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WAITSBURG SCHOOL DISTRICT STUDENT LEARNING 

GOALS  

Board Policy No. 2000 Adopted September 9, 2009  

  

The goal of the school district shall be to provide opportunities for all students to become 

responsible and respectful global citizens, to contribute to their economic well-being and that 

of their families and communities, to explore and understand different perspectives and to 

enjoy productive and satisfying lives. Additionally, a goal of the district is to provide 

opportunities for each student to develop specific academic and technical skills and knowledge 

essential to meeting four student learning goals:  

Read with comprehension, write effectively, and communicate successfully in a variety 

of ways and settings;  

Know and apply the core concepts and principles of mathematics; social, physical, and 

life sciences; civics and history including different cultures and participation in 

representative government; geography; arts; health and fitness;  

Think analytically, logically, and creatively, and to integrate different experiences and 

knowledge to form reasoned judgments and solve problems; and  

Understand the importance of work and finance and how performance, effort, and 

decisions directly affect future career and educational opportunities.  

These goals will be placed within a context of a performance-based educational system in 

which high standards are set for all students. Parents are primary partners in the education of 

their children, and students take responsibility for their learning. How instruction is provided 

to meet these learning goals is the decision of the school board and district educators. An 

assessment system for determining if students have successfully learned the essential academic 

learning requirements based on the student learning goals shall be adopted by the district as 

the state board of education implements these assessments.  

    

  

WAITSBURG SCHOOL DISTRICT  

  

  

MISSION STATEMENT  

  

It is the mission of the Waitsburg School District to provide for the social and emotional 

wellbeing of every student and provide the opportunity to develop the knowledge, skills, 

behaviors, and ability to learn which are fundamental to effective citizenship, social and 

cultural competency and personal fulfillment.  By becoming partners in the learning process, 

our students, parents, staff, and community will become successful life-long learners.  Our 

schools will provide the conditions necessary for success as citizens of the 21st Century.  
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STRATEGIC GOALS FOR 2016-2017  

• Create Enhanced Learning Environments that Meet Current and Future Learner Needs   

• Embrace Learning Growth throughout the Waitsburg School System  

• Expand Educational Experiences to Early and Adult Learners  

• Improve Educational Practice to Levels that Have Profound Impact upon Learning for 

Both Students and Adults  
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CURRICULUM REVIEW AND DEVELOPMENT   

  

The Process  

  

1) Research and develop   

1. Examine the research  

2. Collect information  

3. Review needs of district and community  

4. Develop philosophy  

5. Develop goals and objectives  

6. Develop scope and sequence  

7. Develop student outcomes and assessment procedures  

2) Adoption  

1. In-service on process for selection of materials  

2. Examine textbooks or alternate instructional materials  

3. Select materials  

4. Present to board for approval  

3) Implementation  

1. Order texts or alternative instructional materials  

2. Arrange and present in-service  

3. Grade level meetings  

4. Administrative in-service  

4) Monitoring and Evaluation  

1. Staff to monitor scope and sequence delivery  

2. Evaluate effectiveness of curriculum (committee to establish process)  

  

  

The Curriculum Committee  

 A curriculum committee will be established for each subject area to be reviewed. The 

committee will consist of a maximum of four teachers (balanced elementary/secondary 

representation recommended) and an administrator.  Compensation for teachers who are asked 

to serve on curriculum committees will be provided in the form of release time for meetings 

scheduled during the school day and at the district rate of hourly pay for extracurricular 

activities for meetings scheduled outside of the regular work day. If possible, committees will 

be established the school year prior to the scheduled review so that members can better prepare 

for involvement in the process.  

Student, parent, community, and board representation may be included when possible. 

These additional members serve in an advisory capacity and to provide a broad base for 

recommendations to be made to the Board.  

 The committee will develop its organizational structure (select chairperson, secretary, etc.) and 

will establish a timeline consistent with the needs of the district.    

 Committee members are expected to communicate with those they represent and to bring 

information to the committee that will enable the group to make decisions that reflect the 
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collective wishes of the school and community. To help facilitate this process, the committee 

should meet at least three times during the school year with the entire teaching staff.    

Committee activities will be reported regularly to the Board and the superintendent.   

Minutes of committee meetings should be given regularly to the superintendent for inclusion 
with other information sent to the board members. At least three times during the school year, a 
committee representative will report directly to the Board regarding the progress of the 
committee. The committee will make recommendations to the board for formal adoption of 
curriculum materials and guidelines.  

 The curriculum committee will be responsible to establish and implement follow-up, monitoring, 

and evaluation activities for the newly adopted curriculum.  

  

Curriculum Development Schedule  

  

  

 2015-2017  Science (2007)  

The Arts (2004)  

  

 2017-2018  Health and Fitness (2008)  

  

2017-2018      Social Studies (2010)  
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STUDENTS:  POLICIES AND PROCEDURES   
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STUDENT RIGHTS AND RESPONSIBILITIES  

Policy 3200 - Adopted by the Board: August 12, 2009  

  

Each year, the superintendent shall develop and make available to all students, their parents and staff 

handbooks pertaining to student rights, conduct, corrective actions and punishment. Such statements 

shall be developed with the participation of parents and the community. The school principal and staff 

shall confer at least annually to develop and/or review student conduct standards and the uniform 

enforcement of those standards as related to the established student handbooks. They shall also confer 

annually to establish criteria for determining when certificated employees must complete classes to 

improve classroom management skills.  

All students who attend the district's schools shall comply with the written policies, rules and 

regulations of the schools, shall pursue the required course of studies, and shall submit to the authority 

of staff of the schools, subject to such corrective action or punishment as the school officials shall 

determine.   

  

  

STUDENT CONDUCT  

Policy 3240 – Adopted by the Board:  August 12, 2009  

  

The board acknowledges that conduct and behavior is closely associated to learning. An effective 

instructional program requires a wholesome and orderly school environment. The board requires that 

each student adhere to the rules of conduct and submit to corrective action taken as a result of conduct 

violations. The rules of conduct are applicable during the school day as well as during any school 

activity conducted on or off campus. Special rules are also applicable while riding on a school bus.  

Students are expected to:  

Conform to reasonable standards of acceptable behavior;  

Respect the rights, person and property of others;  

Preserve the degree of order necessary for a positive climate for learning; and 

Submit to the authority of staff and respond accordingly.  

The superintendent shall develop written rules of conduct which will carry out the intent of the board.  

CLASSROOM MANAGEMENT, CORRECTIVE ACTIONS OR 

PUNISHMENT  

Policy 3241 – Adopted by the Board:  August 12, 2009; Revised – August 11, 2010  

  

All students shall submit to the reasonable rules of the district. Refusal to comply with written rules 

and regulations established for the governing of the school shall constitute sufficient cause for 

discipline, suspension or expulsion. Corrective action and/or punishment for misconduct must reflect 

good faith effort on the part of the staff. For the purposes of the district’s policies relating to corrective 

action or punishment:   
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A. “Expulsion” is the exclusion from school or individual classes for an indefinite period.   

B. “Suspension” is the exclusion from school, or individual classes for a specific period of time, 

after which the student has a right to return.   

1. A suspension is “short term” if it is for a period of 10 consecutive school days or less. 

Separate short-term suspensions shall not total more than 10 school days in a semester 

for any student in grades K-4. Separate short-term suspensions shall not total more than  

15 days in a semester for a student in any other grade. Students’ grades shall not be 

affected substantially as a result of a short-term suspension.   

2. Suspensions which exceed 10 consecutive school days are long-term suspensions.   

C. “Discipline” constitutes all other forms of corrective action or punishment, including brief 

exclusions from a class for not more than the remainder of the class period, including 

exclusion from any other type of activity conducted by or for the district. Discipline shall not 

adversely affect specific academic grade, subject, or graduation requirements, so long as all 

required work is performed.  

The principal shall notify special education staff of any suspensions to be imposed for a student who 

is currently eligible for special education services or those who might be deemed eligible for special 

education. To the extent that suspensions may cumulatively or consecutively exceed ten days, the 

principal will notify relevant special education staff so that the district can ensure that special 

education discipline procedures are in place, in addition to general education discipline procedures.  

Once a student is expelled in compliance with district policy, the expulsion shall be brought to the 

attention of appropriate local and state authorities, including, but not limited to, the local juvenile 

authorities acting pursuant to the statutes dealing with the Basic Juvenile Court Act, in order that such 

authorities may address the student’s educational needs.   

No student shall be expelled, suspended, or disciplined in any manner for the performance of or failure 

to perform any act not related to the orderly operation of the school or school-sponsored activities or 

any other aspect of the educational process.  

The superintendent shall have the authority to discipline, suspend or expel students. The 

superintendent shall identify the conditions under which a teacher may exclude a student from his or 

her class and shall also designate which staff has the authority to initiate or to impose discipline, 

suspensions or expulsions.  

Parents and students shall be given notice of the standard of conduct the district requires regarding 

drug and alcohol use, and a statement of the disciplinary sanctions for violations of that standard.  

Rights, Responsibilities, and Authority of Certificated Staff  

Certificated staff shall share responsibility for supervising the behavior of students and for    maintaining 

the standards of conduct which have been established.    

Certificated staff shall have the right to:   

A. Expect students to comply with all school rules.  

B. Develop and/or review building rules relating to student conduct and control at least once 

each year. Building rules shall be consistent with district rules relating to student conduct 

and control.  

C. Exclude a student from class for all or any portion of the period or for the balance of the 

school day, or up to the following two days, or until the teacher has conferred with the 
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principal, whichever occurs first. Prior to excluding a student, the teacher shall have 

attempted one or more corrective actions. In no case shall an excluded student be returned  

for the balance of a period or up to the following two days without the consent of the teacher 

involved.  

D. Receive any complaint or grievance regarding corrective action or punishment of students. 

They shall be given the opportunity to present their version of the incident and to meet with 

the complaining party in the event that a conference is arranged.  

  

Certificated staff shall have the responsibility to:   

A. (Principals shall) Distribute to students, parents and staff a publication defining the rights, 
responsibilities and corrective action or punishment relating to student behavior. B. Observe 
the rights of students.   

C. Enforce the rules of student conduct fairly, consistently, and without discrimination. Any 

infractions shall be reported orally and in writing to the principal as soon as possible 

regardless of any corrective actions taken by the teacher.  

D. Maintain good order in the classroom, in the hallways, and on the playgrounds or other 

common areas of the school, or while riding on school buses (field trip). E. Maintain 

accurate attendance records and report all cases of truancy.   

F. (Principals shall) Notify parents when students are suspended or expelled.  

G. Set an appropriate example of personal conduct and avoid statements which may be 

demeaning or personally offensive to any student or group of students.   

H. Meet with a parent(s) within five (5) school days upon request to hear a complaint 

regarding the use of classroom materials and/or teaching strategies that is being employed 

in the classroom.   

  

Certificated staff shall have the authority to:   

A. Use such reasonable action as is necessary to protect himself/ herself, a student, or 

others from physical abuse or injury.  

B. Remove a student from a class session for sufficient cause.   

C. Detain a student after school for up to ninety (90) minutes with due consideration for 

bus transportation.  

D. (Principals shall) Impose suspension or expulsion when appropriate.   

  

Student Discipline  

The methods employed in enforcing the rules of the school involve professional judgment. Such judgment 

should be:  

A. Consistent from day to day and student to student,  

B. Balanced against the severity of the misconduct,  

C. Appropriate to the student’s nature and prior behavior, D. Fair to the 

student, parent, and others, and  

E. Effective.  

Since these criteria may be in conflict, established procedures must be followed in correcting 

misbehavior. Appeal procedures have been established in order to provide for an opportunity for every 
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corrective action or punishment to be reviewed by someone in authority and to instill confidence 

among students and parents as to the essential fairness of staff.  

In order to develop an environment conducive to learning, the principal shall confer with certificated 

staff at least once per year to develop and/or review rules of conduct to be employed in the school and 

corrective actions and punishment that may be employed in the event of rule infractions.  

A teacher shall have the authority to exclude a student from his/her classroom pursuant to the provisions 

of Section 1.C of this policy.  

Detention   

For minor infractions of school rules or regulations, or for minor misconduct, staff may detain students 

after school hours for not more than ninety (90) minutes on any given day.  

  

Preceding the assignment of such corrective action, the staff member shall inform the student of the 

nature of the offense charged and of the specific conduct which allegedly constitutes the violation. 

The student shall be afforded an opportunity to explain or justify his/her actions to the staff member.  

Detention shall not begin until the parent has been notified (except in the case of the adult student) for 

the purpose of informing him/her of the basis and reason for the detention and to permit him/her to 

make arrangements for the necessary transportation of the student when he/she has been detained after 

school hours for corrective action.  

Students detained for corrective action shall be under the direct supervision of the staff member or another 

member of the professional staff.  

The principal shall be responsible for seeing that the time which the student spends for corrective action 

shall be used constructively.  

Emergency Removal  

A student may be removed immediately from a class or subject by a teacher or administrator without 
other forms of corrective action and sent to the principal or a designated school official, without first 
attempting corrective action, provided that the teacher or administrator has good and sufficient reason 
to believe that the student’s presence poses an immediate and continuing danger to the student, other 
students or staff or an immediate and continuing threat of substantial disruption of the class, subject, or 
educational process of the student’s school. The removal shall continue only until:  

A. The danger or threat ceases, or   

B. The principal acts to impose discipline, impose a short-term or long-term suspension 

or expulsion or to impose an emergency expulsion.  

The principal shall meet with the student as soon as reasonably possible following the student’s 

removal and take or initiate appropriate corrective action or punishment. In no case shall the student’s 

opportunity for such meeting be delayed beyond commencement of the next school day.  

  

The teacher or administrator who removed the student shall be notified of the action which has been taken 

or initiated.  
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EXCEPTIONAL MISCONDUCT  

Procedure 3241 – Adopted by the Board, September 9, 2009 Revised 

by the Board, August 11, 2010  

  

The following guidelines are in effect for students to establish a range of corrective actions which 

may be imposed as a consequence of exceptional misconduct. An ad hoc committee has met to 

define the areas of misconduct and the range of action to be taken. The appeal process for short 

and long-term suspensions shall remain in effect for short and long range suspensions imposed as 

a result of this procedure.  

Exceptional Misconduct  

Range of 

Corrective Action   Action That May Be Taken  

Possessing and/or using alcohol,  

illegal chemical substances  

  

Minimum  

  

  

Maximum  

Short-term suspension, prosecution 

referral  

Expulsion (90 days), prosecution 

referral  

Threatening or verbal abuse,  

fighting or fighting words  

  

Minimum  

  

Maximum  

Short-term suspension  

  

Long-term suspension (90 days)  

Setting fire or damaging school 

property devises  

  

Minimum  

  

Maximum  

Short-term suspension  

  

Long-term suspension (90 days)  

Initiating or participating in the 

dissemination of inappropriate 

messages or images including 

transmitting, viewing or possessing 

images of a sexually explicit nature 

on an electronic device.   

Minimum  

  

  

  

Maximum  

Short-term suspension, notification 

to law enforcement  

  

  

Expulsion, notification to law 

enforcement  

Possessing and/or using weapons or 

explosive devices  

Minimum  

  

Maximum  

Expulsion for one calendar year, 

notification to law enforcement 

Indefinite expulsion, notification to 

law enforcement  

Possessing/Using Tobacco products  Minimum 

Maximum  

  Short-term suspension  

Long-term suspension (90 days)  

  

Disrupting the educational process  Minimum  

  

Maximum  

Short-term suspension  

  

Long-term suspension (90 days)  

Refusing to follow reasonable 

directions of staff  

Minimum  

  

Maximum  

Short-term suspension  

  

Long-term suspension (90 days)  
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CHILD ABUSE, NEGLECT AND EXPLOITATION PREVENTION  

Policy 3421 – Adopted by the Board, September 9, 2009  

  

Child abuse, neglect and exploitation are violations of children's human rights and an obstacle to their 

educational development. The board directs that staff shall be alert for any evidence of such abuse, neglect or 

exploitation. For purposes of this policy, “child abuse, neglect or exploitation” shall mean:  
A. Inflicting physical injury on a child by other than accidental means, causing death, disfigurement, 

skin bruising, impairment of physical or emotional health, or loss or impairment of any bodily 

function.  

B. Creating a substantial risk of physical harm to a child’s bodily functioning.  
C. Committing or allowing to be committed any sexual offense against a child as defined in the 

criminal code, or intentionally touching, either directly or through the clothing, the genitals, anus 

or breasts of a child for other than hygiene, child care or health care purposes.   
D. Committing acts which are cruel or inhumane regardless of observable injury. Such acts may 

include, but are not limited to, instances of extreme discipline demonstrating a disregard of a 

child’s pain or mental suffering.   
E. Assaulting or criminally mistreating a child as defined by the criminal code.   

F. Failing to provide food, shelter, clothing, supervision or health care necessary to a child’s health 

or safety.   
G. Engaging in actions or omissions resulting in injury to, or creating a substantial risk to the physical 

or mental health or development of a child.  
H. Failing to take reasonable steps to prevent the occurrence of the preceding actions.  

  

Child abuse can include abuse by another minor and so may be included in incidents of student misconduct.  

  

When feasible, the district will provide community education programs for prospective parents, foster parents 
and adoptive parents on parenting skills and on the problems of child abuse and methods to avoid child abuse 
situations. The district shall also encourage staff to participate in in-service programs that deal with the issues 
surrounding child abuse.   
  

The superintendent shall develop reporting procedures, including sample indicators of abuse and neglect, and 

shall disseminate the procedures to all staff. The purpose is to identify and report as soon as possible to the 

proper authorities all evidence of child abuse or neglect.  Staff shall receive training regarding reporting 

obligations during their initial orientation and every three years after initial employment.   

  

Classified and certified staff are legally responsible for reporting all suspected cases of child abuse and neglect. 

A certificated or classified school employee who has knowledge or reasonable cause to believe that a student 

has been a victim of physical abuse or sexual misconduct by another school employee shall report such abuse 

or misconduct to the appropriate school administrator. The administrator shall report to the proper law 

enforcement agency if he or she has reasonable cause to believe that the misconduct or abuse has occurred as 

required under RCW 26.44.030. Under state law staff are free from liability for reporting instances of abuse or 

neglect and professional staff are criminally liable for failure to do so.   

  

Staff need not verify that a child has in fact been abused or neglected. Any conditions or information that may 

reasonably be related to abuse or neglect should be reported. Legal authorities have the responsibility for 

investigating each case and taking such action as is appropriate under the circumstances.  
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REPORTING RESPONSIBILITIES  

Procedures 3421P – Adopted by the Board, September 9, 2009  

  

Staff are expected to report every instance of suspected child abuse or neglect. Since protection of 

children is the paramount concern, staff should discuss any suspected evidence with the principal or 

nurse regardless of whether the condition is listed among the indicators of abuse or neglect.  

  

Staff are reminded of their obligation as district employees to report suspected child abuse, and 

professional staff are reminded of their legal obligation to make such reports. Staff are also reminded 

of their immunity from potential liability for doing so. The following procedures are to be used in 

reporting instances of suspected child abuse:   

A. When there is reasonable cause to believe that a student has suffered abuse or neglect, staff or the 

principal shall immediately contact the nearest office of the Child Protective Services (CPS) of 

the Department of Social and Health Services (DSHS). If this agency cannot be reached, the 

report shall be submitted to the police, sheriff, or prosecutor's office. Such contact must be made 

within forty-eight (48) hours. Staff shall also advise the principal regarding instances of 

suspected abuse or neglect and reports of suspected abuse that have been made to state authorities 

or law enforcement. In his/her absence the report shall be made to the nurse or counselor.   

