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Policy No. 3110 
Students 

Qualifications of Attendance and Placement 

A. Age of Admission  
It is a right and responsibility of those who meet the requirements prescribed by law to 
attend the schools of the district. Every resident of the district who satisfies the minimum 
entry age requirement and is less than 21 years of age has the right to attend the district’s 
schools until he/she completes high school graduation requirements. Children of age 8 and 
less than age 18 are required by law to attend a public school, an approved private school 
or educational center, unless they are receiving approved home-based instruction. Under 
certain circumstances children who are at least 16 and less than 18 years of age may be 
excused from further attendance at school. The superintendent will exercise his/her 
authority to grant exceptions when he/she determines that the student: 
1. Is lawfully and regularly employed, and  
2. Has permission of a parent, or, 
3. Is emancipated pursuant to Chapter 13.64 RCW; or 
4. Is subject to one of the other exceptions to compulsory attendance. 
A resident student who has been granted an exception retains the right to enroll as a part-
time student and will be entitled to take any course, receive any ancillary services and take 
or receive any combination of courses and ancillary services which is offered by a public 
school to full-time students.  

B. Entrance Qualifications  
To be admitted to a kindergarten program that commences in the fall of the year, a child 
must be not less than 5 years of age prior to September l of that school year. To be admitted 
to a first grade program that commences in the fall of the year a child must be not less than 
6 years of age prior to September l of that school year. Any student not otherwise eligible for 
entry to the first grade who has successfully completed a state-approved, public or private, 
kindergarten program of 450 or more hours including instruction in the essential academic 
learning requirements and other subjects that the district determines are appropriate will be 
permitted entry into the first-grade program. If necessary, the student may be placed in a 
temporary classroom assignment for the purposes of evaluation prior to making a final 
determination of the student’s appropriate placement. Such determination will be made no 
later than the 30th calendar day following the student’s first day of attendance.  

Exemptions  
Special exemptions may be made for younger pupils who appear to be sufficiently advanced 
to succeed in the educational program. The superintendent will identify screening processes 
and instruments that will provide reliable estimates of these skills and abilities, develop 
procedures for implementing this policy and establish fees to cover expenses incurred in the 
administration of preadmission screening processes. The district will provide a fee waiver or 
a reduction in fees for low income students whose parents are unable to pay the full cost of 
preadmission screening. 

C. Admission of Students Aged Twenty-One or Older 
A student aged 21 or older may enroll in a school in the district under the following 
conditions: 
1. There is available space in the school and program which the student will attend; 
2. Tuition is prepaid;  
3. The student provides his/her own transportation;  
4. The student resides in the state of Washington; and 
5. In the judgment of the superintendent, no adult education program is available at 

reasonable costs and the district’s program is appropriate to the needs of the student.  



Page 2 of 2 

Policy No. 3110 
Students 

D. Placement of Students on Admission 
The decision of where to place a student seeking admission to the district rests with the 
principal. Generally students meeting the age of admission requirements or transferring from 
a public or approved private school will be placed in kindergarten or first grade, or the grade 
from which they transferred. The principal will evaluate the educational record and 
assessments of all other students to determine their appropriate placement. A temporary 
classroom assignment may be made for no more than thirty calendar days for the purpose 
of evaluation prior to making the final placement decision. 

 
Cross References: Board Policy 2100 Military Families in Transistion 
 Board Policy 2121 Substance Abuse Program 
 Board Policy 2140 Guidance and Counseling 
 Board Policy 2108 Remediation Programs 
 Board Policy 3114 Part-time, Home-based, or Off-campus 

Students 
 Board Policy 3121 Compulsory Attendance 
 Board Policy 3122 Excused and Unexcused Absences 
 Board Policy 4220 Complaints Concerning Staff or 

Program 
 
Legal References: RCW 28A.225.010 Attendance mandatory — Age —

Exceptions 
 RCW 28A.225.020 School’s duties upon child’s failure to 

attend school 
 RCW 28A.225.160 Qualification for admission to district’s 

schools — Fees for preadmission 
screening 

 RCW 28A.225.220 Adults, children from other districts, 
agreements for attending school — 
Tuition 

 
 WAC 392-134-010 Attendance rights of part-time public 

school students 
 WAC 392-137 Finance — Nonresident attendance 
 WAC 392-335 Uniform Entry Qualifications 
 
Management Resource:  
 Policy News, April 2006 Entrance to School Policy Changes 
 Policy News, August 1999 Districts may set K-screening fees 
 
 
 
 
 
 
Adoption Date:  10.26.99 
Hockinson School District  
Revised: 02.27.12 



Procedure 3110P 

Qualifications of Attendance and Placement 

Entrance Qualifications for Kindergarten Program 
As a minimum, eligibility for the exemption from the age requirement will be based upon an 
analysis of the child's (1) physical, health and motor development; (2) social and emotional 
development; (3) approaches toward learning; (4) language, literacy and communication; and 
(5) cognition and general knowledge. Where feasible, assessment devices  will be used that  
will permit students who are to be considered for exemption to be compared to the level of 
performance that would be expected of children with a chronological age of 5 years for 
kindergarten and 6 years for first grade in each of the areas of ability. 

Admission of Students Aged Twenty-One or Older 
The student will petition the superintendent for admission.  

The petition will identify the student's name, age, address and grade level or program of study.  

If approved, the petition will specify the tuition fee to be paid, will be signed by the student and 
the superintendent and will constitute the written agreement required by law. It will be retained 
as a public document and made available to the state Superintendent of Public Instruction upon 
request.  

The tuition fee will be calculated in the same way the state Superintendent of Public Instruction 
determines the cost of educating a student in the district, except that a disabled student who 
turns twenty-one during the school year will only pay that amount of money deemed as “excess 
cost.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
Date: 07.13 
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Part-Time, Home-Based, or Off-Campus Students 
Part-time students are permitted to enroll provided that such students are otherwise eligible for 
full-time enrollment in the school district, who are receiving home-based instruction and are 
taking courses at or receiving ancillary services from the district or both, or any student involved 
in an approved work training program. Hockinson does not share FTE with any other district or 
on-line program. 

Home-based instruction will consist of instructional and related educational activities, including 
the basic skills of occupational education, science, mathematics, language, social studies, 
history, health, reading, writing, spelling, and the development of an appreciation of art and 
music. Such instruction will be equivalent, as liberally construed, to the total annual program 
hours per grade level as established for public schools.  

Home-based instruction may be provided by a parent who has filed a declaration of intent with 
the superintendent by September 15, or within two (2) weeks of the beginning of any quarter, 
trimester or semester. Parents may file their declaration of intent with the school district in which 
they reside or in a school district that has accepted their student pursuant to RCW 28A.225.225.  
All decisions relating to philosophy or doctrine, selection of books, teaching materials and 
curriculum, and methods, timing, place, and provision for the evaluation of home-based 
instruction will be the responsibility of the parent. Failure of a parent to comply with the 
standards as specified in the law will constitute a violation of the compulsory attendance law. 

A student may be enrolled in an off-campus instruction program provided that such experiences 
have been approved by the superintendent, or designee. 

The superintendent will establish procedures that define the district's responsibilities for home-
based and off-campus instruction. 

 

Legal References: RCW  28A.150.350 Part-time students — Defined — 
Enrollment authorized — 
Reimbursement for costs--Funding 
authority recognition — Rules 

  28A.195.010 Private schools — Exemption from high 
school assessment requirements – 
Extension programs for parents to 
teach children in their custody 

  28A.200.010 Home-based instruction — Duties of 
parents – Exemption from high 
school assessment requirements 

  28A.200.020 Home-based instruction — Certain 
decisions responsibility of parent 
unless otherwise specified 

  28A.225.010 Attendance mandatory — Age —
Exceptions 

  28A.225.220 Adults, children from other districts, 
agreements for attending school — 
Tuition 

  28A.225.225 Applications from school employees’ 
children, nonresident students or 
students receiving home-based 
instruction to attend district school —
Acceptance and rejection standards 
— Notification 
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 WAC 392-121-182 Alternative learning experience 
requirements 

  392-134-010 Attendance rights of part-time public 
school students 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  01.28.03 
Hockinson School District  
Revised: 02.27.12; 12.10.12 
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Part-time, Home-based or Off-campus Students 
Hockinson School District does not have any agreement for share FTE. Students can participate 
in Running Start, and Skill Center, those are Hockinson programs. 
Hockinson will allow students to participate in ROTC, former Skill Center program. 
Parents have the responsibility to fill out the Home-school intent form; it is the parent's 
responsibility in providing home-based instruction to provide proof of instructional time, subject 
matter, testing and student records. 
If a parent determines that supervision by a certificated teacher is necessary to satisfy 
qualifications to provide home-based instruction, inform the parent that they are expected to 
select and pay for such supervision. The district will, if requested, assist the parent in securing 
instructional materials, provided that the parent will bear the cost of such materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13  
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Students Experiencing Homelessness  
Enrollment Rights and Services 

To the extent practical and as required by law, the District will work with homeless students and 
their families to provide them with equal access to the same free, appropriate public education 
(including public preschool education) provided to other students. Special attention will be given 
to ensuring the identification, enrollment and attendance of homeless students not currently 
attending school, as well as mitigating educational barriers to their academic success. 
Additionally, the District will take reasonable steps to ensure that homeless students are not 
stigmatized or segregated in a separate school or in a separate program within a school on the 
basis of their homeless status.   
Homeless students will be provided district services for which they are eligible, including Head 
Start and comparable pre-school programs, Title I, similar state programs, special education, 
bilingual education, vocational and technical education programs, gifted and talented programs, 
and school nutrition programs. 
Homeless students are defined as lacking a fixed, regular, and adequate nighttime residence, 
including those students who are: 
A. Sharing the housing of other persons due to loss of housing or economic hardship, or a 

similar reason; 
 

B. Living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative 
adequate accommodations; 

C. Living in emergency or transitional shelters; 
D. Abandoned in hospitals; 
E. Living in public or private places not designed for or ordinarily used as regular sleeping 

accommodation; 
F. Living in cars, parks, public spaces, abandoned buildings, substandard housing, 

transportation stations, or similar settings; or 
G. Migratory children living in conditions described in the previous examples. 
The superintendent will designate an appropriate staff person to be the district’s McKinney-
Vento liaison for homeless students and their families. The liaison may simultaneously serve as 
a coordinator for other federal programs if they are able to carry out the duties listed in the 
procedure that accompanies this policy.  
The principal of each elementary, middle, and high school building will establish a point of 
contact for such youth. The point of contact is responsible for identifying homeless and 
unaccompanied youth and connecting them with the district’s homeless student liaison.  The 
district’s homeless student liaison is responsible for training the building points of contact. 

Best Interest Determination 
In making a determination as to which school is in the homeless student’s best interest to 
attend, the District will presume that it is in the student’s best interest to remain enrolled in their 
school of origin unless such enrollment is against the wishes of a parent, guardian, or 
unaccompanied youth.  
Attendance options will be made available to homeless families on the same terms as families 
resident in the District, including attendance rights acquired by living in attendance areas, other 
student assignment policies, and intra and inter-district choice options. 
If there is an enrollment dispute, the student will be immediately enrolled in the school in which 
enrollment is sought, pending resolution of the dispute. The parent or guardian will be informed 
of the district’s decision and the reasons therefore, (or informed if the student does not qualify 
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for McKinney-Vento, if applicable) and their appeal rights in writing. The district’s liaison will 
carry out dispute resolution as provided by state policy. Unaccompanied youth will also be 
enrolled pending resolution of the dispute. 
Once the enrollment decision is made, the school will immediately enroll the student, pursuant 
to district policies. However, enrollment may not be denied or delayed due to the lack of any 
document normally required for enrollment, including academic records, medical records, proof 
of residency, mailing address or other documentation. Additionally, enrollment may not 
be denied or delayed due to missed application deadlines, fees, fines, or absences at a 
previous school.   
If the student does not have immediate access to immunization records, the student will be 
admitted under a personal exception. Students and families should be encouraged to obtain 
current immunization records or immunizations as soon as possible, and the district liaison is 
directed to assist. Records from the student’s previous school will be requested from the 
previous school pursuant to district policies. Emergency contact information is required at the 
time of enrollment consistent with district policies, and in compliance with the state’s Address 
Confidentiality Program when necessary. However, the District cannot demand emergency 
contact information in a form or manner that creates a barrier to enrollment and/or attendance at 
school. 
Homeless students are entitled to transportation to their school of origin or the school where 
they are to be enrolled. If the school of origin is in a different district, or a homeless student is 
living in another district but will attend his or her school of origin in this district, the districts will 
coordinate the transportation services necessary for the student, or will divide the costs equally. 
The district’s liaison for homeless students and their families will coordinate with local social 
service agencies that provide services to homeless children and youths and their families; other 
school districts on issues of transportation and records transfers; and state and local housing 
agencies responsible for comprehensive housing affordability strategies. This coordination 
includes providing public notice of the educational rights of homeless students where such 
children and youth receive services under the McKinney-Vento Act, such as schools, family 
shelters and soup kitchens. The notice must be disseminated in a manner and form that 
parents, guardians and unaccompanied youth receiving such services can understand, 
including, if necessary and to the extent feasible, in their native language. The district’s liaison 
will also review and recommend amendments to district policies that may act as barriers to the 
enrollment of homeless students and will participate in  professional development and other 
technical assistance activities, as determined by the state-level (OSPI) coordinator for homeless 
children and youth programs. 
The superintendent will:  

• Strongly encourage district staff, including substitute and regular bus drivers to annually 
review the video posted on the OSPI website on identification of student homelessness; 

• Strongly encourage every district-designated homeless student liaison to attend trainings 
provided by the state on identification and serving homeless youth.   

• Ensure that the District includes in materials provided to all students at the beginning of 
the school year or at enrollment, information about services and support for homeless 
students (i.e. the brochure posted on the OSPI website). 
Use a variety of communications each year to notify students and families about 
services and support available to them if they experience homelessness (e.g. distributing 
and collecting a universal housing intake survey, providing parent brochures directly to 
students and families, announcing the information at school-wide assemblies, posting 
information on the district’s website). 
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Facilitating On-time Grade Level Progression 
The District will: 1) waive specific courses required for graduation for students experiencing 
homelessness if similar coursework has been satisfactorily completed in another school district; 
or 2) provide reasonable justification for denial of the waiver. In the event the District denies a 
waiver and the student would have qualified to graduate from their sending school district, the 
district will provide an alternative process of obtaining required coursework so that the student 
may graduate on time. 
The District will consolidate partial credit, unresolved, or incomplete coursework and will provide 
students experiencing homelessness with opportunities to accrue credit in a manner that 
eliminates academic and nonacademic barriers for the student. 
For students who have been unable to complete an academic course and receive full credit due 
to withdrawal or transfer, the District will grant partial credit for coursework completed before the 
date of the withdrawal or transfer. When the District receives a transfer student in these 
circumstances, it will accept the student’s partial credits, apply them to the student’s academic 
progress or graduation or both, and allow the student to earn credits regardless of the student’s 
date of enrollment in the District. 
In the event a student is transferring at the beginning of or during their junior or senior year of 
high school and is ineligible to graduate after all alternatives have been considered, the District 
will work with the sending district to ensure the awarding of a diploma from the sending district if 
the student meets the graduation requirements of the sending district. 
In the event a student enrolled in three or more school districts as a high school student, has 
met state requirements, has transferred to the district, but is ineligible to graduate from the 
District after all alternatives have been considered, the District will waive its local requirements 
and ensure that the student receives a diploma. 

Informed Consent for Healthcare 
Informed consent for healthcare on behalf of a student experiencing homelessness may be 
obtained from a school nurse, school counselor, or homeless student liaison when: 
A. Consent is necessary for non-emergency, outpatient, primary care services, including 

physical examinations, vision examinations and eyeglasses, dental examinations, hearing 
examinations and hearing aids, immunizations, treatments for illnesses and conditions, and 
routine follow-up care customarily provided by a health care provider in an outpatient 
setting, excluding elective surgeries; 

B. The student meets the definition of a “homeless child or youth” under the federal McKinney-
Vento homeless education assistance improvements act of 2001; and 

C. The student is not under the supervision or control of a parent, custodian, or legal guardian, 
and is not in the care and custody of the department of social and health services. 

Upon the request by a health care facility or a health care provider; a district employee 
authorized to consent to care, must provide to the person rendering care, a signed and dated 
declaration stating under penalty of perjury that the employee is a school nurse, school 
counselor, or homeless student liaison and that the minor patient meets the requirements of 
RCW 7.70.065 (2) (b) listed above in this policy.  
The District and district employee authorized to consent to care under this policy are not subject 
to administrative sanctions or civil damages resulting from the consent or non-consent for care 
or payment for care. Any declaration required by a health care facility or a health care provider 
described in the above paragraph must include written notice that the District employee is 
exempt from administrative sanctions and civil liability resulting from the consent or non-consent 
for care or payment for care. 
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Cross References: Board Policy 3116 Students in Foster Care  
Board Policy 3120  
 

Enrollment  

 Board Policy 3231 Student Records 
 Board Policy 3413 Student Immunization And Life 

Threatening Health Conditions 
 Board Policy 4218 Language Access Plan   

 
Legal References:  RCW 28A.225.215  Enrollment of children without legal 

residences 
 RCW 28A.320.142 Unaccompanied youth – Building point of 

contact – Duty of District    
RCW 28A.320.145  Support for homeless students 

 RCW 7.70.065 Informed consent—Persons authorized 
to provide for patients who are not 
competent—Priority  

20 U.S.C. 6301 et seq.  Elementary and Secondary Education 
Act of 1965 as amended by the Every 
Student Succeeds Act [ESSA]  

42 U.S.C. 11431 et seq.  McKinney-Vento Homeless Assistance 
Act  

Chapter 28A.320 RCW  Provisions applicable to all districts (new 
section created by 3SHB 1682, 2016 
legislative session). 
Laws of 2018, ch. 271 – School Meals 

   
Management 
Resources 
Policy & Legal News: 

 
 

 July 2019  
 May 2018  
 October 2017  
 July 2017  
 Posters and Other Materials for Community Outreach - OSPI 
 November 2016   

July 2016  
 December 2014   

October 2004   
October 2002  

 
 
 
 
 
Adoption Date:  01.28.03 
Hockinson School District  
Revised: 02.27.12, 02.23.15, 08.08.16, 01.23.17, 08.28.17; 02.12.18; 07.23.18; 09.30.19 
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Students Experiencing Homelessness 
Enrollment Rights and Services 

A. Definitions 
1. Homeless children and youths means individuals who lack a fixed, regular, and 

adequate nighttime residence. This includes children and youth who are sharing the 
housing of other persons due to loss of housing, economic hardship or a similar reason; 
living in motels, parks or campgrounds; or children or youth who have a primary 
nighttime residence that is a public or private place not designed for or ordinarily used as 
a sleeping accommodation by human beings; or children or youth living in cars, 
abandoned buildings or substandard housing, similar situations; or migratory children 
living in circumstances like those described above. “Substandard housing” may be 
determined by considering factors such as whether the setting in which the child or youth 
is living lacks water, electricity or heat; is infested with vermin or mold; lacks a working 
kitchen or toilet, or presents unreasonable dangers to adults, children or persons with 
disabilities. Cities, counties and states have varying housing codes that further define 
housing deemed substandard by law.  

2. Unaccompanied youth means a youth not in the physical custody of a parent or 
guardian and includes youth living on their own in any of the homeless situations 
described in the McKinney-Vento Homeless Education Act. 

3. School of origin means the school or preschool that a child or youth attended when 
permanently housed, or the school in which the child or youth was last enrolled. When a 
child or youth completes the final grade level served by the school of origin, the school of 
origin includes the designated receiving school at the next grade level for all feeder 
schools.  

4. Best interest determination means that the District must make school placement 
decisions for homeless students and youths on the basis of their best interest, as 
determined by student-centered factors including impact of mobility on achievement, 
education, health and safety. Priority should be given to the request of the child or the 
parent/guardian or unaccompanied youth. Placement of siblings should also be 
considered.   

5. Excess cost of transportation means the difference between what the District normally 
spends to transport a student to school and the cost of transporting a homeless student 
to school. For example, there is no excess cost of transportation if the District provides 
transportation to a homeless student by a regular bus route. However, if the District 
provides special transportation to a homeless student, that is not part of a regular bus 
route and not covered by the state transportation funding formula (e.g. Summer school 
transportation, extracurricular activities, etc.), the entire cost would be considered 
excess costs of transportation. The additional cost of the District’s re-routing of busses to 
transport a homeless student can be considered excess cost of transportation. The 
District may use McKinney-Vento subgrant funds and Title I, Part A funds to defray 
excess cost of transportation for homeless students.  

B. Identification 
The District will:  
1. Use a housing questionnaire in its enrollment process. The questionnaire will be 

distributed universally so as to avoid stigmatizing homeless children and youths and 
their families; 

2. Ensure that referral forms used to identify and support homeless students are accessible 
and easy to use; 
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3. Include its homeless liaison’s contact information on its website; 
4. Provide materials for homeless students and parents, if necessary and to the extent 

feasible, in their native language; 
5. As practicable, provide annual guidance for school staff on the definition of 

homelessness, signs of homelessness, the impact of homelessness on students and 
steps to take when a potentially homeless student is identified, including how to connect 
the student with appropriate housing and support service providers; 

6. Develop interagency partnerships to serve homeless families and youths; and 
7. Work with the state homelessness coordinator to facilitate services to families and 

youths made homeless by natural disasters or other catastrophic events.  
C. Placement and Enrollment 

The District will: 
 When deciding placement, presume that allowing the homeless student to remain in 

their school of origin is in the student’s best interest, except when doing so is contrary to 
the request of the student’s parent or guardian or unaccompanied youth; 

 If the parent/guardian contests the District’s decision, make a best interest determination 
based on factors such as the impact of mobility on the student’s educational 
achievement, health and safety. If the best interest determination is requested by an 
unaccompanied youth, the process will give priority to the views of the youth; 

 After conducting a best interest determination, provide to the parent/guardian of the 
student in a timely manner and in a language they can understand, a written explanation 
of the final decision and the right to appeal the decision (see Dispute Resolution 
Procedure, below);  

 Pending resolution of disputes that arise over eligibility, school selection or enrollment, 
immediately enroll a homeless student in the school in which the parent, guardian or 
unaccompanied youth seeks enrollment; 

 Avoid delay or denial of enrollment of homeless students, even if they have missed 
application or enrollment deadlines during any period of homelessness or are unable to 
produce records required for enrollment (e.g., previous academic records, immunization 
records, health records, proof of residency, proof of guardianship, birth certificates); 

 Avoid requirements for student contact information to be in a form or manner that 
creates a barrier for homeless students;  

 Provide transportation for homeless students to their school or preschool of origin. Once 
the student has obtained permanent housing, the District will continue to provide such 
transportation until the end of the academic year. If the homeless student remains in 
their school of origin but begins living in an area served by a District, the District of origin 
and the District in which the homeless student is living must agree upon a method to 
apportion the responsibility and costs for the student’s transportation to and from their 
school of origin. If the Districts cannot reach agreement, the responsibility and costs for 
transportation will be shared equally; 

 Continue to provide transportation to their school of origin pending the outcome of 
enrollment or transportation disputes; 

 Immediately contact the school last attended by the homeless student to obtain relevant 
academic and other records; 
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D. District’s homeless liaison 
The District liaison will ensure that: 
1. Homeless children and youths are identified by school personnel and through 

coordination of activities with other entities and agencies; 
2. Homeless children and youths enroll in and have a full and equal opportunity to succeed 

in school; 
3. Homeless families, children and youths receive educational services for which such 

families, children and youths are eligible, including Head Start and Even Start programs 
and preschool programs administered by the District and referrals to health care 
services, dental services, mental health services, and other appropriate services; 

4. Homeless students are identified and provided proper access to free school meals; 
5. The parents or guardians of homeless children and youths are informed of the 

educational and related opportunities available to their children and are provided with 
meaningful opportunities to participate in the education of their children; 

6. Public notice of the educational rights of homeless children and youths is disseminated 
where such children receive services (e.g. schools, family shelters, soup kitchens); 

7. Enrollment disputes are mediated in accordance with Paragraph C, Placement and 
enrollment, above; and 

8. The parent or guardian of a homeless child or youth, and any unaccompanied youth, is 
fully informed of all transportation services, including transportation to the school of 
origin and is assisted in accessing transportation to the school selected; 

9. Unaccompanied youths are enrolled in school, have opportunities to meet the same 
challenging state academic standards as the state establishes for other children and 
youths, are informed of their status as independent students under section 480 of the 
Higher Education Act of 1965 (HEA) (20 U.S.C. 1087vv) for federal student aid 
purposes, and their right to receive verification of this status from the local liaison; 

10. Barriers that prevent homeless students from receiving credit for full or partial 
coursework satisfactorily completed while attending a prior school are identified and 
removed; 

11. Affirm whether homeless students meet the U.S. Department of Housing and Urban 
Development (HUD) definition of homelessness to qualify them for HUD homeless 
assistance programs and refer homeless families and students to housing and other 
services; 

12. Assist parents, guardians and unaccompanied youth in obtaining immunizations, health 
screenings, guardianship records and other documents normally required for enrollment; 
and 

13. Assist unaccompanied youths in connecting with needed supports such as housing 
assistance, health care and other services. 
 
