy is intended to help accurately portray, promote and protect the Prescott School District 

and its reputation.  This social media policy provides guidelines for respectful, relevant use of 

social media to empower people to use social media channels responsibly and confidently. 

As a result, and taking into account the evolving nature of social media and technology, the 

Superintendent or designee will create and maintain directives for staff on PSD expectations for 

professional use and supervision of staff interaction with others, including students, via social 

media, including the need to maintain professional boundaries. 

Directives for Staff Use of Social Media 

Staff members are expected to comply with these directives in their communications - via social 

media technologies (including but not limited to Twitter, MySpace, YouTube, Facebook, 

https://www.boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6VHC808EE1
https://www.boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6VHP8099CA
http://apps.leg.wa.gov/rcw/default.aspx?cite=26.44
https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/61108/5294_Staff_Use_of_Social.pdf
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Google+, on-line gaming, texting, Snapchat, Dojo, email).  These directives are also intended to 

apply to all interactions with current and former students, as defined in WAC 181-87-040.   

When a staff member utilizes social media, whether personal or within the context of their work 

with PSD, on or off duty, he/she should not post confidential or proprietary information about 

the agency, its students, alumni, or fellow employees.  Staff should follow the appropriate chain 

of command within the District and not resort to public or spreading of rumors regarding 

complaints.  Staff is not permitted to cast students in a bad light or otherwise disparage them on 

social media. 

Staff use of digital images of students or school operations outside of their professional role (i.e. 

PSD websites or approved educational activities) is prohibited.  Images that are created or 

captured during school hours or at events that are school sponsored should not be published or 

shared by district employees, except in accordance with District rules and on appropriate District 

sponsored sites.  The exception would be images of the employee’s own immediate family 

members.  This is intended to include simultaneous contacts via a personal Facebook page 

populated with multiple students.  Good judgment should be used and PSD policies should be 

followed.  Additionally, federal privacy requirements such as the Family Educational Rights and 

Privacy Act (FERPA) and, if applicable, the Health Insurance Portability and Accountability Act 

(HIPAA) should be followed at all times.  Staff should use and maintain appropriate privacy 

settings in their social media unless they intend viewing by the general public. 

Unprofessional behavior online could impact a staff member’s standing both at the PSD and any 

related professional certifications or licenses.  Appropriate professional boundaries should be 

maintained at all times.  Due to these concerns and the possibility for miscommunication, 

personal contact with a student via social media outside of the school context or approved use is 

inappropriate.   

Staff members wishing to utilize social media with students within the context of PSD operations 

and its educational mission should: 

 Secure approval by the Superintendent or designee(s) in advance; 

 Reasonably apprise student parents or guardians of its use; and 

 Recognize that such use should always remain under PSD supervision and be subject to 

agency monitoring. 

Within this framework, social media is an appropriate educational tool and is encouraged. 

Staff should be cognizant of the effect their actions may have on the district’s educational 

operation and the employee’s ability to perform their job, including relations with others.  The 

District will consider whether a staff member’s communications caused an actual or substantially 

likely disruption, including whether the communication impacts student behaviors, interferes 

with staff members abilities to perform their job duties, or impacts school district daily 

operations.  Comments or posts on social media related to students or staff members of the 

district, or the district operations that are discriminatory, constitute bullying, are false or made 

with a reckless disregard for the truth, or are otherwise illegal may subject an employee to 

disciplinary action up to and including termination of employment. 

If, through use of social media, posting or commentaries by staff members present a reasonable 

possibility of substantially disrupting PSD operations, or create professional concern regarding 

compliance with agency policy or maintaining appropriate professional boundaries, the postings 

or commentaries should be reported to the school administration for follow-up.  This expectation 

is not intended to pre-empt or impact personal freedom of expression in private use of social 

media but to address any concerns that may arise impacting the professional or student 
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environment. Professional boundaries exist whether the interaction is in person, electronically or 

through other communication methods.  

If a parent of a student or student reports a concern related to a staff member and his/her 

individual posts or communication to students, such matters must be reported to the 

Superintendent or his/her designee(s) so that PSD can follow up and, as appropriated, offer 

support, clarification, or direction. 

Note:  Reporting under this policy does not alter any other independent reporting obligations 

under PSD policy or law (mandatory reporting). 

CIVIL RIGHTS COMPLAINT PROCEDURE 

WHAT IS DISCRIMINATION? 

Discrimination is the unfair or unequal treatment of a person or a group because they are part of 

a defined group, known as a protected class.  Discrimination can occur when a person is treated 

differently, or denied access to programs, services or activities because they are part of a 

protected class.  Discrimination can also occur when a school or school district fails to 

accommodate a student or employee’s disability.  Harassment (based on protected class) and 

sexual harassment can be forms of discrimination when it creates a hostile environment.   

What is a Protected Class?  