A staff member may wish to discuss the circumstances with an employee of CPS for assistance in 

determining if a report should be made. The Child Protective Service has the responsibility of 

determining the fact of child abuse or neglect. Any doubt about the child's condition shall be 

resolved in favor of making the report.   

B. A written report shall be submitted promptly to the agency to which the phone report was made.  

The report shall include:  

1.The name, address and age of the child;  

2.The name and address of the parent or person having custody of the child;   

3.The nature and extent of the suspected abuse or neglect;  

4.Any evidence of previous abuse or any other information that may relate to the cause 

or   extent of the abuse or neglect; and  

5.The identity, if known, of the person accused of inflicting the abuse.  

C. The district shall within forty-eight (48) hours of receiving a report alleging sexual misconduct 
by a school employee notify the parents of a student alleged to be the victim, target or recipient 
of the misconduct. Abuse Indicators  

Physical abuse indicators:  

A. Bilateral bruises, extensive bruises, bruises of different ages, patterns of bruises caused by a 

particular instrument (belt buckle, wire, straight edge, coat hanger, etc.).   

B. Burn patterns consistent with forced immersion in a hot liquid (a distinct boundary line where the 

burn stops), burn patterns consistent with a spattering by hot liquids, patterns caused by a 

particular kind of implement (electric iron, etc.) or instrument (circular cigarette burns, etc.).  C. 

Lacerations, welts, abrasions.   

D. Injuries inconsistent with information offered by the child.   

E. Injuries inconsistent with the child's age.   

F. Injuries that regularly appear after absence or vacation.  
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Emotional Abuse Indicators:  

A. Lags in physical development.  

B. Extreme behavior disorder.  

C. Fearfulness of adults or authority figures.  

D. Revelations of highly inappropriate adult behavior, i.e., being enclosed in a dark 

closet, forced to drink or eat inedible items.  

Sexual Abuse Indicators   

Sexual abuse, whether physical injuries are sustained or not, is any act or acts involving sexual 
molestation or exploitation, including but not limited to incest, rape, carnal knowledge, sodomy 
or unnatural or perverted sexual practices. Indicators include:  A. Child having difficulty sitting 
down.   

B. Child refusing to change into gym clothes (when he/she has been willing to change 

in the past).   

C. Venereal disease in a child of any age.  

D. Evidence of physical trauma or bleeding to the oral, genital or anal areas.  

E. Child running away from home and not giving any specific complaint about what is 

wrong at home.   

F. Pregnancy at 11 or 12 with no history of peer socialization.  

Neglect Indicators  

Physical Neglect Indicators:  

A. Lack of basic needs (food, clothing, shelter).   

B. Inadequate supervision (unattended).   

C. Lack of essential health care and high incidence of illness.   

D. Poor hygiene on a regular basis.  

E. Inappropriate clothing in inclement weather.  

F. Abandonment.  

Some Behavioral Indicators of Abuse: A. 

Wary of adult contact.  

B. Frightened of parents.  

C. Afraid to go home.  

D. Habitually truant or late to school.  

E. Arrives at school early and remains after school later than other students.  

F. Wary of physical contact by adults.  

G. Shows evidence of overall poor care.  

H. Parents describe child as “difficult” or “bad.”.  

I. Inappropriately dressed for the weather — no coat or shoes in cold weather or long 

sleeves and high necklines in hot weather (possibly hiding marks of abuse).  

J. Exhibit behavioral extremes: crying often or never, unusually aggressive or 

withdrawn and fearful.  

  

NOTE: Behavioral indicators in and of themselves do not prove abuse has occurred. Together with other indicators 

they may warrant a referral.  
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     Child abuse as defined by the statutes can be inflicted “by any person” and may include student on-

student abuse. These cases also require reporting to CPS, DSHS or law enforcement. Child abuse in 

this and all other cases requires two elements. First, there must be injury, sexual abuse, sexual 

exploitation, negligent treatment or maltreatment. Second, there must be harm to the child’s health, 

welfare or safety.  

  

  



 

WAITSBURG SCHOOL DISTRICT NO. 401-100  

(509) 337-6301  

  

CHILD ABUSE & NEGLECT REPORTING FORM  

  

GENERAL INFORMATION  

  

 Date of Report: ________________    Reporter: ___________________  

                

               Position: ____________________  

  

 
  

CHILD INFORMATION  

  

 Name: _____________________________  Date of Birth: ________________  

  

 Address: ___________________________  Age: _________    Sex: M / F  

  

 Phone:  ____________________________     

Any Mental Health or Developmental Disabilities: Y / N  

Explain: 

______________________________________________________________

__  

  

 
  

PARENT/GUARDIAN INFORMATION  

  

Mother’s Name: _______________________________  

  

Lives w/ Child: Y / N  

Father’s Name: _______________________________  

  

Lives w/ Child: Y / N  

Any Other Adults in the Home: Y / N / Unknown    

Please List:  ____________________  

    ____________________  

    ____________________    

 ____________________  

  

Any Other Children in the Home: Y / N / Unknown  

      

Please List:  ____________________      Age:  ________  

    ____________________        ________  

    ____________________        ________  

    ____________________        ________  

    ____________________      

  

TYPE OF ABUSE  

  ________  

_____ Physical Injury   _____ Physical Neglect    _____ Drugs/Alcohol  

  



 

_____ Sexual Abuse    

  

______ Emotional Abuse  

_____ Medical Neglect    

_____   Sexual Exploitation    

_____ Other  

    

  September 2016  17  

  

SPECIFIC ALLEGATIONS (describe specific behaviors, exact verbal report 

from child, any visible signs, where, when, by whom)  

  

______________________________________________________________

_____________ 

______________________________________________________________

_____________ 

______________________________________________________________

_____________ 

______________________________________________________________

_____________ 

______________________________________________________________

_____________ 

_________________________________________________________  

  

ALLEGED PERPETRATOR  

  

 Name:   ____________________________  Access to Child: Y / N  

  

 Address:  ____________________________    Phone: _______________________  

  

 Does the child know a report has been made?   Y / N  

  

 Does the child seem or report being frightened?  Y / N  

  

 Does the parent know a report has been made?  Y / N  

(Note: Parents should not be informed until CPS or law enforcement has interviewed the child.)  

  

  

PHONE NUMBERS           

    FAX NUMBERS  

Child Protective Services:  1-800-557-9671    (509) 527-4655  

WW County Sheriff:   (509) 527-3265    

  

(509) 524-5480  

  

SIGNATURES  

  

  

____________________________________    __________________  

Staff Member Reporting          

  

  Date  

  
__________________  



 

____________________________________    

Principal/Superintendent            Date  

  

  

Report Phoned         Report Faxed   

CPS:    Y / N        CPS:    Y / N  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

    



 

  

RECRUITMENT AND PERSONNEL SELECTION  

  

Recruitment and Selection of Staff (Policy No. 5000)  

Nondiscrimination and Affirmation Action (Policy No. 5010)  

Collective Bargaining (Policy No. 5020)  

Classified Collective Bargaining Agreement, 2013-2014  

Contracts (Policy No. 5050)  

Staff Immunization and Infectious Disease 
(Policy No. 
5130) 
RECRUITME
NT AND 

SELECTION 

OF STAFF  

Policy 5000 – Adopted by the Board:  

August 9, 

2006   

VISION  

Staff are recruited and selected to assure that students grow and meet their full 

potential in district programs. Staff are highly effective, and have the necessary 

skills and experience to meet the learning needs of all students. The district works 

with teacher preparation programs, communicating the teaching skills, 

competencies, and experiences it considers of primary importance in its staff, and 

providing field experiences designed to train teachers to be able to improve student 

learning. Decisions about hiring, assigning, or transferring staff are based on 

maximizing the effectiveness of that staff member within the district’s programs.  

STRUCTURE  

Staff positions are established by the board to provide the district’s comprehensive 

program of education. New positions are established by the board as needed. The 

superintendent establishes the necessary skills, competencies, qualifications, 

education, experience, and past performance levels for each position, as it relates 

to the district’s comprehensive program of education, and the goal of continued 

improvement in student learning. Selection of staff is based on which candidate is 

the most qualified for the position, and is made pursuant to the district’s standard 

screening, interview, and reference check process, and equity requirements.  

ACCOUNTABILITY   

Positions are created within budget parameters, and legal requirements. Part of the 

district’s strategic and short-term planning processes analyze current and projected 

staffing requirements. The filling of individual positions is done with consideration 

to salary issues, budget parameters, and legal requirements. The superintendent 

regularly evaluates the effectiveness of the district’s staff recruitment and selection 

processes, and reports the findings and recommendations from the evaluation to 

the board.  

ADVOCACY   

The board and district regularly communicate to staff, professional associations, 

employee units, teacher and professional preparation programs in higher 



 

education, students, parents, and the larger community the district’s commitment 

to hiring those people best prepared and able to improve student achievement.  

  

HIRING OF RETIRED SCHOOL EMPLOYEES  

Policy 5001 – Adopted by the Board:  August 8, 2007  

  

The district shall recruit, select and employ the best-qualified individuals as 

employees. The district may employ persons retired from the Teachers’ Retirement 

System (TRS), the School Employees’ Retirement System (SERS) or the Public 

Employees’ Retirement System (PERS). A retired employee shall only be rehired 

pursuant to this district policy.   

All retirees of TRS, SERS or PERS may work an annual threshold of eight hundred 

sixty-seven (867) hours per year while receiving retirement benefits. The annual 

threshold for TRS Plan 1 retirees is calculated per fiscal year. All other plans are 

calculated per calendar year. Qualified hours are determined by whether the retiree 

works in an eligible position as defined by the Department of Retirement Systems 

(DRS).  

TRS 1 and PERS 1 Retirees (hired after July 22, 2007)  

Beyond the eight hundred sixty-seven hours (867) per work year, eligible retirees 

hired from Plan I of TRS or PERS may work up to a total of one thousand five 

hundred hours (1,500) per year while receiving retirement benefits, subject to 

limitations established by DRS.   

NONDISCRIMINATION AND AFFIRMATIVE ACTION  

Policy 5010 – Adopted by the Board:  August 9, 2006, Revised December 2014 

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 race, creed, religion, color, national origin, 

age, honorably-discharged veteran or military status, sex, 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.  

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;  

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; and  

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.  

  

 

  

INFECTION CONTROL PROGRAM  

Policy 5512 – Adopted by the Board, February 10, 2010  

  

In order to safeguard the school community from the spread of certain vaccine-

preventable diseases and in recognition that prevention is a means of combating 

the spread of disease, the board strongly urges that susceptible school staff 

members (including volunteers) provide evidence of immunity against TD 

(Tetanus-Diphtheria) and MMR (Measles, Mumps and Rubella). Staff members 

born prior to January 1, 1957 need not provide evidence of immunity to measles; 

these individuals are considered naturally immune.  

To facilitate this prevention program, the board authorizes the superintendent to 

make arrangements for staff immunization at a convenient time and place, and at 

a nominal cost to the staff member. A “susceptible” staff member may be exempt 

from the requirements for immunization by filing a written objection to such 

immunization on the basis of religious or philosophical grounds, when a private 

physician certifies that the staff member's physical condition contraindicates 

immunization or when the staff member provides documentation of immunity by 

blood test.  

In the event of an outbreak of a vaccine-preventable disease in school, the local 

health officer has the authority to exclude a susceptible staff member. A staff 

member granted an exemption for religious, philosophical or medical reasons or 

without an acceptable immunization record on file may be excluded, as he/she is 

considered to be susceptible. If excluded, he/she is not eligible to receive sick leave 

benefits because of the exclusion itself. To qualify for benefits, he/she must be ill 

or temporarily physically-disabled.  

The superintendent or designee shall evaluate all job duties of district employees 

to determine which employees have reasonably anticipated on-the-job exposure to 

blood or other potentially infectious material. The district shall maintain a list of 

job classifications where employees have reasonably anticipated exposure to blood 

or other potentially infectious material. The hepatitis B vaccine shall be provided 

at the district's expense to all employees identified as having risk of directly 

contacting blood or other potentially infectious material at work.  

In the event that an employee has a specific exposure to blood or other potentially 

infectious material, the employee will be provided, at district expense, with 

confidential medical evaluation, follow-up and treatment, if indicated.  

The district shall provide annual training to all employees with reasonably 

anticipated exposure to blood or other potentially infectious material. All 

employees shall receive district provided training on HIV/AIDS within six months 

of initial employment.  

Records shall be kept in strict confidence regarding the hepatitis B vaccine status 

of all employees with reasonably anticipated exposure to blood or other potentially 



 

infectious material and for each occupational exposure an employee has to blood 

or other potentially infectious material. The records shall be kept for the duration 

of the employee's employment, plus thirty years. The district shall also keep 

records that employees have received appropriate training.  

  

Infection Control Program Immunization  

Staff members, including substitutes, student teachers and volunteers, are 

encouraged to complete an Immunization History form to be placed on file at the 

district office. In the event of an outbreak of a vaccine-preventable disease in 

school, the local health officer has the authority to exclude all susceptible persons, 

including school staff.  This authority would likely be exercised in the event of one 

or more cases of measles or rubella within the school. Susceptible, as related to 

measles, means any staff member born after January 1, 1957.  

A staff member may claim an exemption for health, religious or philosophical 

reasons. However, such a staff member who files an exemption may be excluded 

if an outbreak occurs at his/her school. A staff member who is excluded is not 

eligible to receive sick leave benefits unless he/she is ill or physically disabled or 

is otherwise provided for in the collective bargaining agreement.  

If a staff member needs to be immunized, he/she should contact a personal 

physician or clinic. Immunizations may also be available at a nominal cost from 

the county health department.  

Infection Control Program  

The district's infection control program shall be consistent with WAC 296-62-

08001, Blood borne Pathogens and the Guidelines for Implementation of Hepatitis B 

and HIV School Employee Training published by the Superintendent of Public 

Instruction.  

All employees with reasonably anticipated on-the-job exposure to blood or other 

potentially infectious material shall be identified. Potentially infectious human body fluids 

are blood, semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, 

pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, 

anybody fluid that is visibly contaminated with blood and all body fluids in 

situations where it is difficult to differentiate between body fluids. Examples of 

employees with reasonably anticipated risk of exposure include, but are not limited 

to, school nurses; teachers and aides in classrooms for the developmentally 

disabled, the institutionalized or group home residents; bus drivers of such 

students, or who provide first aid; communication disorders specialists for such 

students; coaches or assistants who provide first aid, and first aid providers. All 

job duties should be evaluated for the risk of exposure to blood or potentially 

infectious material. The district shall maintain a list of job classifications with 

reasonably anticipated exposure to blood or other potentially infectious material.  

All employees identified as having reasonably anticipated exposure to blood or 

other potentially infectious material shall be offered the hepatitis B vaccine at the 

district's expense.  

If an employee has a specific exposure to blood or other potentially infectious 

material, the district will provide a free and confidential medical evaluation and 

follow-up performed by an appropriately trained and licensed health care 

professional. Any necessary post-exposure treatment shall be provided.  



 

Employees with reasonably anticipated exposure to blood and other potentially 

infectious material shall participate in district-provided training within ten days of 

employment and annually. The training shall include:  

• A general description of blood borne diseases;  

• An explanation of modes of transmission of blood borne pathogens;  

• An explanation on the use and limitations of methods of control;  

• Information about personal protective equipment;  

• Information on the hepatitis b vaccine;  

• A description of procedures to follow if an exposure incident occurs;  

• An explanation of signs, labels, tags and color coding used to designate 

biohazards;  

• Where to obtain a copy of WAC 296-62-08001, blood borne 

pathogens;  

• An explanation of the district's infection control plan and how to obtain 

a copy;  

• How to identify tasks and activities that may involve exposure to blood 

or other potentially infectious material; and  

• Appropriate actions to take in emergencies involving blood or other 

potentially infectious material.  

The training shall be provided by a qualified person and shall include opportunities 

for questions.  

The district shall provide training to all employees regarding HIV/AIDS. The 

training shall be provided within six months of initial employment. The training 

shall include:  

• History and epidemiology of HIV/AIDS;  

• Methods of transmission of HIV;  

• Methods of prevention of HIV infection including universal 

precautions for handling body fluids;  

• Current treatment for symptoms of HIV and prognosis of disease 

prevention;  State and federal laws barring discrimination against 

persons with HIV/AIDS; and  State and federal laws regulating the 
confidentiality of a person's HIV antibody status.  

• Significant new discoveries or changes in accepted knowledge 
regarding HIV/AIDS shall be transmitted to employees within one 
calendar year of notification from the Superintendent of Public 
Instruction, unless the Department of Health notifies the district that 
prompter dissemination of the information is required.  

The hepatitis B vaccination status and records regarding any occupational 
exposure, if any, shall be kept in strict confidence during employment, plus thirty 
years, for any employee with reasonably anticipated exposure to blood or other 
potentially infectious material. The records of occupational exposures shall 
include:  

• The employee's name and social security number;  

• The employee's hepatitis b vaccination status;  

• Examination results, medical testing and follow-up procedure records;  

• The healthcare professional's written opinion; and  

• A copy of information provided to the healthcare professional.  

  



 

The district shall also keep records of training sessions including the dates, a 

summary of the material, names and qualifications of the trainers and names of 

employees attending the training.  

These records shall be kept for three years.  

  

  

  

  
  

  

  

  

EMPLOYMENT PRACTICES  

  

Drug Free Workplace (Policy No. 5201)  

Length of Work Day (Policy No. 5231)  

Evaluation of Staff (Policy No. 5240)  

Employee Conduct Guidelines  

Classified Employees Evaluation Form (2 pgs.)  

Resolution of Staff Complaints (Policy No. 5270)  

Termination of Employment (Policy No. 5280/Procedure 5280P)  

Disciplinary Action and Discharge (Policy No. 5281/Procedure 5281P)  

   



 

DRUG-FREE SCHOOLS, COMMUNITY AND WORKPLACE  
Policy 5201 – Adopted by the Board:  August 9, 2006; Revised February, 2013  

  

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. “Workplace” is defined to mean 

the site for the performance of work done, which includes 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 

which could also include work on a federal grant.  

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

tolerated:  

A. Reporting to work under the influence of alcohol, illegal and/or controlled 

substances including marijuana (cannabis).   

B. Using, possessing, transmitting alcohol, illegal and/or controlled substances, 

including marijuana (cannabis) and anabolic steroids, in any amount or in any 

manner on district property at any time or when involved in a school district 

activity on or off school district property. Any staff member convicted of a felony 

attributable to the use, possession, or sale of illegal and/or controlled substances 

including marijuana (cannabis) will be subject to disciplinary action, including 

immediate termination.  

C. Using district property or the staff member's position within the district to 

make or traffic alcohol, illegal and/or controlled substances.   

D. Using, possessing or transmitting illegal and/or controlled substances, 

including marijuana (cannabis). 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 will notify his or her supervisor of 

a conviction under any criminal drug statute violation occurring in the workplace 

as defined above. Such notification will be provided no later than 5 days after such 

conviction. The district will inform the federal granting agency within ten days of 

such conviction, regardless of the source of the information.   