In addition to the duties and responsibilities listed above, the District liaison will work to 
improve systems to identify homeless students and coordinate with the District’s nutrition 
program to ensure that each homeless student has proper access to free school meals, 
and that applicable accountability and reporting requirements are satisfied. 
The District will inform school personnel, service providers and advocates working with 
homeless families of the duties of the District homeless liaison. 
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E. Dispute Resolution Procedure 
The District will ensure that the child/youth attends the school in which they sought 
enrollment while the dispute process is being carried out. 

 Notification of Appeal Process 
If the District seeks to place a homeless child in a school other than the school of origin 
or the school requested by the parent, the school district will inform the parent or the 
unaccompanied youth of the right to appeal. The District will provide the parent or 
unaccompanied youth with written notice including: 
a. An explanation of the child’s placement and contact information for the District and  

Office of the Superintendent of Public Instruction (OSPI) homeless liaison, including 
their roles; 

b. Notification of the parent’s right to appeal(s); 
c. Notification of the right to enroll in the school of choice pending resolution of the 

dispute; 
d. A description of the dispute resolution process including a petition form that can be 

returned to the school to initiate the process and timelines; and 
e. A summary of the federal legislation governing placement of homeless students 

(McKinney-Vento Act). 
2. Appeal to the School District Liaison – Level I 

If the parent or unaccompanied youth disagrees with the District’s placement decision, 
they may appeal by filing a written request for dispute resolution with the school, the 
District’s homeless liaison or a designee. If submitted to the school, it will be immediately 
forwarded to the homeless liaison. The request for dispute resolution must be submitted 
within fifteen business days of receiving notification of the District’s placement.  
The liaison must log the complaint including a brief description of the situation and 
reason for the dispute and the date and time of the complaint was filed.  
a. A copy of the complaint must be forwarded to the liaison’s supervisor and the 

superintendent;  
b. Within five business days of the receiving the complaint, the liaison must provide the 

parent or unaccompanied youth with a written decision and notification of the 
parent’s right to appeal; 

c. The District will verify receipt of the Level I decision; and 
d. If the parent or unaccompanied youth wishes to appeal, notification must be provided 

to the District liaison within ten business days of receipt of the Level I decision. The 
liaison will provide the parent with an appeals package containing: 

• The complaint filed with the District liaison at Level I; 

• The decision rendered at Level I; and 

• Additional information provided by the parent, unaccompanied youth and/or 
homeless liaison. 

3. Appeal to the School Superintendent – Level II 
The parent or unaccompanied youth may appeal the District liaison’s decision to the 
superintendent or the superintendent’s designee using the appeals package provided at 
Level I. 
a. The superintendent will arrange for a personal conference to be held with the parent 

or unaccompanied youth within five business days of receiving the Level I appeals 
package; 
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b. Within five business days of the conference with the parent or unaccompanied youth 
the superintendent will provide that individual with a written decision with supporting 
evidence and notification of their right to appeal to the OSPI; 

c. The District will verify receipt of the Level II decision; 
d. A copy of the superintendent’s decision will be forwarded to the District’s homeless 

liaison; and 
e. If the parent or unaccompanied youth wishes to appeal to the OSPI, notification must 

be provided to the District homeless liaison within ten business days of receipt of the 
Level II decision. 

4. Appeal to the Office of the Superintendent of Public Instruction- Level III 
a. The District superintendent will forward a copy of the Level II decision and all written 

documentation to the OSPI homeless liaison within five days of rendering a decision. 
The District will submit the entire dispute package to the OSPI in one complete 
package by U.S. mail; 

b. The OSPI’s homeless education coordinator or designee, along with the appropriate 
agency director, and/or agency assistant superintendent will make a final decision 
within fifteen business days of receiving the appeal; 

c. The OSPI’s decision will be forwarded to the District’s homeless liaison. The liaison 
will distribute the decision to the parent or unaccompanied youth and the local 
superintendent; 

d. The OSPI’s decision will be the final resolution for placement of a homeless child or 
youth in the District; and 

e. The District will retain the record of all disputes, at each level, related to the 
placement of homeless children. 

F. Inter-district Disputes 
If districts are unable to resolve a dispute regarding the placement of a homeless student, 
either district may submit a written request to the OSPI seeking resolution. 
The OSPI will resolve the dispute within 10 business days of notification of the dispute and 
inform all interested parties of the decision. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13; 1.17; 2.17; 09.18; 10.19 



Policy: 3116 
Students 

 

Students in Out-of-Home (Foster) Care 
The Board recognizes that students in out-of-home or foster care experience mobility in and out 
of these care systems and from one home placement to another that disrupts their education, 
thereby creating barriers to academic success and on-time graduation. Through collaboration 
with state, local, and/or tribal child welfare agencies, the District will strive to minimize or 
eliminate educational barriers for students in out-of-home care, particularly with regard to 
enrollment, transfer of student records, and transportation to their school of origin. Pursuant to 
chapter 28A.225 RCW, the district’s collaboration with the state department of children, youth, 
and families in compliance with RCW 74.13.56 is mandatory. The Superintendent or designee is 
authorized to establish procedures and/or practices for implementing this policy. The District 
and its schools will work to improve systems to identify students in out-of-home care to ensure 
that each student has proper access to free school meals and that applicable accountability and 
reporting requirements are satisfied. 

Point of contact 
The Superintendent or designee will designate an appropriate staff member to serve as the 
district’s point of contact with local child welfare agencies if such agencies notify the District in 
writing that they have designated a point of contact for the District. The point of contact will work 
with appropriate state, local and/or tribal child welfare agencies to receive notifications and 
share information regarding the status and progress of students in out-of-home care. The point 
of contact will also work collaboratively with the district’s Title I Coordinator to provide supports 
for students in out-of-home care that are enrolled or seeking to enroll in the district. 

Enrollment 
Whenever practical and in the best interest of the child, students placed into out-of-home care 
must remain enrolled in the school that they were attending at the time they entered out-of-
home care. 
If remaining in the school of origin is determined not to be in the student’s best interest, the 
District will immediately enroll that student in their new school. Enrollment may not be denied or 
delayed based on the fact that documents normally required for enrollment have not been 
provided. 

A school may not prevent a student in out-of-home care from enrolling based on incomplete 
information of any history of placement in special education, any past, current, or pending 
disciplinary action, any history of violent behavior, or behavior listed in RCW 13.04.155, any 
unpaid fines or fees imposed by other schools, or any health conditions affecting the student’s 
educational needs during the ten (10) day period that the Department of Social and Health 
Services has to obtain that information. Upon enrollment, the District will make reasonable 
efforts to obtain and assess the child’s educational history in order to meet the child’s unique 
needs within two (2) school business days.  

Records Transfer 
When a student in out-of-home care transfers schools, whether within the district or to another 
school district, the enrolling school will immediately contact the sending school to obtain 
academic and other records. The sending school will respond as soon as possible to requests it 
receives for records of students in out-of-home care. 

Additionally, upon receipt of a request for education records of a student in out-of-home care 
from the Department of Social and Health Services, the District will provide the records to the 
agency within two (2) school days. 

 



Transportation 
By December 10, 2016, the District will collaborate with state, local or tribal child welfare 
agencies, as appropriate, to implement a written transportation procedure by which prompt, 
cost-effective transportation will be provided, arranged and funded for students to remain in their 
school of origin when in their best interest for the duration of their time in foster care.  
The written procedure will ensure that if additional costs are incurred in providing transportation, 
the District will provide transportation to the school of origin if: 1) the child welfare agency 
agrees to reimburse the transportation; (2) the District agrees to pay for the cost of the 
transportation; or 3) the District and the child welfare agency agree to share transportation 
costs.  

Dispute resolution 
In the event that a caregiver or education decision-maker disputes a district decision regarding 
the best interest of the student in out-of-home care with regard to enrollment or the provision of 
any other education-related service, including transportation, the caregiver or education 
decision-maker may use the three-tiered appeals process outlined in the procedure that 
accompanies this policy. The District will make all reasonable efforts to collaborate with 
appropriate agencies and aggrieved parties to resolve the dispute at the local level. 
In the event that a dispute occurs between the District and a child welfare agency with regard to 
issues that do not involve educational placement or the provision of educational services (e.g., 
transportation reimbursements, failure to collaborate), such disputes may be forwarded to the 
Office of the Superintendent of Public Instruction for resolution.  

Review of unexpected or excessive absences 
A district representative or school employee will review unexpected or excessive absences of 
students in out-of-home care and those awaiting placement with the student and adults involved 
with the student, including their caseworker, educational liaison, attorney if one is appointed, 
parent, guardian and foster parents. The purpose of the review is to determine the cause of the 
absences, taking into account: unplanned school transitions, periods of running from care, in-
patient treatment, incarceration, school adjustment, educational gaps, psychosocial issues and 
unavoidable appointments during the school day. The representative or employee will take 
proactive steps to support the student’s school work so the student does not fall behind and to 
avoid suspension or expulsion based on truancy.  

Facilitating on-time grade level progression 
The District will: 1) waive specific courses required for graduation for students in out-of-home 
care if similar coursework has been satisfactorily completed in another school district; or 2) 
provide reasonable justification for denial of the waiver. In the event the District denies a waiver 
and the student would have qualified to graduate from their sending school district, the District 
will provide an alternative process of obtaining required coursework so that the student may 
graduate on time.  
The District will consolidate partial credit, unresolved or incomplete coursework and will provide 
students in out-of-home care with opportunities to accrue credit in a manner that eliminates 
academic and nonacademic barriers for the student. 

For students who have been unable to complete an academic course and receive full credit due 
to withdrawal or transfer, the District will grant partial credit for coursework completed before the 
date of the withdrawal or transfer. When the District receives a transfer student in these 
circumstances, it will accept the student’s partial credits, apply them to the student’s academic 
progress or graduation or both, and allow the student to earn credits regardless of the student’s 
date of enrollment in the District. 

In the event a student is transferring at the beginning of, or during, their junior or senior year of 
high school and is ineligible to graduate, after all alternatives have been considered; the District 
will work with the sending district to ensure award of a diploma from the sending district if the 
student meets the graduation requirements of the sending district.  



In the event a student enrolled in three or more school districts as a high school student, has 
met state requirements, has transferred to the District, but is ineligible to graduate from the 
District after all alternatives have been considered, the District will waive its local requirements 
and ensure that the student receives a diploma. 

 

 

 

Cross References: Board Policy 2418 Waiver of High School Graduation Credits  
Board Policy 3115 Homeless Students – Enrollment Rights 

and Services 
 Board Policy 3120 Enrollment 
 Board Policy 3122 Excused and Unexcused Absences  
 Board Policy 3231 Student Records   

Board Policy 6100 Revenues from Local, State and Federal 
Sources 

   
Legal References:  RCW 28A.150.510 Transmittal of education records to 

department of social and health services 
– Disclosure of educational records – 
Data-sharing agreements – 
Comprehensive needs requirement 
document – Report  

RCW 28A.225.023 Youth dependent pursuant to Chapter 
13.34 RCW - Review of unexpected or 
excessive absences – Support for youth’s 
school work  

RCW 28A.225.215 Enrollment of children without legal 
residences  

RCW 28A.225.330 Enrolling students from other districts—
Requests for information and permanently 
records—Withheld transcripts-Immunity 
from liability—Notification to teachers and 
security personnel—Rules  

RCW 28A.320.192 On-time grade level progression and 
graduation of students who are 
dependent youth 

 RCW 74.13.550 Child placement – Policy of educational 
continuity 

 20 U.S.C. 6301 et seq. Elementary and Secondary Education Act 
of 1965 as amended by the Every 
Student Succeeds Act [ESSA] 

  Laws of 2018. ch, 139 Students in Out-
of-Home Care – Best Interest 
Determinations;  

  Laws of 2018, ch. 271 School Meals   
   
Management Resources 
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 July 2017  
 



 November 2016 OSPI list of Foster Care Liaisons/DSHS 
Contacts 
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Students in Out-of-home Care 
Definitions 

• Additional costs incurred in providing transportation are those costs that reflect the 
difference between what the District would otherwise spend to transport a student to his 
or her assigned school and the cost of transporting a student in out-of-home care to his 
or her school of origin. The District would, for example, incur an additional cost if it had 
no choice but to re-route busses to transport a student in out-of-home care to one of its 
schools.  

• Best interest determination means using child-centered criteria for determining which 
educational setting is best for a particular child. Decisions should be made on a case-by-
case basis and should not be based on the cost of transportation. 

• Caregiver means potential out-of-home placement options including licensed foster 
homes, relatives, group care providers or other court-ordered suitable parties. All 
placement options result from state dependency court actions. This term is relevant to 
the dispute resolution process for education-services decisions relevant to students in 
out-of-home care. 

• Educational decision-maker means the caregiver and social worker listed on the 
Caregiver Authorization Form who are authorized to make day to day decisions for 
children and youth in out-of-home care. Additional decision-makers such as the birth 
parent, education liaison or other appropriate adult may be court-appointed and 
identified on the Health and Education Authorization Court Order. This term is relevant to 
the dispute resolution process for enrollment and transportation decisions relevant to 
students in out-of-home care. 

• Out-of-home care has the same meaning as in RCW 13.34.030, and means placement 
in a foster family home or group care facility licensed pursuant to chapter 74.15 RCW or 
placement in a home, other than that of the child's parent, guardian, or legal custodian, 
not required to be licensed pursuant to chapter 74.15 RCW. 

• Other supervising agency means an agency licensed by the state under RCW 
74.15.090, or licensed by a federally recognized Indian tribe located in Washington 
under RCW 74.15.190 that has entered into a performance-based contract with the 
department to provide case management for the delivery and documentation of child 
welfare services as defined in RCW 74.13.020.  

• School of origin means the school in which a child is enrolled at the time of placement 
in foster care. If a child’s foster care placement changes, the school of origin would then 
be considered the school in which the child is enrolled at the time of placement change.  

Duties of the Foster Care Liaison 
The Superintendent or designee will designate a district foster care liaison to facilitate district 
compliance with state and federal laws related to student in out-of-home care and to collaborate 
with the Department of Children, Youth and Families to address educational barriers for these 
students. The role and responsibilities of a foster care liaison may include: 

a) Coordinating with the Department of Children, Youth and Families on the 
implementation of state and federal laws related to students in out-of-home care; 

b) Coordinating with foster care education program staff at the office of the 
Superintendent of public instruction; 

c) Attending training and professional development opportunities to improve school 
district implementation efforts;  

d) Serving as the primary contact person for representatives of the Department of 
Children, Youth and Families; 
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e) Leading and documenting the development of a process for making best interest 
determinations in accordance with the processes identified in this procedure; 

f) Facilitating immediate enrollment in accordance with RCW 28A.225.330; 

g) Facilitating the transfer of records in accordance with RCW 28A.150.510 and 
28A.225.330; 

h) Facilitating data sharing with child welfare agencies consistent with state and federal 
privacy laws and rules; 

i) Developing and coordinating local transportation procedures; 

j) Managing best interest determination and transportation cost disputes according to 
the best practices developed by the office of the Superintendent of public instruction; 

k) Ensuring that students in out-of-home care are enrolled in and regularly attending 
school, consistent with RCW 28A.225.023; and 

l) Providing professional development and training to school staff on state and federal 
laws related to students in out-of-home care and their educational needs, as needed.  

The District foster care liaison will also: 
• Collaborate with the District’s Title I coordinator and the appropriate child welfare agency 

point of contact on the implementation of Title I provisions; 

• Document all best interest determination processes as well as collaboration with the 
child welfare agency or agencies; 

• Develop and coordinate local transportation procedures; 

• Manage transportation costs disputes; 

• Coordinate all appeals of education-based decisions for students in out-of-home care 
and district appeals of inter-agency disputes; and 

• As resources permit, provide guidance to school staff on Title I provisions and 
educational needs of students in out-of-home care on an as-needed basis.  
 

Enrollment in School of Origin 
When the District foster care liaison receives notification from a child welfare agency that an 
out-of-homecare student will be moving to a new residence and the necessary timeframe for 
determining the student’s most appropriate school placement, the District liaison/designee will in 
turn provide the agency with information on the appropriateness of the current educational 
setting. In order to minimize disruption to their education, students placed into out-of-home care 
must remain enrolled in the school they were attending upon entering out-of-home care, unless 
it is determined that such placement is not in the student’s best interest. 
 
Best Interest Determination 
When a determination of the student’s best interest is necessary, it will take into account a 
variety of student-centered factors and input from relevant and appropriate persons. The 
student-centered factors for consideration should include: 

a) How long is the student’s current out-of-home care placement expected to last? 

b) What is the student’s permanency plan and how does it related to school stability? 

c) How many schools has the student attended in the current year? 

d) How many schools has the student attended over the past few years? 

e) Considering the impacts of past transfers, how may transferring to a new school 
impact the student academically, emotionally, physically, and socially? 
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f) What are the immediate and long-term educational plans of, and for, the student? 

g) How strong in the student academically? 

h) If the student has special needs, what impact will transferring to a new school have 
on the student’s progress and services? 

i) To what extent are the programs and activities at the potential new school 
comparable to, or more appropriate than, those at the school of origin?  

j) Does one school have programs and activities that address the unique needs or 
interests of the student that the other school does not have?  

k) Which school does the student prefer? 

l) How deep are the child’s ties to his or her school of origin? 

m) Would the timing of the school transfer coincide with a logical juncture, such as after 
testing, after an event that is significant to the student, or at the end of the school 
year? 

n) How would changing schools affect the student’s ability to earn full academic credit, 
participate in sports or other extracurricular activities, proceed to the next grade, or 
graduate on time? 

o) How would the commute to the school under consideration impact the student, in 
terms of distance, mode of transportation, and travel time? 

p) How anxious is the student about having been removed from the home or about any 
upcoming events? 

q) What school does the student’s sibling attend? And 

r) Are there safety issues to consider? 

When making best-interest determination, every effort should also be made to gather 
meaningful input from relevant and appropriate persons on their perspective regarding which 
school the student should attend during his or her time in out-of-home care, consistent with the 
student’s case plan. Such relevant and appropriate persons include: 

a) Representatives of the Department of Children, Youth and Families; 

b) Representatives of the school of origin, such as a teacher, counselor, coach, or other 
meaningful person in the student’s life; 

c) Biological parents; 

d) Foster parents; 

e) Educational liaisons identify under RCW 13.34.045; 

f) The student’s relatives; and 

g) Depending on his or her age, the student.  

Additionally, the District will adopt any best-interest determination guide developed by the office 
of the Superintendent of public instruction during the discussion about the advantages and 
disadvantages of keeping the student in the school of origin or transferring the student to a new 
school. 

The best interest determination will be made as quickly as possible in order to prevent 
educational discontinuity for the student. Written notification of the determination will be given to 
appropriate parties involved in the determination, including the student’s biological parents, 
foster parents, school representatives and educational liaisons, as well as representatives of the 
Department of Children, Youth and Families. 
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Only a caregiver or education decision-maker for the student may file an appeal using the 
Dispute Resolution Process. 

Dispute resolution process: Disputes between the District and the student’s 
caregiver/education decision–maker. 

The District will adopt and implement any dispute resolution process developed by the office of 
the Superintendent of public instruction when there is a disagreement about school placement, 
the provision of educational services, or a dispute between agencies.  

Level One 
The student’s caregiver or education decision-maker may dispute the District’s best interest 
determination, transportation decision, or the provision of any other education-related service for 
a student in out-of-home care. They may do so by providing the District or the District’s foster 
care liaison with written notice of the dispute within fifteen (15) business days of receiving notice 
of the District’s determination (e.g., that the District intends to enroll the student in a school 
other than the school of origin or the school requested by the caregiver or the education 
decision-maker, Superintendent Sandra Yager).  

The notice of dispute, if provided to the District, will be immediately forwarded to the foster care 
liaison, or, if that person is unavailable, another designee. The liaison will log receipt of the 
notice (including the date and time), and then forward a copy of this documentation to their 
immediate supervisor and the Superintendent or designee.  
 
The liaison will make a decision on the dispute within five (5) business days of receipt and 
inform the caregiver or educational decision-maker in writing of the result. The following 
documents will be included with the decision in an “appeals package”: 

• A copy of the original notice of dispute; 

• Any additional information from the caregiver or educational decision-maker and/or 
foster care liaison; and 

• Instructions on appealing the decision to Level II. 

• The liaison will verify receipt of the written decision by the caregiver or education 
decision-maker.  

Level Two 
If the caregiver or education decision-maker disagrees with the decision of the foster care 
liaison, he or she may appeal the decision to the Superintendent or his/her designee (who must 
be someone other than the foster care liaison). He or she may do so by providing the 
Superintendent’s office with a copy of the Level I appeals package within ten (10) business days 
of their receipt of the Level I decision. 

Within five (5) business days of the notification to the District that the caregiver or education 
decision-maker intends to appeal, the Superintendent or designee will arrange to meet within a 
reasonably expeditious time period either in-person or through phone/video conference with the 
student’s caregiver or educational decision-maker, the student if appropriate, and at least one 
representative from DSHS or another supervising agency. If it is not possible for the DSHS or 
other supervising agency representative to be present within a reasonable time, the 
Superintendent or designee will document their efforts to include the representative and 
proceed with the conference. 

Within five (5) business days of the conference, the Superintendent or designee will provide the 
caregiver or educational decision-maker with a written decision, supporting evidence, reasons 
for the decision and an appeals package that includes: 

• A copy of the initial dispute filed at Level I and the Level I decision; 

• The Level II decision rendered by the Superintendent or designee; 

mailto:fostercare@k12.wa.us
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• Any additional information from the caregiver or education decision-maker and/or foster 
care liaison; 

• Instructions as to how to file a Level III appeal, including the physical address and email 
address of where to submit the dispute: 

Foster Care Education Program Supervisor 
Old Capital Building 
PO Box 47200 
Olympia, WA 98504-7200 
fostercare@k12.wa.us 
 

The District’s foster care liaison will also be provided a copy of the Level II decision and appeals 
package. The liaison will be responsible for verifying receipt of the decision and appeals 
package by the caregiver or educational decision-maker. 
 
Level III 
If the caregiver or education decision-maker disagrees with the decision of Superintendent or 
designee, he or she may appeal the decision by notifying the District’s foster care liaison within 
ten (10) business days of receipt of the Level II decision of their intent to file a Level III appeal. 

The Superintendent or designee will forward all written and electronic documentation to the 
OSPI Foster Care Education Program Supervisor or designee for review within five (5) business 
days of receiving notification of the caregiver or education decision-maker’s intent to file a Level 
III appeal. 