A protected class is a group of people who share common characteristics and are protected from 

discrimination and harassment by federal and state laws.   Protected classes defined by 

Washington State Law include: 

 Sex 

 Race/Color 

 Creed/Religion 

 National origin  

 Disability or the use of a trained dog guide or service animal 

 Sexual orientation 

 Gender expression or identity 

 Honorably discharged veteran or military status 

What should I do if I believe my child is being discriminated against? 

You should report your concerns to your child’s teacher or principal immediately! This 

will allow the school to respond to the situation as soon as possible. 

If you cannot meet with the teacher or principal, you can always contact your school 

district’s main office.   Each school district will have someone who is responsible for 

responding to complaints about discrimination.  Sometimes this person is called the 

Title IX Coordinator or for issues related to disability, the Section 504 Coordinator.   

What if I can’t resolve the problem with the school? 

If you cannot resolve your concern, you may wish to file a complaint with the school district.  

Anyone can file a complaint with the school district.  You can file a formal complaint by writing 

a letter to your Superintendent that describes what happened and why you think it is 

discrimination.  It is helpful to include what you want the district to do. Your letter must be 

signed.   

The employee designated by the district to receive complaints will investigate your allegations 

and provide the superintendent with a written report of the complaint, and the results of the 

investigation. You and the district may also agree to resolve your complaint in lieu of an 

investigation. 
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The superintendent will send you a written letter within 30 calendar days which will either deny 

your allegations or describe the reasonable actions the district will take.  The letter will include 

how to file an appeal with your school board if you do not agree with the Superintendent’s 

decision.    

 Corrective measures must occur no later than 30 calendar days of the superintendent’s letter. 

 What if I don’t agree with the superintendent’s decision or no one responds to my letter? 

Your next step is to appeal to the school board.  You can file an appeal by writing a letter to your 

school board.  The letter must include the part of the superintendent’s written decision that you 

would like to appeal and what you want the district to do.  Your letter must be filed with the 

secretary of the school board by the 10th calendar day after you received the superintendent’s 

response letter.   

The school board will schedule a hearing within 20 calendar days after they receive your appeal 

letter.  You may also all agree on a different date. 

What will happen at the hearing? 

You will explain why you disagree with the superintendent's decision.  You may bring witnesses 

or other information that is related to your appeal. 

The board will send you a copy of their decision within 10 calendar days after the hearing.  The 

decision will include how to appeal to the Office of Superintendent of Public Instruction if you 

disagree. 

What if I don’t agree with the School Board’s decision? 

You may appeal the school Board’s decision to the Office of Superintendent of Public 

Instruction (OSPI). 

You can file an appeal by writing a letter to the Superintendent of Public Instruction.  The letter 

must include the part of the school board’s decision that you would like to appeal and what you 

want the district to do.  

Your signed letter must be received by OSPI by the 20th calendar day of receiving the school 

board’s decision.  It can be hand-delivered or mailed to: 

OSPI 

Administrative Resource Services 

P.O. Box 47200 

Olympia, WA  98504-7200 

Phone (360) 725-6133  

OSPI will schedule a hearing with an Administrative Law Judge through the Office of 

Administrative Hearings (OAH).  During this process you will be provided information about the 

hearing.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

At the hearing you will explain why you disagree with the school board’s decision.  You may 

bring witnesses or other information that is related to your appeal. After the hearing, you will 

receive a copy of the judge’s decision.   

 

CONTACT PERSONNEL 

Sexual Harassment/Bullying – Brett Cox, Patti Johnson, Jodi Thew, Susan DeRuwe 

Title IX Coordinator – Brett Cox, Superintendent, P.O. Box 65 Prescott WA 99348, 509 849 

2217, bcox@prescott.k12.wa.us 

American with Disabilities Act Contact Person – Brett Cox, Superintendent, P.O. Box 65 

Prescott WA 99348, 509 849 2217. bcox@prescott.k12.wa.us   

mailto:bcox@prescott.k12.wa.us
mailto:bcox@prescott.k12.wa.us
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Section 504 Coordinator – Susan DeRuwe, Dean of Students, P.O. Box 65 Prescott WA 99348, 

509 849 2217, sderuwe@prescott.k12.wa.us  

Affirmative Action/Equal Employment Opportunity Officer – Brett Cox  

Asbestos Designated Person – Brett Cox 

Homeless Liaison – Brett Cox 

Compliance Coordinator for State Law – Brett Cox, Superintendent, P.O. Box 65 Prescott WA 

99348, 509 849 2217. bcox@prescott.k12.wa.us   

Civil rights coordinator – Brett Cox, Superintendent, P.O. Box 65 Prescott WA 99348, 509 849-

2217.  bcox@prescott.k12.wa.us  

Foster Care Liaison – Brett Cox, Superintendent, P.O. Box 65 Prescott WA 99348, 509 849-

2217.  bcox@prescott.k12.wa.us  

 

mailto:sderuwe@prescott.k12.wa.us
mailto:bcox@prescott.k12.wa.us
mailto:bcox@prescott.k12.wa.us
mailto:bcox@prescott.k12.wa.us