Each employee will 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 will 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.  

  

The district may notify law enforcement agencies regarding to a staff member’s 

violation of this policy at the district's discretion or take other actions as it the 

district deems appropriate.  

  

  

LENGTH OF WORK DAY  

Policy 5231 – Adopted by the Board: August 9, 2006 Revised by the 

Board:  July 9, 2008; October 9, 2013  

  

Certificated Instructional Staff  

Regular building hours for teachers shall be from 8:00 a.m. to 3:40 p.m., including 

a 30-minute duty-free lunch.  The starting and dismissal times, which may vary 

from school to school, shall be determined by the district. Fulfilling professional 

responsibilities will often require that teachers spend time outside of building 

hours.  Such professional responsibilities include:  

1. Preparing for instruction of classes;  

2. Consulting with students when necessary;  

3. Consulting with parents when it is not possible for the parent to meet with the 

teacher during building hours;  

4. Participating on curriculum development committees leading towards the 

improvement of the educational program;  

5. Attending staff meetings including in-service training provided by the district 

in the area of teaching skills needing improvement;  

6. Supervising and directing co-curricular activities not specifically included in 

the district's c0-curricular program; and,  

7. Participating in such other activities that pertain to the district's educational 

program.  

  
Classified Staff  

The work-day for all classified staff shall be stated in each employee’s contract.  

The district shall be responsible for establishing the work day schedule for each 

classified staff member. The regular work day shall include one 10 minute break 

for each four hours of work. A lunch period not to exceed thirty minutes shall be 

scheduled but shall not be counted for pay purposes.   

  

On occasion a supervisor may request that a staff member work beyond the 

specified working hours.  In the event the request causes the employee to exceed 

40 hours during the established work week, the employee shall be paid at the rate 

of one and one-half times the salary schedule rate.   

Custodial/maintenance and district office staff shall report for work when schools 

are closed for bad weather when required by the superintendent or designee.  

  

  

  

  

  



 

  

  

EVALUATION OF STAFF  

Policy 5240 – Adopted by the Board:  August 14, 2013  

  

The board recognizes that the professional growth and evaluation of individual 

employees is important to improve the effectiveness and efficiency of the school 

district.  Staff is expected to perform the duties identified in their job descriptions, 

in addition to any other responsibilities that may be assigned by their supervisor.   

Pursuant to state law implementing the Professional Growth and Evaluation 

System, the board will adopt a schedule for implementation of the revised 

evaluation system that transitions a portion of classroom teachers, principals and 

assistant principals in the district to the revised evaluation system each year 

beginning no later than the 2013-14 school year, until all classroom teachers and 

principals are being evaluated under the revised evaluation systems no later than 

the 2015-16 school year.    

The board will also adopt a revised evaluative criteria and a four-level rating 

system for all certificated classroom teachers, certificated principals and assistant 

principals. The evaluation system will include the minimum criteria developed by 

the Superintendent of Public Instruction. The four-level rating system will describe 

the performance of certificated classroom teachers, certificated principals and 

assistant principals along a continuum that indicates the extent to which evaluative 

criteria have been met or exceeded. Student growth data, defined as the change in 

student achievement between two points in time, must be a substantial factor in 

the evaluation process for three of the criteria and must be based on multiple 

measures, including classroom, school, district and state-based tools.   

Beginning with the 2015-16 school year, evaluation results for certificated 

classroom teachers, certificated principals and assistant principals must be used as 

one of multiple factors in making human resource and personnel decisions.  

Human resource decisions include but are not limited to: employee assignment, 

including the consideration of an agreement to an assignment by an appropriate 

teacher, principal and superintendent and reduction in force.  The district will not 

be limited in its ability to collectively bargain how the multiple factors will be used 

in making human resource and personnel decisions, but the evaluation results must 

be a factor.  

Certificated Classroom Teachers  

“Certificated classroom teacher” means an employee who provides academically-

focused instruction to students and holds one or more of the certificates pursuant 

to WAC 181-79A-140(1) through (3) and (6)(a) through (e) and (g).   

  

The performance of certificated classroom teachers will be observed twice a year, 

for a total observation time of not less than sixty (60) minutes. New staff will be 

observed for the purpose of evaluation at least once for a total observation time of 

not less than thirty (30) minutes within ninety (90) calendar days after 

employment. An employee in the third year of provisional status will be observed 

at least three times for a total observation time of not less than ninety (90) minutes.  

All certificated classroom teachers will receive a comprehensive summative 

evaluation at least once every four years.  A comprehensive summative evaluation 

assesses all eight evaluation criteria and all criteria contribute to the 



 

comprehensive summative evaluation performance rating. A certificated 

classroom teacher with four years of satisfactory evaluations in the district may be 

transitioned into the revised evaluation system using a focused evaluation, and will 

then be evaluated on the four year cycle for comprehensive evaluation.    

In the years when a comprehensive summative evaluation is not required, 

certificated classroom teachers who received a comprehensive summative 

evaluation performance rating of Level 3 or 4 in the previous school year will 

receive a focused evaluation.  A focused evaluation includes an assessment of one 

of the eight criteria selected for a performance rating plus professional growth 

activities specifically linked to the selected criteria.  

A certificated classroom teacher whose performance does not meet minimum 
requirements of the new or existing RCW, whichever is applicable to that staff 
member, will be notified in writing of the specific deficiencies and afforded a 
reasonable program for improvement.   

Certificated Principals and Assistant Principals  

“Certificated principal,” “principal,” and “assistant principal,” mean an employee 

who supervises the operation and management of a school as provided by RCW 

28A.400.100 and holds certificates pursuant to WAC 181-79A-140(4)(a) or (6)(h). 

Due to the importance of instructional leadership and assuring rater agreement 

among evaluators, particularly those evaluating teacher performance, school 

districts are encouraged to conduct comprehensive summative evaluation of 

principal performance on an annual basis.   

  

A comprehensive summative evaluation assesses all eight evaluation criteria and 

all criteria contribute to the comprehensive summative evaluation performance 

rating. The following will receive an annual comprehensive summative evaluation: 

1) principals in the first three consecutive school years of employment as a 

principal, 2) principals previously employed as a principal by another school 

district in the state of Washington for three or more consecutive school years and 

in the first full year as a principal in the school district and 3) any principal who 

received a comprehensive summative evaluation performance rating of Level 1 or 

Level 2 in the previous school year.    

A principal whose performance does not meet minimum requirements will be 

notified in writing of the specific deficiencies and afforded a reasonable program 

for improvement.  

Certificated Support Personnel   

 “Certificated support personnel” and “certificated support person” mean a 

certificated employee who provides services to students and holds one or more of 

the education staff associate (ESA) certificates pursuant to WAC 181-79A-140(5).  

ESA certification includes: school speech pathologists or audiologists, school 

counselors, school nurses, school occupational therapists, school physical 

therapists, school psychologists, and school social workers.    

  

Certificated support personnel are considered non-classroom teachers for purposes 

of the Professional Growth and Evaluation System, and are not subject to the four-

level rating system. The superintendent will establish a revised evaluation process 

using the minimum criteria for certificated support personnel developed by the 

Superintendent of Public Instruction: Knowledge and scholarship in a specialized 



 

field, Specialized skills, Management of special and technical environment, the 

support person as a professional, and Involvement in assisting students, parents 

and educational personnel.  

  

Other Administrative Staff  

The performance of administrative staff other than certificated principals and 

assistant principals as referenced in the section above will be evaluated at least 

once per year.  

  

Classified Staff  

The performance of classified staff will be evaluated at least once per year.  Except 

as otherwise developed in accordance with the duty to bargain in chapter 41.56 

RCW, the evaluative criteria for classified staff will be based upon the job 

description of the specific assignment.  

  

EMPLOYEE CONDUCT GUIDELINES  

Absenteeism  

Employees are expected to be present on a regular basis at work as scheduled. The 

following are examples of unacceptable reasons to miss work: chronic illness, 

overstaying leaves or vacations, lack of notice, personal business, weather 

conditions, alcoholism, imprisonment. Leaving work without notifying the 

supervisor or making appropriate arrangements is not acceptable. Information on 

appropriate leave policies and procedures is available to all employees.  

  

Appropriate Language  

All employees are expected to model respectful and appropriate language and 
behavior in dealing with students and adults. Employees are to refrain from the 
use of abusive language at all times in the workplace.  

  

Care of School Property  

Every person is expected to demonstrate respectful care for school and personal 

property.  

  

Conflict Resolution  

Appropriate conflict resolution is expected through the use of peaceful means.  

  

Confidentiality  

Confidentiality is critical for every employee in the district.  Information and 

perceptions based on observations should not be shared with others at school and 

in the community.  Whatever happens while working with students and teachers 

must remain within the setting and context experienced.  A mutual respect among 

all employees, volunteers and student will create the trust necessary to ensure 

confidentiality.  

  

Do not talk about students in public.   Be careful not to discuss confidential 

information where others might overhear, including students, visitors, or parents.   

If you have problems with a particular person or policy, discuss it with your 

building principal or the superintendent.   Rumors and misinformation only hurt 

the district.  



 

  

Drugs and Alcohol  

School District policy clearly outlines employee conduct guidelines with regard to 

alcohol or illegal chemical substances. Employees should review and be familiar 

with the provisions of the policy.   

  

Honesty  

All employees are expected to demonstrate honesty. Dishonest acts, such as 

falsifying work records or stealing school property, will not be tolerated.  

  

Insubordination  

Insubordination is defined as refusing to carry out the request or directions of one's 

supervisor. Insubordination is not acceptable.  

  

Job Description  

Each employee is expected to fulfill the duties and responsibilities as outlined in 

the specific job description for the position.  

  

Punctuality  

Employees are expected to arrive for work on time consistently.  

  

Quality of Work  

Employees are expected to maintain high standards of quality in performing their 

duties. Carelessness is not acceptable.  

  

Respect for Others  

Each employee is expected to demonstrate respectful behavior at all times.  

  

Sexual Harassment  

Sexual harassment will not be tolerated. Sexual harassment is defined as 

unwelcome sexual advances, requests for sexual favors and other verbal or 

physical conduct of a sexual nature when: 1. Submission to such conduct is made 

either explicitly or implicitly a term or condition of an individual's employment, 

or  

2. Submission to or rejection of such conduct by an individual is used as the basis 

for employment decisions affecting such individual, or  

3. Such conduct has the purpose or effect of unreasonably interfering with an 

individual's work performance or creating an intimidating, hostile or offensive 

working environment.  

  

Tobacco  

School District policy forbids smoking or any use of tobacco products on school 

property or in school vehicles.  

  

Work Habits  

Employees are expected to work industriously and productively. Employees will 

be held accountable for effective work. If one member of the team is ineffective, 

the other members suffer.  



 

  

Dress Code  

The District recognizes its staff members as professionals who can and should 

make individual decisions as to what clothing is appropriate to maintain a 

comfortable and professional work environment.   While personal tastes and styles 

may differ, all staff should dress professionally.  It would be unprofessional to 

maintain a double standard whereby a staff member is allowed to wear clothing 

that students are told not to wear.    

  

The Board has approved the high school and Preston Hall’s dress code which staff 

may find helpful in choosing their attire.  When choosing what to wear to work, 

staff members should keep in mind that they lead students by example.  Building 

administrators are aware that a staff member’s attire may vary based on his or her 

required duties.   

  

From the Waitsburg High School Student Handbook 

Dress Code –  
WSD Policy 3224:  School is a setting for education.  It is necessary that certain standards of dress and 
appearance be observed.  
 Dress standards are designed to train students for the transition from school to career.  Attire that is 
appropriate for the traditional “workplace setting is likely to be appropriate for school.  Clothing must be 
modest and without inappropriate exposure, vulgarities, sexual connections or drug/alcohol/tobacco 
references.  Clothing must be conducive to learning, orderliness, and safety.  Students shall make every 
effort to dress and maintain themselves in an appropriate manner which includes:  
 Keeping oneself in a clean and neat manner.  
 Tops must cover the chest (no cleavage showing), belly, sides, and midriff.  Spaghetti straps 
(straps must be at least two inches), sagging pants, open sides, bare midriffs, tank tops, shorts with less 

than a four-inch inseam, excessively hanging belts, underwear showing, pajama-type pants, slippers and 
skirts above fingertip length, are prohibited.  
 Hats are not allowed in classrooms, during assemblies in the auditorium, or in the lunchroom.  
Hats may be worn in all commons areas such as the Cage and the halls.  
 Any apparel promoting the use of any illegal substance or which reflects an attitude that is in poor 

taste, is not allowed.    

  



 

  

WAITSBURG SCHOOL DISTRICT NO. 401-100  

Classified Employee Evaluation Form  

  

  

 Employee:            Position:   

     Date:   ____  

  

 NA=  Not Applicable    N=  Needs Improvement    S=  Satisfactory   

 Annual  

   90 Day  

  

QUALITY OF WORK  NA  N  S  COMMENTS  

Takes pride in appearance of work 

and displays sense of neatness  
        

Works accurately  

  
        

Meets work deadlines  

  
        

Produces quality work  

  
        

Uses time efficiently/effectively  

  
        

  

WORK HABITS  NA  N  S  COMMENTS  

Is regular in attendance  

  
        

Is punctual  

  
        

Gives adequate notice when absent 

from work  
        

Is a willing worker at all times?  

  
        

Is flexible and adaptable  

  
        

Demonstrates organizational skills          

Suggests changes to improve work          

Deals effectively with emergencies          

Maintains the confidentiality of the 

position  
        

Maintains appropriately neat work 

area  
        

Is willing to accept responsibility  

  
        

  

TECHNICAL ABILITY  NA  N  S  COMMENTS  

Possesses related skills for position          

Has specific knowledge of all phases 

of the job  
        

 

  



 

Operates equipment required for the 

position  
        

Takes advantage of training 

opportunities  
        

  

  

  

PROFESSIONALISM  NA  N  S                                   COMMENTS  

Demonstrates cooperation, respect 

for peers and supervisor  
       

Demonstrates appropriate 

consideration for all 

people/components of the 

district/community  

       

  

  

OVERALL PROFESSIONAL APPRAISAL  

  
_____  SATISFACTORY   _____   REQUIRES IMPROVEMENT   

_____UNSATISFACTORY  

  

Additional Comments  

  

  

  

  

  

  

  

  

  

  

___________________________  ______________ ______________________       

____ Employee’s Signature     Date           Supervisor's Signature              Date  

  

Employee Comments  

  

  

The employee and the administrator shall sign the evaluation in acknowledgment 

of having reviewed the evaluation.  The employee may, at his/her option, file a 

written statement to accompany the evaluation in areas where there is 

disagreement with statements in the evaluation.  

HUMAN RELATIONS  NA  N  S  COMMENTS  

Receives constructive criticism well          

Deals courteously and tactfully with 

fellow workers  
        

Deals courteously and tactfully with 

public  
        

Deals courteously and tactfully with 

students  
        



 

  

RESOLUTION OF STAFF COMPLAINTS  

Policy/Procedures 5270 – Adopted by the Board:  August 9, 2006  

  
The board recognizes the importance of establishing reasonable and effective 

means for resolving difficulties which may arise among staff, to reduce potential 

areas of grievances and to establish and maintain recognized two-way channels of 

communication between supervisory personnel and staff.  

The board intends to expedite the process for all concerned parties. Staff are urged 

to use the administrative procedures whenever they feel that a district action has 

aggrieved them. The procedures are established to secure a proper and equitable 

solution to a complaint at the lowest possible supervisory level and to facilitate an 

orderly procedure within which solutions may be pursued.  

A grievance is any condition, action, or lack of action by the district or its staff 

which the staff member believes to be unjust.  A complaint may be a claim by a 

staff member based upon alleged violation, misinterpretation or a misapplication 

of existing district policies or administrative procedures.  

All documents, communications and records dealing with the processing of a 

grievance shall be maintained in a separate file and shall not be kept in the 

personnel file of the aggrieved.    

The following procedure has been established for resolving a complaint filed by a 

member of the staff:  

  

Step One  

The staff member shall present the complaint in writing to his/her immediate 

supervisor within 15 days of the action or incident being grieved. The written 

statement of the complaint shall contain: 1. The facts upon which the complaint is 

based as the staff member who is filing the complaint sees them,  

2. A reference to the policies of the district which have allegedly been violated, 

and  

3. The remedies sought.  

The staff member shall discuss this complaint with his/her immediate supervisor. 

If the complaint is against an administrator or another staff member, such 

individual shall be present at the meeting to present the facts as he/she sees them. 

A sincere effort shall be made to resolve the complaint at this level. If the aggrieved 

person does not appeal the complaint to the superintendent within 10 days of the 

aggrieved person's meeting with his/her immediate supervisor, the complaint shall 

be waived.  

  

Step Two The superintendent shall, within 10 days of the receipt of the 

complainant’s appeal, meet with that staff member to hear his/her claim. If the 

complaint is against an administrator or another staff member, such individual 

shall be present at the hearing to present the facts as he/she sees them. The 

superintendent shall render a decision regarding the appeal within 10 days of the 

appeal hearing. If the complainant does not appeal the superintendent's decision to 

the board through the superintendent within 10 days, the complaint shall be 

waived.  

  



 

Step Three  

If the complainant appeals his/her complaint to the board as provided, the board 

shall hold a hearing within 10 days to hear the appeal of the superintendent's 

decision. At the appeal before the board, the complainant may be accompanied by 

counsel if the complainant wishes. If administrators or other staff are involved, 

they shall be present at the hearing to present the facts as they see them. The board 

shall, within 15 days of the complaint hearing, present its decision with respect to 

the complaint. The board's decision as representatives of the electorate of the 

district shall be considered final.  

  

TERMINATION OF EMPLOYMENT  

Policy 5280 – Adopted by the Board:  Revised February, 2013  

  

The superintendent has the statutory authority to issue probable cause for 

termination to a certificated staff member. The board will consider the termination 

of a classified staff member based upon the recommendation of the superintendent. 

The notice of termination will include notice of any appeal rights the employee 

may have and notice of the appeal processes.  

Release from Contract  

A certificated staff member may be released from contract under the following 

conditions:  

1. A letter requesting release will be submitted to the superintendent’s office. If 

accepted by the board at its next meeting, the staff member will be released from 

contract.  

2. A release from contract may be granted by the board to allow a staff member 
to accept another position prior to or during the school year provided a satisfactory 
replacement can be obtained.  

3. A release from contract may be granted by the board in case of illness or other 

personal matters which make it a substantial hardship for the staff member to 

continue his/her employment in the district.  

4. Each request will be determined upon its own merits. The needs of the district 

and continuity of the educational program offered to students will receive primary 

consideration in the board’s decision. Resignation  

In order to permit proper staff planning and to minimize inconvenience to others 

who may be affected, certificated staff who plan to resign at the end of their 

contract period are requested to notify the superintendent of their resignation or 

retirement by April 1 (or the district may insert alternate date).  

Those staff who are not contractually obligated to complete the current school year 

should notify the superintendent as early as possible of their intent to resign and 

no less than 30 days prior to their last working day.  

Retirement  

Staff will participate in the retirement programs under the Federal Social Security 

Act and the Washington State Teachers’ Retirement System or the Public 

Employees’ Retirement System. Payroll deductions will be made and paid into the 

respective retirement programs in the manner prescribed by law.  