The caregiver or education decision-maker may also submit related documentation to the OSPI 
Foster Care Education Program Supervisor and the District’s foster care liaison for review within 
five (5) business days after notifying the District of their intent to file a Level III appeal. The 
documentation must be submitted in one consolidated and complete package via email or the 
US Postal Service. 

The OSPI Foster Care Education Program Supervisor or designee and appropriate DSHS 
representatives shall make a decision within fifteen (15) business days of receipt of the dispute. 
The decision will be forwarded to the District’s foster care liaison for distribution to the caregiver 
or educational decision-maker, the DSHS representative engaged by the District at Level II and 
the Superintendent. The decision shall be the final resolution for placement and the provision of 
services for a child or youth in foster care in the District.  

The District will maintain records of disputes resolved at the Level I, Level II and/or Level III and 
shall be made available to OSPI upon request.  

Dispute Resolution Process:  Disputes between the District and the Child Welfare 
Agency 
In the event that the District and the child welfare agency are unable to resolve a dispute that 
does not involve educational placement or the provision of educational services to a student in 
out-of-home care (e.g. failure to collaborate, transportation reimbursements, date sharing, 
records release policies), either party may forward the dispute in writing to the OSPI Foster 
Care Education Program Supervisor or designee.  
 
Within ten (10) business days of receipt of the dispute, a written decision will be forwarded to 
the Superintendent, the District’s foster care liaison and the agency representative involved in 
the dispute. The decision shall be the final resolution for placement and the provision of services 
for a child or youth in foster care in the District.  

 
 

Date:  01.17; 2.17; 09.18 
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Enrollment 

The superintendent or designee will develop procedures for enrolling students, recording 
attendance behavior, and counseling and correcting students with attendance problems. When 
enrolling a student who has attended school in another school district, the parent and student 
will be required to briefly indicate in writing whether or not the student has: 

A. Any history of placement in a special education program;  

B. Any past, current or pending disciplinary actions;  

C. Any history of violent behavior; 

D. Adjudications or convictions described in RCW 13.04.155, which include violent 
offenses, sex offenses, firearm or dangerous weapon offenses, and controlled 
substance offenses;  

E. Any unpaid fines or fees from other schools; and  

F. Any health conditions affecting the student’s educational needs.  

The school enrolling the student shall request the student’s permanent record—including 
records of disciplinary action, history of violent behavior or behavior listed in RCW 13.04.155, 
attendance records, immunization records, and academic performance—from the school the 
student previously attended. 

If a school principal receives information about adjudications or convictions described in  
RCW 13.04.155, then he or she will follow the procedure described in Policy 3143 – Notification 
and Dissemination of Information about Student Offenses and Notification of Threats of 
Violence or Harm. 

The District will require students or their parents to provide proof of residency within the District, 
such as copies of a phone landline, any utility bill, and lease agreements. Any exemptions will 
be assessed on a case by case basis. The District will not require proof of residency or any 
other information regarding an address for any student who is eligible by reason of age for the 
services of the District if the student does not have a legal residence. For students who meet 
the definition of homeless, the District will immediately enroll the student, including while any 
enrollment dispute is pending (see 3115 – Homeless Students Enrollment Rights and Services).  

The District will not inquire into a student’s citizenship or immigration status or that of his/her 
parents or guardians.  

The District will conditionally accept applications, including electronic applications, for 
enrollment and course registration for a student of a military family transferred to, or is pending 
transfer to, a military installation within the state (see 2100 – Educational Opportunities for 
Military Children). The request for enrollment may be made by the student, parent or guardian. 

Since accurate enrollment and attendance records are essential both to obtain state financial 
reimbursement and to fulfill the District's responsibilities under the attendance laws, the District 
will be diligent in maintaining such records. 

 

 

  

Cross References:  Board Policy 2100 Educational Opportunities for Military 
Children 

 
Board Policy 2255 Alternative Learning Experience Programs 

 Board Policy 3115 Students Experiencing Homelessness - 
Enrollment Rights and Services 
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Procedure 3120P 

Enrollment 
Enrollment and attendance records will be maintained in each school building. At the conclusion 
of the year, the enrollment and attendance information will be recorded on the student's 
permanent record card.  

The attendance registers will remain in the school building for a period of 5 years, after which 
time they will be sent to the district office to be destroyed.  

Annually each school will report to the district actions taken to reduce any student’s 
absenteeism following the student’s fifth absence in one month, or tenth absence in one year. 
The district will report this information annually to the superintendent of public instruction:  

A. The number of enrolled students and the number of unexcused absences; 

B. The number of enrolled students with ten or more unexcused absences in a school year 
or five or more unexcused absences in a month; 

C. A description of any programs or schools developed to serve students who have had five 
or more absences in a month or ten in a year including information about the number of 
students in the program or school and the number of unexcused absences of students 
during and after participation in the program. The reports will also describe any 
placements in an approved private nonsectarian school or program or certified program 
under a court order; and 

D. The number of petitions filed by a school or a parent with the juvenile court; and  

The information in these reports will not disclose the names or other identification of the 
students or parents.  

For enrollment reporting for state funding purposes, a student is reported as a full-time 
equivalent (FTE) based on their enrolled weekly minutes. 1,665 weekly minutes or 27 weekly 
hours and 45 minutes equal 1.0 FTE for all grades.  

Passing time between classes and recess time may be included in a student’s weekly minutes. 
However, time for meals is excluded. 

Students attending school less than 1,665 weekly minutes are reported as a partial FTE. To 
calculate the student’s FTE, divide the student’s enrolled weekly minutes by 1,665. 

Alternative Learning Experiences: FTE will be determined by the estimated weekly minutes of 
learning in the written student learning plan pursuant to WAC 392-121-182. 

No student may be counted on any school's or program's enrollment report who has been 
absent from school for more than twenty (20) consecutive school days until attendance has 
resumed. No part-time student that has not attended school at least once within a period of 
twenty (20) consecutive school days may be counted as an enrolled student until attendance 
has resumed. School days are defined as regularly scheduled instructional days for the general 
population of the school or district the student is enrolled in, regardless of the student’s 
individualized schedule.  

Procedures for handling excused and unexcused absences are defined in 3122P, Excused and 
Unexcused Absences.  

 

 

 

 
 
 
Date: 7.13; 4.15; 06.24.19 
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Excused and Unexcused Absences 

Definition of Absence 
 

Definition of Absence from In-person Learning 

WAC 392-401-015A states the definition of an absence: 

A student is absent when they are: 
1. Not physically present on school grounds; and 
2. Not participating in the following activities at an approved location: 

a. Instruction; 
b. Any instruction-related activity; or 
c. Any other district or school approved activity that is regulated by an 

instructional/academic accountability system, such as participation in district-
sponsored sports.  

Definition of Absence from Remote Learning 
A student is absent from remote learning when the student is not participating in planned 
instructional activities on a scheduled remote learning day. (2) Evidence of student participation 
in remote learning may include, but is not limited to: (a) Daily logins to learning management 
systems; (b) Daily interactions with the teacher to acknowledge attendance (including 
messages, emails, phone calls or video chats); or (c) Evidence of participation in a task or 
assignment. 

Excused and unexcused Absences 
Educators and administrators have a responsibility to monitor absences to determine if students 
and families need support. Students are expected to attend all assigned in-person classes each 
day or participate in all assigned remote instructional activities. Upon enrollment and at the 
beginning of each school year, the District shall inform students and their parents/guardians of 
this expectation, the benefits of regular school attendance, the consequences of truancy, the 
role and responsibility of the  District in regard to truancy, and resources available to assist the 
student and their parents and guardians in correcting truancy. The  District will also make this 
information available online and will take reasonable steps to ensure parents can request and 
receive such information in a language they can understand. Parents will be required to date 
and acknowledge review of this information online or in writing. 

Excused Absences 
Regular school attendance is necessary for mastery of the educational program provided to 
students of the District. Students may be absent from class or not able to participate remotely. 
School staff will keep a record of absence and tardiness, including a record of excuse 
statements submitted by a parent/guardian, or in certain cases, students, to document a 
student’s excused absences. The following principles will govern the development and 
administration of attendance procedures within the  District:  

The Following are valid excuses for absences: 

1.  Illness, health condition or medical appointment (including, but not limited to, medical, 
counseling, dental, optometry, pregnancy, and in-patient or out-patient treatment for 
chemical dependency or mental health) for the student or person for whom the student is 
legally responsible; 

2. Family emergency including, but not limited to, a death or illness in the family; 

3. Religious or cultural purpose including observance of a religious or cultural holiday or 
participation in religious or cultural instruction; 

4. Court, judicial proceeding, court-ordered activity, or jury service; 

http://apps.leg.wa.gov/WAC/default.aspx?cite=392-401-015
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5. Post-secondary, technical school or apprenticeship program visitation, or scholarship 
interview; 

6. State-recognized search and rescue activities consistent with RCW 28A.225.055; 

7. Absence directly related to the student's homeless or foster care/dependency status; 

8. Absences related to deployment activities of a parent or legal guardian who is an active 
duty member consistent with RCW 28A.705.010; 

9. Absences due to suspensions, expulsions or emergency expulsions imposed pursuant to 
chapter 392-400 WAC if the student is not receiving educational services and is not 
enrolled in qualifying "course of study" activities as defined in WAC 392-121-107; 

10. Absences due to student safety concerns, including absences related to threats, assaults, 
or bullying; 

11. Absences due to a student's migrant status; and 

12. An approved activity that is consistent with district policy and is mutually agreed upon by 
the principal or designee and a parent, guardian, or emancipated youth. 

13. Absences related to the student's illness, health condition, or medical appointments due 
to COVID-19; 

14. Absences related to caring for a family member who has an illness, health condition, or 
medical appointment due to COVID-19; 

15. Absences related to the student's employment or other family obligations during 
regularly scheduled school hours that are temporarily necessary due to COVID-19 until 
other arrangements can be made, including placement in a more flexible education 
program; 

16. Absences due to the student's parent's work schedule or other obligations during 
regularly scheduled school hours, until other arrangements can be made; 

17. Absences due to the student's lack of necessary instructional tools, including internet 
broadband access or connectivity; and 

18. Other COVID-19 related circumstances as determined between school and parent or 
emancipated youth. 

A school principal or designee has the authority to determine if an absence meets the above 
criteria for an excused absence. Districts may define additional categories or criteria for excused 
absences. 

1. If an absence is excused, the student will be permitted to make up all missed 
assignments outside of class under reasonable conditions and time limits established by 
the appropriate teacher; where reasonable, if a student misses a participation-type class, 
they can request an alternative assignment that aligns with the learning goals of the 
missed activity. 

2. An excused absence will be verified by a parent/guardian or an adult, emancipated or 
appropriately aged student, or school authority responsible for the absence. If 
attendance is taken electronically, either for a course conducted online or for students 
physically within the District, an absence will default to unexcused until such time as an 
excused absence may be verified by a parent or other responsible adult. If a student is 
to be released for health care related to family planning or abortion, the student may 
require that the  
District keep the information confidential. Students thirteen and older have the right to 
keep information about drug, alcohol or mental health treatment confidential. Students 

http://app.leg.wa.gov/RCW/default.aspx?cite=28A.225.055
http://app.leg.wa.gov/RCW/default.aspx?cite=28A.705.010
http://apps.leg.wa.gov/WAC/default.aspx?cite=392-400
http://apps.leg.wa.gov/WAC/default.aspx?cite=392-121-107
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fourteen and older have the same confidentiality rights regarding HIV and sexually 
transmitted diseases. 

3. Except as provided in subsection (2) of this section, in the event that a child in 
elementary school is required to attend school under RCW 28A.225.010 or 
28A.225.015(1) and has five or more excused absences in a single month during the 
current school year, or ten or more excused absences in the current school year, the 
school district shall schedule a conference or conferences with the parent and child at a 
time reasonably convenient for all persons included for the purpose of identifying the 
barriers to the child's regular attendance, and the supports and resources that may be 
made available to the family so that the child is able to regularly attend school. To satisfy 
the requirements of this section, the conference must include at least one school district 
employee such as a nurse, counselor, social worker, teacher, or community human 
services provider, except in those instances regarding the attendance of a child who has 
an individualized education program or a plan developed under section 504 of the 
rehabilitation act of 1973, in which case the reconvening of the team that created the 
program or plan is required. 

This conference is not required if the school has received prior notice or a doctor’s note has 
been provided and an academic plan put in place so that the child does not fall behind. 

Unexcused Absences 

1. Any absence from school for the majority of hours or periods in an average school day is 
unexcused unless it meets one of the criteria above for an excused absence. 

2. As a means of instilling values of responsibility and personal accountability, a student 
whose absence is not excused will experience the consequences of his/her absence. A 
student's grade may be affected if a graded activity or assignment occurs during the 
period of time when the student is absent. 

3. The school will notify a student’s parent or guardian in writing or by telephone whenever 
the student has failed to attend school after one unexcused absence within any month 
during the current school year. The notification will include the potential consequences of 
additional unexcused absences. The school will make reasonable efforts to provide this 
information in a language the parent understands. 

4. The school will hold a conference with the parent or guardian after three unexcused 
absences within any month during the current school year. The conference will analyze 
the causes of the student’s absences and develop a plan that identifies student, school, 
and family commitments to reduce the student's absences from school. If the parent 
does not attend the conference, the school official may still hold the conference with the 
student. However, the school will notify the parent of the steps the District has decided to 
take to eliminate or reduce the student’s absences. 

5. Between the student’s second and fifth unexcused absence, the school must take the 
following data-informed steps: 

a. Middle and high school students will be administered the Washington 
Assessment of the Risks and Needs of Students (WARNS) or other assessment 

b. These steps must include, where appropriate, providing an available approved 
best practice or research-based intervention, or both, consistent with the WARNS 
profile or other assessment, if an assessment was applied, adjusting the child's 
school program or school or course assignment, providing more individualized or 
remedial instruction, providing appropriate vocational courses or work 
experience, referring the child to a community truancy board, requiring the child 
to attend an alternative school or program, or assisting the parent or child to 
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obtain supplementary services that might eliminate or ameliorate the cause or 
causes for the absence from school. 

c. For any child with an existing individualized education plan or 504 plan, these 
steps must include the convening of the child's individualized education plan or 
504 plan team, including a behavior specialist or mental health specialist where 
appropriate, to consider the reasons for the absences. If necessary, and if 
consent from the parent is given, a functional behavior assessment to explore the 
function of the absence behavior shall be conducted and a detailed behavior plan 
completed. Time should be allowed for the behavior plan to be initiated and data 
tracked to determine progress. 

Not later than the student’s fifth unexcused absence in a month the  District will 
enter into an agreement with the student and parents that establishes school 
attendance requirements, refer the student to a community truancy board or file a 
petition and affidavit with the juvenile court alleging a violation of RCW 
28A.225.010. 

6. If such action is not successful, the District will file a petition and affidavit with the 
juvenile court alleging a violation of RCW 28A.225.010 by the parent, student or parent 
and student no later than the seventh unexcused absence within any month during the 
current school year or upon the tenth unexcused absence during the current school 
year. 

The superintendent will enforce the District's attendance policies and procedures. Because the 
full knowledge and cooperation of students and parents are necessary for the success of the 
policies and procedures, procedures will be disseminated broadly and made available to 
parents and students annually.  

Unexcused absences from remote learning  
Absences from remote learning must be marked as a "non-truancy remote learning absence" 
until October 4, 2020. Such absences shall not be marked as excused or unexcused. Beginning 
October 5, 2020, any absence from remote learning is unexcused unless it meets one of the 
criteria in WAC 392-401A-020. 

 

Tardies and Disciplinary Actions 

1. Students shall not be absent if:  

a. They have been suspended, expelled, or emergency expelled pursuant to 
chapter 392-400 WAC; 

b. Are receiving educational services as required by RCW 28A.600.015 and 
chapter 392-400 WAC; and 

c. The student is enrolled in qualifying "course of study" activities as defined in 
WAC 392-121-107. 

2. A full day absence is when a student is absent for fifty percent or more of their 
scheduled day. 

3. A school or district shall not convert or combine tardies into absences that contribute to a 
truancy petition. 

A student shall be considered absent if they are on school grounds but not in their assigned 
setting. 

 

 

http://apps.leg.wa.gov/WAC/default.aspx?cite=392-400
http://app.leg.wa.gov/RCW/default.aspx?cite=28A.600.015
http://apps.leg.wa.gov/WAC/default.aspx?cite=392-400
http://apps.leg.wa.gov/WAC/default.aspx?cite=392-121-107
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Tiered response system for student absences 
WAC 392-401A-045 states:  

School districts must implement a tiered response system to reduce chronic absenteeism and 
address barriers to student engagement in learning during the COVID epidemic. Tiered 
response systems under this section must include: 

1. Monitoring daily attendance data for all students who are absent from remote learning, 
whether excused or unexcused;  

2. A process to contact families and verify current contact information for each enrolled 
student that includes multiple attempts and modalities in the parent's home language;  

3. Daily notification of absences to parents;  

4. A process for outreach from the school to determine student needs, such as basic 
needs, connectivity and hardware, connection with health and social services as 
necessary;  

5. Differentiated supports that address the barriers to attendance and participation that 
includes universal supports for all students and tiered interventions for students at-risk of 
and experiencing chronic absence; and  

6. When feasible and appropriate, transitioning the students to full-time in-person learning 
or other program to accommodate the student's needs. 

Students Found Dependent Pursuant to RCW Chapter 13.34 
A school District representative or certificated staff member will review unexpected or excessive 
absences of a student who has been found dependent under the Juvenile Court Act with that 
student and adults involved with that student. Adults include the student’s caseworker, 
educational liaison, attorney, if one is appointed, parents or guardians, foster parents and/or the 
person providing placement for the student. The review will take into consideration the cause of 
the absences, unplanned school transitions, periods of running from care, in-patient treatment, 
incarceration, school adjustment, educational gaps, psychosocial issues, and the student’s 
unavoidable appointments that occur during the school day. The representative or staff member 
must proactively support the student’s management of their school work.  

Migrant Students 
The District, parent/guardian and student are encouraged to work to create an Extended 
Absence Agreement with the school to decrease the risk of an adverse effect on the student’s 
educational progress. 

 

 

Cross References:  Board Policy 3120 Enrollment 
 

Board Policy 3230 Student Privacy and Searches 
 

Board Policy 3240 Student Conduct Expectations and 
Reasonable Sanctions 

 
Board Policy 3241 Classroom Management, Discipline and 

Corrective Action 

 Board Policy 4218 Language Access Plan 
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Legal References:  Chapter 28A.225  Compulsory school attendance and 
admission [new section added pursuant to 
SSHB 2449 (2016 legislative session)] 

 
RCW 13.34.300  Relevance of failure to cause juvenile to 

attend school to neglect petition 
 

Chapter 392-401A 
WAC 

Statewide definition of absence for the 2020-
21 school year 
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Excused and Unexcused Absences 
Students are expected to attend all assigned classes each day. School staff will keep a record 
of absence and tardiness, including a call log and/or a record of excuse statements submitted 
by a parent/guardian or, in certain cases, students, to document a student’s excused absences. 

Excused Absences 
The following are valid excuses for absences and tardiness. Assignments and/or activities not 
completed because of an excused absence or tardiness may be made up in the manner 
provided by the teacher. 

1. Absence due to: Illness, health condition or medical appointment (including, but not limited 
to, medical, counseling, dental, optometry, pregnancy, and in-patient or out-patient 
treatment for chemical dependency or mental health) for the student or person for whom the 
student is legally responsible; Family emergency including, but not limited to, a death or 
illness in the family religious purposes; court, judicial proceeding, court-ordered activity, or 
serving on a jury; post-secondary, technical school or apprenticeship program visitation, or 
scholarship interview; State recognized search and rescue activities consistent with RCW 
28A.225.055; directly related to the student’s homeless or foster care/dependency status; 
absences related to deployment activities of a parent or legal guardian who is an active duty 
member consistent with RCW 28A.705.010; Absences due to suspensions, expulsions or 
emergency expulsions imposed pursuant to chapter 392-400 WAC if the student is not 
receiving educational services and is not enrolled in qualifying "course of study" activities as 
defined in WAC 392-121-107; Absences due to student safety concerns, including absences 
related to threats, assaults, or bullying; and Absences due to a student's migrant status. 

When possible, the parent/guardian is expected to notify the school office on the morning of 
the absence by phone, e-mail or written note and to provide the excuse for the absence. If 
no excuse is provided with the notification, or no notification is provided, the parent/guardian 
will submit an excuse via phone, e-mail or written note upon the student’s return to school. 
Adult students (those over eighteen) and emancipated students (those over sixteen who 
have been emancipated by court action) will notify the school office of their absences with a 
note of explanation. Students fourteen years old or older who are absent from school due to 
testing or treatment for a sexually transmitted disease will notify the school of their absence 
with a note of explanation, which will be kept confidential. Students thirteen years and older 
may do the same for mental health, drug or alcohol treatment; and all students have that 
right for family planning and abortion.  

A parent/guardian may request that a student be excused from attending school in 
observance of a religious holiday. In addition, a student, upon the request of his/her parent, 
may be excused for a portion of a school day to participate in religious instruction provided 
such is not conducted on school property. A student will be allowed one makeup day for 
each day of absence. 

2. Absence for parental-approved activities. This category of absence will be counted as 
excused for purposes agreed to by the principal and the parent/guardian. An absence may 
not be approved if it causes a serious adverse effect on the student's educational progress. 
The student may not be able to achieve the objectives of the unit of instruction as a result of 
absence from class. In such a case, a parent or guardian-approved absence would have an 
adverse effect on the student's educational progress, including the grade for the course. A 
student, upon the request of his/her parent/guardian, may be excused for a portion of a 
school day to participate in religious instruction provided such is not conducted on school 
property or otherwise involves the school to any degree. 
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3. Absence resulting from disciplinary actions or short-term suspension. As required by 
law, students who are removed from a class or classes as a disciplinary measure or 
students who have been placed on short-term or long-term suspension will have the right to 
make up assignments or exams missed during the time they were denied entry to the 
classroom if the effect of the missed assignments will be a substantial lowering of the course 
grade. 

4. Extended illness or health condition. If a student is confined to home or hospital for an 
extended period, the school will arrange for the accomplishment of assignments at the place 
of confinement whenever practical. If the student is unable to do his/her schoolwork, or if 
there are major requirements of a particular course which cannot be accomplished outside 
of class the student may be required to take an incomplete or withdraw from the class 
without penalty.  

5. Excused absence for chronic health condition. Students with a chronic health condition 
which interrupts regular attendance may qualify for placement in a limited attendance and 
participation program. The student and his/her parent will apply to the principal or counselor, 
and a limited program will be written following the advice and recommendations of the 
student's medical advisor. The recommended limited program will be approved by the 
principal. Staff will be informed of the student's needs, though the confidentiality of medical 
information will be respected at the parent's request. 

Required Conference for Elementary School Students 
If an elementary school student has five or more excused absences in a single month during the 
current school year, or ten or more excused absences in the current school year, the District will 
schedule a conference with the student and their parent(s) at a reasonably convenient time. The 
conference is intended to identify barriers to the student’s regular attendance and to identify 
supports and resources so the student may regularly attend school.  

The conference must include at least one school district employee, preferably a nurse, 
counselor, social worker, teacher of community human service provider, and may occur on the 
same day as the scheduled parent-teacher conference, provided it takes place within thirty days 
of the absences. If the student has an Individualized Education Program or a Section 504 Plan, 
the team that created that program must reconvene. A conference is not required if prior notice 
of the excused absences was provided to the District or if a doctor’s note has been provided 
and a plan is in place to ensure the student will not fall behind in their coursework. 

Unexcused Absences 
An “unexcused absence” means that a student has failed to attend the majority of hours or 
periods in an average school day, has failed to comply with a more restrictive school district 
policy on absences, or has failed to comply with alternative learning experience program 
attendance requirements. 