Staff who become eligible to retire under the controlling retirement system and 

who intend to retire at the end of the current school year should notify the 

superintendent prior to April 1st of that year.  



 

Those staff intending to retire who are not contractually obligated to complete the 

current school year should notify the superintendent as early as possible and no 

less than 30 days prior to their retirement date. Because of their contribution to the 

children of the district, retiring staff will be given appropriate recognition. The 

district office may assist them in making arrangements for their retirement 

benefits.  

Probation, Non-renewal or Termination  

The employment contracts of individual certificated staff may be non-renewed at 

the end of the staff member’s contract period by action of the superintendent. Such 

non-renewals may be based upon unsatisfactory performance or changes in the 

district’s financial circumstances and/or staffing needs. Except for “provisional 

employees,” non-renewals for unsatisfactory performance will be preceded by a 

probationary period.  

The superintendent will establish procedures to assist those certificated staff whose 

performance, through the evaluation process, does not meet minimum 

requirements.   

Beginning with the 2015-16 school year, evaluation results for certificated 

classroom teachers, certificated principals and assistant principals must be used as 

one of multiple factors in making human resource and personnel decisions.  

Human resource decisions include but are not limited to: employee assignment, 

including the consideration of an agreement to an assignment by an appropriate 

teacher, principal and superintendent and reduction in force.  The district will not 

be limited in its ability to collectively bargain how the multiple factors will be used 

in making human resource and personnel decisions, but the evaluation results must 

be a factor.  

The failure of any evaluator to evaluate or supervise or cause the evaluation or 

supervision of certificated classroom teachers, certificated support personnel or 

administrators in accordance with the revised evaluation system, when it is his or 

her specific duty to do so, will be sufficient cause for the non-renewal of any such 

evaluator’s contract under RCW 28A.405.210 or the discharge of such evaluator 

under RCW 28A.405.300.    

Classified staff are granted provisional status during the first 90 days of 

employment. During that period of time, they are subject to termination without 

advance notice. Upon satisfactory completion of 90 days of consecutive service, a 

staff member may be granted regular status. Regular status classified staff are 

employed on a month-to-month basis and be provided at least 14 days notice 

before termination. Such staff member will be entitled to an informal 

predetermination meeting with the superintendent prior to any action taken by the 

board of directors.  

Program and Staff Reductions  

Program and staff reductions may be required as a direct result of enrollment 

decline, failure of a special levy election or other events resulting in a significant 

reduction in revenue, or termination or reduction of funding of categorically-

funded projects. The board will, after a review of such indicators as test results, 

community surveys, informal and formal statements of support and/or opinion and 

the district’s statement of philosophy, identify those educational programs and 

services which will be reduced, modified or eliminated.  



 

When the reduction, modification or elimination of programs and/or services 

necessitates a reduction in staff, the board will retain staff members based upon 

service in the state of Washington and qualifications and experience necessary for 

the retained position.  

A staff member who receives notice of non-renewal of contract due to enrollment 

decline or loss of revenue may, in his/her request for a hearing, stipulate that 

initiation of the arrangements for a hearing officer will occur within ten (10) days 

following July 15, rather than the day the staff member submits the request for a 

hearing.  

The superintendent will develop procedures to implement this policy except that 

any collective bargaining agreement in effect will supersede this policy.  

  

TERMINATION OF EMPLOYMENT  

Procedure 5280 – Adopted by the Board:  August 9, 2006, Revised:  February, 2013 

Probation and Non-renewal or Termination  

C.  Classified Staff  

Classified staff whose performance does not satisfy the needs of the district 

will receive written notification from the administrator. Such written notice 

will contain the following information:  

1. Subject to the action of the board of directors, the final date of 

employment with the district;  

2. The right to request a pre-termination meeting within five (5) working 

days following notice; and  

3. Notice of any appeal rights that the employee may have and notice of 

the appeal processes.  

At the predetermination meeting, the staff member will be entitled to be 

advised as to the reason(s) why the month-to-month employment agreement is 

being terminated and an opportunity to respond to any of the reasons presented. 

Upon the request of the staff member who is being recommended for 

termination, the board will meet with the staff member to determine if 

termination action will be taken.  

Reduction in Force Administrative Procedures  

This reduction in force policy is prepared with special consideration to the size of 

the school district and the fact that both staff and program offerings are 

substantially more limited than is the case in larger school districts within the state 

of Washington.  

The following administrative procedures shall be used to implement the policy set 

forth above:  

A. Guidelines for reduction in programs and services:  

1. In its efforts to provide an educational program within the district’s 

financial resources, the board will, as much as practicable, make reductions 

in expenditures such as: travel, supplies, and materials and equipment 

before reducing staff;  

2. If the educational program and services of the school district must be 

reduced due to a reduction in state basic education funds and or drop in 

enrollment, legislative or Superintendent of Public Instruction actions, or 

other legitimate reasons, the following guidelines will be taken into 



 

consideration in determining the program and services to be retained, 

reduced or eliminated:  

a. The program to be retained will attempt to minimize the consequences 

of program reductions upon the student;  

b. Health and safety standards will be maintained;  

c. Priority will be given to those books and supplies used by students in 

fulfilling basic classroom objectives; and  

d. When revenues are categorical and depend upon actual expenditures 

rather than budgeted amounts, every effort will be made to maintain 

these programs to the limit of the categorical support.  

  

DISCIPLINARY ACTION AND DISCHARGE  

Policy No. 5281 – Adopted by the Board:  December 

2014  

  

Staff who fail to fulfill their job responsibilities or follow the reasonable 

directions of their administrators or who conduct themselves on or off the job 

in ways that significantly affect their effectiveness on the job or in such other 

ways that the law determines to be sufficient cause shall be subject to 

discipline. Behavior, conduct or action which may institute disciplinary action 

or discharge may include, but is not limited to:  

Insubordination, gross incompetence, immorality, sexual misconduct, 

conviction of a felony, nonprofessional conduct, mental or physical inability 

to perform the duties for which employed, intemperance, intentional 

discrimination, vulgar speech or actions, use of habit-forming drugs without 

pharmaceutical prescription by a doctor of medicine licensed to practice in the 

state of Washington, use of alcoholic beverages on school premises or at a 

school sponsored activity off the school premises, and use of district supplies 

and equipment for personal betterment or financial gain.  

Discipline shall be reasonably appropriate to the circumstances but may 

include suspension or discharge.   

The district will not request, require or otherwise compel or coerce an 

employee to: 1) disclose login information for the employee’s personal social 

networking account; or 2) access their personal social networking account in 

the presence of a supervisor or other district employee; or 3) add a district 

supervisor or employee to the account’s list of contacts or 4) alter the settings 

on the employee’s personal social networking account to affect a third party’s 

ability to view it.  The district may not take adverse action against an employee 

for refusal to comply with any of the above actions.  

  

However, the district may request or require the employee to share content 

from his or her personal social networking account if: 1) the district requests 

the content to make a factual determination during the course of an 

investigation; and 2) the district undertakes an investigation regarding the 

employee’s activity on his/her personal social networking account; and 3) the 

purpose of the investigation is to ensure compliance with all applicable laws 

or investigate an unauthorized transfer of district proprietary information, 

confidential information or financial data to the personal social networking 



 

account; and 4) the employer does not request or require the employee to 

provide his/her login information.  

In the event that allegations or charges are made against a staff member for 

misconduct with minors, the superintendent may contact the child protective 

services central registry for evidence regarding the staff member as an 

adjudicated or admitted perpetrator of child abuse or neglect. Discharge or 

other adverse action affecting the contract status of certificated staff shall be 

instituted by the superintendent in the manner prescribed by law.   

When allegations are made against an employee of sexual abuse, verbal abuse 

or physical abuse the district shall make a determination whether the abuse or 

misconduct occurred.   

If the district determines that sufficient information exists to conclude that the 

abuse or misconduct occurred and that the abuse or misconduct resulted in the 

employee’s leaving his or her position at the district, the district must forward 

know information about the employee sexual misconduct to prospective school 

district employers.   

The district shall not enter into any contract to suppress information about 

verbal or physical abuse or sexual misconduct by a present or former 

employee. Neither shall the district expunge such information from the 

employee’s file.   

In cases where the allegations involve violations of the state professional code 

of conduct for certificated staff, the superintendent shall file a report with the 

office of professional practice in the state superintendent’s office.  When the 

district or superintendent discharges, fails to renew the contract or permits a 

certificated staff member to resign, the superintendent shall notify the office 

of professional practice of such termination of employment.  

The superintendent is authorized to suspend a provisional status classified 
staff member immediately. Provisional status as used herein is granted to a 
classified staff member for the first 90 calendar days of employment. 
Thereafter, if performance has been acceptable, the classified staff member 
shall be granted regular status.  

The superintendent is authorized to suspend a regular status classified staff 

member immediately. The staff member shall be advised of the right to request 

an informal predetermination meeting within five (5) working days following 

notice. At such time the staff member may receive notice of the charges against 

him/her, an explanation of the evidence, and an opportunity to refute any of 

the charges made.  

Upon the request of the suspended staff member, the board shall meet with the 

suspended staff member to determine if discharge action shall be taken. If a 

request is not received, the board shall act upon the recommendation of the 

superintendent.  

  

DISCIPLINARY ACTION AND DISCHARGE  

Procedure 5281P – Adopted by the Board: August 9, 2006  

  

When the superintendent determines that there are sufficient grounds to suspend 

and/or discharge a certificated staff member, the staff member shall receive written 



 

notification which specifies the probable cause for such action. The notice shall 

contain notice of the staff member's appeal rights, if any, and notice of the appeal 

processes. The staff member may submit within 10 days of such notification a 

written request (RCW 28A.405.310) for a hearing to determine whether or not 

there is sufficient cause for discharge. During the hearing, the procedures 

described in Board Policy 5280 (Probation and Non-renewal) shall be followed.  

Staff who do not request a hearing shall be adversely affected as specified in the 

written notice.  

Classified staff not employed under formal contract may be suspended for a 

specified or indefinite number of days with or without pay. A regular status 

classified staff member shall be advised of the right to request a pre-termination 

meeting within five (5) working days following notice. At the hearing, the 

superintendent shall provide notice of charges against the classified staff member, 

an explanation of the evidence that has been collected and the opportunity for the 

staff member to clarify or refute the charges. Following this conference, the 

superintendent shall advise the staff member of the right to a hearing with the board 

prior to any formal action that may be taken by the board.  

A classified staff member, who has contact with children, or a certificated staff 

member whose certificate is subject to revocation shall be terminated immediately 

for a guilty plea or conviction of any felony crime against children as stated in (F) 

below. Such employee shall have the right of appeal.  

Reasons For Disciplinary Action  

Disciplinary action may be taken for the following reasons:  

A. Incompetence;  

B. Inefficiency;  

C. Misappropriation or misuse of district property;  

D. Neglect of duty;  

E. Insubordination;  

F. Conviction of any crime which adversely affects employee's ability to 

perform a job including the submission of a guilty plea or conviction of 

any felony crime involving:  

1. The physical neglect of a child;  

2. The physical injury of death of a child;  

3. Sexual exploitation of a child;  

4. Sexual offenses;  

5. Promotion of a minor for prostitution purposes; or 6. The sale or 

purchase of a minor child.  

G. Malfeasance;  

H. Gross misconduct;  

I. Inability to perform job functions;  

J. Willful violation of district policies and procedures;  

K. Mistreatment or abuse of fellow workers, students, or members of the 

public;  

L. Conflict of interest;  

M. Abuse of illness, injury, or emergency leave;  

N. Sexual harassment, verbal abuse, physical abuse or sexual misconduct; or  



 

O. Manufacture, possession, distribution, sale or being under the influence of 

alcohol, controlled, illegal, addictive or harmful substances including 

anabolic steroids.  

  

  

Types of Disciplinary Action  

Depending upon the nature of the work performance problem or conduct, any one 

or more of the following actions may be taken by the appropriate supervisor:  

A. Oral Reprimand  

An oral reprimand may be given to a staff member whenever such action is deemed 

appropriate. A record of this action should   be kept in the staff member's personnel 

file.  

B. Written Reprimand  

A staff member may be given a written reprimand when previous oral warning has 

not resulted in the expected improvement or when more severe initial action is 

deemed warranted. A copy of such reprimand shall be placed in the staff member's 

personnel file.  

C. Suspension/Discharge  

A staff member may be suspended from duty without pay by his/her supervisor for 

any of the reasons set forth in these procedures. A staff member shall receive 

written notice of such suspension along with written notification that he/she may 

schedule a pre-termination meeting with the superintendent. Discharge action may 

be taken by the board based upon the recommendation of the superintendent. The 

staff member shall have an opportunity to meet with the board prior to such action.  

  

A staff member may be temporarily suspended from duty with pay, if warranted, 

with the prior approval of the superintendent.  

  

A classified staff member or a certificated staff member shall be terminated 

immediately for a guilty plea or conviction of any felony crime against children as 

cited above in (F).  

  

D. Demotion  

A staff member may be demoted for any of the reasons set forth in these 

procedures. The staff member shall be given written notice including specific 

reasons for such demotion at least two (2) calendar weeks prior to the effective 

date of the proposed action. This action requires the prior approval of the 

superintendent.  

    

 

 

 

 

 

 

 

 



 

 

 

  

  

COMPENSATION  

  

Compensation (Policy No. 5310)  

Certificated Instructional Staff, 2016-2017  

Classified Salary Schedule, 2016-2017  

Extra-Curricular (Coaching) Salary Schedule, 2016-2017  

Extra-Curricular and Advisory Salary Schedule, 2016-2017  

Salary Schedule – Technology/Board Recorder, 2016-2017  

Transportation/Maintenance Supervisor Salary Schedule, 

2016-2017 Business Manager, 2016-2017  

Principals’ Salary Schedule, 2016-2017  

Pre-Approval of College Credits and Clock Hours for Salary Increments 

(Form)  

Use of Tobacco on School Property (Policy No. 5336)  

Reimbursement for Travel (Policy No. 5341)  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  

 

 

 

 

 

 

  
  
  



 

COMPENSATION  

Policy No. 5310 – Adopted by the Board:  August 9, 2006 A. Certificated 

Salaries  

  

   Staff under contract to the district shall be paid according to current staff salary schedules.  

 The district shall adopt annual salary schedules and reproduce and distribute the 

same, which shall be the basis for salaries of staff in the district.  

B. Classified Salaries  

   Classified staff shall be placed on the approved wage and salary guide for 
classes of such staff. The superintendent is authorized to credit past service of 
an applicant for employment in the district for placement on the wage or 
salary guide.  

   In order to advance one step on the salary schedule, a staff member must have 

served at least two-thirds of the prior work year with the district.  

C. Administrative Salaries  

    The board will establish and follow salary schedules for administrative staff.  

  

D.  Application of Course Credits to the Certificated Salary Schedule  

 The district shall provide for the review and adjustment of certificated staff 

contracts on the basis of information filed with the personnel office September 

10th. The staff member shall provide the personnel office, according to 

schedule, with the required information, including official college or university 

transcripts, official records of degrees completed, official records of approval 

and completion of authorized work for equivalent credits and all other pertinent 

data for contract adjustment purposes.  

 Credits earned by certificated staff after September 1, 1995 shall be eligible for 

application to the state salary schedule only if the course content meets one of 

the following criteria:  

1. The course is consistent with a school-based plan for mastery of student 

learning goals identified in the annual school performance report for the 

school in which the staff member is assigned;  

2. The course pertains to the individual’s current assignment or expected 

assignment  

3. for the subsequent school year;  

4. The course is necessary to obtain an endorsement required by the 

Washington Professional  

Educator Standards Board;  

5. The course is specifically required to obtain an advanced level of 

certification;  

6. The course is part of a college or university degree program that pertains 

to the staff member’s current or potential future assignment as instructional 

staff; or  

7. The course addresses research-based assessment and instructional 

strategies for students with dyslexia, dysgraphia and language disabilities 

when addressing learning goal one as applicable and appropriate for 

individual certificated instructional staff.  

  



 

E.  Military, Peace Corps or Vista Service Credit  

  The superintendent is authorized to grant one year of increment credit for 
each year served in the military, Peace Corps or Vista service or professional 
employment providing such service interrupted the staff member's actual 
teaching career. For purposes of credit, one-half or more of a year of service 
shall be counted as a full year.  

 

  
  
  
  

WAITSBURG SCHOOL DISTRICT Pre-Approval of College Credits and Clock 

Hours for Salary Increments  

  
Name ________________________________________ Date 

_____________________  
   

Current Assignment (Grade(s)/Subject(s)) 

_____________________________________  

  

The Washington State Legislature has mandated that all credits and clock hours earned after September 1, 1995, shall count 

only if the content of the course meets one or more of the state-defined criteria listed below:  

A) Is consistent with the District’s strategic plan for improving student learning; or    
B) Is consistent with a school-based plan for improving student learning for the school in which the individual is assigned; or  
C) Pertains to the individual’s current assignment or expected assignment for the following year; or  
D) Is necessary for obtaining endorsement as prescribed by the State Board of Education; or  
E) Is specifically required for obtaining advanced levels of certification; or  
F) Is included in a college or university degree program that pertains to the individual’s current assignment or potential future 

assignment as a certificated instructional staff member of the school district, where the potential of the future assignment is 

agreed upon by the school district and the individual.    

 COLLEGE CREDIT _____  CLOCK HOURS _____ (check one)  

(Attach brochure and/or other information describing the content of course(s) or workshops.)  



 

 
  

Date received: __________________________ Signature: 

__________________________________________  
Official transcripts and completed clock hour forms must be submitted to the Business Office upon 
completion of course(s)/workshop(s).  In order to qualify for placement on the current year’s salary schedule, 

documentation of completed work must be delivered to the Business Office prior to September 10.  
  

USE OF TOBACCO AND NICOTINE SUBSTANCES  

Policy 4215 – Adopted by the Board, 1.14.2009, 2.9.2011  

  

The board of directors recognizes that to protect students from exposure to the 

addictive substance of nicotine, employees and officers of the school district, and all 

members of the community, have an obligation as role models to refrain from tobacco 

use on school property at all times. Tobacco includes, but is not limited to, cigarettes, 

cigars, snuff, smoking tobacco, smokeless tobacco, nicotine, nicotine delivering 

devices, chemicals or devices that produce the same flavor or physical effect of 

nicotine substances; and any other tobacco innovation.   

Any use of such products by staff, students, visitors and community members shall be 

prohibited on school district property. Possession or distribution of tobacco products 

by minors is prohibited. This shall include all district buildings, grounds and district-

owned vehicles.  

The use of Federal Drug Administration (FDA) approved nicotine replacement 

therapy is permitted. However, students must have a physician’s prescription for the 

FDA approved nicotine replacement therapy and must follow applicable policies 

regarding use of medication by students.  

Notices advising students, district employees and community members of this policy 

shall be posted in appropriate locations in all district buildings and at other district 

facilities as determined by the superintendent and shall be included in the employee 



 

and student handbooks. Employees and students are subject to discipline for violations 

of this policy, and school district employees are responsible for the enforcement of the 

policy.  

  

  

  

REIMBURSEMENT FOR TRAVEL EXPENSES  

Board Policy No. 5341, Adopted November 13, 1996  

  

The actual and necessary expenses of a district employee or director incurred in the 

course of performing services for the district may be reimbursed in accordance with 

the approval and reimbursement procedures of the district. For purposes of this policy, 

travel expense includes amounts paid for use of personal automobiles, other 

transportation, and actual expenses or reimbursement in lieu of actual expenses for 

meals, lodging and related items that are necessary while in the conduct of official 

business of the district.  

  

Travel Requests  

Travel requests must be approved by the staff member's immediate supervisor prior to 

submission to the superintendent. The travel request must show meals, lodging, 

transportation, registration and any other estimated expenses for which reimbursement 

shall be requested upon completion of travel and the budget category to which 

reimbursement is to be charged.  TRAVEL REQUEST forms are available in each 

building.  

  

Reimbursement of Claims  

Claims for reimbursement must be submitted to the district business office within 10 

days following the completion of the travel. A statement of expenses is to be submitted 

for each trip for which reimbursement is being requested.  

  

Reimbursable Expenses  

The following expenses are reimbursable:  

A. Lodging:  Reasonable rates (single occupancy); Itemized receipt required.  

B. Meals:  Reasonable rates including standard gratuity; Receipt preferred.  

C. Public transportation:  Reasonable rates; Receipt required.  

D. Personal automobile:  Current State of Washington reimbursement rate for 
mileage to and from site of approved official school business. Reimbursement 
is allowed only when there is evidence that a district vehicle was not available.  

E. Registration fees:  Actual costs as required for participation in approved 

conferences or meetings. Receipt required.  

  

No reimbursable Expenses  

The following are examples of expenses which are not reimbursable:  

A. Alcoholic beverages, meals or snacks other than regular meals.  

B. Personal telephone calls, postage, and memberships.  

C. Mileage to and from home.  

D. Mileage for school levy promotions and other nonofficial school functions.  

F. Entertainment.  



 

     



 

  

  
  
  

LEAVES  

  
Sick Leave (Policy No. 5401)  

Maternity Leave (Policy No. 5402)  

Emergency Leave (Policy No. 5403)  

Family Leave (Policy No. 5404)  

Leave Sharing (Policy No. 5406/Procedure 5406P/Form)  

Military Leave (Policy No. 5407)  

Jury Duty and Subpoena Leave (Policy No. 5408)  

Discretionary Leave (Policy No. 5409/Procedures 5409P)  

Holidays – Classified Employees (Policy No. 5410)  

Employee Absence Affidavit (Form)  

Classified Staff Vacation (Policy No. 5411)  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  



 

SICK LEAVE  

Policy No. 5401 – Adopted by the Board:  August 9, 2006  

  

The district shall grant each full-time, certificated and classified staff member of 

the district twelve (12) sick leave days annually. Part-time employees shall be 

granted sick leave on a proportional basis according to contract status. Unused sick 

leave may be accumulated on a year-to-year basis up to a maximum of the number 

of contract days in a contract period, not to exceed one year.  

The district may require a signed statement from a physician for any absence in 

excess of five consecutive days. If sick leave benefits are exhausted, the board may 

grant leave without pay for the balance of the year upon the recommendation of 

the superintendent.  

Attendance Incentive   

In January of the year following any year in which a minimum of 60 days of sick 

leave is accrued, and each January thereafter, any eligible staff member may 

exercise an option either:  

a. to receive remuneration for unused sick leave accumulated in the previous 

year in an amount equal to one day's monetary compensation of the staff 

member for each four full days of accrued sick leave in excess of 60 days; 

or  

b. to add that year's sick leave to the staff member's accumulated sick leave.  

All such leave for which the staff member receives compensation shall be deducted 

from accumulated sick leave at the rate of four days for every one day's monetary 

compensation.  

A staff member may cash-out all accrued sick leave at the above rate at the time of 

separation due to retirement, provided that the retiree provides documentation 

from the appropriate state retirement system. Such leave shall be accrued at the 

rate of no more than one day per month.  

The administrator of the estate of a deceased staff member may also cash-out all 

accumulated sick leave at the rate of one day's monetary compensation for every 

four days of leave. A certified copy of the death certificate must be submitted to 

the district office or proper documentation of court appointment as administrator 

of the estate.  

An employee who is at least age fifty five, has ten years of service in the retirement 

system, and is a member of either the teachers’ or school employees’ retirement 

system plan 3, or is at least age fifty-five, has at least fifteen years of service in the 

retirement system and is a member of either the teachers’ or school employees’ 

retirement system plan 2 may cash-out all accumulated sick leave at the rate of one 

day’s monetary compensation for every four days of leave at the time of separation 

from employment.  

Earned sick leave shall not be accumulated in excess of 180 days as of December 

31 of each year, except that an employee may exercise the annual January cash-

out option for all days accumulated in excess of this maximum.  

  

  

  

  

  



 

  

  

MATERNITY LEAVE  

Policy No. 5402 – Adopted by the Board:  August 

9, 2006  

  

A staff member may use accumulated, paid sick leave for the period of actual 

disability attributable to pregnancy or childbirth. This period of disability shall 

extend from the date of birth for a period of not more than 60 days, unless an actual 

period of disability which begins prior to the date of birth or continues beyond 60 

days is otherwise verified in writing by the employee's physician.  

If the employee's accumulated sick leave is exhausted during the period of 

maternity disability, the district shall grant a leave of absence without pay or fringe 

benefits, upon the staff member's request, for the remainder of the period of actual 

disability due to pregnancy or childbirth.  

During any unpaid portion of such leave of absence, the staff member may pay the 

premiums for any district insurance plans to keep coverage in effect for the 

employee and her family.  

Notice Required  

A pregnant staff member is requested to notify her immediate supervisor and the 

superintendent by the beginning of the fifth month of pregnancy.  At the time of 

such notice the staff member shall submit a written request to her immediate 

supervisor and the superintendent for one or more of the following:  

• Maternity leave for the period of her actual disability due to pregnancy or 

childbirth;  

• Family leave for a period of up to 12 weeks, in addition to any period of 

maternity disability leave, the district will extend the employee's health 

benefit during this period of unpaid leave;  

• Leave of absence for a period of up to the beginning of the next school 

term or school year. Such extended leave of absence may be approved at 

the discretion of the superintendent based upon consideration of 

educational program needs and the desires of the staff member, together 

with the recommendation of her personal physician or licensed 

practitioner; or  

• Termination of employment by resignation.  

  The notice to the district shall include the approximate beginning and 

ending dates for the leave.  

Employment Conditions  

A pregnant staff member may continue working as long as she is capable of 

performing her normal duties, with the written approval of her physician or 

licensed practitioner.  

  

The staff member may return to work when physically able to perform her duties. 

If the employee intends to return to work within 60 days of childbirth, her personal 

physician or licensed practitioner must certify that the staff member is in good 

health and ready to resume her duties.  

No later than 30 days after the date of birth, the staff member is requested to notify 

the superintendent of the specific date when she shall return to work.  Unless the 



 

superintendent approves an earlier date of return, the employee shall give at least 

14 days’ advance notice of the actual date of return.  

The staff member shall return to her duties following an extended leave of absence 

on the date approved by the superintendent. If the employee is still experiencing a 

disability due to pregnancy, miscarriage, abortion, childbirth or recovery which 

prevents the employee from performing her duties on the scheduled date of return, 

an additional period of unpaid leave of absence may be approved at the discretion 

of the superintendent based upon consideration of educational program needs and 

the recommendation of the employee's personal physician or licensed practitioner.  

  

Assignment Upon Return  

An employee who has taken a leave of absence only for the actual period of 

disability relating to pregnancy or childbirth or up to twelve weeks of family leave 

shall return to the same assignment, or a similar position for which she is qualified 

with at least the same pay and benefits, as she held prior to the maternity leave or 

family leave.  

Upon return from an extended maternity leave, a staff member shall be entitled to 

a position in the district subject to the availability of a position for which she is 

qualified. An effort shall be made to place the staff member in her original position 

or in a comparable position.  

Right to Apply for Other Leave  

Nothing in this policy shall preclude a staff member's right to apply for any other 

applicable leave as provided by board policy.  

  

EMERGENCY LEAVES  

Policy No. 5403 – Adopted by the Board:  August 9, 2006; Revised:  10.14.09; 08.11.10  

  

Emergency leave may be granted in the case of emergencies as defined in 

the following: An emergency arises out of unforeseen and unexpected 

circumstances which create an air of crisis or extreme need. The 

circumstances must present a grave and clear danger that imminently 

threatens physical or mental health or would result in irremediable harm or 

in immediate disaster to life or property unless some action is taken.  

Family Emergency Leaves  

The board recognizes that the demands of the workplace and of families need to 

be balanced to promote family stability and economic security for school district 

employees. Conditions for the authorized use of accumulated leave for family 

leaves are to be fairly construed in a manner consistent with this policy, and other 

relevant district policies.  

Unless otherwise stated, any leave used under terms of this policy shall be 

deducted from the staff member’s accumulated sick leave. In the event the staff 

member's leave has been exhausted, the leave may be granted without pay.   

Unless a situation is governed by an applicable collective bargaining agreement, 

the following shall apply:  



 

Domestic Violence Leave  

The district shall allow victims of domestic violence, sexual assault, or stalking 

and family members of victims to take reasonable leave from work, intermittent 

leave or leave on a reduced leave schedule. The leave may be sick leave, other 

accrued leave or leave without pay. Family member includes a child, spouse, 

parent, parent in-law, grandparent or an individual with whom the victim has a 

dating relationship. The employee shall provide advance notice of their intent to 

take leave. If advance notice is not possible, due to an emergency, notice should 

be provided no later than the end of the first day that the employee takes the leave.  

  

Family Illness    

District staff members may use accrued sick leave or other accrued leave, at the 

employee’s choice, to care for a child of the employee with a health condition that 

requires treatment or supervision.  Staff members may use accrued sick leave or 

other accrued leave, at the employee’s choice, to care for a spouse, parent, parent-

in-law or grandparent of the employee who has a serious health condition or an 

emergency condition. The district may require a signed statement from a licensed 

medical practitioner to verify the need for treatment, care or supervision for any 

absence which exceeds five (5) consecutive days.  

  

Death in the Family    

The district shall allow each full-time staff member a maximum of five days leave 

upon the death of an employee's spouse, mother, father, son, daughter, sister, 

brother, mother-in-law, or father-in-law. Leave also shall be allowed upon the 

death of a son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandmother, 

grandfather, granddaughter or grandson. The deaths of more than one family 

member resulting from a common occurrence shall be treated as a single death 

with respect to the length of leave granted. This leave will not be taken from the 

staff member’s accrued sick leave.  

Bereavement  

District staff members may use accrued sick leave up to a maximum of three days 

per school year upon the death of an extended family member (not listed in the 

“Death in the Family” section above) or the death of a friend.  

Birth or Adoption of a Child    

The district shall grant leave upon the same terms to male employees as is available 

to female employees upon the birth or adoption of the employee's child. Leave 

shall be granted upon the same terms to employees who become adoptive parents 

or stepparents, at the time of birth or initial placement for adoption of a child under 

the age of six, as is available to employees who become biological parents. Such 

leave is available only when the child lives in the employee's household at the time 

of birth or initial placement.  

Employee requests for leave of absence due to birth or initial placement for 

adoption of a child shall be submitted in writing to the superintendent not less than 

30 days prior to the beginning date of the leave. The notice shall include the 

approximate beginning and ending dates for the leave requested.  

An extended unpaid leave of absence for a period up to the beginning of the next 

school term or school year may be approved at the discretion of the superintendent 

based upon consideration of educational program needs and the desires of the staff 



 

member, together with any recommendation of professionals such as medical 

practitioners or counselors regarding the leave request.  

Nothing in this section shall preclude the use of accumulated sick leave to care for 

a child with a health condition that requires treatment or supervision, as provided 

in the Family Illness section of this policy.  

  

  

FAMILY LEAVE  

Policy 5404 – Adopted by the Board:  August 9, 2006, Revised 08.11.10  

  

Every employee of the district who has worked for the district at least one year and 

for at least 1,250 hours in the preceding year is entitled to twelve (12) workweeks 

of family leave during any twelve (12) month period to:  

1. Care for a newborn child, an adopted child of the employee who is under 

the age of eighteen at the time of placement for adoption, or a newly placed 

foster child; or  

2. Care for a spouse, parent or child of the employee who has a serious health 

condition, or the employee may obtain leave for a personal health condition 

if it renders the employee unable to perform his or her job.  

3. Respond to a qualifying exigency occurring because the employee’s 

spouse, son or daughter, or parent is on active duty or has been notified of 

pending active duty in support of a contingency operation.  

Leave taken for newborn or adopted child care shall be completed within one year 

after the date of birth or placement for adoption. Family leave authorized under 

this policy must be taken fulltime and consecutively unless an alternative schedule 

is approved by the superintendent or where intermittent or reduced leave is 

medically necessary. Instructional staff may not take reduced or intermittent leave 

when it would constitute 20% of the number of working days in the period during 

which the leave would extend without the approval of the superintendent. An 

instructional employee may be transferred to an alternative equivalent position that 

would accommodate reduced or intermittent leave, if such a position is available.  

A period of family leave is in addition to any sick leave taken due to the employee's 

temporary disability attributable to pregnancy or childbirth, pursuant to Policy 

5402, Maternity Leave.  

If both parents of a newborn or newly adopted child are employed by the school 

district, they shall be entitled to a total of twelve workweeks of family leave during 

any twelve-month period, and leave shall be granted to only one parent at a time. 

There is no pooling effect for spouses if the family leave is related to a serious 

health condition.  

The superintendent may require written verification from the employee's health 

care provider.  

The district may obtain the opinion of a second health care provider, at district 

expense, concerning any information pertinent to the employee's leave request. If 

the opinions of the health care providers differ on any matter determinative of the 

employee's eligibility for family leave, the two health care providers shall select a 

third provider, whose opinion, obtained at the employer's expense, shall be 

conclusive.  



 

  

Military Caregiver Leave  

An employee who is the spouse, son or daughter, parent or next of kin of a service 

member who is recovering from a serious illness or injury sustained while on 

active duty is entitled to twenty-six (26) weeks of unpaid leave in a 12-month 

period to care for the service member.  

Return to Work   

Any employee returning from an authorized family leave, shall be entitled to the 
same position held by the employee when the leave commenced, or to a position 
with equivalent benefits and pay.  

Reinstatement of an employee returning from family leave need not occur if: a) the 

specific job is eliminated by a bona fide restructuring, or a reduction-in-force 

resulting from lack of funds or lack of work, b) an employee on family leave takes 

a position with another employer outside the home, or c) the employee fails to 

provide the required notice of intent to take family leave or fails to return on the 

established ending date of leave. If an employee fails to return from family leave, 

the district may recover the costs of the employee's health benefits paid during the 

leave. Instructional staff may be required to delay their return from family leave to 

the beginning of the next semester under the following circumstances:  

1. The employee began leave five or more weeks before the end of the 

semester, the leave is for more than three weeks, and the employee 

would otherwise return to work within three weeks of the end of the 

semester.  

2. The employee began family leave (except for a personal health 

condition) less than five weeks before the end of the semester, the leave 

is for more than two weeks, and the employee would otherwise return 

to work within two weeks of the end of the semester.  

3. The employee began family leave (except for a personal health 

condition) three or fewer weeks before the end of the semester and the 

period of leave is more than five working days.  

  

LEAVE SHARING  

Policy 5406 – Adopted by the Board:  8.6.2009; Revised 8.2011  

The district shall establish and administer a leave sharing plan in which eligible 

employees may donate excess leave for use by an eligible recipient who is 

suffering from, or has a relative or household member suffering from, an 

extraordinary or severe illness, injury, impairment or physical or mental condition, 

or who has been called to service in the uniform services.  

Such a program is intended to extend leave benefits to an eligible recipient who 

otherwise would have to take leave without pay or terminate his or her 

employment.  

The superintendent is directed to establish procedures to donate leave for staff 

members who earn personal holiday leave, staff members who accrue annual leave 

and sick leave and staff members who accrue leave to be used for illnesses, injuries 

or emergencies. The superintendent is directed to administer the leave sharing plan 

in a manner consistent with state law and applicable collective bargaining 

agreements.  

  



 

 

 

LEAVE SHARING  

Procedure 5406P – Adopted by the Board:  08.09.06; Revised 8.2011  

  

A district employee is eligible to receive donated leave if:  

1. The staff member suffers from, or has a relative or household member 

suffering from, an extraordinary or severe illness, injury, impairment or 

physical or mental condition or who has been called to service in the 

uniformed services which has caused, or is likely to cause, the staff 

member to:  

a) Go on leave-without-pay status; or  

b) Terminate his/her employment;  

2. The staff member's absence and the use of shared leave are justified by 
documentation; 3. The staff member has depleted, or will shortly deplete, 
his/her annual leave and sick leave reserves;  

4. The staff member has abided by district rules regarding sick leave use; and  

5. The staff member has diligently pursued and been found to be ineligible to 

receive industrial insurance benefits.  

The superintendent shall determine the amount of leave, if any, which a staff 

member may receive under this policy. However, a staff member shall not receive 

more leave than the number of contracted days remaining in the current school 

year. In the event that the condition requiring the employee's absence continues 

beyond the current school year, the employee shall not receive a total of more than 

522 days of donated leave during total district employment.  

District employees may donate leave as follows:  

1. A staff member who has an accrued annual vacation balance of more than 

ten (10) days may request that the superintendent transfer a specified 

number of days to another person authorized to receive shared leave, or to 

the district's annual leave pool. A staff member may not request leave to 

be transferred that would result in an accrued annual leave balance of fewer 

than ten (10) days.  

2. A staff member who accrues annual vacation and sick leave may request 

that the superintendent transfer sick leave to a person authorized to receive 

shared leave, or to the district’s shared leave pool. A donating staff member 

must retain a minimum of 176 hours of sick leave after the transfer.  

3. A staff member who does not accrue annual leave but who has an accrued 

sick leave balance of more than twenty-two (22) days may request that the 

superintendent transfer a specified amount of sick leave to another staff 

member authorized to receive such leave, or to the district's shared leave 

pool. A staff member may not request a transfer that would result in an 

accrued sick leave balance of fewer than twenty-two (22) days. Sick leave 

as defined in RCW 28A.400.300 means leaves for illness, injury and 

emergencies.  

4. A staff member who receives personal holiday leave may request that the 

superintendent transfer a specified amount of personal holiday leave to 

another person authorized to receive shared leave, or to the district’s shared 

leave pool. A staff member may request to transfer no more than eight (8) 

hours of personal holiday leave during any calendar year.  



 

5. The number of leave days transferred shall not exceed the amount 

authorized by the donating staff member.  

6. Any leave donated by a staff member which remains unused shall be 

returned to the donor. To the extent administratively feasible, leave 

transferred by more than one staff member shall be returned on pro-rata 

basis.  

Leave shall be calculated on a day-donated and day-received basis.   

 

  

  

Form 5406F  

  
  

  

WAITSBURG SCHOOL DISTRICT NO. 401-100  

  

  

  

Request for Leave Sharing  

  

I hereby request Waitsburg School District to transfer a portion of my 

accumulated (check appropriate box)   

  

 sick leave  

 vacation   

  

to the employee indicated below.  I certify that this transfer shall not result in 
an accrued sick leave balance of fewer than twenty-two days or an accrued 
vacation balance of fewer than ten (10) days.  I understand that any leave 
donated which remains unused will be returned.  