Unexcused absences fall into two categories: 

A. The parent, guardian or adult student submits an excuse that does not meet the 
definition of an excused absence as defined above; or 

B. The parent, guardian or adult student fails to submit any type of excuse statement, 
whether by phone, e-mail or in writing, for an absence. 

Each unexcused absence within any month of the current school year will be followed by a letter 
or phone call to the parent informing them of the consequences of additional unexcused 
absences. The school will make reasonable efforts to provide this information in a language in 
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which the parent is fluent. A student's grade will not be affected if no graded activity is missed 
during such an absence.  

After three unexcused absences within any month of the current school year, the school will 
hold a conference with the principal, student, and parent to analyze the causes of the student’s 
absenteeism. If a regularly scheduled parent-teacher conference is scheduled to take place 
within thirty days of the third unexcused absence, the District may schedule the attendance con-
ference on the same day. If the parent/guardian does not attend the scheduled conference, the 
school may hold the conference with the student and principal. However, the school will notify 
the parent of the steps to eliminate or reduce the student’s absences.  

At some point after the second and before the fifth unexcused absence, the District will take 
data-informed steps to eliminate or reduce the student’s absences. In middle school and high 
school, these steps will include application of the Washington Assessment of the Risks and 
Needs of Students (WARNS) or other assessment by the district’s designated employee. 

For any student with an existing Individualized Education Program (IEP) or Section 504 Plan, 
these steps will include convening the student’s IEP team or Section 504 team, including a be-
havior specialist or mental health specialist where appropriate, to consider the reasons for the 
student’s absences. If necessary, and if the student’s parent gives consent, the District will con-
duct a functional behavior assessment and will compete a detailed behavior plan to explore the 
function of the absence behavior. 

For any student who does not have an IEP or Section 504 Plan, but who is reasonably believed 
to have a mental or physical disability or impairment, these steps will include informing the 
student’s parent/guardian of the right to obtain an appropriate evaluation at no cost to the parent 
to determine whether the student has a disability or impairment and needs accommodations, 
special education services, or related services. This includes students with suspected emotional 
or behavioral disabilities. If the school obtains consent to conduct an evaluation, time should be 
allowed for the evaluation to be completed, and if the student is found to be eligible for 
accommodations, special education services, or related services, a plan will be developed to 
address the student’s needs. The District will designate a staff member to apply the Washington 
Assessment of the Risks and Needs of Students (WARNS) and, where appropriate, provide the 
student with best practice or research-based interventions consistent with WARNS. As 
appropriate, the District will also consider: 

• Adjusting the student’s course assignments; 
• Providing the student more individualized instruction; 
• Providing appropriate vocational courses or work experience;  
• Requiring the student to attend an alternative school or program;  
• Assisting the parent or student to obtain supplementary services; or  
• Referring the student to a community truancy board. 

 
If the student’s parent/guardian does not attend the conference, the conference may be con-
ducted with the student and school official. However, the parent will be notified of the steps 
taken to eliminate or reduce the student’s absences. 

Transfers 
In the case of a student who transfers from one district to another during the school year, the 
sending district will provide to the receiving district, together with a copy of the WARNS assess-
ment and any interventions previously provided to the student, the most recent truancy infor-
mation for that student. The information will include the online or written acknowledgment by the 
parent and student. The sending district will use the standard choice transfer form for releasing 
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a student to a nonresident school district for the purposes of accessing an alternative learning 
experience program.  

Not later than a student’s fifth unexcused absence in a month the District will: 
A. Enter into an agreement with the student and parents/guardians that establishes school 

attendance requirements,  
B. Refer the student to a community truancy board: or  
C. File a petition and affidavit with the juvenile court alleging a violation of RCW 

28A.225.010. 

Community Truancy Board 
A “community truancy board” means a board established pursuant to a memorandum of under-
standing (MOU) between a juvenile court and the school district and composed of members of 
the local community in which the student attends school. The District will enter into an MOU with 
the juvenile court in Clark County to establish a community truancy board prior to the 2017-2018 
school year.  

The District will designate and identify (and update as necessary) to the juvenile court, and to 
the Office of the Superintendent of Public Instruction, a staff member to coordinate district ef-
forts to address excessive absenteeism and truancy, including outreach and conferences, coor-
dinating the MOU, establishing protocols and procedures with the court, coordinating trainings, 
sharing evidence-based and culturally appropriate promising practices. The District will also 
identify a person within each school to serve as a contact regarding excessive absenteeism and 
truancy and assisting in the recruitment of community truancy board members.  

Not later than a student’s seventh unexcused absence within any month during the current 
school year, or a tenth unexcused absence during the current school year, if the District’s at-
tempts to substantially reduce a student’s absences have not been successful and if the student 
is under the age of seventeen, the District will file a petition and supporting affidavit for a civil ac-
tion in juvenile court. 

Petition to Juvenile Court 
The petition will contain the following:  

A. A statement that the student has unexcused absences in the current school year.  
Note:  While petitions must be filed if the student has seven or more unexcused 
absences within any month, or ten or more unexcused absences in the current school 
year, a petition may be filed earlier. Unexcused absences accumulated in another school 
or school will be counted when preparing the petition); 

B. An attestation that actions taken by the school district have not been successful in 
substantially reducing the student’s absences from school; and 

C. Court intervention and supervision are necessary to assist the school district to reduce 
the student’s absences from school; 

D. A statement that RCW 28A.225.010 has been violated by the parent, student or parent 
and student; 

E. The student’s name, date of birth, school, address, gender, race and ethnicity; and the 
names and addresses of the student’s parents/guardians, whether the student and par-
ent are fluent in English, whether there is an existing individualized education program 
(IEP) and the student’s current academic status in school; 

F. A list of all interventions that have been attempted, a copy of any previous truancy as-
sessment completed by the student’s current school district, the history of approved best 
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practices intervention or research-based intervention(s) previously provided to the stu-
dent by the District, and a copy of the most recent truancy information document pro-
vided to the parent.  

G. Facts that support the above allegations. 

Petitions may be served by certified mail, return receipt requested, but if such service is 
unsuccessful, personal service is required. At the District’s choice, it may be represented by a 
person who is not an attorney at hearings related to truancy petitions. 

If the allegations in the petition are established by a preponderance of the evidence, the court 
shall grant the petition and enter an order assuming jurisdiction to intervene for a period of time 
determined by the court, after considering the facts alleged in the petition and the circumstances 
of the student, to most likely cause the student to return to and remain in school while the 
student is subject to the court’s jurisdiction. 

If the court assumes jurisdiction, the school district shall will periodically report to the court any 
additional unexcused absences by the student, actions taken by the school district, and an 
update on the student’s academic status in school at a schedule specified by the court. The first 
report must be received no later than three (3) months from the date that the court assumes 
jurisdiction.  

All sanctions imposed for failure to comply with the attendance policies and procedures will be 
implemented in conformance with state and district regulations regarding discipline or corrective 
action. (See WSSDA model policy 3241 Classroom Management, Discipline and Corrective 
Actions.) 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 06.99; 06.01; 06.11; 12.11; 10.12; 12.12; 07.13; 6.15; 12.16; 11.17; 11:18 
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Removal/Release of Student During School Hours 
The board recognizes its responsibility for the proper care of students during school hours. 
Students will not be removed from school grounds, any school building or school function during 
school hours except by a person authorized according to district procedures. Before a student is 
removed or excused, the person seeking to remove the student must present to the satisfaction 
of the superintendent or principal evidence of his/her proper authority to remove the student. A 
teacher should not excuse a student from class to confer with anyone unless the request is 
approved by the principal. The superintendent is directed to establish procedures for the 
removal of a student during school hours. 

Prior to sending a student to his/her home for illness, discipline or a corrective action, the 
principal will attempt to reach the student's parent to inform him/her of the school's action and to 
request that he/she come to the school for the child. If the principal cannot reach the parent, the 
student will remain at school until the close of the school day. A student may be released to a 
law enforcement officer in accordance with the district policy.  

 

 

 

 

Cross Reference: Board Policy 3126 Child Custody 
  3418 Emergency Treatment 
  4310 Relations with Law Enforcement, Child 

Protective Agencies and County 
Health Department 

 
Legal Reference: RCW 28A.605.010 Removing child from school grounds 

during school hours 
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Removal/Release of Student During School Hours 
Schools must exercise a high order of responsibility for the care of students while in school. The 
removal of a student during the school day may be authorized in accordance with the following 
procedures:  

A. Law enforcement officers, upon proper identification, may remove a student from school 
without a warrant provided that the law enforcement officer signs a statement that 
he/she is removing the student from the school. Residential parents should be contacted 
as soon as possible when a student is taken into custody; 

B. Any other agencies must have a written administrative or court order directing the school 
district to give custody to them. Proper identification is required before the student will be 
released; 

C. A student will be released to the residential parent or the nonresidential parent, unless 
the residential parent provides the school with a certified copy of a court order restricting 
and/or prohibiting the student’s contact with the nonresidential parent. When in doubt as 
to who has custodial rights, the school district will rely on enrollment records. Parents (or 
guardians) have the burden of furnishing schools with accurate, up-to-date information 
regarding custodial rights; 

D. The school should always make a reasonable effort to notify the residential parent 
before releasing the student to a nonresidential parent; 

E. Prior written authorization from the residential parent or guardian is required before 
releasing a student into someone else's custody unless an emergency situation justifies 
a waiver; 

F. Police should be called if a visitor becomes disruptive or abusive; and 
G. State law requires that school personnel not remove, cause to be removed or allow to be 

removed a student from school grounds during school hours without the consent of the 
student’s parent or guardian, unless the employee is the student’s parent or guardian, 
the employee is providing bus transportation, the employee is supervising an extra-
curricular activity and providing transportation for the student, or the student requires 
transportation for emergency medical care and the parent cannot be contacted. School 
security personnel may remove a student from school without parental authorization for 
disciplinary reasons, and anyone officially responding to a 911 emergency call may 
remove a student without prior parental authorization. 
School personnel should exercise discretion as to whether the student will be 
transported by ambulance or private automobile to a doctor or hospital in the case of an 
emergency when the school is unable to reach the parent or their authorized 
representative. 

 

 

 

 

 
 
 
 
 
 
 
 
Date: 07.13 
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Child Custody 
The board of directors presumes that the person who enrolls a student in school is the 
residential parent of the student. The residential parent is responsible for decisions regarding 
the day-to-day care and control of student. Parents or legal guardians have rights to receive 
information contained in the school records concerning their child and to forbid or permit the 
disclosure of such information to others, subject to the authority granted to the residential 
parent. 

The board, unless informed otherwise, assumes that there are no restrictions regarding the 
nonresidential parent's right to be kept informed of the student's school progress and activities. 
If restrictions are made relative to the above rights, the residential parent will be requested to 
submit a certified copy of the court order that curtails these right(s). If these rights are 
questioned by the nonresidential parent, the issue will be referred to law enforcement authorities 
for resolution. 

Unless there are court-imposed restrictions, the nonresidential parent, upon request, will be 
given grade reports, notices of school activities, reports of disciplinary actions, or notices of 
teacher or principal conferences or summaries. 

If there is a court order on file with the district that restricts and/or prohibits any parent or other 
person from contact with a student at school or picking up a student from school, then the 
district will not permit the student to visit with or be released to that parent, or other person. 

 

 

Cross References: Board Policy 2420 Grading and progress reports 
 Board Policy 3124 Removal/Release of Students During 

School Hours 
 Board Policy 3231 Student Records 
 Board Policy 4200 Safe and Orderly Learning Environment 
 Board Policy 4310 Relations with Law Enforcement, Child 

Protective Agencies and County 
Health Department 

 
Legal References: CFR 45, Part 99 Family education rights and privacy act 
 
 RCW 13.34.200 Order terminating parent and child 

relationship 
  26.09.184 Permanent parenting plan 
 

Management Resources:   
 Policy News, December 2008 Child Custody 
 Policy News, October 2008 Child Custody 
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Students 

Transfers 

District Attendance Area Transfers 
Each student in the District is required to attend the school designated for the geographic 
attendance area in which he or she resides. 

A parent or guardian may request that his or her child be allowed to attend another school in the 
District. Requests must be submitted, in writing, to the principal of the building at which the 
student is currently assigned. Secondary students who request attendance area transfers are 
subject to the Washington Interscholastic Activities Association’s eligibility rules. 

Transfers may be granted if: 

A. A financial, educational, safety, or health condition affecting the student would be 
reasonably improved as a result of the transfer; 

B. Attendance at another school in the District is more accessible to the parent's place of work 
or to the location of child care; or 

C. There is some other special hardship or detrimental condition affecting the student, or the 
student's immediate family, which would be alleviated as a result of the transfer. Special 
hardship or detrimental conditions may include a student who moves to a new attendance 
area in the District during the school year. The student may elect to transfer at the time of 
the move or at the end of the semester or grading period. For a high school sophomore or 
junior, transfers may only be approved to coincide with the beginning of a new grading 
period. A senior may elect to finish the school year without transferring to a new school but 
must declare his or her preference prior to the beginning of the last semester. 
 
The principal of the currently-assigned school will consult with the principal of the school to 
which the student desires to transfer to determine: 

1. Whether space is available in the grade level or classes at the building in which the 
student desires to be enrolled;  

2. Whether appropriate transportation, educational programs, or services are available to 
improve the student's condition as stated in requesting the transfer; and  

3. Whether the student's transfer is likely to create a risk to the health or safety of other 
students or staff at the new building. 

Transfers must be granted if the student is a child of a full-time certificated or classified school 
employee unless: 

A. The student has a history of convictions, violent or disruptive behavior, or gang 
membership;  

B. The student has been expelled or suspended from school for more than ten consecutive 
days; or 

C. Enrollment of a non-resident child would displace a child who is a resident of the District (the 
resident child must be permitted to remain enrolled until he or she completes his or her 
schooling). 

Parents will be informed annually of the District's attendance area transfer option. The District 
will make available for public inspection the Superintendent of Public Instruction's annual 
information booklet on enrollment options in the state at each school building, the central office 
and local public libraries. This information will also be available on the website of the 
Superintendent of Public Instruction. 
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Reporting Transfers out of the District 
When students move out of the District without notification of where they will be enrolling once 
they have moved, it can be challenging to know how to report the transfer appropriately and 
ensure the student’s educational records are forwarded. To address these challenges, the 
District will follow the Comprehensive Education Data and Research System (CEDARS) 
Reporting Guidance for reporting students as confirmed or unconfirmed transfers both inside 
and outside of Washington.  

To confirm the transfer of a student who has emigrated to another country, the District will 
obtain written confirmation, but need not obtain an “official” writing. This means that if a parent 
informs a school administrator that the family is leaving the country and a school administrator 
documents the conversation in writing and includes it in the student’s file, the District may report 
the out of country transfer as confirmed. However, the District will not report a transfer as 
confirmed if information that a student has moved is reported from a student’s friend rather than 
a parent. 

 

 

 

Legal References:  RCW 28A.225.225 Applications from nonresident students or 
students receiving home-based instruction to 
attend district school — School employees' 
children — Acceptance and rejection 
standards — Notification 

 RCW 28A.225.270 Intradistrict enrollment options policies 

 RCW 28A.225.290 Enrollment options information booklet 

 RCW 28A.225.300 Enrollment options information to parents 

   

Management Resources 
Policy & Legal News:  

May 2020  
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Release of Resident Students 
A student who resides within the boundaries of the district will be released to 1) attend another 
school district, or 2) enroll for ancillary services, if any, in another district as specified in the 
parental declaration of intent to provide home-based instruction, provided the other district 
agrees to accept the student if: 
A. A financial, educational, safety or health condition affecting the student would be reasonably 

improved as a result of the transfer; 
B. Attendance at the school in the nonresident district is more accessible to the parent’s place 

of work or to the location of child care;  
C. There is some other special hardship or detrimental condition affecting the student or the 

student’s immediate family which would be alleviated as a result of the transfer. Special 
hardship or detrimental condition include a student who becomes a resident of the district in 
mid-year. Such a student may apply for a release to complete the current school year only in 
his or her former district of residence, if transferring mid-year would create a special 
hardship or detrimental condition; or  

D. The purpose of the transfer is for the student to enroll in an online course or online school 
program offered by an online provider approved under RCW 28A.250.020; or  

E. The student is a child of a full-time certificated or classified school employee.  

In all cases in which a resident student is released, the student or the student’s parent(s) will be 
solely responsible for transportation, except that a student may ride on an established district 
bus route if the superintendent determines that the district would incur no additional cost. 

A parent or guardian will request the release of his/her child by completing the appropriate 
district form including the basis for the request and the signature of the superintendent, or his or 
her designee, of the school district which the student will attend. 

The superintendent will grant or deny the request for release according to the above-stated 
criteria, and promptly notify the parent in writing of his/her decision. If the request is granted, the 
superintendent will notify the nonresident district and make necessary arrangements for the 
transfer of student records. 

If the request is denied, the superintendent will notify the parent of the right to petition the board, 
upon five school business days prior notice, for review of the decision and to have a hearing 
before the board at its next regular meeting. Following the hearing by the board, a final decision 
will be promptly communicated to the parent in writing. 

If the request for release is denied by the board, the written decision will inform the parent or 
guardian of the right to appeal such decision to the superintendent of public instruction. 

Each school district board of directors annually will inform parents of the district’s interdistrict 
enrollment options and parental involvement opportunities. Information on interdistrict 
acceptance policies will be provided to nonresidents on request. Providing online access to the 
information satisfies the requirements of this policy unless a parent or guardian specifically 
requests information to be provided in written form. 

 

 

Legal References: RCW28A.225.220 Adults, children from other districts, 
agreements for attending school —Tuition 

 28A.225.225 Applications from school employees’ 
children, nonresident students, or students 
receiving home-based instruction to attend 
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district school —Acceptance and rejection 
standards – Notification 

 28A.225.230 Appeal from certain decisions to deny 
student’s request to attend nonresident 
district — Procedure 

 28A.225.290 Enrollment options information booklet 

 28A.225.300 Enrollment options information to parents 

   

Management Resources 
Policy & Legal News: 

 

December 2016 

 

 December 2011  

 June 2003 Enrolling Children of School Employees 

 February 2001 Federal Budget Implicates Policy 
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Nonresident Students 
Consistent with Chapter 28A.225 RCW, any student who resides outside the district may apply 
to attend a school in the district or file the parental declaration of the intent to provide home-
based instruction and enroll for ancillary services, if any. All applications for nonresident 
attendance or home-based instruction will be considered on an equal basis..  

The Hockinson School District Board of Directors will annually inform parents of the inter-district 
enrollment options and parental involvement opportunities. Information on inter-district 
acceptance policies will be provided to nonresidents on request. Providing online access to the 
information satisfies the requirements of this policy unless a parent or guardian specifically 
requests information to be provided in written form. The district will not charge any transfer fees 
or tuition costs for enrolling eligible nonresident students. 

The superintendent will develop an application form that the parent or guardian will complete to 
apply for the student’s admission. The form will gather information such as the child’s current 
legal residence, the school district where the student is currently enrolled or receiving home-
based instruction, the basis for requesting release from the resident district, the specific building 
desired, and grade level (elementary) or course offerings (secondary) in which the student 
desires to be enrolled if accepted by the district. 

A student who resides in a district that does not operate a secondary program will be permitted 
to enroll in secondary schools in this district in accordance with state law and regulation relating 
to the financial responsibility of the resident district.  

The district will use the Standard Choice Transfer System in the Education Data System (EDS) 
to process those requests for student transfer enrollment into online or alternative learning 
experience programs or schools.  

Purchase of a new home in-district 
A student currently residing outside the district whose parent(s) or guardian(s) purchased a 
home under construction in Hockinson School District may provide a letter from the builder 
confirming the projected occupancy date. A student who will reside in a new home in the school 
district on or before December 15, will be considered a resident for the first semester of the 
academic year.  

Standards for accepting or rejecting an application  
The superintendent will accept or reject an application for nonresident admission based upon 
the following standards: 

A. Whether acceptance of a nonresident student would result in the district experiencing 
significant financial hardship (“financial hardship” does not include routine programmatic 
costs associated with serving additional disabled or non-disabled students); 

B. Whether in the grade level or classes at the building where the student desires to be 
enrolled has the capacity for additional students; 

C. Whether appropriate educational programs or services are available to improve the 
student’s condition as stated in requesting release from his or her district of residence;  

D. Whether the applicant has siblings enrolled in the district; 

E. Whether the student’s disciplinary records or other documentation indicate a history of 
violent or disruptive behavior or gang membership (a gang means a group of three or 
more persons with identifiable leadership that on an ongoing basis regularly conspires 
and acts in concert mainly for criminal purposes);  

F. Whether the student has been expelled or suspended from a public school for more than 
ten consecutive days, in which case the student may apply for admission under the 
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district’s policy for readmission and reengagement of suspended or expelled students; 
and;  

G. Whether enrollment of a nonresident student would conflict with a district innovation 
academy cooperative under RCW 28A.340.080.  

H. Whether the student has repeatedly failed to comply with requirements for participation 
in an online school program, such as participating in weekly direct contact with the 
teacher or monthly progress evaluations. 

Admission or denial:  Notice of decision and appeal of decision 
The superintendent, in a timely manner, will provide all applicants with written notification of the 
approval or denial of a nonresident student’s enrollment application. If the student is to be 
admitted, the superintendent or the superintendent’s designee will notify the resident district and 
make necessary arrangements for the transfer of student records. 

If the application is denied, the superintendent will notify the parent or guardian in writing within 
45 days from receipt of the parent’s application. The notification will include the reason(s) for 
denial and inform the parent or guardian of their right to appeal the district’s decision of denial to 
the Superintendent of Public Instruction or his or her designee detailed in RCW 28A.225.230.   

The parent or guardian may appeal the denial to the district’s superintendent or designee. 
Within five business days of receipt of the parent’s appeal submission, the superintendent or 
designee will provide the parent with a written notification of the final appeal decision to either 
grant or deny the student’s admittance into the district.   

Children of full-time employees 

A. Pursuant to RCW 28A.225.225, a nonresident student who is the child of a full-time 
certificated or classified employee will be permitted to enroll: 

1. At the school to where the employee is assigned; 

2. At a school forming the district’s kindergarten through twelfth grade continuum which 
includes the school where the employee is assigned; the student remains enrolled 
until he or she completes schooling or  

3. At a school in the district that provides early intervention services pursuant to RCW 
28A.155.065 and/or preschool services pursuant to RCW 28A.155.070, if the student 
is eligible for such services. 

B. The district may reject the application of a student who is the child of a full-time 
employee if: 

1. Disciplinary records or other evidence supports a conclusion that the student has a 
history of convictions, violent or disruptive behavior or gang membership; or  

2. The student has been expelled or suspended from a public school for more than ten 
consecutive days (however, the district’s policies for allowing readmission of expelled 
or suspended students and the required reengagement procedures under this rule 
must apply uniformly to both resident and nonresident applicants seeking admission, 
pursuant to RCW 28A.225.225(2)(b)); or  

3. The student has repeatedly failed to comply with requirements for participation in an 
online school program, such as participating in weekly direct contact with the teacher 
or monthly progress evaluations. 
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Cross References:  Board Policy 3120 Enrollment 
 

Board Policy 3155 Homeless Students - Enrollment Rights and 
Services 

Legal References:  RCW 28A.225.220 Adults, children from other districts, 
agreements for attending school — Tuition 

 RCW 28A.225.225 Applications from school employees’ 
children, nonresident students, or students 
receiving home-based instruction to attend 
district school – Acceptance and rejection 
standards – Notification 

 RCW 28A.225.230 Appeal from certain decisions to deny 
student’s request to attend nonresident 
district - Procedure 

 RCW 28A.225.240 Apportionment credit 

 RCW 28A.225.290 Enrollment options information booklet 

 RCW 28A.225.300 Enrollment options information to parents 

 RCW 28A.250.070 Rights of students to attend nonresident 
school district for the purposes of enrolling in 
alternative learning experience programs—
Standard release form. 