  

   Number of days donated: ____________________  

  

   Name of employee to receive donated days:  ____________________  

  

  

  

_______________________________________        

_____________________________  

 Employee’s signature         Date  

  
  

  

  

  
  



 

 

  
MILITARY LEAVE  

Policy 5407 – Adopted by the Board: August 9, 2006, Revised 

08.11.10 The district shall grant military leave as provided by law to each staff 

member who is a member of a United States Military Reserve Unit or a member 

of the Washington National Guard for a period not to exceed fifteen days during 

each calendar year, provided such reservist has been called to, or volunteered for, 

active duty or active duty training. Such military leave of absence shall be in 

addition to any vacation or sick leave to which the staff member may be entitled 

and shall not result in any loss of rating, privileges, or pay. During the period of 

military leave, the staff member shall receive his/her normal pay from the district.  

Employees whose school district employment is interrupted by up to five years of 

service in a uniformed service are entitled to re-employment by the district 

following their discharge. The superintendent shall adopt procedures to implement 

these re-employment rights consistent with state and federal law.  

Military Leave - Spouse  

The district shall allow an employee who is the spouse of a military member of the 

U.S. Armed Forces, National Guard, or Reserves to take up to fifteen (15) days of 

unpaid leave during a period of military conflict when: (1) the military spouse is 

on leave from a deployment; or (2) prior to deployment once the military spouse 

receives official notification of an impending call or order to active duty. The 

employee must work an average of twenty hours or more each week for the district. 

The employee may elect to substitute any of the accrued leave to which the 

employee may be entitled for any part of the leave provided under this chapter.  

The employee is entitled to fifteen days of unpaid leave for each deployment. The 

employee must provide the district notice of intent to take leave within five 

business days of the call to active duty or notice of leave from deployment.  

  

JURY DUTY AND SUBPOENA LEAVE  

Policy 5408 – Adopted by the Board:  August 9, 2006  

The district may grant leaves to a staff member for the days he/she is required to 

serve on a jury. Any compensation received by a staff member for jury duty 

performed on a contract day is to be reimbursed to the district. The district may 

grant a maximum of two days leave (witness fees to be reimbursed to the district) 

to staff subpoenaed as witnesses in court or other legal proceedings; provided that 

a leave with pay shall not be granted to a staff member for a case brought or 

supported by a staff member union or association or for a case in which the staff 

member has a direct or indirect interest in the proceedings.  

On any day that a staff member is released from jury duty or as a witness by the 
court and four or more hours of the staff member's scheduled work day remain, 
the staff member is to immediately inform his/her supervisor and report to work 
if requested to do so.  

  

  

  



 

DISCRETIONARY LEAVES  

Policy No. 5409 – Adopted by the Board:  August 9, 2006 Personal Leave  

Each regular District employee shall be entitled to two (2) paid personal leave days 

per year to be used for personal, medical, business, household or family matters 

which require absence during normal working hours.  Personal Leave shall not 

accumulate beyond the current year.  The employee must request approval from 

his or her supervisor sufficiently in advance to allow arrangements to be made for 

a suitable replacement if required.  Personal leave shall not be taken in conjunction 

with a holiday or to length a vacation or other form of leave.  Any personal leave 

beyond two days will be without pay.   

  

Employees will be compensated at the substitute rate for their position for any 

personal leave not taken by the last day of a given school year.  

The superintendent shall adopt procedures to grant additional personal leave in 

exceptional and unusual cases which are out of the employee’s control.   

Leaves of Absence   

The district may grant leaves of absence for specific periods of time for up to one 

school year upon application by a staff member, the recommendation of the 

superintendent and the approval of the board. Such leaves shall be without pay or 

fringe benefits and, with the approval of the board, may be extended for one 

additional school year. During the leave the staff member may pay the district's 

share of any insurance benefits program in order to maintain those benefits. The 

needs of students and the district program warrant primary consideration. Leaves 

of absence shall be granted only when they shall not have an undesirable impact 

upon the educational program or business operations.  

A staff member shall be entitled to return to a position in the district at the end of 

the leave of absence subject to the availability of a position for which the staff 

member is qualified. The staff member granted a leave of absence shall inform the 

board by April l as to his/ her intentions to assume a position in the district for the 

ensuing school year. If said notification is not received, the individual's 

employment rights with the district shall be terminated.  

Staff on leave of absence shall not earn any salary schedule experience credit or 

any sick leave credit or benefits during the leave of absence.  

Leaves to Attend Meetings/Conferences   

The district may grant leaves, subject to the recommendation of the superintendent 

and approval by the board, to staff for the purpose of attending meetings or 

conferences that are likely to be of value to the staff member's performance. Such 

leaves may be granted without pay and with or without travel expense 

reimbursement.  

  

Professional Association Leave  

The board recognizes the occasional need for a local employee association 

representative to be absent from work to conduct business of the association.  

When such need arises, the employee representative shall notify his or her 

supervisor sufficiently in advance to allow arrangements to be made for a suitable 

replacement.  The cost for employing a substitute shall be paid by the association.  

Professional association leave shall be granted for a maximum of five days per 

school year for each such association.  



 

DISCRETIONARY LEAVES  

Procedures 5409P – Adopted by the Board: August 9, 2006  

  

Personal Leave  

Personal leave may be granted in units of no less than 30 minutes.  

Building administrators may request staff assistance with field trips or sporting 

events that travel long distances and/or involve overnight stays.  The decision as 

to which staff and how many are needed will be made by the building 

administrator. In such cases, the staff member(s) involved will not be charged 

personal leave time.  There are times, however, when a staff member may need to 

use personal leave time to participate on a field trip or activity.  

  

Policy 5409 states ‘personal leave shall not be taken in conjunction with a holiday 

or to lengthen a vacation or other form of leave.’  However, the district recognizes 

there may be extenuating circumstances that arise, such as a family member 

competing in the state track and field competition on the Friday prior to the 

Memorial Day weekend.  Should such situation arise, the employee may petition 

the superintendent to use a personal day for that purpose.  

  

It is also recognized that on occasion, a staff member may have the opportunity to 

participate in an activity or event that exceeds the number of personal days 

available.  In such cases, the employee may petition the superintendent to allow 

her/him to take more than the two personal days with the understanding that the 

employee will pay all substitute costs incurred during the absence.    

  

HOLIDAYS – CLASSIFIED EMPLOYEE  

Policy 5410 – Adopted by the Board:  August 9, 2006, Revised on November 8, 2006  

  

Regular full-time classified employees (12 months/year) shall receive the 

following paid holidays:  

1. New Year’s Day (January 1)  

2. Martin Luther King, Jr. Day (third Monday in January)  

3. President’s Day (third Monday in February)  

4. Memorial Day (last Monday in May)  

5. Independence Day (July 4)  

6. Labor Day (first Monday in September)  

7. Veteran’s Day (November 11)  

8. Thanksgiving Day (fourth Thursday in November)  

9. Christmas Day (December 25)  

Whenever a holiday, falls on Sunday, the following Monday shall be the paid 

holiday, and whenever a holiday falls on a Saturday, the preceding Friday shall be 

the paid holiday.    

The day after Thanksgiving will be taken as an unpaid holiday.  

  

  

  

  

  



 

  

  

WAITSBURG SCHOOL DISTRICT  

Employee Absence Affidavit  

  

  

  

EMPLOYEE: 

____________________________________________________________  

  

Date(s) of Absence ___________________ Total days claimed 

________________  

 or  

 Total hours claimed________________    

TYPE OF LEAVE REQUESTED    

   

__________  

  

Personal Illness      __________ Family Illness  

__________  

  

Bereavement       __________ Personal Leave  

__________  

  

Jury Duty/Subpoena     __________ Emergency Leave  

__________  

  

Maternity Leave      __________ Military Leave  

__________  

  

Medical Appointment     __________ Death in Family  

__________  

  

Vacation Leave      __________ Deduct  

__________  Professional Development/District or School Business  

(must have prior approval of building principal or 

superintendent)  

  

Specify the conference or meeting/location: 

____________________________________  

  

  

  

Employee’s Signature __________________________ Date 

______________________  

  

  

  
For Office Use Only  

  

NAME OF SUBSTITUTE: ____________________________Total 

days/hours _______  

  



 

CODED TO: 

____________________________________________________________  

  

  

SIGNATURE OF SUPERVISOR: 

___________________________________________ CLASSIFIED STAFF 

VACATIONS  

Policy No. 5411 – Adopted by the Board:  August 9, 2006, Revised November 8, 2006  

  
Regular full-time employees (12 months/year) shall accrue vacation leave according 

to the following guidelines (unless an individual employment contract provides 

otherwise):  

a. After the first year of current continuous employment – 10 days per 

annum  

b. After five years of current continuous employment –12 days per annum  

c. After ten years of current continuous employment – 15 days per annum  

d. After fifteen years of current continuous employment — 20 days per 

annum  

Regular full-time employees may not use any vacation leave until employed for a 

minimum of twelve months.   

Vacation leave must be taken within the 12-month period following the time when 

vacation was earned.  Unused vacation leave shall not accumulate in excess of thirty 

(30) days.  

When employees separate from service by reason of resignation, layoff, dismissal, 

retirement, or death they are entitled to a lump sum payment of unused vacation leave. 

No contributions will be made to an employee's retirement system for accrued 

vacation leave in excess of 30 days.  

Classified employees must schedule vacation with their supervisors at least two weeks 

in advance of the first day of vacation leave. Vacation schedules must recognize the 

operational needs of the district and are subject to the approval of the supervisor.  

When a situation arises while an employee is on paid vacation leave for which the 

employee is entitled to other leave (e.g. illness, injury, or death of a relative), the 

employee shall be granted such leave (in lieu of the approved vacation leaves) 

provided that the employee submits a request within fourteen (14) days after returning 

to work indicating the type of leave requested and the circumstances requiring the 

change in leave status.  

    

  

  

  

  

  

  

  

  

 

 



 

 

 

 

 

  

BENEFITS  

  

Tax Deferred Annuity/Compensation (Policy No. 5511)  

Staff Development (Policy No. 5520)  

      



 

TAX DEFERRED ANNUITY/COMPENSATION  

Policy No. 5511 – Adopted by the Board:  August 9, 2006  

  

The board of directors may contract with a staff member to defer any portion of his/her 

compensation in a credit union, savings and loan association, bank or other such 

financial institution or insurance company as set forth in RCW 41.04.250. In addition, 

the district may, at the staff member's direction, provide and pay for a tax deferred 

annuity for the purpose of funding a tax deferred annuity program.  

  

The board will enter into a tax deferred annuity contract when a staff member requests 

the school district to enter into a contract with a company of the staff member’s choice 

authorized to do business in the state of Washington through a Washington-licensed 

insurance agent.  

  

The superintendent is directed to create a tax deferred annuity program at the request 

of at least five staff members. Procedures shall address:  

  

A. Staff responsibilities for carrying out the deferred annuity program;  

  

B. How and when staff members can be contacted by representatives of companies 

licensed to do business in the state of Washington provided that no staff member 

shall be personally contacted during the normal work day;  

  

C. Assurance that the district shall be held harmless for any actions occurring after 

the authorized funds have been disbursed to the company designated by the staff 

member.  

  

  

STAFF DEVELOPMENT  

Policy No. 5520 – Adopted by the Board:  August 9, 2006  

The Waitsburg School District recognizes the value of continuing education for its 

staff members as a vital link in the chain of educational excellence. The demands of a 

rapidly changing world emphasize the need to continually update both knowledge and 

skills in order to provide quality instructional programs. Recognizing that a portion of 

the responsibility for providing professional growth opportunities rests with the 

district, a plan for meeting that need has been established as follows:  

  

1. A Staff Development Committee consisting of the superintendent, the building 

principals, and three additional members of the K-12 staff will be established to 

assist in administering the policy.  

Committee members other than the administrators will serve three-year rotating 

terms.  

2. The district will budget an amount of money each year to encourage staff 

development.  

3. Staff development funds will be allocated by the Professional Growth 

Committee to accomplish district and building goals.  

4. Tuition assistance will be approved to supplement the cost of course work that 

will improve the district curriculum, teaching methods, job performance, 



 

professional goals, or district operation. The Professional Growth Committee 

will act upon all applications.  Applications for summer school courses shall be 

submitted no later than May 15.  

5. Staff development funds will be distributed as follows:  

A. Staff will be reimbursed only for previously approved activities.  

B. Staff will only be reimbursed after submitting receipts and proof of 

completion.  

  

  

  

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

AUXILIARY PERSONNEL  

  

Substitute Employment (Policy No. 3610)  



 

Volunteers (Policy No. 3630)  

Student Teachers (Policy No. 5641)  

  

     



 

SUBSTITUTE EMPLOYMENT  

Policy No. 5610 – Adopted by the Board:  August 9, 2006  

  

The board authorizes the employment of a certificated substitute in the absence of a 

certificated staff member. In addition, the district may use a substitute in place of a 

regularly-contracted staff member when:  

A. Enrollment uncertainties exist at the beginning of a school year; or  

B. Resignations of regular staff do not allow sufficient time for the district to 

employ an immediate replacement.  

On either of the latter occasions the district shall employ a contracted staff person 

within a reasonable time.  

The superintendent shall be responsible for establishing procedures by which teachers 

request substitutes and by which substitute teachers are assigned, employed and 

compensated.  

Substitute teachers who have served for 20 full consecutive working days in the same 

assignment shall, from the 21st day of service on, be paid according to the regular 

salary schedule of certificated staff.  

The board authorizes the employment of a spouse of an officer as a substitute teacher 

when the superintendent deems that there is a shortage of substitute teachers in the 

district.  

Retired teachers or administrators may work up to one thousand five-hundred (1,500) 

hours per school year as substitutes without affecting their retirement. After eight 

hundred sixty-seven (867) hours of employment for a retired employee, the district 

will be responsible for the employer’s contribution to the state retirement system for 

that employee for all hours worked in that school year.  

If the superintendent reasonably anticipates that the list of qualified, willing 

substitutes will be exhausted, emergency substitute certification may be sought from 

the Office of the Superintendent of Public Instruction for persons not fully qualified 

for a teaching or substitute certificate. Substitutes holding emergency certification 

may only be assigned work when the list of fully-qualified substitutes is exhausted.  

The board authorizes the employment of a classified substitute in the absence of a 

classified staff member when a program will be adversely affected by the regular staff 

member's absence and when a substitute can perform the duties in a reasonable 

manner. Such classified substitutes shall be hired into positions ineligible for 

retirement benefits that correspond to the retirement eligible positions for which 

substitutes are needed. The superintendent is authorized to establish procedures 

relating to the use of substitute classified staff.  

  

  

  

  

  

  

  

  



 

VOLUNTEERS  

Policy No. 5630 – Adopted by the Board:  August 9, 2006  

  

The district recognizes the valuable contribution made to the total school program 

through the volunteer assistance of parents and other citizens. In working with 

volunteers, district staff shall clearly explain the volunteer's responsibility for 

supervising students in school, on the playground and on field trips. On field trips both 

students and volunteers are to be informed of the rules of student behavior and the 

means by which they are to be held accountable to those rules.  

The superintendent shall be responsible for developing and implementing procedures 

for the utilization of volunteers. The selection and use of volunteers will be consistent 

with those policies and procedures as specified for unsupervised volunteers as 

specified in Policy 5005.  

  

STUDENT TEACHERS  

Policy No. 5641 – Adopted by the Board:  August 9, 2006  

  

The board encourages cooperation with colleges and universities within the state in 

the training of student teachers. The district shall accept student teachers from 

accredited institutions of higher learning with which the district has a cooperative 

agreement approved by the board.  

The board authorizes the superintendent to honor those reasonable rules, regulations 

and training guidelines of the teacher training institution. The teacher training 

institution shall be expected to provide liaison personnel who shall work cooperatively 

throughout the training process with the principal and the supervising teacher.  

The superintendent shall coordinate the request for placement with building principals 

in order that excessive concentrations of student teachers in any given building shall 

be avoided. Student teachers shall comply with the policy of the district as it applies 

to certificated staff. The supervising teacher and the principal shall be responsible for 

the conduct of the student teacher.  

  

    

  

  

  

  

  

 

 

 

 

  



 

OTHER POLICIES, NOTICES AND FORMS  

Transportation by a School Employee (Policy No. 6630)  

Driver Certification Form  

Regulation of Dangerous Weapons on School Property 

(Policy No. 4315) Disruption of School Operations 

(Policy No. 4314) Sexual Harassment (Policy No.   

Prohibition of Harassment, Intimidation and Bullying (Policy No. 3207)  

Incident Reporting Form for Harassment, Intimidation and 

Bullying  

Non-Discrimination Notice  

FERPA Notice  

Child Find Notice  

2015-2016 Emergency Weather Procedures  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

    
  

DRIVER TRAINING AND RESPONSIBILITY  

Policy No. 6630 – Adopted by the Board, February 

10, 2010  

  



 

Transportation by a School Employee  

Any district employee, other than a school bus driver, who transports students 

for school activities in a district or private vehicle, must have a valid driver’s 

license issued by the State Department of Licensing (or their state of 

residence), and proof of insurance.  Such drivers may only operate vehicles 

with a manufacturer’s rated seating capacity of 10 or less including the driver.  

Such drivers are required to be authorized school bus drivers if they drive 

students on scheduled routes between home and school.  

  

In addition, for any employees whose job assignment or supplemental contract 

requires the regularly schedules transportation of students in vehicles with a 

manufacturer’s rated seating capacity of 10 or fewer, the district shall obtain a 

certified abstract of the driving records of the employee before the employee 

transports students.  This requirement is not necessary for persons transporting 

students in an emergency affecting health and/or safety.  

  

Supervision of Students  

When a teacher, coach or other certificated staff member is assigned to 

accompany students on a bus, such person shall be primarily responsible for 

the behavior of the students in his/her charge and shall ensure that student 

behavior complies with state regulations and district policy.  The bus driver 

shall have final authority and responsibility.  
  
  

  

  

  

  

  

  

  

  

  

  

  
  

WAITSBURG SCHOOL DISTRICT  

Driver Certification Form  

  

  



 

Instructions:  This form must be completed for each district employee who 

will transport students for a school activity in a district or private vehicle. 

Such drivers may only operate vehicles with seating capacity of ten or 

fewer and may not drive students on scheduled routes between home and 

school.  

  

**************************************************************

**********  

  

 Name:     Date:     

  

  

Please mark YES or NO for each of the following questions:  

  

YES    NO  

   Do you possess the physical health necessary to safely 

transport      students?  

  

  Has your driving license been suspended or revoked during the     

past three years?  

  

   Have you received three or more speeding tickets in excess of 
ten      miles per hour over the speed limit within any twelve-
month      period in the past three years?  

  

   Have you been convicted or undergone deferred prosecution 
for      any misdemeanor, gross misdemeanor or felony that is 
related      to the duty of driving students? Such offenses 
include but are      not limited to those listed in WAC 180-
20-101 (1) (j).  

  

Note: Please attach photocopies of your driver’s license and proof of 

insurance. The district must obtain a certified abstract of your driving 

record before you are eligible to transport students under the terms of 

Board Policy 8121 Driver Training and Responsibility.  

  

I hereby certify that the information provided above is true and correct. I 

further give Waitsburg School District permission to obtain a driver abstract 

from the Washington State Department of Licensing.   

  

  

   
Employee Signature  

  
  

REGULATION OF DANGEROUS WEAPONS ON SCHOOL PREMISES  

Policy No. 4210 – Adopted by the Board, January 14, 2009  

  



 

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.  