 WAC 392-137 Finance — Nonresident attendance 

   

Management Resources 
Policy & Legal News:  

December 2018  

 October 2015  

 June 2003 Enrolling children of School Employees 

 September 1999 School safety bills impact policy 
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International Student Exchange 
The board recognizes the value of cultural and academic exchanges. Such experiences provide 
international exchange students with a balanced understanding of our country and provide U.S. 
students with a broad world perspective. 

Students visiting our state for a short stay (B-2 visa), such as a vacation or visit with friends or 
family, may not enroll in school in the district. However, with prior written permission from the 
school, these students may visit classrooms and attend school-sponsored events. 

International exchange students who come to the U.S. for a long-term visit (J-1 or F-1 visas) 
with the intention of attending school may register to attend school in the district through a 
recognized international exchange program or through the sponsorship of a school. 

The district will admit such international exchange students when admission does not adversely 
impact the instructional program of the district.  

The superintendent is directed to develop procedures including but not limited to the number of 
international exchange students the district will admit, selection of international exchange 
organizations, timing of placement process, district expectations of international exchange 
organizations, school expectations for international exchange students, school responsibilities 
and provisions for international exchange students with F-1 visas. 

 

Legal Reference: Chapter 19.166 RCW International Student Exchange 
 RCW 28A.300.240 International Student Exchange 
 
Management Resources:  
 
 Policy News, June 2009 International Student Exchange 

Program Requirements 
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International Student Exchange 

Definitions 
For purposes of this procedure, an international exchange student is defined as a student who 
has been issued a J-1 or F-1 visa in order to enroll in a school in the district. An international 
exchange organization is an organization registered with the Secretary of State’s office in 
Washington State. 

Number of International Exchange Students  
The district determines the number of international exchange students for placement in each 
school based on the capacity of the school to integrate the international student in a way that is 
beneficial for all. The district strives to find an acceptable number that recognizes the needs of 
schools and the opportunities provided by exchange programs. The district may consider the 
Council on Standards for International Educational Travel (CSIET) suggestion that schools work 
toward a goal of 1% of the total student population being comprised of exchange students. 

The Hockinson School District limits the total number of international exchange students to 6 
students per school annually, when there is room in the grade level. In addition, each 
sponsoring organization may place no more than 3 students in each school annually. 

Selection of International Exchange Organizations 
A. The district will only accept students from international exchange organizations registered 

with the Office of the Secretary of State of Washington State. (A list of such organizations is 
available on the website of the Office of Superintendent of Public Instruction at 
www.k12.wa.us); and 

B. The district reserves the right to work with international exchange organizations that have 
proven their commitment to high standards and responsiveness to student and district 
needs.  

Timing of Placement Process 
A. An international exchange organization wishing to enroll an international exchange student 

in a school in the district will submit to the district a request which provides a complete 
program description, including the name, address, and telephone number of the local 
representative. The Hockinson School District must receive the application by May 1 for 
students planning to begin school during first semester the following fall or by October 1 for 
students planning to begin school for second semester.  

B. The district staff, in consultation with the appropriate building principal, will review the 
application. The district will provide notification of approval or denial in writing to the program 
representative in a timely manner, but no later than June 1 for the first semester and 
November 1 for the second semester.  

C. The district may, at its discretion, choose to accommodate a late applicant because federal 
J- 1 Visa regulations permit the placement of exchange students up to August 31 of each 
year. 

District Expectations of International Exchange Organizations 
Each international exchange organization must:  

A. For the District: 

1. Each year, obtain written school enrollment authorization for student placements 
before confirming a placement with a host family; 

2. Follow district policy on placement timing and requirements; 
3. Maintain a qualified and trained local representative with responsibility for each 

student including ongoing communication with the school and responding to school 
needs; 
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4. Provide the name, address and telephone number of the local program 
representative who will provide emergency, advisory and liaison services to the 
district; 

5. Notify the district as soon as student and host family match-ups are confirmed and 
provide the name, address and telephone number of the student's host family to the 
district; and 

6. Forward the student's cumulative records to the district prior to the approval for 
admission. The cumulative record will include transcripts and the student academic 
records, in English. 

B. For the Host Family: 

1. Arrange host family placements before exchange students leave their home country; 
2. Personally interview and screen all potential host families, matching student and 

family interests and personalities; and 
3. Maintain ongoing contact with the host family and student.  

C. For the Student: 

1. Screen and place exchange students based on their academic interests and abilities 
and not knowingly place exchange students based solely on their athletic abilities; 

2. Prepare exchange students, including providing an orientation to the U.S., 
Washington state, the school and academic expectations; 

3. Ensure that the student will receive adequate financial support for the duration of 
his/her stay in the district; 

4. Ensure that exchange students have medical and accident insurance that meets or 
exceeds U.S. Department of State guidelines; 

5. Ensure that exchange students arrive in their host homes and school placements by 
the first day of classes; 

6. Monitor student progress during the school year and respond to issues or problems 
as they develop; 

7. Provide any necessary student tutorial help and support services. In the event that 
tutoring/ESL or special accommodations are needed, the organization must make 
arrangements and accept financial responsibility for such services; and 

8. Inform the student of student activity costs and/or fees as required by the district.  

School Expectations for International Exchange Students  
It is the responsibility of the international exchange organization to ensure that the international 
exchange student is fully aware of the expectations of the school that has accepted placement 
of that student. 

Each international exchange student must: 

A. Be qualified to participate in regular classes and maintain a typical schedule.  This 
means the student must have an acceptable level of proficiency in the English language, 
a commitment to treat coursework as important, and the social skills to enjoy 
participation in social and extra-curricular activities; 

B. Understand that eligibility of international exchange students to participate in extra-
curricular athletics, music, forensics, and other such activities may be limited and is 
determined by the rules and regulations of the Washington Interscholastic Activities 
Association; 

C. Attain passing grades by the end of the first semester; 
D. Know and follow all school policies and rules, and federal regulations related to the visa; 
E. Meet district and state graduation requirements in order to be eligible to receive a high 

school diploma. Each international exchange student must also understand that it is not 
the purpose of the international exchange experience to enable international exchange 
students to receive a Washington state high school diploma. Therefore, international 
exchange students will not be included in any class ranking lists, nor will a GPA be 
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computed for them. The district will determine whether it is appropriate for the student to 
participate in graduation ceremonies or to receive a high school diploma; 

F. Pay all normal expenses, including standard course and extra-curricular activity fees; 
G. Present required paperwork, including visa information, medical records, transcripts and 

host family information, to the school staff member designated to coordinate the 
international exchange program; and 

H. Understand that enrollment eligibility for international exchange students in public 
schools is for one school year only. 

School Responsibilities 
A. Schools are expected to provide international exchange students with all rights and 

privileges accorded to resident students — except the right to a diploma; and 
B. The school will make every effort to integrate international exchange students into the 

school's social fabric. In turn, schools will encourage international exchange students to 
participate enthusiastically in school activities, to make friends, to make a personal 
contribution to the school, and to help spread the word about their country and 
themselves, informally and by making presentations in classes and to community groups 
and talking to media when asked. 

International Exchange Students with F1 Visa 
To enroll students with an F-1 visa, a school must apply to the US Department of Homeland 
Security for F-1 visa authority. Upon receiving this authority, the school becomes the sponsoring 
organization and must comply with all federal regulations for students with F-1 visas. The school 
must demonstrate receipt of payment for the annual per pupil cost of attendance for the 
international exchange student before issuing the I-20 form, which is required for the student to 
apply for the F-1 visa.  

In addition, the district expects the student and the school to follow all of the relevant 
expectations outlined in this procedure.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13 



Page 1 of 4 

Policy No. 3143 
Students 

Notification and Dissemination of Information about Student Offenses 
and Notification of Threats of Violence or Harm 

The Hockinson School District is committed to providing a safe and secure environment for all 
its students and staff. All students, including those who have committed or been adjudicated for 
offenses, have constitutional rights to public education.  

A. Notification of Student Offenses from County Sheriff’s Office, Courts, Department of 
Social and Health Services, Department of Corrections, and Other School Districts. 

The district receives notices and information about student offenders from several statutorily 
authorized sources, including the county sheriff’s office, the courts, the department of social 
and health services, the department of corrections, and other school districts where the 
student previously enrolled. The district will take appropriate precautionary measures when 
it receives notices and information of student offenses from any of these sources. Student 
discipline, if any, will be consistent with 3241 – Student Discipline. 

The superintendent, or his or her designee, and school principals play an important role in 
determining and implementing appropriate precautionary measures relating to notices and 
information about student offenses. If the superintendent, a designee of the superintendent, 
or a principal of a school receives student offense information under RCW 28A.225.330 
(notifications from other school districts), 9A.44.138 (sheriff notifications to school districts), 
13.04.155 (court notifications to school districts), 13.40.215 (department of children, youth, 
and families notifications to school districts), or 72.09.730 (department of corrections 
notifications to school districts), the following notification provisions will be followed. 

1. Sex Offenses and Registered Sex or Kidnapping Offenders. 

a. Superintendent or Designee. Upon receipt of information about sex offenses as 
defined in RCW 9.94A.030 or upon receipt of information about registered sex or 
kidnapping offenders pursuant to RCW 9A.44.138, the superintendent or his or her 
designee will provide the information to the principal of the school where the student 
is enrolled or will enroll—or, if not known, where the student was most recently 
enrolled. 
 

b. Principals. When the principal receives the information described above, he or she 
must then disclose the information as follows. 

If the student is classified as a risk level II or III, the principal shall provide the 
information received to every teacher of the student and to any other personnel who, 
in the judgment of the principal, supervises the student or for security purposes 
should be aware of the student’s record. 

If the student is classified as a risk level I, the principal shall provide the information 
received only to personnel who, in the judgment of the principal, for security 
purposes should be aware of the student’s record. 

c. Convicted Juvenile Sex Offenders Attendance at Victims School. Convicted 
juvenile sex offenders are prohibited from attending the elementary, middle, or high 
school attended by their victims or their victims’ siblings. The parents or legal 
guardians of the convicted juvenile sex offender shall be responsible for providing 
transportation or covering other costs associated with or required by the sex 
offender’s change in school. 

The Department of Social and Health Services (DSHS) Sex Offender School 
Attendance Program assists with ensuring that juvenile sex offenders, committed to 
Juvenile Rehabilitation Administration (JRA), do not enroll in the same school as 
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their victim or their victims’ siblings. If there is a conflict in schools, DSHS program 
staff will work with JRA to have the offender moved to another school. 

d. Collaboration. The principal or designee will consult and collaborate with 
department of corrections, juvenile justice staff, treatment providers, victim support 
groups, and families, as applicable, when working with students required to register 
as a sex or kidnapping offender. 

e. Inquiries by the Public. Law enforcement agencies receive relevant information 
about the release of sex and kidnapping offenders into communities and decide 
when such information needs to be released to the public. Therefore, district and 
school staff will refer all inquiries by the public at large (including parents and 
students) regarding students required to register as a sex or kidnapping offender 
directly to law enforcement. 

2. Violent Offenses, Firearms and Dangerous Weapons Crimes, Unlawful Possession 
or Delivery of Controlled Substances, or School Disciplinary Actions. 

a. Superintendent or Designee. Upon receipt of information about a violent offense as 
defined in RCW 9.94A.030, any crime under chapter 9.41 RCW, unlawful possession 
or delivery, or both, of a controlled substance in violation of chapter 69.50 RCW, or a 
school disciplinary action, the superintendent or designee will provide the information 
to the principal of the school where the student is enrolled or will enrolled—or, if not 
known, where the student was most recently enrolled. 

b. Principals. When the principal, receives the information described above, he or she, 
has discretion to share the information with a district staff member if, in the principal’s 

judgment, the information is necessary for: 

 The staff member to supervise the student; 

 The staff member to provide or refer the student to therapeutic or behavioral 
health services; or 

 Security purposes. 

School principals and staff should use care not to allow a student’s demographic or 
personal characteristics to bias the decision of whether to share information 
received. 

Upon receipt of information about an adjudication in juvenile court for an unlawful 
possession of a controlled substance in violation of chapter 69.50 RCW, the principal 
must notify the student and the parent or legal guardian at least five days before 
sharing the information with a district staff member.  

If either the student or the student's parent or legal guardian objects to the proposed 
sharing of the information, the student, the student's parent or legal guardian, or 
both, may, within five business days of receiving notice from the principal, appeal the 
decision to share the information with staff to the superintendent of the district in 
accordance with procedures developed by the district.  

The superintendent shall have five business days after receiving an appeal under the 
above to make a written determination on the matter. Determinations by the 
superintendent under this subsection are final and not subject to further appeal. 

A principal may not share adjudication information under this subsection with a 
district staff member while an appeal is pending. 
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3. Public Records Act. 

Any information received by district staff under this section is exempt from disclosure 
under the public records act (chapter 42.56 RCW) and may not be further disseminated 
except as provided in RCW 28A.225.330, other statutes or case law, and the family and 
educational and privacy rights act of 1994 (20 U.S.C. Sec. 1232g et seq.). 

4. Assignment of Student Offenders to Certain Classrooms. 

A student committing an offense under chapter 9A.36 (assault), 9A.40 (kidnapping, 
unlawful imprisonment, custodial interference, luring, trafficking, and coercion of 
involuntary servitude), 9A.46 (harassment), or 9A.48 RCW (arson, reckless burning, and 
malicious mischief) when the activity is directed toward the teacher, shall not be 
assigned to that teacher’s classroom for the duration of the student’s attendance at that 
school or any other school where the teacher is assigned. 

A student who commits an offense under chapter 9A.36 (assault), 9A.40 (kidnapping, 
unlawful imprisonment, custodial interference, luring, trafficking, and coercion of 
involuntary servitude), 9A.46 (harassment), or 9A.48 RCW (arson, reckless burning, and 
malicious mischief), when directed toward another student, may be removed from the 
classroom of the victim for the duration of the student's attendance at that school or any 
other school where the victim is enrolled. 

B. Notification of Threats of Violence or Harm. 

Students and school employees who are subjects of threats of violence or harm will be 
notified of the threats in a timely manner. “Threats of violence or harm” means direct or 
indirect communications by any means of the intent to inflict physical harm upon a specific 
individual or individuals or that place a person in fear of the imminent likelihood of serious 
harm.  

The district will assess and address potential threats of violence or harm in a manner 
consistent with Policy and Procedure 3225 – School-Based Threat Assessment other safety 
policies, and comprehensive safe school plans. In instances where the threat is deemed 
moderate risk or high risk, or requires further intervention to prevent violence or serious 
harm, the school administrator shall notify the parent and/or guardian of any student who is 
the target/recipient of a threat as well as the parent and/or guardian of any student who 
made the threat. The district will ensure that the notice is in a language the parent and/or 
guardian understands, which may require language assistance for parents or guardians with 
limited-English proficiency under Title VI of the Civil Rights Act of 1964. 

If there is a specific and significant threat to the health or safety of a student or other 
individuals, the district may disclose information from education records to appropriate 
parties whose knowledge of the information is necessary. Timing and details of the notice 
will be as extensive as permitted by the federal Family Educational Rights and Privacy Act, 
other legal limitations, and the circumstances. 

The district may use information about a threat of harm or violence in connection with 
student discipline consistent with Policy and Procedure 3241 – Student Discipline. 

The district, board, school officials, and school employees providing notice in good faith as 
required and consistent with the board’s policies are immune from any liability arising out of 
such notification. A person who intentionally and in bad faith or maliciously, knowingly 
makes a false notification of a threat under this section is guilty of a misdemeanor 
punishable under RCW 9A.20.021. 
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C. Immunity. 

Any school district or district employee who releases the information in compliance with 
federal and state law is immune from civil liability for damages unless it is shown that the 
school district or district employee acted with gross negligence or in bad faith. 

 
 
 
 

Cross References: Board Policy 2161 Special Education and Related Services for 
Eligible Students 

 Board Policy 2162 Education of Students With Disabilities 
Under Section 504 of the Rehabilitation Act 
of 1973 

 Board Policy 3120 Enrollment 

 Board Policy 3140 Release of Resident Students 

 Board Policy 3207 Prohibition of Harassment, Intimidation, and 
Bullying 

 Board Policy 3225 School-Based Threat Assessment 

 Board Policy 3231 Student Records 

 Board Policy 3241 Student Discipline 

 Board Policy 4020 Confidential Communications 

 Board Policy 5281 Disciplinary Action and Discharge 

 Board Policy 6613 Workplace Violence Prevention 
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Rights and Responsibilities 
Each year, the superintendent will develop handbooks pertaining to student rights, conduct, and 
discipline and make the handbooks available to all students, their parents and staff. The 
superintendent will develop such handbooks with the participation of parents and the 
community.  

The school principal and certificated building staff will 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 will seek to develop precise definitions for common 
problem behaviors and build consensus on what constitutes manifestation of those problem 
behaviors. The definitions will also address differences between major and minor manifestations 
of problem behaviors to identify those problem behaviors that teachers and other classroom 
staff can generally address as well as those problem behaviors that are so severe that an 
administrator needs to be involved. This work will also help district staff identify and address 
differences in the perception of subjective misbehaviors and reduce the effect of implicit bias. 

They will 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 will comply with the written policies, rules and 
regulations of the schools, will pursue the required course of studies, and will submit to the 
authority of staff of the schools, subject to such discipline, including other forms of discipline as 
the school officials will determine.  

 

 

Cross References:  Board Policy 3241 Student Discipline 

   

Legal References:  RCW 28A.150.240 Certificated teaching and administrative staff 
as accountable for classroom teaching — 
Scope — Responsibilities — Penalty 

 RCW 28A.400.110 Principal to assure appropriate student 
discipline — Building discipline standards — 
classes to improve classroom management 
skills 

 RCW 28A.405.060 Course of study and regulations Enforcement 
— Withholding salary warrant for failure 

 RCW 28A.600.010 Enforcement of rules of conduct— Due 
process guarantees – Computation of days 
for short-term and long-term suspensions 

 RCW 28A.600.020 Exclusion of student from classrooms 
— Written disciplinary procedures —long 
term suspension or expulsion 

 RCW 28A.600.040 Pupils to comply with rules and regulations 

  Chapter 392-168 WAC Special service program – Citizen complaint 
procedure for certain categorical federal 
programs 
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Sexual Harassment of Students Prohibited 
 

This District is committed to a positive and productive education free from discrimination, 
including sexual harassment. This commitment extends to all students involved in academic, 
educational, extracurricular, athletic, and other programs or activities of the school, whether that 
program or activity is in a school facility, on school transportation or at a class or school training 
held elsewhere.   

Definitions 
For purposes of this policy, sexual harassment means unwelcome conduct or communication of 
a sexual nature. Sexual harassment can occur adult to student, student to student or can be 
carried out by a group of students or adults and will be investigated by the District even if the 
alleged harasser is not a part of the school staff or student body. The District prohibits sexual 
harassment of students by other students, employees, or third parties involved in school district 
activities. 

The term “sexual harassment” includes: 

 Acts of sexual violence; 

 Unwelcome sexual or gender-directed conduct or communication that interferes with an 
individual’s educational performance or creates an intimidating, hostile, or offensive 
environment; 

 Unwelcome sexual advances; 

 Unwelcome requests for sexual favors;  

 Sexual demands when submission is a stated or implied condition of obtaining an 
educational benefit; 

 Sexual demands where submission or rejection is a factor in an academic, or other 
school-related decision affecting an individual. 

A “hostile environment” has been created for a student when sexual harassment is sufficiently 
serious to interfere with or limit the student’s ability to participate in or benefit from the school’s 
program. The more severe the conduct, the less need there is to demonstrate a repetitive series 
of incidents. In fact, a single or isolated incident of sexual harassment may create a hostile 
environment if the incident is sufficiently severe, violent, or egregious.  

Investigation and Response 
If the District knows that sexual harassment has created a hostile environment, it will promptly 
investigate to determine what occurred and take appropriate steps to resolve the situation.  If an 
investigation reveals that sexual harassment has created a hostile environment, the District will 
take prompt and effective steps reasonably calculated to end the sexual harassment, eliminate 
the hostile environment, prevent its recurrence and as appropriate, remedy its effects. 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. Regardless of whether 
the misconduct is reported to law enforcement, school staff will promptly investigate to 
determine what occurred and take appropriate steps to resolve the situation, to the extent that 
such investigation does not interfere with an ongoing criminal investigation. A criminal 
investigation does not relieve the District of its independent obligation to investigate and resolve 
sexual harassment.  



Page 2 of 3 
 

Policy No. 3205 
Students 

Engaging in sexual harassment will result in appropriate discipline or other appropriate 
sanctions against offending students, staff or other third parties involved in school district 
activities.  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 and False Allegations 
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. 

Staff Responsibilities 
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.   

Any school employee who witnesses sexual harassment or receives a report, informal 
complaint, or written complaint about sexual harassment is responsible for informing the District 
Title IX or Civil Rights Compliance Coordinator.  All staff are also responsible for directing 
complainants to the formal complaint process. 

Reports of discrimination and discriminatory harassment will be referred to the District’s Title 
IX/Civil Rights Compliance Coordinator. Reports of disability discrimination or harassment will 
be referred to the District’s Section 504 Coordinator. 

District/school staff, including employees, contractors, and agents shall not provide a 
recommendation of employment for an employee, contractor, or agent that the district/school, or 
the individual acting on behalf of the district/school, knows or has probable cause to believe, 
has engaged in sexual misconduct with a student or minor in violation of the law.   

Notice and Training 
The superintendent will develop procedures to provide age-appropriate information and 
education to district staff, students, parents and volunteers regarding this policy and the 
recognition and prevention of sexual harassment.  At a minimum sexual harassment recognition 
and prevention and the elements of this policy will be included in staff, student and regular 
volunteer orientation.  This policy and the procedure, which includes the complaint process, will 
be posted in each district building in a place available to staff, students, parents, volunteers and 
visitors.  Information about the policy and procedure will be clearly stated and conspicuously 
posted throughout each school building, provided to each employee and reproduced in each 
student, staff, volunteer and parent handbook. Such notices will identify the District’s Title IX 
coordinator and provide contact information, including the coordinator’s email address. 

Policy Review 

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, 
volunteers and parents in the review process. 

  

 

Cross References:  Board Policy 3207 Prohibition of Harassment, 
Intimidation and Bullying 

  3210 Nondiscrimination 
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  3240  Student Conduct 

   
3421  

 
Child Abuse, Neglect and Exploitation 
Prevention 

  5010  Nondiscrimination and Affirmative 
Action 

  5011 Sexual Harassment of District 
Employees Prohibited 

  5281 Disciplinary Action and Discharge 

 

Legal References: RCW 28A.640.020 Regulations, guidelines to eliminate 
discrimination — Scope — Sexual 
harassment policies 

 WAC 392-190-058 Sexual harassment 
 

 20 U.S.C. § 7926  

 20 U.S.C. §§ 1681-1688  

 34 C.F.R. § 106  

 

Management Resources:  

 2019 – March Issue 

 
2015 – July Policy Alert 

 
2014 - December Issue 

 2010 - October Issue 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date: 09.14.15 
Hockinson School District 
Revised Dates: 06.24.19; 12.14.20 

http://www.justice.gov/crt/about/cor/coord/titleixstat.php


Page 1 of 7 

Procedure 3205P 

Procedure Sexual Harassment of Students Prohibited 
The procedure is intended to set forth the requirements of Policy 3205, including the process for 
a prompt, thorough, and equitable investigation of allegations of sexual harassment and the 
need to take appropriate steps to resolve such situations. If sexual harassment is found to have 
created a hostile environment, staff must take immediate action to eliminate the harassment, 
prevent its reoccurrence, and address its effects.   

This procedure applies to sexual harassment (including sexual violence) targeted at students 
carried out by other students, employees or third parties involved in school district activities. 
Because students can experience the continuing effects of off-campus harassment in the 
educational setting, the district will consider the effects of off-campus conduct when evaluating 
whether there is a hostile environment on campus. The district has jurisdiction over these 
complaints pursuant to Title IX of the Education Amendments of 1972, Chapter 28A.640 RCW 
and Chapter 392-190 WAC.  

Notice 

• Information about the district’s sexual harassment policy will be easily understandable 
and conspicuously posted throughout each school building, be reproduced in each 
student, staff, volunteer and parent handbook.  

• In addition to the posting and reproduction of this procedure and Policy 3205, the district 
will provide annual notice to employees that complaints pursuant to this procedure may 
be filed at 17912 NE 159th St.; Brush Prairie, WA 98606 

Staff Responsibilities 

• In the event of an alleged sexual assault, the school principal will immediately inform:  
1) the Title IX/Civil Rights Compliance Coordinator so that the district can appropriately 
respond to the incident consistent with its own grievance procedures; and 2) law 
enforcement.  

• The principal will notify the targeted student(s) and their parents/guardians of their right 
to file a criminal complaint and a sexual harassment complaint simultaneously.  

Confidentiality 

• If a complainant requests that his or her name not be revealed to the alleged perpetrator 
or asks that the district not investigate or seek action against the alleged perpetrator, the 
request will be forwarded to the Human Resources Director for evaluation.  

• The Human Resources Director should inform the complainant that honoring the request 
may limit the ability to respond fully to the incident, including pursuing disciplinary action 
against the alleged perpetrator.   

• If the complainant still requests that his or her name not be disclosed to the alleged 
perpetrator or that the district not investigate or seek action against the alleged 
perpetrator, the district will need to determine whether or not it can honor such a request 
while still providing a safe and nondiscriminatory environment for all students, staff and 
other third parties engaging in district activities, including the person who reported the 
sexual harassment. Although a complainant’s request to have his or her name withheld 
may limit the district’s ability to respond fully to an individual allegation of sexual 
harassment, the district will use other appropriate means available to address the sexual 
harassment.  

Retaliation 
Title IX prohibits retaliation against any individual who files a complaint under these laws or 
participates in a complaint investigation. When an informal or formal complaint of sexual 
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harassment is made, the district will take steps to stop further harassment and prevent any 
retaliation against the person who made the complaint, the subject of the harassment, or 
against those who provided information as a witness. The district will investigate all allegations 
of retaliation and take actions against those found to have retaliated. 

Informal Complaint Process 
Anyone may use informal procedures to report and resolve complaints of sexual harassment. 
Informal reports may be made to any staff member. Staff will always notify complainants of their 
right to file a formal complaint and the process for same. Staff will also direct potential 
complainants to [insert Title IX Coordinator’s name and contact information]. Additionally, staff 
will also inform an appropriate supervisor or professional staff member when they receive 
complaints of sexual harassment, especially when the complaint is beyond their training to 
resolve or alleges serious misconduct.  

During the course of the informal complaint process, the district will take prompt and effective 
steps reasonably calculated to end any harassment and to correct any discriminatory effects on 
the complainant. If an investigation is needed to determine what occurred, the district will take 
interim measures to protect the complainant before the final outcome of the district’s 
investigation (e.g., allowing the complainant to change academic or extracurricular activities or 
break times to avoid contact with the alleged perpetrator).  

Informal remedies may include: 

• An opportunity for the complainant to explain to the alleged harasser that his or her 
conduct is unwelcome, offensive or inappropriate, either in writing or face-to-face;  

• A statement from a staff member to the alleged harasser that the alleged conduct is not 
appropriate and could lead to discipline if proven or repeated;  

• A general public statement from an administrator in a building reviewing the district 
sexual harassment policy without identifying the complainant; 

• Developing a safety plan;  

• Separating students; or  

• Providing staff and/or student training  

Informal complaints may become formal complaints at the request of the complainant, 
parent/guardian, or because the district believes the complaint needs to be more thoroughly 
investigated. 

The district will inform the complainant and their parent/guardian how to report any subsequent 
problems. Additionally, the district will conduct follow-up inquiries to see if there have been any 
new incidents or instances of retaliation, and to promptly respond and appropriately address 
continuing or new problems. Follow-up inquiries will follow a timeline agreed to by the district 
and complainant. 

Formal Complaint Process 
Level One – Complaint to District  

Anyone may initiate a formal complaint of sexual harassment, even if the informal complaint 
process is being utilized. At any level in the formal complaint process, the district will take 
interim measures to protect the complainant before the final outcome of the district’s 
investigation.  

The following process will be followed: 
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Filing of Complaint 
• All formal complaints will be in writing and will set forth the specific acts, conditions or 

circumstances alleged to have occurred and to constitute sexual harassment. The Title 
IX Coordinator may draft the complaint based on the report of the complainant for the 
complainant to review and approve. The superintendent or Title IX Coordinator may also 
conclude that the district needs to conduct an investigation based on information in his 
or her possession, regardless of the complainant's interest in filing a formal complaint. 

• The time period for filing a complaint is one year from the date of the occurrence that is 
the subject matter of the complaint. However, a complaint filing deadline may not be 
imposed if the complainant was prevented from filing due to: 1) Specific 
misrepresentations by the district that it had resolved the problem forming the basis of 
the complaint; or 2) Withholding of information that the district was required to provide 
under WAC 392-190-065 or WAC 392-190-005.  

• Complaints may be submitted by mail, fax, e-mail or hand-delivery to the district Title IX 
Coordinator, [insert name/title] at [insert office address, telephone number and e-mail 
address]. Any district employee who receives a complaint that meets these criteria will 
promptly notify the Coordinator.   

Investigation and Response 

• The Title IX Coordinator will receive and investigate all formal, written complaints of 
sexual harassment or information in the coordinator’s possession that they believe 
requires further investigation. The Coordinator will delegate his or her authority to 
participate in this process if such action is necessary to avoid any potential conflicts of 
interest. Upon receipt of a complaint, the Coordinator will provide the complainant a copy 
of this procedure.   

• Investigations will be carried out in a manner that is adequate in scope, reliable and 
impartial. During the investigation process, the complainant and accused party or 
parties, if the complainant has identified an accused harasser(s), will have an equal 
opportunity to present witnesses and relevant evidence. Complainants and witnesses 
may have a trusted adult with them during any district-initiated investigatory activities. 
The school district and complainant may also agree to resolve the complaint in lieu of an 
investigation. When the investigation is completed, the Coordinator will compile a full 
written report of the complaint and the results of the investigation.  

Superintendent Response  
• The superintendent will respond in writing to the complainant and the alleged perpetrator 

within thirty (30) calendar days of receipt of the complaint, unless otherwise agreed to by 
the complainant or if exceptional circumstances related to the complaint require an 
extension of the time limit. In the event an extension is needed, the district will notify the 
complainant in writing of the reason for the extension and the anticipated response date. 
At the time the district responds to the complainant, the district must send a copy of the 
response to the office of the superintendent of public instruction.  

• The response of the superintendent or designee will include: 1) a summary of the results 
of the investigation; 2) a statement as to whether a preponderance of the evidence 
establishes that the complainant was sexually harassed ; 3) if sexual harassment is 
found to have occurred, the corrective measures the district deems necessary, including 
assurance that the district will take steps to prevent recurrence and remedy its effects on 
the complainant and others, if appropriate; 4) notice of the complainant’s right to appeal 
to the school board and the necessary filing information; and 5) any corrective measures 
the district will take, remedies for the complainant (e.g., sources of counseling, advocacy 
and academic support), and notice of potential sanctions for the perpetrator(s) (e.g., 
discipline).  
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• The superintendent’s or designee’s response will be provided in a language the 
complainant can understand and may require language assistance for complainants with 
limited English proficiency in accordance with Title VI of the Civil Rights Act of 1964. If 
the complaint alleges discriminatory harassment by a named party or parties, the 
coordinator will provide the accused party or parties with notice of the outcome of the 
investigation and notice of their right to appeal any discipline or corrective action 
imposed by the district. 

• Any corrective measures deemed necessary will be instituted as quickly as possible, but 
in no event more than thirty (30) days after the superintendent's mailing of a written 
response, unless the accused is appealing the imposition of discipline and the district is 
barred by due process considerations or a lawful order from imposing the discipline until 
the appeal process is concluded. Staff may also pursue complaints through the 
appropriate collective bargaining agreement process or anti-discrimination policy. 

• The district will inform the complainant and their parent/guardian how to report any 
subsequent problems. Additionally, the district will conduct follow-up inquiries to see if 
there have been any new incidents or instances of retaliation, and to promptly respond 
and appropriately address continuing or new problems. Follow-up inquiries will follow a 
timeline agreed to by the district and complainant  

Level Two - Appeal to Board of Directors 

Notice of Appeal and Hearing 

• If a complainant disagrees with the superintendent’s or designee’s written decision, the 
complainant may appeal the decision to the district board of directors , by filing a written 
notice of appeal with the secretary of the board within ten (10) calendar days following 
the date upon which the complainant received the response.  

• The board will schedule a hearing to commence by the twentieth (20th) calendar day 
following the filing of the written notice of appeal, unless otherwise agreed to by the 
complainant and the superintendent or for good cause.   

• Both parties will be allowed to present such witnesses and testimony as the board 
deems relevant and material.  

Board Decision 

• Unless otherwise agreed to by the complainant, the board will render a written decision 
within thirty (30) calendar days following the filing of the notice of appeal and provide the 
complainant with a copy of the decision.  

• The decision will be provided in a language that the complainant can understand which 
may require language assistance for complainants with limited English proficiency in 
accordance with Title VI of the Civil Rights Act.  

• The decision will include notice of the complainant’s right to appeal to the 
Superintendent of Public Instruction and will identify where and to whom the appeal must 
be filed. The district will send a copy of the appeal decision to the office of the 
superintendent of public instruction.  

Level Three - Complaint to the Superintendent of Public Instruction 

Filing of Complaint 

• If a complainant disagrees with the decision of the board of directors, or if the district 
fails to comply with this procedure, the complainant may file a complaint with the 
superintendent of public instruction. 
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• A complaint must be received by the Superintendent of Public Instruction on or before 
the twentieth (20) calendar day following the date upon which the complainant received 
written notice of the board of directors’ decision, unless the Superintendent of Public 
Instruction grants an extension for good cause. Complaints may be submitted by mail, 
fax, electronic mail, or hand delivery. 

• A complaint must be in writing and include: 1) A description of the specific acts, 
conditions or circumstances alleged to violate applicable anti-sexual harassment laws; 2) 
The name and contact information, including address, of the complainant; 3) The name 
and address of the district subject to the complaint; 4) A copy of the district’s complaint 
and appeal decision, if any; and 5) A proposed resolution of the complaint or relief 
requested. If the allegations regard a specific student, the complaint must also include 
the name and address of the student, or in the case of a homeless child or youth, 
contact information. 

Investigation, Determination and Corrective Action 

• Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may 
initiate an investigation, which may include conducting an independent on-site review. 
OSPI may also investigate additional issues related to the complaint that were not 
included in the initial complaint or appeal to the superintendent or board.  

• Following the investigation, OSPI will make an independent determination as to whether 
the district has failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and 
will issue a written decision to the complainant and the district that addresses each 
allegation in the complaint and any other noncompliance issues it has identified. The 
written decision will include corrective actions deemed necessary to correct 
noncompliance and documentation the district must provide to demonstrate that 
corrective action has been completed. 

• All corrective actions must be completed within the timelines established by OSPI in the 
written decision unless OSPI grants an extension. If timely compliance is not achieved, 
OSPI may take action including but not limited to referring the district to appropriate state 
or federal agencies empowered to order compliance. 

A complaint may be resolved at any time when, before the completion of the investigation, the 
district voluntarily agrees to resolve the complaint. OSPI may provide technical assistance and 
dispute resolution methods to resolve a complaint. 

Level Four - Administrative Hearing  
A complainant or school district that desires to appeal the written decision of the Office of the 
Superintendent of Public Instruction may file a written notice of appeal with OSPI within thirty 
(30) calendar days following the date of receipt of that office’s written decision. OSPI will 
conduct a formal administrative hearing in conformance with the Administrative Procedures Act, 
Chapter 34.05 RCW. 

Other Complaint Options 
Office for Civil Rights (OCR), U.S. Department of Education  

OCR enforces several federal civil rights laws, which prohibit discrimination in public schools on 
the basis of race, color, national origin, sex, disability, and age. File complaints with OCR within 
180 calendar days of the date of the alleged discrimination. 

206-607-1600 ǀ TDD: 1-800-877-8339 ǀ OCR.Seattle@ed.gov ǀ www.ed.gov/ocr  

 

Washington State Human Rights Commission (WSHRC) 
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WSHRC enforces the Washington Law Against Discrimination (RCW 49.60), which prohibits 
discrimination in employment and in places of public accommodation, including schools. File 
complaints with WSHRC within six months of the date of the alleged discrimination. 

1-800-233-3247 ǀ TTY: 1-800-300-7525 ǀ www.hum.wa.gov  

Mediation 
At any time during the complaint procedure set forth in WAC 392-190-065 through 392-190-075, 
a district may, at its own expense, offer mediation.  The complainant and the district may agree 
to extend the complaint process deadlines in order to pursue mediation.  

The purpose of mediation is to provide both the complainant and the district an opportunity to 
resolve disputes and reach a mutually acceptable agreement through the use of an impartial 
mediator. Mediation must be voluntary and requires the mutual agreement of both parties. It 
may be terminated by either party at any time during the mediation process. It may not be used 
to deny or delay a complainant’s right to utilize the complaint procedures. 

Mediation must be conducted by a qualified and impartial mediator who may not: 

1) Be an employee of any school district, public charter school, or other public or private agency 
that is providing education related services to a student who is the subject of the complaint 
being mediated; or 2) Have a personal or professional conflict of interest. A mediator is not 
considered an employee of the district or charter school or other public or private agency solely 
because he or she serves as a mediator.  

If the parties reach agreement through mediation, they may execute a legally binding agreement 
that sets forth the resolution and states that all discussions that occurred during the course of 
mediation will remain confidential and may not be used as evidence in any subsequent 
complaint, due process hearing or civil proceeding. The agreement must be signed by the 
complainant and a district representative who has authority to bind the district.  

Training and Orientation 
A fixed component of all district orientation sessions for staff, students and regular volunteers 
will introduce the elements of this policy. Staff will be provided information on recognizing and 
preventing sexual harassment. Staff will be fully informed of the formal and informal complaint 
processes and their roles and responsibilities under the policy and procedure.  

Certificated staff will be reminded of their legal responsibility to report suspected child abuse, 
and how that responsibility may be implicated by some allegations of sexual harassment. 
Regular volunteers will get the portions of this component of orientation relevant to their rights 
and responsibilities. 

Students will be provided with age-appropriate information on the recognition and prevention of 
sexual harassment and their rights and responsibilities under this and other district policies and 
rules at student orientation sessions and on other appropriate occasions, which may include 
parents.  

As part of the information on the recognition and prevention of sexual harassment staff, 
volunteers, students and parents will be informed that sexual harassment may include, but is 
not limited to: 

• Demands for sexual favors in exchange for preferential treatment or something of value; 

• Stating or implying that a person will lose something if he or she does not submit to a 
sexual request; 

• Penalizing a person for refusing to submit to a sexual advance, or providing a benefit to 
someone who does; 
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• Making unwelcome, offensive or inappropriate sexually suggestive remarks comments, 
gestures, or jokes; or remarks of a sexual nature about a person's appearance, gender 
or conduct; 

• Using derogatory sexual terms for a person; 

• Standing too close, inappropriately touching, cornering or stalking a person; or 

• Displaying offensive or inappropriate sexual illustrations on school property. 

Policy and Procedure Review 
Annually, the superintendent or designee will convene an ad hoc committee composed of 
representatives of certificated and classified staff, volunteers, students and parents to review 
the use and efficacy of this policy and procedure. The compliance officer will be included in the 
committee. Based on the review of the committee, the superintendent will prepare a report to 
the board including, if necessary, any recommended policy changes. The superintendent will 
consider adopting changes to this procedure if recommended by the committee. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date:  07.15 
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Prohibition of Harassment, Intimidation or Bullying 
The board is committed to a safe and civil educational environment for all students, employees, 
parents/legal guardians, volunteers and community members that is free from harassment, 
intimidation, or bullying. As defined in legislation, “Harassment, intimidation or bullying” means 
any intentional electronic, written, verbal, or physical act, including but not limited to one shown 
to be motivated by any characteristic in RCW 28A.640.010 and 28A 642.010, or other 
distinguishing characteristics, when the act: 

A. Physically harms a student or damages the student’s property; 
B. Has the effect of substantially interfering with a student’s education; 
C. Is so severe, persistent or pervasive that it creates an intimidating or threatening 

educational environment; or 
D. Has the effect of substantially disrupting the orderly operation of the school.  

Nothing in this section requires the affected student to actually possess a characteristic that is a 
basis for the harassment, intimidation or bullying.  
“Other distinguishing characteristics” can include but are not limited to physical appearance, 
clothing or other apparel, socioeconomic status and weight.  
“Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate 
impact of the action(s). 

Behaviors/Expressions 
This policy recognizes that ‘harassment,’ ‘intimidation’, and ‘bullying’ are separate but related 
behaviors. Each must be addressed appropriately. The accompanying procedure differentiates 
the three behaviors; however, this differentiation should not be considered part of the legal 
definition of these behaviors. 
Harassment, intimidation or bullying can take many forms including, but not limited to, slurs, 
rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, pranks, gestures, 
physical attacks, threats or other written, oral, physical or electronically transmitted messages or 
images. 
This policy is not intended to prohibit expression of religious, philosophical, or political views, 
provided that the expression does not substantially disrupt the educational environment. Many 
behaviors that do not rise to the level of harassment, intimidation or bullying may still be 
prohibited by other district policies or building, classroom or program rules.  

Training 
This policy is a component of the district’s responsibility to create and maintain a safe, civil, 
respectful and inclusive learning community and will be implemented in conjunction with 
comprehensive training of staff and volunteers. Specific training requirements are included in 
the accompanying procedure.  

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 aggressor, and to restore a positive 
school climate. 
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The district will consider the frequency of incidents, developmental age of the student, and 
severity of the conduct in determining intervention strategies. Interventions will range from 
counseling, correcting behavior and discipline, to law enforcement referrals.  

Students with Individual Education Plans or Section 504 Plans 
If allegations are proven that a student with an Individual Education Plan (IEP) or Section 504 
Plan has been the aggressor or target of harassment, intimidation or bullying, the school will 
convene the student’s IEP or Section 504 team to determine whether the incident had an impact 
on the student’s ability to receive a free, appropriate public education (FAPE). The meeting 
should occur regardless of whether the harassment, intimidation or bullying incident was based 
on the student’s disability. During the meeting, the team will evaluate issues such as the 
student’s academic performance, behavioral issues, attendance, and participation in 
extracurricular activities. If a determination is made that the student is not receiving a FAPE as a 
result of the harassment, intimidation or bullying incident, the district will provide additional 
services and supports as deemed necessary, such as counseling, monitoring and/or 
reevaluation or revision of the student’s IEP or Section 504 plan, to ensure the student receives 
a FAPE. 

Retaliation/False Allegations 
Retaliation is prohibited and will result in appropriate discipline. It is a violation of this policy to 
threaten or harm someone for reporting harassment, intimidation, or bullying, or participating in 
an investigation. 
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 
district compliance officer will participate in at least one mandatory training opportunity offered 
by OSPI. 
The superintendent is authorized to direct the implementation of procedures addressing the 
elements of this policy. 
 
 
 
 
Cross References:  Board Policy 2161 Special Education and Related Services for 

Eligible Students 
 

Board Policy 3200 Student Rights and Responsibilities 

 Board Policy 3210 Nondiscrimination 

 Board Policy 3241 Student Discipline 
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Legal References:  RCW 28A.300.285 Harassment, intimidation, and bullying 
prevention policies and procedures — Model 
policy and procedure — Training materials — 
Posting on web site — Rules — Advisory 
committee 

 WAC 392-190-059 Harassment, intimidation, and bullying 
prevention policy and procedure – School 
districts 

   

   

Management Resources 
Policy & Legal News:  

Office for Civil Rights ‘Dear Colleague’ Letter: Responding to 
Bullying of Students with Disabilities (OCR 10.21.14) 

 August 2019  

 July 2019  

 December 2014  

 December 2010  

 April 2008  

 April 2002  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date: 08.11.99 
Hockinson School District  
Revised: 04.08.02; 06.13.02; 05.27.08; 04.26.11; 2.27.12; 2.23.15; 09.30.19 
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Prohibition of Harassment, Intimidation,  or Bullying 
A. Introduction 

The Hockinson 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, gender expression or gender identity, mental or physical disability, or other 
distinguishing characteristics.  
Any school staff who observes, overhears, or otherwise witnesses harassment, intimidation 
or bullying or to whom such actions have been reported must take prompt and appropriate 
action to stop the harassment, intimidation, or bullying and to prevent its reoccurrence.  

B. Definitions 
Aggressor means 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 means an intentional electronic, written, verbal, or 
physical act that: 
 
1. Physically harms a student or damages the student’s property; 
2. Has the effect of substantially interfering with a student’s education; 
3. Is so severe, persistent, or pervasive that it creates an intimidating or threatening 

educational environment; or  
4. 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, or 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. 
Retaliation occurs when an individual is intimidated, threatened, coerced, or discriminated 
against for reporting harassment, intimidation, or bullying, or participating in an investigation.  
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 means a student against whom harassment, intimidation or bullying has 
allegedly been perpetrated. 

C. Behaviors / Expressions 
“Harassment,’ ‘intimidation,’ and ‘bullying’ are separate but related behaviors. Each must 
be addressed appropriately. Although this procedure differentiates the three behaviors, this 
differentiation should not be considered part of the legal definition of these behaviors, 
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Harassment refers to any malicious act, which causes harm to any person's physical well 
being. It can be discriminatory harassment, malicious harassment, or sexual harassment. 
Intimidation refers to implied or overt threats of physical violence. Bullying refers to 
unwanted aggressive behavior(s) by another youth or group of youths that involves an 
observed or perceived power imbalance and is repeated multiple times or is highly likely to 
be repeated. Bullying may inflict harm on the targeted youth including physical or 
educational harm. Bullying can also occur through technology and is called electronic 
bullying or cyberbullying 

D. 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:  

1. RCW 28A.300.285 – Harassment, Intimidation and Bullying  
2. RCW 28A.640.020 – Sexual Equality 
3. RCW 28A.642 – Prohibition of Discrimination in Public Schools 
4. 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 
membership in a legally protected class under local, state, or federal law.  

E. Prevention 
1. Dissemination 

In each school and on the district’s website the district will prominently post information 
on reporting harassment, intimidation or 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 
chapter 392-400-226 WAC. 

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 or a link to a web-based process.  

3. Training 
The district compliance officer will participate in at least one mandatory training 
opportunity offered by OSPI. Staff will receive annual training on the school district’s 
policy and procedure, including at a minimum, 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.  
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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. 

F. Compliance Officer 
The district compliance officer will: 

1. Serve as the district’s primary contact for harassment, intimidation or bullying. If the 
allegations in a written report of harassment, intimidation or bullying indicate a 
potential violation of Policy 3207, the district staff member who receives the report 
must promptly notify the district compliance officer.  ; 

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. Communicate with the school district’s designated civil rights compliance 

coordinator. If a written report of harassment, intimidation, or bullying indicates a 
potential violation of the district’s nondiscrimination policy 3210, or if during the 
course of an investigation, the district becomes aware of a potential violation of the 
district’s nondiscrimination policy, the compliance officer must promptly notify the 
district’s civil rights compliance coordinator. At that time, the compliance officers 
must promptly notify the complainant that their complaint will proceed under both this 
policy / procedure and the nondiscrimination policy / procedure. The investigation 
and response timeline for the nondiscrimination procedure begin when the school 
district knows or should have known that a written report or investigation or 
Harassment, Intimidation, or Bullying involves a potential violation of the district’s 
nondiscrimination policy; 

5. 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; 

6. Ensure implementation of the policy and procedure by overseeing the investigative 
processes, including ensuring that investigations are prompt, impartial, and thorough; 

7. Assess the training needs of staff and students to ensure successful implementation 
throughout the district, and ensure staff receive annual fall training; 

8. Provide the OSPI School Safety Center with notification of policy or procedure 
updates or changes on an annual basis; and 

9. 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.  