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

signs, and that all violations of this policy and RCW 9.41.280 are reported annually 

to the superintendent of Public Instruction.  

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.  

Persons over eighteen years of age and persons between fourteen and eighteen 

years of age with written parental or guardian permission may possess personal 

protection spray devices on school property. No one under eighteen years of age 

may deliver such devices, nor may anyone eighteen years or older deliver a spray 

device to anyone under fourteen or to anyone between fourteen and eighteen who 

does not have parental permission.  

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.  

School officials shall notify the appropriate law enforcement agency of known or 

suspected violations of this policy. Students who violate this policy shall be subject 

to discipline, including a one-year expulsion for a violation involving a firearm.  

  

WSD 4215:  USE OF TOBACCO AND NICOTINE SUBSTANCES  

Policy 4215 – Adopted by the Board: February 2011   

  



 

The board of directors recognizes that to protect students from exposure to the 

addictive substance of nicotine, employees and officers of the school district, 

and all members of the community, have an obligation as role models to refrain 

from tobacco use on school property at all times. Tobacco includes, but is not 

limited to, cigarettes, cigars, snuff, smoking tobacco, smokeless tobacco, 

nicotine, nicotine delivering devices, chemicals or devices that produce the 

same flavor or physical effect of nicotine substances; and any other tobacco 

innovation.   

Any use of such products by staff, students, visitors and community members 

shall be prohibited on school district property. Possession or distribution of 

tobacco products by minors is prohibited. This shall include all district 

buildings, grounds and district-owned vehicles.  

The use of Federal Drug Administration (FDA) approved nicotine replacement 

therapy is permitted. However, students must have a physician’s prescription 

for the FDA approved nicotine replacement therapy and must follow 

applicable policies regarding use of medication by students.  

Notices advising students, district employees and community members of this 

policy shall be posted in appropriate locations in all district buildings and at 

other district facilities as determined by the superintendent and shall be 

included in the employee and student handbooks. Employees and students are 

subject to discipline for violations of this policy, and school district employees 

are responsible for the enforcement of the policy.  

  

DISRUPTION OF SCHOOL OPERATIONS  

Policy 4314 – Adopted by the Board: December 11, 1996  

  

No person who is under the influence of drugs or alcohol shall be allowed to enter 

or remain at any school program, activity, or meeting. In addition, if any person is 

disrupting or obstructing any school program, activity, or meeting, or threatens to 

do so or is committing, threatening to imminently commit or inciting another to 

imminently commit any act which would disturb or interfere with or obstruct any 

lawful task, function, process or procedure of any student, official, classified or 

certificated staff member or invitee of the school district, the superintendent or 

staff member in charge shall direct the person to leave immediately.  If such a 

person refuses to leave, the superintendent or staff member shall immediately call 

for the assistance of a law enforcement officer.   

  

    

  

SEXUAL HARASSMENT  

Policy 5011 – Adopted by the Board:  February 12, 2014  

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.  

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 to 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 will be posted in each district building in a place available to staff, 

students, parents, volunteers and visitors.  The policy will be reproduced in each 

student, staff, volunteer and parent handbook.  

The superintendent will make an annual report to the board reviewing the use and 
efficacy of this policy and related procedures.  Recommendations for changes to 
this policy, if applicable, will be included in the report.  The superintendent is 



 

encouraged to involve staff, students, and volunteers and parents in the review 
process.  

  

  

PROHIBITION OF HARASSMENT, INTIMIDATION AND BULLYING  

Policy 3207 – Adopted by the Board:  February 9, 2011  

  

The district is committed to a safe and civil educational environment for all 

students, employees, parents/legal guardians, volunteers and patrons 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:  

• Physically harms a student or damages the student’s property.  

• Has the effect of substantially interfering with a student’s education?  

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

educational environment.  

• 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  

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 shall 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.   

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.  The superintendent is authorized to 

direct the implementation of procedures addressing the elements of this policy.  

  

PROHIBITION OF HARASSMENT, INTIMIDATION AND BULLYING  

Procedure 3207 - Adopted by the Board: February 9, 2011 A. 

Introduction  

Waitsburg School District strives to provide students with optimal conditions for 

learning by maintaining a school environment where everyone is treated with 

respect and no one is physically or emotionally harmed.   

In order to ensure respect and prevent harm, it is a violation of district policy for a 

student to be harassed, intimidated, or bullied by others in the school community, 

at school sponsored events, or when such actions create a substantial disruption to 

the educational process. The school community includes all students, school 

employees, school board members, contractors, unpaid volunteers, families, 

patrons, and other visitors. Student(s) will not be harassed because of their race, 

color, religion, ancestry, national origin, gender, sexual orientation, including 

gender expression or identity, mental or physical disability, or other distinguishing 

characteristics.   

Any school staff who observes, overhears, or otherwise witness’s harassment, 

intimidation or bullying or to whom such actions have been reported must take 

prompt and appropriate action to stop the harassment and to prevent its 

reoccurrence.   

B. Definitions  

Aggressor is a student, staff member, or other member of the school community 

who engages in the harassment, intimidation or bullying of a student.  

Harassment, intimidation or bullying is an intentional electronic, written, 

verbal, or physical act that:  



 

• Physically harms a student or damages the student’s property.  

• Has the effect of substantially interfering with a student’s education?  

• Is so severe, persistent, or pervasive that it creates an intimidating or 

threatening educational environment.  

• Has the effect of substantially disrupting the orderly operation of the 

school?  

Conduct that is “substantially interfering with a student’s education” will be 

determined by considering a targeted student’s grades, attendance, demeanor, 

interaction with peers, participation in activities, and other indicators.   

Conduct that may rise to the level of harassment, intimidation and bullying may 

take many forms, including, but not limited to: slurs, rumors, jokes, innuendoes, 

demeaning comments, drawings, cartoons, pranks, ostracism, physical attacks or 

threats, gestures, or acts relating to an individual or group whether electronic, 

written, oral, or physically transmitted messages or images. There is no 

requirement that the targeted student actually possess the characteristic that is the 

basis for the harassment, intimidation or bullying.  

Incident Reporting Forms may be used by students, families, or staff to report 

incidents of harassment, intimidation or bullying. Forms may be obtained from 

each school’s office or the District’s Compliance Officer.   

Retaliation is when an aggressor harasses, intimidates, or bullies a student who 

has reported incidents of bullying.   

Staff includes, but is not limited to, educators, administrators, counselors, school 

nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to 

extracurricular activities, classified staff, substitute and temporary teachers, 

volunteers, or paraprofessionals (both employees and contractors).  

Targeted Student is a student against whom harassment, intimidation or bullying 

has allegedly been perpetrated.  

C. Relationship to Other Laws  

This procedure applies only to RCW 28A.300.285 – Harassment, Intimidation and 

Bullying prevention. There are other laws and procedures to address related issues 

such as sexual harassment or discrimination.   

At least four Washington laws may apply to harassment or discrimination:   

• RCW 28A.300.285 – Harassment, Intimidation and Bullying   

• RCW 28A.640.020 – Sexual Harassment   

• RCW 28A.642 – Prohibition of Discrimination in Public Schools  

• RCW 49.60.010 – The Law Against Discrimination  

The district will ensure its compliance with all state laws regarding harassment, 

intimidation or bullying. Nothing in this procedure prevents a student, 

parent/guardian, school or district from taking action to remediate harassment or 

discrimination based on a person’s gender or membership in a legally protected 

class under local, state, or federal law.   

D.  Prevention  

1. Dissemination in each school and on the district’s website the district will 

prominently post information on reporting harassment, intimidation and 

bullying; the name and contact information for making a report to a school 

administrator; and the name and contact information for the district 

compliance officer. The district’s policy and procedure will be available in 

each school in a language that families can understand.   



 

  Annually, the superintendent will ensure that a statement summarizing the policy 

and procedure is provided in student, staff, volunteer, and parent handbooks, 

is available in school and district offices and/or hallways, or is posted on the 

district’s website.    

  Additional distribution of the policy and procedure is subject to the requirements 

of Washington Administrative Code 392-400-226.  

  

2. Education Annually students will receive age-appropriate information on the 
recognition and prevention of harassment, intimidation or bullying at student 
orientation sessions and on other appropriate occasions. The information will 
include a copy of the Incident Reporting Form.   

  

3. Training Staff will receive annual training on the school district’s policy and 
procedure, including staff roles and responsibilities, how to monitor common 
areas and the use of the district’s Incident Reporting Form.   

  

4. Prevention Strategies The district will implement a range of prevention 

strategies including individual, classroom, school, and district-level 

approaches.   

 Whenever possible, the district will implement evidence-based prevention 

programs that are designed to increase social competency, improve school 

climate, and eliminate harassment, intimidation and bullying in schools.  

  

E.  Compliance Officer  

The district compliance officer will:  

1. Serve as the district’s primary contact for harassment, intimidation and 

bullying.   

2. Provide support and assistance to the principal or designee in resolving 

complaints.  

3. Receive copies of all Incident Reporting Forms, discipline Referral Forms, and 

letters to parents providing the outcomes of investigations.   

4. Be familiar with the use of the student information system. The compliance 

officer may use this information to identify patterns of behavior and areas of 

concern.   

5. Ensure implementation of the policy and procedure by overseeing the 

investigative processes, including ensuring that investigations are prompt, 

impartial, and thorough.  

6. Assess the training needs of staff and students to ensure successful 

implementation throughout the district, and ensure staff receive annual fall 

training.  

7. Provide the OSPI School Safety Center with notification of policy or procedure 

updates or changes on an annual basis.  

8. In cases where, despite school efforts, a targeted student experiences 

harassment, intimidation or bullying that threatens the student’s health and 

safety, the compliance officer will facilitate a meeting between district staff 

and the child’s parents/guardians to develop a safety plan to protect the student. 

A sample student safety plan is available on the OSPI website:  

www.k12.wa.us/SafetyCenter/default.aspx.   

  

http://www.k12.wa.us/SafetyCenter/default.aspx
http://www.k12.wa.us/SafetyCenter/default.aspx


 

F.  Staff Intervention  

 All staff members shall intervene when witnessing or receiving reports of 

harassment, intimidation or bullying. Minor incidents that staff are able to 

resolve immediately, or incidents that do not meet the definition of harassment, 

intimidation or bullying, may require no further action under this procedure.   

G. Filing an Incident Reporting Form  

 Any student who believes he or she has been the target of unresolved, severe, or persistent 

harassment, intimidation or bullying, or any other person in the school 

community who observes or receives notice that a student has or may have 

been the target of unresolved, severe, or persistent harassment, intimidation or 

bullying may report incidents verbally or in writing to any staff member.   

H. Addressing Bullying – Reports  

Step 1: Filing an Incident Reporting Form  

In order to protect a targeted student from retaliation, a student need not reveal his 

identity on an Incident Reporting Form. The form may be filed anonymously, 

confidentially, or the student may choose to disclose his or her identity (non-

confidential).  
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Individuals may file a report without revealing their identity. No disciplinary 

action will be taken against an alleged aggressor based solely on an anonymous 

report. Schools may identify complaint boxes or develop other methods for 

receiving anonymous, unsigned reports. Possible responses to an anonymous 

report include enhanced monitoring of specific locations at certain times of 

day or increased monitoring of specific students or staff. (Example: An 

unsigned Incident Reporting Form dropped on a teacher’s desk led to the 

increased monitoring of the boys’ locker room in 5th period.)  

b. Confidential  

Individuals may ask that their identities be kept secret from the accused and 

other students. Like anonymous reports, no disciplinary action will be taken 

against an alleged aggressor based solely on a confidential report. (Example: 

A student tells a playground supervisor about a classmate being bullied but 

asks that nobody know who reported the incident. The supervisor says, “I 

won’t be able to punish the bullies unless you or someone else who saw it is 

willing to let me use their names, but I can start hanging out near the basketball 

court, if that would help.”)   

c. Non-confidential   

Individuals may agree to file a report non-confidentially. Complainants 

agreeing to make their complaint non-confidential will be informed that due 

process requirements may require that the district release all of the information 

that it has regarding the complaint to any individuals involved in the incident, 

but that even then, information will still be restricted to those with a need to 



 

know, both during and after the investigation. The district will, however, fully 

implement the anti-retaliation provision of this policy and procedure to protect 

complainants and witnesses.   

Step 2: Receiving an Incident Reporting Form  

All staff are responsible for receiving oral and written reports. Whenever possible 

staff who initially receive an oral or written report of harassment, intimidation or 

bullying shall attempt to resolve the incident immediately. If the incident is 

resolved to the satisfaction of the parties involved, or if the incident does not meet 

the definition of harassment, intimidation or bullying, no further action may be 

necessary under this procedure.   

All reports of unresolved, severe, or persistent harassment, intimidation or bullying 

will be recorded on a district Incident Reporting Form and submitted to the 

principal or designee, unless the principal or designee is the subject of the 

complaint.  

Step 3: Investigations of Unresolved, Severe, or Persistent Harassment, Intimidation and 

Bullying  

All reports of unresolved, severe, or persistent harassment, intimidation or bullying 

will be investigated with reasonable promptness. Any student may have a trusted 

adult with them throughout the report and investigation process.  

a. Upon receipt of the Incident Reporting Form that alleges unresolved, severe, 

or persistent harassment, intimidation or bullying, the school or district 

designee will begin the investigation. If there is potential for clear and 

immediate physical harm to the complainant, the district will immediately 

contact law enforcement and inform the parent/guardian.   

b. During the course of the investigation, the district will take reasonable 

measures to ensure that no further incidents of harassment, intimidation or 

bullying occur between the complainant and the alleged aggressor. If 

necessary, the district will implement a safety plan for the student(s) involved. 

The plan may include changing seating arrangements for the complainant 

and/or the alleged aggressor in the classroom, at lunch, or on the bus; 

identifying a staff member who will act as a safe person for the complainant; 

altering the alleged aggressor’s schedule and access to the complainant, and 

other measures.  

c. Within two (2) school days after receiving the Incident Reporting Form, the 

school designee will notify the families of the students involved that a 

complaint was received and direct the families to the district’s policy and 

procedure on harassment, intimidation and bullying.   

d. In rare cases, where after consultation with the student and appropriate staff 

(such as a psychologist, counselor, or social worker) the district has evidence 

that it would threaten the health and safety of the complainant or the alleged 

aggressor to involve his or her parent/guardian, the district may initially refrain 

from contacting the parent/guardian in its investigation of harassment, 

intimidation and bullying. If professional school personnel suspect that a 

student is subject to abuse and neglect, they must follow district policy for 

reporting suspected cases to Child Protective Services.  

e. The investigation shall include, at a minimum:  

• An interview with the complainant;  

• An interview with the alleged aggressor;  



 

• A review of any previous complaints involving either the complainant or 

the alleged aggressor; and  

• Interviews with other students or staff members who may have knowledge 

of the alleged incident.   

f. The principal or designee may determine that other steps must be taken before 

the investigation is complete.   

g. The investigation will be completed as soon as practicable but generally no 

later than five (5) school days from the initial complaint or report. If more time 

is needed to complete an investigation, the district will provide the 

parent/guardian and/or the student with weekly updates.  

h. No later than two (2) school days after the investigation has been completed 

and submitted to the compliance officer, the principal or designee shall respond 

in writing or in person to the parent/guardian of the complainant and the alleged 

aggressor stating:  

• The results of the investigation;  

• Whether the allegations were found to be factual;  

• Whether there was a violation of policy; and  

• The process for the complainant to file an appeal if the complainant 

disagrees with results. Because of the legal requirement regarding the 

confidentiality of student records, the principal or designee may not be able 

to report specific information to the targeted student’s parent/guardian 

about any disciplinary action taken unless it involves a directive that the 

targeted student must be aware of in order to report violations.   

If a district chooses to contact the parent/guardian by letter, the letter will be mailed 

to the parent/guardian of the complainant and alleged aggressor by United States 

Postal Service with return receipt requested unless it is determined, after 

consultation with the student and appropriate staff (psychologist, counselor, social 

worker) that it could endanger the complainant or the alleged aggressor to involve 

his or her family. If professional school personnel suspect that a student is subject 

to abuse or neglect, as mandatory reporters they must follow district policy for 

reporting suspected cases to Child Protective Services.  

If the incident cannot be resolved at the school level, the principal or designee shall 

request assistance from the district.   

Step 4: Corrective Measures for the Aggressor  

After completion of the investigation, the school or district designee will institute 

any corrective measures necessary. Corrective measures will be instituted as 

quickly as possible, but in no event more than five (5) school days after contact 

has been made to the families or guardians regarding the outcome of the 

investigation. Corrective measures that involve student discipline will be 

implemented according to district policy 3241, Classroom Management, 

Corrective Actions or Punishment. If the accused aggressor is appealing the 

imposition of discipline, the district may be prevented by due process 

considerations or a lawful order from imposing the discipline until the appeal 

process is concluded.   

If in an investigation a principal or principal’s designee found that a student 

knowingly made a false allegation of harassment, intimidation or bullying, that 

student may be subject to corrective measures, including discipline.  



 

 Step 5:  Targeted Student’s Right to Appeal  

1. If the complainant or parent/guardian is dissatisfied with the results of the 

investigation, they may appeal to the superintendent or his or her designee by filing 

a written notice of appeal within five (5) school days of receiving the written 

decision. The superintendent or his or her designee will review the investigative 

report and issue a written decision on the merits of the appeal within five (5) school 

days of receiving the notice of appeal.  

2. If the targeted student remains dissatisfied after the initial appeal to the 

superintendent, the student may appeal to the school board by filing a written 

notice of appeal with the secretary of the school board on or before the fifth (5) 

school day following the date upon which the complainant received the 

superintendent’s written decision.  

3. An appeal before the school board or disciplinary appeal council must be heard 

on or before the tenth (10th) school day following the filing of the written notice 

of appeal to the school board. The school board or disciplinary appeal council will 

review the record and render a written decision on the merits of the appeal on or 

before the fifth (5th) school day following the termination of the hearing, and shall 

provide a copy to all parties involved. The board or council’s decision will be the 

final district decision.  

Step 6: Discipline/Corrective Action  

The district will take prompt and equitable corrective measures within its authority 

on findings of harassment, intimidation or bullying. Depending on the severity of 

the conduct, corrective measures may include counseling, education, discipline, 

and/or referral to law enforcement.  

Corrective measures for a student who commits an act of harassment, intimidation 

or bullying will be varied and graded according to the nature of the behavior, the 

developmental age of the student, or the student’s history of problem behaviors 

and performance. Corrective measures that involve student discipline will be 

implemented according to district policy 3241, Classroom Management, 

Corrective Actions or Punishment.   

If the conduct was of a public nature or involved groups of students or bystanders, 

the district should strongly consider school wide training or other activities to 

address the incident.  

If staff have been found to be in violation of this policy and procedure, school 

districts may impose employment disciplinary action, up to and including 

termination. If a certificated educator is found to have committed a violation of 

WAC 181-87, commonly called the Code of Conduct for Professional Educators, 

OSPI’s Office of Professional Practices may propose disciplinary action on a 

certificate, up to and including revocation. Contractor violations of this policy may 

include the loss of contracts.   

Step 7: Support for the Targeted Student  

Persons found to have been subjected to harassment, intimidation or bullying will 
have appropriate district support services made available to them, and the 
adverse impact of the harassment on the student shall be addressed and remedied 
as appropriate.   