G. Staff Intervention 
All staff members will 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, other than tracking, to ensure they are not repeated. 

H. Filing an Incident Reporting Form 
Incident Reporting Forms may be used by students, families, or staff to report incidents of 
harassment, intimidation or bullying. A sample form is provided on the Office of 
Superintendent of Public Instruction’s (OSPI) School Safety Center website: 
www.k12.wa.us/SafetyCenter/BullyingHarassment/default.aspx 

http://www.k12.wa.us/SafetyCenter/BullyingHarassment/default.aspx
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Any student or students who believe  they have 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.  

 
I. Addressing Harassment, Intimidation, or 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). 
Status of Reporter 

1. Anonymous  
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, use online reporting processes, 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.) 

2. 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.”)  

3. 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 will 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. 
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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. 

1. 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.  

2. 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 (https://www.k12.wa.us/student-success/health-safety/school-safety-
center/safety-planning-toolkit) 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. 
If, during the course of an investigation, the district employee conducting the 
investigation becomes aware of a potential violation of the district’s nondiscrimination 
policy [Policy 3210], the investigator will promptly notify the District’s civil rights 
compliance officer. Upon receipt of this information, the civil rights compliance officer 
must notify the complainant that their complaint will proceed under the discrimination 
complaint procedure in WAC 392-190-066 through WAC 392-190-075 as well as the 
HIB complaint procedure.  The notice must be provided in a language that the 
complainant can understand. The investigation and response timeline for the 
discrimination complaint procedure will follow that set forth in WAC 392-190-065 and 
begins when the district knows or should have known that a written report of 
harassment, intimidation or bullying involves allegations of a violation of the district’s 
nondiscrimination policy.   

3. 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.  

4. 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 or 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. 

5. The investigation will include, at a minimum: 
a. An interview with the complainant; 
b. An interview with the alleged aggressor; 
c. A review of any previous complaints involving either the complainant or the 

alleged aggressor; and 
d. Interviews with other students or staff members who may have knowledge of the 

alleged incident.  
 

https://www.k12.wa.us/student-success/health-safety/school-safety-center/safety-planning-toolkit
https://www.k12.wa.us/student-success/health-safety/school-safety-center/safety-planning-toolkit
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6. The principal or designee may determine that other steps must be taken before the 
investigation is complete.  

7. 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. 

8. No later than two (2) school days after the investigation has been completed and 
submitted to the compliance officer, the principal or designee will respond in writing 
or in person to the parent/guardian of the complainant and the alleged aggressor 
stating: 
a. The results of the investigation; 
b. Whether the allegations were found to be factual; 
c. Whether there was a violation of policy; and 
d. The process for the complainant to file an appeal if the complainant disagrees 

with the 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 will request 
assistance from HIB compliance officer .  
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 
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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 will 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 schoolwide 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 will be addressed and remedied as appropriate.  

J. 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. 

K. 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. An harassment, intimidation or bullying 
complaint may also be reported to the following state or federal agencies: 

• OSPI Equity and Civil Rights Office (for discrimination complaints) 
360.725.6162 
Email: equity@k12.wa.us  
https://www.k12.wa.us/policy-funding/equity-and-civil-rights  
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• 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/crt/ 

• 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 
https://www.k12.wa.us/student-success/health-safety/school-safety-center  

L. 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 in this policy but which are, or may be, prohibited by other district or school rule. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13; 12.14; 2.15; 10.19 
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Policy No. 3210 
Students 

Nondiscrimination 
The Board requires that the District be in compliance with local, state and federal laws to help 
ensure that the district is providing an educational environment that is free of discrimination for 
all students. The district will provide equal educational opportunity and treatment for all students 
in all aspects of the academic and activities program without discrimination based on race, 
religion, creed, color, national origin, age, honorably-discharged veteran or military status, sex, 
sexual orientation, gender expression, gender identity, transgender, 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. This will include official records, confidential health and education 
information, communication, sports and physical education, and dress codes. The district will 
provide equal access to school facilities to the Boy Scouts of America and all other designated 
youth groups listed in Title 36 of the United States Code as a patriotic society. District programs 
will be free from sexual harassment. Auxiliary aids and services will be provided upon request to 
individuals with disabilities.  
 
Conduct against any student that is based on one of the categories listed above that is 
sufficiently severe, persistent or pervasive as to limit or deny the student’s ability to participate in 
or benefit from the district’s course offerings, educational programming or any activity will not be 
tolerated. When a district employee knows, or reasonably should know, that such discriminatory 
harassment is occurring or has occurred, the district will take prompt and effective steps 
reasonably calculated to end the harassment, prevent its recurrence and remedy its effects. 
The district’s nondiscrimination statement will be included in all written announcements, notices, 
recruitment materials, employment applications, and other publications made available to all 
students, parents, or employees. The statement will include: 1) notice that the district will not 
discriminate in any programs or activities on the basis of any of the above-listed categories;  
2) the name and contact information of the district’s compliance officer designated to ensure 
compliance with this policy; and 3) the names and contact information of the district’s Section 
504 and Title IX compliance officers.   
The district will annually publish notice reasonably calculated to inform students, students’ 
parents/guardians (in a language that they can understand, which may require language 
assistance), and employees of the district’s discrimination complaint procedure.  
 
The superintendent/designee shall provide for the annual evaluation, periodic surveys, annual 
notice, and complaint procedures as required by law to ensure that there is in fact equal 
opportunity for all students in the district. 
The district will designate a staff member to serve as affirmative action/Title IX compliance 
officer. 
 

Cross References:  Board Policy 2020 Curriculum Development and Adoption of 
Instructional Materials 

 
Board Policy 2030 Service Animals in Schools 

 Board Policy 2140 Guidance and Counseling 

 Board Policy 2151 Interscholastic Activities 

 Board Policy 3207 Prohibition of Harassment, Intimidation & 
Bullying 
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 Board Policy 4260 Use of School Facilities 

 Board Policy 4217 Effective Communication 

   

Legal References:  Chapter 28A.640 
RCW 

Sexual Equality 

 Chapter 28A.642 
RCW 

Discrimination prohibition 

 Chapter 49.60 RCW Discrimination — Human rights commission 

 Chapter 392-190 
WAC 

Equal Educational Opportunity — Unlawful 
Discrimination Prohibited 

 WAC 392-400-215 Student rights 

 20 U.S.C  §§ 7905 Boy Scouts of America Equal Access Act 

 42 U.S.C.  §§ 12101-
12213  

Americans with Disabilities Act 

 20 U.S.C. §1232g, 
34 C.F.R., Part 99 

Family Education Rights and Privacy Act 

   

Management Resources 
Policy & Legal News:  

March 2016  

 December 2014  

 December 2013  

 April 2013  

 June 2011  

 August 2007  
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Nondiscrimination 
Anyone may file a complaint against the district alleging that the district has violated anti-
discrimination laws. This complaint procedure is designed to assure that the resolution of real or 
alleged violations will be directed toward a just solution that is satisfactory to the complainant, 
the administration and the board of directors. This grievance procedure will apply to the general 
conditions of nondiscrimination policy (Policy No. 3210) and more particularly to policies dealing 
with guidance and counseling (Policy No. 2140) co-curricular program (Policy No. 2150), and 
curriculum development and instructional materials (Policy No. 2020). As used in this 
procedure: 

A. Grievance means a complaint which has been filed by a complainant relating to alleged 
violations of any state or federal anti-discrimination laws.  

B. A complaint means a written, signed a charge alleging specific acts, conditions or 
circumstances, which are in violation of the anti-discrimination laws. The time period for 
filing a complaint is one year from the date of the occurrence that is the subject matter of 
the complaint.  However, a complaint filing deadline may not be imposed if the 
complainant was prevented from filing due to: 1) Specific misrepresentations by the 
district that it had resolved the problem forming the basis of the complaint; or 2) 
Withholding of information that the district was required to provide under WAC 392-190-
065 or WAC 392-190-005.  Complaints may be submitted by mail, fax, e-mail or hand-
delivery to any district, school or to the district compliance officer responsible for 
investigating discrimination complaints. Any district employee who receives a complaint 
that meets these criteria will promptly notify the compliance officer. 

C. Respondent means the person alleged to be responsible or who may be responsible for 
the violation alleged in the complaint. 

The primary purpose of this procedure is to secure an equitable solution to a justifiable 
complaint. To this end, specific steps will be taken: The district is prohibited by law from 
intimidating, threatening, coercing or discriminating against any individual for the purpose of 
interfering with their right to file a grievance under this policy and procedure and from retaliating 
against an individual for filing such a grievance. 
 
Informal Process for Resolution 
Anyone with an allegation of discrimination may request an informal meeting with the 
compliance officer or designated employee to resolve their concerns. Such a meeting will be at 
the option of the complainant. If unable to resolve the issue at this meeting, the complainant 
may submit a written complaint to the compliance officer.  During the course of the informal 
process, the district must notify complainant of their right to file a formal complaint. 
 
Formal Process for Resolution 

Level One – Complaint to District 
The complaint must set forth the specific acts, conditions or circumstances alleged to be in 
violation. Upon receipt of a complaint, the compliance officer will provide the complainant a copy 
of this procedure.  The compliance officer will investigate the allegations within 30 calendar 
days. The school district and complainant may agree to resolve the complaint in lieu of an 
investigation. The officer shall provide the superintendent with a full written report of the 
complaint and the results of the investigation. 

 
The superintendent or designee will respond to the complainant with a written decision as 
expeditiously as possible, but in no event later than 30 calendar days following receipt of the 
written complaint, unless otherwise agreed to by the complainant or if exceptional 
circumstances related to the complaint require an extension of the time limit.  In the event an 
extension is needed, the district will notify the complainant in writing of the reason for the 
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extension and the anticipated response date at the time the district responds to the complainant, 
the district must send a copy of the response to the office of the superintendent of public 
instruction. 

 
The decision of the superintendent or designee will include: 1) a summary of the results of the 
investigation; 2) whether the district has failed to comply with anti-discrimination laws; 3) if non-
compliance is found, corrective measures the district deems necessary to correct it; and 4)   
notice of the complainant’s right to appeal to the school board and the necessary filing 
information.  The superintendent’s or designee’s response will be provided in a language the 
complainant can understand and may require language assistance for complainants with limited 
English proficiency in accordance with Title VI of the Civil Rights Act of 1964.  

 
Any corrective measures deemed necessary shall be instituted as expeditiously as possible, but 
in no event later than 30 calendar days following the superintendent's mailing of a written 
response to the complaining party unless otherwise agreed to by the complainant. 
 
Level Two – Appeal to the Board of Directors  
If a complainant disagrees with the superintendent’s or designee’s written decision, the 
complainant may appeal the decision to the district board of directors by filing a written notice of 
appeal with the secretary of the board within ten (10) calendar days following the date upon 
which the complainant received the response. 
 
The board shall schedule a hearing to commence by the twentieth (20th) calendar day following 
the filing of the written notice of appeal, unless otherwise agreed to by the complainant and the 
superintendent or for good cause. Both parties shall be allowed to present such witnesses and 
testimony as the board deems relevant and material. Unless otherwise agreed to by the 
complainant, the board will render a written decision within thirty (30) calendar days following 
the filing of the notice of appeal and provide the complainant with a copy of the decision.   The 
decision of the board will be provided in a language the complainant can understand, which may 
require language assistance for complainants with limited English proficiency in accordance with 
Title VI of the Civil Rights Act.  The decision will include notice of the complainant’s right to 
appeal to the Superintendent of Public Instruction and will identify where and to whom the 
appeal must be filed. The district will send a copy of the appeal decision to the office of the 
superintendent of public instruction. 

Level Three – Complaint to the Superintendent of Public Instruction 
If a complainant disagrees with the decision of the board of directors, or if the district fails to 
comply with this procedure, the complainant may file a complaint with the superintendent of 
public instruction. 

 
1. A complaint must be received by the Superintendent of Public Instruction on or before 

the twentieth (20) calendar day following the date upon which the complainant received 
written notice of the board of directors’ decision, unless the Superintendent of Public 
Instruction grants an extension for good cause Complaints may be submitted by mail, 
fax, electronic mail, or hand delivery. 
 

2. A complaint must be in writing and include: 1) A description of the specific acts, 
conditions or circumstances alleged to violate applicable anti-discrimination laws; 2) The 
name and contact information, including address, of the complainant; 3) The name and 
address of the district subject to the complaint; 4) A copy of the district’s complaint and 
appeal decision, if any; and 5) A proposed resolution of the complaint or relief requested. 
If the allegations regard a specific student, the complaint must also include the name 
and address of the student, or in the case of a homeless child or youth, contact 
information. 
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3. Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may 
initiate an investigation, which may include conducting an independent on-site review. 
OSPI may also investigate additional issues related to the complaint that were not 
included in the initial complaint or appeal to the superintendent or board. Following the 
investigation, OSPI will make an independent determination as to whether the district 
has failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and will issue a 
written decision to the complainant and the district that addresses each allegation in the 
complaint and any other noncompliance issues it has identified.  The written decision will 
include corrective actions deemed necessary to correct noncompliance and 
documentation the district must provide to demonstrate that corrective action has been 
completed.  
 
All corrective actions must be completed within the timelines established by OSPI in the 
written decision unless OSPI grants an extension.  If timely compliance is not achieved, 
OSPI may take action including but not limited to referring the district to appropriate state 
or federal agencies empowered to order compliance. 
 
A complaint may be resolved at any time when, before the completion of the 
investigation, the district voluntarily agrees to resolve the complaint.  OSPI may provide 
technical assistance and dispute resolution methods to resolve a complaint.  
 

Level Four – Administrative Hearing  
A complainant or school district that desires to appeal the written decision of the Office of the 
Superintendent of Public Instruction may file a written notice of appeal with OSPI within thirty 
(30) calendar days following the date of receipt of that office’s written decision. OSPI will 
conduct a formal administrative hearing in conformance with the Administrative Procedures Act, 
Chapter 34.05, RCW.  
 
Mediation 
At any time during the discrimination complaint procedure set forth in WAC 392-190-065 
through 392-190-075, a district may, at its own expense, offer mediation.  The complainant and 
the district may agree to extend the discrimination complaint process deadlines in order to 
pursue mediation. 

 
The purpose of mediation is to provide both the complainant and the district an opportunity to 
resolve disputes and reach a mutually acceptable agreement through the use of an impartial 
mediator. Mediation must be voluntary and requires the mutual agreement of both parties.  It 
may be terminated by either party at any time during the mediation process. It may not be sued 
to deny or delay a complainant’s right to utilize the complaint procedures.  

 
Mediation must be conducted by a qualified and impartial mediator who may not: 

1) Be an employee of any school district, public charter school, or other public or private 
agency that is providing education related services to a student who is the subject of the 
complaint being mediated; or  

2) Have a personal or professional conflict of interest. A mediator is not considered an 
employee of the district or charter school or other public or private agency solely 
because he or she serves as a mediator.  
 

If the parties reach agreement through mediation, they may execute a legally binding agreement 
that sets forth the resolution and states that all discussions that occurred during the course of 
mediation will remain confidential and may not be used as evidence in any subsequent 
complaint, due process hearing or civil proceeding.  The agreement must be signed by the 
complainant and a district representative who has authority to bind the district.   
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Preservation of Records 
The files containing copies of all correspondence relative to each complaint communicated to 
the district and the disposition, including any corrective measures instituted by the district, will 
be retained in the office of the compliance officer for a period of six years.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 7.13; 12.14; 4.16 



Policy No. 3220 
Students 

Freedom of Expression 
The free expression of student opinion is an important part of education in a democratic society.  
The District encourages students' verbal and written expression of opinion on school premises 
so long as it does not substantially disrupt the operation of the school or otherwise violate this 
policy. Students are expressly prohibited from the use of vulgar and/or offensive terms in 
classroom or assembly settings. 

Student Publications 
Student publications produced as part of the school's curriculum or with the support of the 
associated student body fund are intended to serve both as vehicles for instruction and student 
communication. Although substantively financed and operated by the district, student editors of 
school-sponsored media are responsible for determining the news, opinion, feature, and 
advertising content of the media, consistent with chapter 28A.600 RCW. Material appearing in 
such publications may reflect various areas of student interest, including topics about which 
there may be controversy and dissent. When engaging with a controversial issues, student 
publications should strive to provide in depth treatment and represent a variety of viewpoints. 
Such materials may not:  

• Be libelous or slanderous;  

• Be obscene or profane, such that it would violate federal or state laws, rules or 
regulations or incite others to violate federal or state laws, rules or regulations, including 
the standards established by the federal communications act or applicable federal 
communication commission rules or regulations;  

• Cause a substantial disruption of the school;  

• Violate district policy or procedure related to harassment, intimidation, bullying, or 
related to the prohibition on discrimination pursuant to RCW 28A.642; 

• Violate federal or state laws, rules, regulations, or advocate the violation of such laws; or  

• Advertise tobacco products, liquor, illicit drugs, or drug paraphernalia. 

The superintendent will develop guidelines, assuring that students are able to exercise freedom 
of expression so long as it does not present a material and substantial disruption of the orderly 
operation of the school, implementing the standards above and will establish procedures for the 
prompt review of any materials that appear not to comply with the standards. 

Distribution of Materials 
Students and district staff may distribute student publications or other material on school 
premises in accordance with procedures developed by the superintendent. Such procedures 
may impose limits on the time, place, and manner of distribution including prior authorization for 
the posting of such material on school property. 

Students responsible for the distribution of material that leads to a substantial disruption of 
school activity or otherwise interferes with school operations will be subject to corrective action, 
including suspension or expulsion, consistent with student discipline policies. 

Materials will not be distributed on school grounds by non-students and non-employees of the 
district. 

 

Cross References:  Board Policy 2340 Religious-related Activities and Practices 
 

Board Policy 3241 Classroom Management, Discipline and 
Corrective Actions 



Policy No. 3220 
Students 

   

Legal References:  RCW 28A.600  

 WAC 392-400-215 Student rights 

 Laws of 2018, ch. 
125, 

Student Freedom of Expression 

   

Management Resources 
Policy & Legal News:  

May 2018  

 2015 July  

 August 2001 A Few Civil Liberty Reminders 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  10.05.01 
Hockinson School District  
Revised: 11.27.01; 2.27.12; 8.15; 07.23.18 



 

Procedure 3220P 
 

Freedom of Expression 

Students will enjoy freedom of expression, whether verbal or written, providing such expression 
does not constitute a material and substantial disruption of the orderly operation of the school or 
otherwise violate this policy. The principal will have the authority to monitor student verbal and 
written expression. Students who violate the standards established by this policy and chapter 
28A.600 RCW for verbal and written expression may be subject to corrective action or 
punishment. 

Definitions  
For purposes of this policy and procedure, the following definitions apply: 

A. “School-sponsored media” means any matter that is prepared, substantially written, 
published, or broadcast by student journalists, that is distributed or generally made 
available, either free of charge or for a fee, to members of the student body, and that is 
prepared under the direction of a student media adviser. “School-sponsored media” does 
not include media that is intended for distribution or transmission solely in the classrooms in 
which they are also produced. 

B. “Student journalist” means a student who gathers, compiles, writes, edits, photographs, 
records, or prepares information for dissemination in school-sponsored media. 

C. “Student media adviser” means a person who is employed, appointed, or designated by the 
school to supervise, or provide instruction relating to, school-sponsored media. 

For purposes of verbal and written expression, the following guidelines are in effect: 

A. Distribution of written materials or presentation of an oral speech in an assembly or 
classroom setting may be restricted: 

1. Where there is evidence which reasonably supports a forecast that the expression is 
likely to cause material and substantial disruption of, or interference with, school 
activities, which disruption or interference cannot be prevented by reasonably available, 
less restrictive means; or, 

2. Where such expression unduly impinges upon the rights of others. 
A school official must base a forecast of material and substantial disruption on specific 
facts, including past experience in the school and current events influencing student 
behavior, and not on undifferentiated fear or apprehension.  

B. Distribution of written material or presentation of an oral speech will not be permitted if such 
material or speech would be in violation of the federal communications act or applicable 
federal communication commission rules or regulations, or otherwise in violation of district 
policies regarding patently lewd, vulgar, and indecent conduct or communication. 

C. Libelous or slanderous material or speech may be prohibited. Libelous material will be 
defined to include defamatory falsehoods about public figures or governmental officials. In 
order to be libelous, the defamatory falsehood must be made with actual malice; that is, with 
knowledge that it is false, or with reckless disregard of whether it was false or not.  

D. Publications that involve an unwarranted invasion of privacy will not be permitted. Such 
occurrences may include: exploitation of one’s personality; publications of one's private 
affairs with which the public has no legitimate concern; or, wrongful intrusion into one's 
private activities in a manner that can cause mental suffering, shame, or humiliation to a 
reasonable person of ordinary sensibilities.  

E. Publications or oral speeches that advocate the commission of unlawful acts on school 
premises, the violation of law, or the violation of lawful school district policies and 
procedures may be prohibited.  
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F. Publications or oral speeches that violate the district’s policy or procedure related to the 
prohibition of harassment, intimidation, or bullying, or that advocate discrimination or 
discriminatory disparagement   in violation of chapter 28A.642 RCW and district policy are 
prohibited. 

Student Publications 
The student publications instructor or advisor will have the primary responsibility for supervising 
student publications and to see that provisions incorporated into the policy and procedures are 
met. The instructor or advisor will also have the primary responsibility for teaching professional 
standards of English and journalism to the student journalists. Publication activities should instill 
respect for the sensitivity of others and standards of civility as well as the elements of 
responsible journalism. 

Student editors of school-sponsored media are responsible for determining the news, opinion, 
feature, and advertising content of the media subject to the limitations of this policy and 
procedure as set forth above. 

The principal may request to review any copy prior to its publication. The principal will return 
such copy to the student editors within 24 hours after it has been submitted for review. Any 
dispute that cannot be resolved at the building level will be submitted to the superintendent for 
further consideration. When appropriate, the superintendent will seek legal counsel. If the 
complaint cannot be resolved at that level, the board, upon request, will consider the complaint 
at its next regular meeting. In addition, any student, individually or through his or her parent or 
guardian, enrolled in a public high school may file an appeal of any alleged violation of chapter 
28A.600 RCW related to school-sponsored media pursuant to the provisions of chapter 28A.645 
RCW. 

Political expression by students in school-sponsored media shall not be deemed the use of 
public funds for political purposes for purposes of the prohibitions of RCW 42.17A.550. 

Expression made by a student in the school-sponsored media is not necessarily the expression 
of school policy. Pursuant to chapter 28A.600 RCW, neither a school official nor the governing 
board of the school or school district may be held responsible in any civil or criminal action for 
any expression made or published by students in school-sponsored media.  

Distribution of Materials 
Students' constitutional rights of freedom of speech or expression provide for the opportunity to 
distribute written materials on school premises. However, distribution of materials by students 
will not cause disruption of or interference with school activities. Systematic distribution of 
materials may not occur during instructional time, unless other similar non-instructional activities 
are permitted. Students will be subject to corrective action or punishment, including suspension 
or expulsion, depending on the nature of the disruption or interference resulting from distribution 
of materials. 

 

 

 

 

 

 

 

Date: 09.18 
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Preservation of Records 
The files containing copies of all correspondence relative to each complaint communicated to 
the district and the disposition, including any corrective measures instituted by the district, will 
be retained in the office of the compliance officer for a period of six years.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 7.13; 12.14 
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Freedom of Assembly 
Individual students and student organizations may meet in school rooms or auditoriums, or at 
outdoor locations on school grounds, to discuss, pass resolutions and take other lawful action 
respecting any matter which directly or indirectly concerns or affects them, whether or not it 
relates to school. Such activities will not be permitted to interfere with the normal operation of 
the school.  