 

I. Immunity/Retaliation  

No school employee, student, or volunteer may engage in reprisal or retaliation 
against a targeted student, witness, or other person who brings forward 
information about an alleged act of harassment, intimidation or bullying. 
Retaliation is prohibited and will result in appropriate discipline.  

J. Other Resources  

Students and families should use the district’s complaint and appeal procedures as 

a first response to allegations of harassment, intimidation and bullying. However, 

nothing in this procedure prevents a student, parent/guardian, school, or district 

from taking action to remediate discrimination or harassment based on a person’s 

membership in a legally protected class under local, state or federal law. A 

harassment, intimidation or bullying complaint may also be reported to the 

following state or federal agencies:  

OSPI Equity and Civil Rights Office  

360.725.6162  

Email: equity@k12.wa.us 

www.k12.wa.us/Equity/default.aspx  

Washington State Human Rights Commission  

800.233.3247  

www.hum.wa.gov/index.html  

Office for Civil Rights, U.S. Department of Education, Region IX  

206.607.1600  

Email: OCR.Seattle@ed.gov  

www.ed.gov/about/offices/list/ocr/index.html  

Department of Justice Community Relations Service  

877.292.3804 

www.justice.gov/c

rt/  

Office of the Education 

Ombudsman 866.297-2597  

Email: OEOinfo@gov.wa.gov 

www.governor.wa.gov/oeo/default.asp   

OSPI Safety 

Center 

360.725-6044  

www.k12.wa.us/SafetyCenter/BullyingHarassment/default.aspx  

K. Other District Policies and Procedures  

Nothing in this policy or procedure is intended to prohibit discipline or remedial 

action for inappropriate behaviors that do not rise to the level of harassment, 

intimidation or bullying as defined herein, but which are, or may be, prohibited by 

other district or school rules.  

  

 

 

 

    



 

WAITSBURG SCHOOL DISTRICT  

Harassment/Intimidation/Bullying Report Form  

  

Waitsburg School District Policy 3207 prohibits all forms of harassment, 

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

intentionally written message or image, including those that are electronically 

transmitted, a verbal, or physical act, including but not limited to one shown 

to be motivated by any characteristic in RCW 9A.36.080(3), (race, color, 

religion, ancestry, national origin, gender, sexual orientation or mental or 

physical disability), or other distinguishing characteristics, when an act:  

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

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

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

threatening    educational environment; or  

Has the effect of substantially disrupting the orderly operation of the 

school?   

  

Only use this form to report issues relating to harassment, 

intimidation or bullying. Complainant  Address:  

 

Date of alleged incident(s):   

Name(s) of person you believe are harassing, intimidating and/or bullying:  

  

Describe the incident(s) as clearly as possible, including such things as: what 
force, if any, was used; any verbal statements (i.e., threats, requests, 
demands, etc.); what, if any, physical contact was involved; etc.  (Attach 
additional pages if necessary.)  

  

Where and when did the incident(s) occur?  

  

  

List any witnesses who were present:  

  

  

This complaint is filed based on my honest belief that                                                       

has harassed, intimidated or bullied me or others.  I hereby certify that the 

information I have provided in this complaint is true, correct and complete to 

the best of my knowledge and belief.  

 Complainant Signature:              Date:  

 Received by:      

        Date:  

    

            Phone:   

  



 

WSD POLICY/PROCEDURES 2022: ELECTRONIC RESOURCES (Rev. 1/13)  

The Waitsburg Board of Directors recognizes that an effective public education 

system develops students who are globally aware, civically engaged, and capable of 

managing their lives and careers. The board also believes that students need to be 

proficient and safe users of information, media, and technology to succeed in a digital 

world.   

Therefore, the district will use electronic resources as a powerful and compelling 

means for students to learn core subjects and applied skills in relevant and rigorous 

ways. It is the district’s goal to provide students with rich and ample opportunities to 

use technology for important purposes in schools just as individuals in workplaces 

and other real-life settings use these tools. The district’s technology will enable 

educators and students to communicate, learn, share, collaborate and create; to think 

and solve problems; to manage their work; and to take ownership of their lives.  

To help ensure student safety and citizenship in online activities, all students will be 

educated about appropriate online behavior, including interacting with other 

individuals on social networking websites and in chat rooms, and cyberbullying 

awareness and response.   

The superintendent or designee will create strong electronic educational systems that 

support innovative teaching and learning, to provide appropriate staff development 

opportunities and to develop procedures to support this policy.   

Use of the Internet  

The question of Internet safety includes issues regarding the use of the Internet, 

Internet-ready, and other electronic devices in a manner that promotes safe online 

activity for children, protects children from cybercrimes, including crimes by online 

predators and cyberbullying, and helps parents shield their children from materials 

that are inappropriate for minors.    

  

To promote the safe and appropriate online behavior of students and staff as they 

access material from the Internet, the district will use the following four-part 

approach.  However, given the ever-changing nature of the Internet, the district cannot 

guarantee that a student will never be able to access objectionable material.  

  

1. Network Use Agreement  
Any student or staff member using the Internet from a computer in the district 

facility must have a valid Network Use Agreement on file.   
2. Filter  

All district-owned computers in all district facilities capable of accessing the 

Internet must use filtering software to prevent access to obscene, racist, 

hateful or violent material.   
3. Supervision  

When students use the Internet from school facilities, district staff will make 

a reasonable effort to supervise student access and use of the Internet.  If 

material is accessed that violates standards in the materials selection 

procedures of the Network Use Agreement, then district staff may instruct the 

person to cease using that material and/or implement sanctions contained in 

the Network Use Agreement.   
4. Instruction  

All students will be educated about appropriate online behavior, including 

interacting with other individuals on social networking websites and in chat 

rooms, and cyberbullying awareness and response.    

  

  



 

K-20 Network Acceptable Use Guidelines/Internet Safety Requirements  

These procedures are written to support the Electronic Resources Policy of the board 

of directors and to promote positive and effective digital citizenship among students 

and staff. Digital citizenship represents more than technology literacy. Successful, 

technologically-fluent digital citizens live safely and civilly in an increasingly digital 

world. They recognize that information posted on the Internet is public and permanent 

and can have a long-term impact on an individual’s life and career. Expectations for 

student and staff behavior online are no different from face-to-face interactions.   

Use of Personal Electronic Devices   

In accordance with all district policies and procedures, students and staff may use 

personal electronic devices (e.g. laptops, mobile devices and e-readers) to further the 

educational and research mission of the district. School staff will retain the final 

authority in deciding when and how students may use personal electronic devices on 

school grounds and during the school day.   

Network  

The district network includes wired and wireless devices and peripheral equipment, 

files and storage, e-mail and Internet content (blogs, websites, collaboration software, 

social networking sites, wikis, etc.). The district reserves the right to prioritize the use 

of, and access to, the network.   

All use of the network must support education and research and be consistent with the 

mission of the district.  

Acceptable network use by district students and staff include:  

A. Creation of files, digital projects, videos, web pages and podcasts using 

network resources in support of education and research;  

B. Participation in blogs, wikis, bulletin boards, social networking sites and 

groups and the creation of content for podcasts, e-mail and webpages that 

support education and research;  

C. With parental permission, the online publication of original educational 

material, curriculum related materials and student work. Sources outside the 

classroom or school must be cited appropriately;  

D. Staff use of the network for incidental personal use in accordance with all 

district policies and procedures; or  

E. Connection of personal electronic devices (wired or wireless) including 

portable devices with network capabilities to the district network after 

checking with IT Director to confirm that the device is equipped with up-to-

date virus software, compatible network card and is configured properly. 

Connection of any personal electronic device is subject to all procedures in 

this document.  

Unacceptable network use by district students and staff includes but is not limited to:  

A. Personal gain, commercial solicitation and compensation of any kind;  

B. Actions that result in liability or cost incurred by the district;  

C. Downloading, installing and use of games, audio files, video files, games or 

other applications (including shareware or freeware) without permission or 

approval from the superintendent (or designee);  

D. Support for or opposition to ballot measures, candidates and any other 

political activity;  

E. Hacking, cracking, vandalizing, the introduction of viruses, worms, Trojan 

horses, time bombs and changes to hardware, software and monitoring tools;  

F. Unauthorized access to other district computers, networks and information 

systems;  



 

G. Cyberbullying, hate mail, defamation, harassment of any kind, discriminatory 

jokes and remarks;  

H. Information posted, sent or stored online that could endanger others (e.g., 

bomb construction, drug manufacturing);  

I. Accessing, uploading, downloading, storage and distribution of obscene, 

pornographic or sexually explicit material; or  

J. Attaching unauthorized devices to the district network. Any such device will 

be confiscated and additional disciplinary action may be taken.  

The district will not be responsible for any damages suffered by any user, including 

but not limited to, loss of data resulting from delays, non-deliveries, miss-deliveries 

or service interruptions caused by his/her own negligence or any other errors or 

omissions. The district will not be responsible for unauthorized financial obligations 

resulting from the use of, or access to, the district’s computer network or the Internet.  

Internet Safety  

Personal Information and Inappropriate Content:  

A. Students and staff should not reveal personal information, including a home 

address and phone number on web sites, blogs, podcasts, videos, social 

networking sites, wikis, e-mail or as content on any other electronic medium;  

B. Students and staff should not reveal personal information about another 

individual on any electronic medium without first obtaining permission;  

C. No student pictures or names can be published on any public class, school or 

district website unless the appropriate permission has been obtained according 

to district policy; and  

D. If students encounter dangerous or inappropriate information or messages, 

they should notify the appropriate school authority.  

Filtering and Monitoring  

Filtering software is used to block or filter access to visual depictions that are obscene 

and all child pornography in accordance with the Children’s Internet Protection Act 

(CIPA). Other objectionable material could be filtered. The determination of what 

constitutes “other objectionable” material is a local decision.  

A. Filtering software is not 100 percent effective. While filters make it more 

difficult for objectionable material to be received or accessed, filters are not a 

solution in themselves. Every user must take responsibility for his/her use of 

the network and Internet and avoid objectionable sites;  

B. Any attempts to defeat or bypass the district’s Internet filter or conceal 

Internet activity are prohibited (e.g., proxies, https, special ports, 

modifications to district browser settings and any other techniques designed 

to evade filtering or enable the publication of inappropriate content);  

C. E-mail inconsistent with the educational and research mission of the district 

will be considered SPAM and blocked from entering district e-mail boxes;  

D. The district will provide appropriate adult supervision of Internet use. The 

first line of defense in controlling access by minors to inappropriate material 

on the Internet is deliberate and consistent monitoring of student access to 

district devices;  

E. Staff members who supervise students, control electronic equipment or have 

occasion to observe student use of said equipment online, must make a 

reasonable effort to monitor the use of this equipment to assure that student 

use conforms to the mission and goals of the district; and  

F. Staff must make a reasonable effort to become familiar with the Internet and 

to monitor, instruct and assist effectively.  

G. The district will provide a procedure for students and staff members to 

anonymously request access to Internet websites blocked by the district’s 



 

filtering software.  The procedure will indicate a timeframe for a designated 

school official to respond to the request. The requirements of the Children’s 

Internet Protection Act (CIPA) will be considered in evaluation of the request.  

The district will provide an appeal process for requests that are denied.           

Internet Safety Instruction   

All students will be educated about appropriate online behavior, including interacting 

with other individuals on social networking websites and in chat rooms, and 

cyberbullying awareness and response.   

A. Age appropriate materials will be made available for use across grade levels.  

B. Training on online safety issues and materials implementation will be made 

available for administration, staff and families.  

Copyright  

Downloading, copying, duplicating and distributing software, music, sound files, 

movies, images or other copyrighted materials without the specific written permission 

of the copyright owner is generally prohibited. However, the duplication and 

distribution of materials for educational purposes is permitted when such duplication 

and distribution falls within the Fair Use Doctrine of the United States Copyright Law 

(Title 17, USC) and content is cited appropriately.  

Ownership of Work  

All work completed by employees as part of their employment will be considered 

property of the district. The District will own any and all rights to such work including 

any and all derivative works, unless there is a written agreement to the contrary.   

All work completed by students as part of the regular instructional program is owned 

by the student as soon as it is created, unless such work is created while the student is 

acting as an employee of the school system or unless such work has been paid for 

under a written agreement with the school system. If under an agreement with the 

district, the work will be considered the property of the District. Staff members must 

obtain a student’s permission prior to distributing his/her work to parties outside the 

school.  

Network Security and Privacy Network Security  

Passwords are the first level of security for a user account. System logins and accounts 

are to be used only by the authorized owner of the account for authorized district 

purposes. Students and staff are responsible for all activity on their account and must 

not share their account password.   

The following procedures are designed to safeguard network user accounts:  

A. Change passwords according to district policy;  

B. Do not use another user’s account;  

C. Do not insert passwords into e-mail or other communications;  

D. If you write down your user account password, keep it in a secure location;  

E. Do not store passwords in a file without encryption;  

F. Do not use the “remember password” feature of Internet browsers; and  

G. Lock the screen or log off if leaving the computer.  

Student Data is Confidential  

District staff must maintain the confidentiality of student data in accordance with the 

Family Educational Rights and Privacy Act (FERPA).  

No Expectation of Privacy  

The district provides the network system, e-mail and Internet access as a tool for 

education and   



 

research in support of the district’s mission. The district reserves the right to 

monitor, inspect, copy, review and store without prior notice information about the 

content and usage of:  

A. The network;  

B. User files and disk space utilization;  

C. User applications and bandwidth utilization;  

D. User document files, folders and electronic communications;  

E. E-mail;  

F. Internet access; and  

G. Any and all information transmitted or received in connection with network 

and e-mail use.  

No student or staff user should have any expectation of privacy when using the 

district’s network. The district reserves the right to disclose any electronic messages 

to law enforcement officials or third parties as appropriate. All documents are subject 

to the public records disclosure laws of the State of Washington.  

Archive and Backup  

Backup is made of all district e-mail correspondence for purposes of public disclosure 

and disaster recovery. Barring power outage or intermittent technical issues, staff and 

student files are backed up on district servers regularly. Refer to the district retention 

policy for specific records retention requirements.   

Disciplinary Action  

All users of the district’s electronic resources are required to comply with the district’s 

policy and procedures (and agree to abide by the provisions set forth in the district's 

user agreement). Violation of any of the conditions of use explained in the district’s 

user agreement, Electronic Resources policy or in these procedures could be cause for 

disciplinary action, including suspension or expulsion from school and suspension or 

revocation of network and computer access privileges.  

  

  

  

  

  

  

  

  

  

  
 

 

 

 

  

  



 

 

WAITSBURG SCHOOL DISTRICT  
Notification of Rights under FERPA for Elementary and Secondary Schools  

  
The Family Educational Rights and Privacy Act (FERPA) affords parents and students who 

are 18 years of age or older ("eligible students") certain rights with respect to the student's 

education records.  These rights are:  

1. The right to inspect and review the student's education records within 45 days after the 

day the School receives a request for access.   
Parents or eligible students should submit to the school principal [or appropriate 

school official] a written request that identifies the records they wish to inspect.  The 

school official will make arrangements for access and notify the parent or eligible student 

of the time and place where the records may be inspected.   

  

2. The right to request the amendment of the student’s education records that the parent or 

eligible student believes are inaccurate, misleading, or otherwise in violation of the 

student’s privacy rights under FERPA.  
Parents or eligible students who wish to ask the School to amend a record should 

write the school principal [or appropriate school official], clearly identify the part of the 

record they want changed, and specify why it should be changed.  If the school decides 

not to amend the record as requested by the parent or eligible student, the school will 

notify the parent or eligible student of the decision and of their right to a hearing regarding 

the request for amendment.  Additional information regarding the hearing procedures will 

be provided to the parent or eligible student when notified of the right to a hearing.  

  
3. The right to provide written consent before the school discloses personally identifiable 

information (PII) from the student's education records, except to the extent that FERPA 

authorizes disclosure without consent.  
One exception, which permits disclosure without consent, is disclosure to school 

officials with legitimate educational interests.  A school official is a person employed by 

the school as an administrator, supervisor, instructor, or support staff member (including 

health or medical staff and law enforcement unit personnel) or a person serving on the 

school board.  A school official also may include a volunteer or contractor outside of the 

school who performs an institutional service of function for which the school would 

otherwise use its own employees and who is under the direct control of the school with 

respect to the use and maintenance of PII from education records, such as  an attorney, 

auditor, medical consultant, or therapist; a parent or student volunteering to serve on an 

official committee, such as a disciplinary or grievance committee; or a parent, student, or 

other volunteer assisting another school official in performing his or her tasks.  A school 

official has a legitimate educational interest if the official needs to review an education 

record in order to fulfill his or her professional responsibility.  
Upon request, the school discloses education records without consent to officials of 

another school district in which a student seeks or intends to enroll, or is already enrolled 

if the disclosure is for purposes of the student’s enrollment or transfer.  [NOTE:  FERPA 

requires a school district to make a reasonable attempt to notify the parent or student of 

the records request unless it states in its annual notification that it intends to forward 

records on request.]  

4. The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by the School to comply with the requirements of FERPA.  The name and address 

of the Office that administers FERPA are:  
Family Policy Compliance Office  
U.S. Department of Education  
400 Maryland 

Avenue, SW 

Washington, DC  

20202  

    



 

  

 
  

 

Waitsburg School District  
Emergency Weather Procedures  

  

  

The district will make every attempt to advise the community and staff of the impact of weather/road 

conditions on the school day as early in the day as possible.   Under normal situations, these 

decisions will be made no later than 6:30 a.m.   The district will notify radio stations first and then 

principals and supervisors.  Should it be necessary to revise a decision due to changes in weather 

conditions (i.e. change from a delayed start to a cancellation), the decision to do so will be made no 

later than 7:30 a.m.   

The district has established the following procedures/practices for situations of severe or hazardous 

weather/road conditions.  

  

The general procedure deals with the following conditions:  

• Delayed Start:      There will be a delay (usually two hours) in the start of the school.  
• Early Dismissal:  Weather/road conditions which deem it necessary to dismiss students early 

as a safety measure to have buses or other vehicles off the roads before dark.  
• Cancellation:        When school is cancelled due to severe weather/road conditions.  

Administrators, Supervisors, Food Service Supervisor, Day Maintenance:  

• Delayed Start:    Expected to come to work safely as soon as possible.    
• Early Dismissal: Expected to work their normal workday unless law enforcement officials 

request that everyone stay off the roads.  Principals will have discretion for individual 

circumstances.  
• Cancellation: Expected to come to work safely as soon as possible or make special 

arrangements with their supervisor unless local law enforcement officials request everyone 

to stay off the roads.    

Teachers, Para educators, Secretaries, Food Service Assistant:  

• Delayed Start:      Staff are expected to come to work safely as soon as possible.    
• Early Dismissal: Staff will work their normal workday unless law enforcement officials request 

that everyone stay off the roads.  Principals will have discretion for individual circumstances.  
• Cancellation:  Staff stays home.  Contract day(s) will be made up when students’ day(s) 

is(are) made up.  

Night Custodial Staff  

• Delayed Start:   Work regular schedule.    

• Early Dismissal: Colter will contact you to determine your work schedule.  

 Cancellation:      Colter will contact you to determine your work schedule.  

Bus Drivers  

• In all cases, the bus drivers work day is based on the student day.    
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