Peaceful demonstrations are permissible, however they must be held in designated places 
where they will present no hazards to persons or property and at designated times that will not 
disrupt classes or other school activities.  

 

 

 

 

Cross Reference: Board Policy 2153 Noncurriculum Related Student Groups 
 
Legal References: WAC 392-400-215 Student rights 
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Student Dress 
Preserving a beneficial learning environment and assuring the safety and well-being of all 
students are primary concerns of the Hockinson Board of Directors. 

Students’ choices in matters of dress should be made in consultation with their parents. 

Student dress will only be regulated when, in the judgment of school administrators, there is a 
reasonable expectation that: 

A. A health or safety hazard will be presented by the student's dress or appearance 
including possible membership in a gang or hate groups;  

B. Damage to school property will result from the student's dress; or 
C. A material and substantial disruption of the educational process will result from the 

students' dress or appearance. 

For the purpose of this policy, a material and substantial disruption of the educational process 
may be found to exist when a student's conduct is inconsistent with any part of the educational 
mission of the school district. Prohibited conduct includes the use of lewd, sexual, drug, tobacco 
or alcohol-related messages, or gang-related apparel. 

The uniforms of nationally recognized youth organizations, and clothing worn in observance of a 
student’s religion, are not subject to this policy. 

The superintendent will establish procedures providing guidance to students, parents, and staff 
regarding appropriate student dress in school or while engaging in extracurricular activities. 
Such procedures will ensure that any student wearing, carrying, or displaying gang-related 
apparel, or exhibiting behavior or gestures which symbolize gang membership, or causing 
and/or participating in activities which intimidate or affect the attendance of another student will 
be asked, with notice to his or her parents, to make appropriate corrections and be subject to 
discipline if the corrections are not undertaken. 

 

 

 

 

Cross References: Board Policy 3220 Freedom of Expression 
 
Legal References: RCW  28A.320.140 Schools with Special standards – Dress 

codes 
 WAC 392-400-215 Student Rights 
  392-400-225 School district rules defining misconduct 

– Distribution of Rules  
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Student Dress 
The responsibility for the dress and grooming of a student rests primarily with the student and 
his or her parents or guardians, provided that respects the following guidelines based on 
respect and school safety:   

Allowable Dress and Grooming 

• Students must wear clothing including both shirt with pants or skirt, or the equivalent and 
shoes. 

• Shirts and dresses must have fabric in the front, on the sides, and back. 

• Clothing must cover undergarments, waistbands and bra straps excluded. 

• Fabric covering all private parts must not be see through. 

• Hats and other headwear must allow the face to be visible and not interfere with the line 
of sight to any student or staff. Hoodies must allow the student face and ears to be 
visible to staff. 

• Clothing must be suitable to all scheduled classroom activities including physical 
education, science labs, wood shop, and other activities where unique hazards exits. 

• Specialized courses may require specialized attire, such as ports uniforms or safety 
gear. 

Non-Allowable Dress and Grooming 

• Clothing may not depict, advertised or advocate the use of alcohol, tobacco, marijuana 
or other controlled substances. 

• Clothing may not depict pornography, nudity or sexual acts. 

• Clothing may not use or depict hate speech targeting groups based on race, ethnicity, 
gender, sexual orientation, gender identity, religious affiliation or any other protected 
groups. 

• Clothing, including gang identifiers, must not threaten the health or safety of any other 
student or staff. 

• If the student’s attire or grooming threatens the health or safety of any other person, then 
discipline for dress or grooming violations should be consistent with discipline policies for 
similar violations.  

The principal, in connection with the sponsor, coach, or other person in charge of an 
extracurricular activity, may regulate the dress and grooming of students who participate in the 
activity if the principal reasonably believes that the student's dress or grooming:   

• Creates a hazard to the student's safety or to the safety of others;  

• Will prevent, interfere with or adversely affect the purpose, direction, or effort required for 
the activity to achieve its goals.  

If the student's dress or grooming is objectionable under these provisions, the principal will 
request that the student make appropriate corrections. If the student refuses, the principal will 
notify the parent, if reasonably possible, and request that the parent make the necessary 
correction. If both the student and parent refuse, the principal will take appropriate disciplinary 
action. Students may be suspended, if circumstances so warrant. Students who violate 
provisions of the dress code relating to extracurricular activities may be removed or excluded 
from the extracurricular activity for such period as the principal may determine. All students will 
be accorded due process safeguards before any corrective action may be taken.  

Students identified as being gang involved, influenced or affiliated will be provided assistance 
and/or programs which discourage gang involvement or affiliation, enhance self-esteem, 
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encourage interest and participation in school or other positive activities and promote 
membership in authorized school organizations. 
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School-Based Threat Assessment 

The Board is committed to providing a safe and secure learning environment for students and 
staff. This policy establishes a school-based threat assessment program to provide for timely 
and methodical school-based threat assessment and management.  

Threat assessment best occurs in school climates of safety, respect, and emotional support. 
Student behavior, rather than a student’s demographic or personal characteristics will serve as 
the basis for a school-based threat assessment.  

The threat assessment process is distinct from student discipline procedures. The mere fact that 
the district is conducting a threat assessment does not by itself necessitate suspension or 
expulsion and the district will not impose suspension or expulsion, including emergency 
expulsion, solely for investigating student conduct or conducting a threat assessment. Further, 
suspension, or other removal from the school environment can create the risk of triggering 
either an immediate or a delayed violent response, unless such actions are coupled with 
containment and support. However, nothing in this policy precludes district personnel from 
acting immediately to address an imminent threat, including imposing an emergency expulsion, 
if the district has sufficient cause to believe that the student’s presence poses an immediate and 
continuing danger to other students or school personnel or an immediate and continuing threat 
of material and substantial disruption of the educational process. 

Structure of Threat Assessment Teams 
The superintendent shall establish and ensure the training of a multidisciplinary, multiagency 
threat assessment team or more than one such team to serve district schools. As the threat 
assessment team must be multidisciplinary and multiagency, it might include persons with 
expertise in:  

 Counseling, such as a school counselor, a school psychologist and/or school social 
worker,  

 Law enforcement, such as a school resource officer,  

 School administration, such as a principal or other senior administrator,  

 Other district or school staff, 

 Community resources, 

 Special education teachers, and a 

 Practicing educational staff member.  

Not every multidisciplinary team member need participate in every threat assessment. When 
faced with a potential threat by, or directed towards, a student receiving special education 
services, the threat assessment team must include a team member who is a special education 
teacher.  

Although parents, guardians, or family members are often interviewed as part of the threat 
assessment process, neither the student nor the student’s family members are part of the threat 
assessment team. This does not diminish the district’s commitment that school personnel will 
make every reasonable attempt to involve parents and the student in the resolution of the 
student’s behavioral violations, consistent with Policy and Procedure 3241 – Student Discipline. 

Function of Threat Assessment Team 
Each threat assessment team member, whether a teacher, counselor, school administrator, 
other school staff, contractor, consultant, volunteer, or other individual, functions as a “school 
official with a legitimate educational interest” in educational records controlled and maintained 
by the district. The district provides the threat assessment team access to educational records  
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as specified by the Family Educational Rights and Privacy Act (FERPA). No member of a threat 
assessment team, including district/school-based members and community resource/law 
enforcement members, shall use any student record beyond the prescribed purpose of the 
threat assessment team or re-disclose records obtained by being a member of the threat 
assessment team, except as permitted by FERPA.  

The threat assessment team: 

 Identifies and assesses the behavior of a student that is threatening, or potentially 
threatening, to self, other students, staff, school visitors, or school property. Threats of 
self-harm or suicide unaccompanied by threats of harm to others should be promptly 
evaluated according to Policy 2145 – Suicide Prevention.  

 Gathers and analyzes information about the student’s behavior to determine a level of 
concern for the threat. The threat assessment team may conduct interviews of the 
person(s) who reported the threat, the recipient(s) or target(s) of the threat, other 
witnesses who have knowledge of the threat, and where reasonable, the individual(s) 
who allegedly engaged in the threatening behavior or communication. The purpose of 
the interviews is to evaluate the individual’s threat in context to determine the meaning of 
the threat and intent of the individual. The threat assessment team may request and 
obtain records in the district’s possession, including student education, health records, 
and criminal history record information. The purpose of obtaining information is to 
evaluate situational variables, rather than the student’s demographic or personal 
characteristics. 

 Determines the nature, duration, and level of severity of the risk and whether reasonable 
modifications of policies, practices, or procedures will mitigate the risk. The threat 
assessment team will not base a determination of threat on generalizations or 
stereotypes. Rather, the threat assessment team makes an individualized assessment, 
based on reasonable judgment, best available objective evidence, or current medical 
evidence as applicable;  

 Communicates lawfully and ethically with each other, school administrators, and other 
school staff who have a need to know particular information to support the safety and 
well-being of the school, its students, and its staff; and 

 Timely reports its determination to the superintendent or designee. 

Depending on the level of concern determined, the threat assessment team develops and 
implements intervention strategies to manage the student’s behavior in ways that promote a 
safe, supportive teaching, and learning environment, without excluding the student from the 
school.  

In cases where the student whose behavior is threatening or potentially threatening also has a 
disability, the threat assessment team aligns intervention strategies with the student’s 
individualized education program (IEP) or the student’s plan developed under section 504 of the 
rehabilitation act of 1973 (section 504 plan) by coordinating with the student’s IEP team or 
section 504 plan team. Although some of the functions of a school-based threat assessment 
may run parallel to the functions of a student’s IEP team or 504 plan team, school-based threat 
assessments remain distinct from those teams and processes. 

Data Collection, Review and Reporting 
The superintendent shall establish procedures for collecting and submitting data related to the 
school-based threat assessment program that comply with OSPI’s monitoring requirements, 
processes, and guidelines.   
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Other tasks of threat assessment team 
The threat assessment team may also participate in other tasks that manage or reduce 
threatening or potentially threatening behavior and increase physical and psychological safety. 
This may include:  

 Providing guidance to students and staff regarding recognition of behavior that may 
represent a threat to students, staff, school, the community, or the individual; 

 Providing informational resources for community services boards or health care 
providers for medical evaluation or treatment, as appropriate; 

 Assessing individuals other than students whose behavior poses a threat to the safety of 
students or staff and notify the superintendent or designee of such an individual. 

 

 

 

Cross References:  Board Policy 2121 Substance Abuse Program 

 
Board Policy 2145 Suicide Prevention 

 Board Policy 2161 Special Education and Related Services for 
Eligible Students 

 Board Policy 2162 Education of Students With Disabilities 
Under Section 504 of the Rehabilitation Act 
of 1973 

 Board Policy 3143 District Notification of Juvenile Offenders 

 Board Policy 3231 Student Records 

 Board Policy 3432 Emergencies 

 Board Policy 3241 Student Discipline   

 Board Policy 4210 Regulation of Dangerous Weapons on 
School Premises 

 Board Policy 4310 District Relationships with Law 
Enforcement and other Government 
Agencies 

   

Legal References:  Chapter 28A.300 RCW  

 Chapter 28A.320 RCW  

 CFR 34, Part 99, Family Educational Rights and Privacy Act 
Regulations 
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School-Based Threat Assessment 

 

Definitions 
For purposes of district or school-based threat assessments of students, the following 
definitions will apply: 

 A school-based threat assessment means the formal process, established by a school 
district, of evaluating the threatening, or potentially threatening, behavior of a student, 
and the circumstances surrounding the threat, to uncover any facts or evidence that the 
student or other actor is likely to carry out the threat. 

 School-based threat management means the development and implementation of a 
plan to manage or reduce the threatening, or potentially threatening, behavior of a 
student in a way that increases the physical and psychological safety of students, staff, 
and visitors, while providing for the education of all students. 

 A threat is an expression of an intent to cause physical harm to self/others. The threat 
may be expressed/communicated behaviorally, orally, visually, in writing, electronically, 
or through any other means; and is considered a threat regardless of whether it is 
observed by or communicated directly to the target of the threat or observed by or 
communicated to a third party; and regardless of whether the target of the threat is 
aware of the threat. Threats may be direct, such as “I am going to beat you up.” or 
indirect, such as, “I’m going to get him.”  

• A low risk threat is one in which it is determined that the individual/situation does not 
appear to pose a threat of serious harm to self/others, and any exhibited 
issues/concerns can be resolved easily.  

• A moderate risk threat is one in which the person/situation does not appear to pose a 
threat of violence, or serious harm to self/others, at this time; but exhibits behaviors that 
indicate a continuing intent and potential for future violence or serious harm to 
self/others; and/or exhibits other concerning behavior that requires intervention.  

• A high-risk threat is one in which the person/situation appears to pose a threat of 
violence, exhibiting behaviors that indicate both a continuing intent to harm self/others, 
and efforts to acquire the capacity to carry out the plan; and may also exhibit other 
concerning behavior that requires intervention.  

• An imminent threat exists when the person/situation appears to pose a clear and 
immediate threat of serious violence toward self/others that requires containment and 
action to protect identified or identifiable target(s); and may also exhibit other 
concerning behaviors that require intervention.  

Principles 
Six principles form the foundation of the threat assessment process. These principles are: 

 Targeted violence is the end result of an understandable, and oftentimes discernible, 
process of thinking and behavior. 

 Targeted violence stems from an interaction among the individual, the situation, the 
setting, and the target. 

 An investigative, skeptical, inquisitive mindset is critical to successful threat assessment. 

 Effective threat assessment is based upon facts rather than on characteristics or “traits.” 

 An "integrated systems approach” should guide threat assessment inquiries and 
investigations. 

 The central question in a threat assessment inquiry or investigation is whether a student 
poses a threat, not whether the student has made a threat.   
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Identifying and Reporting Threats 
Timely reporting of expression to harm is crucial to an effective school-based threat assessment 
program.  

Anyone, including students, families, and community members may report communication or 
behavior that appears to be threatening or potentially threatening to a school administrator or 
the district superintendent. 

All school district employees, volunteers, and contractors should report immediately to a school 
administrator or the district superintendent any expression of intent to harm another person, 
concerning communications, or concerning behaviors that suggest an individual may intend to 
commit an act of violence. 

Anyone who believes that a person or situation poses an imminent threat of serious violence 
that requires containment should notify school security and/or law enforcement.  

Assessing Threats 
A School-based threat assessment is distinct from law enforcement investigation (if any). The 
goal of the threat assessment process is to take appropriate preventive or corrective measures 
to maintain a safe and secure school environment, to protect and support potential victims, and 
to provide assistance, as needed, to the individual being assessed. School-based threat 
assessment is also distinct from student discipline procedures. However, the functions of 
school-based threat assessment may run parallel to student discipline procedures.  

Triage 
School administrators will initiate a threat assessment team to evaluate reported threats. If it is 
not feasible for all team members to be involved with the screening of initial reports referred to 
the team, the threat assessment team leader may designate a subset of team members to 
triage cases and determine their appropriateness for review and/or action by the full team. If a 
team implements a triage process, at least two members of the team will review initial reports 
and determine if the full team should further assess and manage the situation. All triaged cases 
must be shared with all members of the assessment team to ensure the cases were adequately 
addressed. All threat assessment team members shall be trained to triage cases effectively.  

Imminent 
Upon notification of threatening behavior or communications, the school administrator, threat 
assessment team, or triage team shall first determine if an imminent threat is believed to exist. If 
the individual appears to pose an imminent threat of serious violence to themselves or to others 
in the school, the administrator or assessment team shall notify law enforcement. 

Moderate or high risk threat 
If the threat assessment team cannot determine with a reasonable degree of confidence that the 
alleged threat is a not a threat, or is a low risk threat, then the threat assessment team will 
undertake a more in-depth assessment to determine the nature and degree of any safety 
concerns and to develop strategies to prevent violence and reduce risk, as necessary.  

The threat assessment team’s review may include but is not limited to, reviews of records; 
interviews and consultations with staff, students, family members, community members, and 
others who know the individual; and interviews of the individual and the target/recipient of the 
threat(s). The threat assessment team will also screen for risk of self-harm and suicidal ideation, 
regardless of whether the alleged threat also included possible self-harm.  

Upon a determination that a student poses a threat of violence or physical harm to self or 
others, a threat assessment team shall immediately report its determination to the 
superintendent or designee. The superintendent or designee shall immediately attempt to notify 
the student’s parent or legal guardian. The district will ensure that the notice is in a language the 
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parent and/or guardian understands, which may require language assistance for parents or 
guardians with limited-English proficiency under Title VI of the Civil Rights Act of 1964. 

In instances where the threat is deemed moderate risk or high risk, or requires further 
intervention to prevent violence or serious harm, the school administrator shall notify the parent 
and/or guardian of any student who is the target/recipient of a threat as well as the parent 
and/or guardian of any student who made the threat. See Policy and Procedure 4314 – 
Notification of Threats of Violence or Harm. The district will ensure that the notice is in a 
language the parent and/or guardian understands which may require language assistance for 
parents or guardians with limited-English proficiency under Title VI of the Civil Rights Act of 
1964. 

If the threat assessment team determines that an individual poses a threat of violence, based on 
the information collected, the threat assessment team develops, implements, and monitors 
intervention strategies to address, reduce, and mitigate the threat and assistance to those 
involved, as needed. If these strategies include disciplinary consequences, the district will 
provide notice to the student and their parents or legal guardian consistent with Student 
Discipline Policy and Procedure 3241. 

The threat assessment team may assist individual(s) within the school to access appropriate 
school and community-based resources for support and/or further intervention. This includes 
assisting those who engaged in threatening behavior or communication and any impacted staff 
or students.  

In cases where the student, whose behavior is threatening or potentially threatening, also has a 
disability; the threat assessment team must align intervention strategies with the student’s 
individualized education program (IEP) or the student’s plan developed under section 504 of the 
rehabilitation act of 1973 (section 504 plan) by coordinating with the student’s IEP team or 
section 504 plan team. 

No identifiable threat or low risk threat 
If the threat assessment team concludes that no further assessment is necessary to determine 
the reported possible threat is not identifiable or constitutes a low threat of violence or harm to 
self or others, the threat assessment team need not intervene or take further steps. 

Data Collection, Review and Reporting 
The superintendent shall establish procedures for collecting and submitting data related to the 
school-based threat assessment program that comply with OSPI’s monitoring requirements, 
processes, and guidelines.   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Date: 09.28 
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Interviews and Interrogations of Students  
on School Premises 

Although the district values its relationships with law enforcement, the Department of Children, 
Youth, and Families (DCYF,) and the county health department; to minimize interruption of the 
instructional program the district discourages interviews and interrogations of students on 
school premises. As a general rule, interviews and interrogations by any agency, including law 
enforcement DSHS, and the county health department(s) should take place at the agency or the 
student’s home, rather than school premises.  

However, there are limited circumstances when an interview of students at school is warranted, 
for example school-initiated investigations, child abuse investigations, and/or serious crime 
investigations. When an onsite interview or interrogation is warranted by the circumstances, the 
district will utilize the procedures and protocols associated with this policy, which were 
developed in cooperation with these agencies and ensure that students and 
parent(s)/guardian(s) are afforded all rights under law. The interviews of students as witnesses, 
victims, and suspects are treated differently. 

In contrast to the limited circumstances noted above, the work of immigration agents does not 
overlap with the work or duties of the district. This is because the district’s obligation to educate 
the children residing within its borders is not diminished by the children or parents’ immigration 
status. The district supports the federal immigration enforcement policy that directs immigration 
agents to avoid questioning and arrests at sensitive locations, including schools. Therefore, staff 
shall not grant information or access to immigration agents unless/until the district 
Superintendent and/or General Counsel determine the request complies with Plyler v. Doe and 
other applicable laws according to the criteria in the associated procedure.  

 

 

 

 

Cross References:  Board Policy 4310 Working Relationships with Law 
Enforcement, DSHS and the Health 
Department 

 
Board Policy 3414 Infectious Diseases 

 Board Policy 3432 Emergencies 

 Board Policy 3231 Student Records  

 Board Policy 3124 Removal-Release of Student During School 
Hours 

   

Legal References:  RCW 28A.635.020
  

Willfully disobeying school administrative 
personnel or refusing to leave public 
property, violations, when — Penalty 

 RCW 26.44.115 Child taken into custody under court order – 
Information to parents 
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 RCW 26.44.110 Information about rights – Custody without 
court order – Written statement required – 
Contents 

 RCW 26.44.050 Abuse or neglect of child — Duty of law 
enforcement agency or department of social 
and health services — Taking child into 
custody without court order, when 

 RCW 26.44.030 Reports – Duty and authority to make – Duty 
of receiving agency – Duty to notify – Case 
planning and consultation – Penalty for 
unauthorized exchange of information – 
Filing dependency petitions – Investigations 
– Interviews of children – Records – Risk 
assessment process 

   

Management Resources 
Policy & Legal News:  

December 2018  

 July 2013 Interviews/interrogations of students on 
school premises policy 
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Interviews and Interrogations of Students on School Premises 
To minimize interruption to the instructional program, the District discourages interviews and 
interrogations of students on school premises. When the circumstances warrant an onsite 
interview/interrogation, staff will follow the protocols in this procedure. 

I. Entry to a School  
A. A law enforcement officer (e.g. police officer, sheriff deputy, and immigration agent), 

child protective services worker, or health department official shall contact the 
principal or designee upon entering a school building and present proper 
identification. 

B. School building administrative personnel will cooperate as specified below, treating 
interviews of students as witnesses, victims, and suspects differently. 
 

II. Interview of Student Witness/Victim of Criminal Activity 
A. Students of any age who are witnesses to a crime or victims of a crime may be 

interviewed without parent/guardian consent. 
B. Should it become apparent during a witness/victim interview that the student under 

the age of 12 years of age is the suspect of a crime, law enforcement shall 
immediately stop questioning until parental consent is obtained.  

C. The principal or designee will make a reasonable effort to notify the parent/guardian 
of the interview if, in the opinion of the law enforcement officer(s), the notification will 
not hinder the investigation. By law, the principal or designee may not prevent the 
interview and will so inform the parent/guardian.  

D. When prior notice has been given to the parent/guardian, the principal or designee 
will convey any expression of objection by the parent/guardian about the interview to 
the law enforcement officer(s).  

E. If the parent/guardian is not present for the interview, the principal/designee will be 
present unless the student specifically requests otherwise. 
 

III. Interview of Student Witness/Victim, Child Abuse or Neglect Investigation: 
A. Students of any age who are witness to, or victims of, abuse or neglect may be 

interviewed so long as the interviewer obtains the student’s consent in the presence 
of the principal or principal designee. A student may not be interviewed without his or 
her consent unless the interviewer has a warrant or determines that exigent 
circumstances exist. 

B. Should it become apparent during a witness/victim interview that the student under 
12 years of age is the suspect of a crime, law enforcement shall immediately stop 
questioning until parent/guardian consent is obtained. 

C. The principal or designee will make a reasonable effort to notify the parent/guardian 
about the interview if, in the opinion of the law enforcement officer(s), the notification 
will not hinder the investigation.  

D. When the parent/guardian has been given prior notice, the principal or designee will 
convey any expression of objection by the parent/guardian about the interview to the 
law enforcement officer(s).  

E. If the parent/guardian is not present, the principal/designee will be present unless the 
student specifically requests otherwise. 

F. If the principal or designee believes the student is being intimidated, threatened, or 
coerced he/she may request to take a break and make those concerns known to the 
interviewer. The principal or designee can then decide whether to continue, 
temporarily suspend, or terminate the interview.  

G. The school will document the date, time, place, interview length, student name, 
consent to be interviewed, the interviewer, and any additional parties present. 
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IV. Interview of Student Suspect of Criminal Activity: 
A. Student suspects under the age of twelve may be interviewed only with 

parent/guardian consent.  
B. Washington State law permits students twelve years and older, who are suspects of 

a crime, to be interviewed without parent/guardian consent. 
C. The principal or designee will make a reasonable effort to notify the parent/guardian 

of the interview if, in the opinion of the law enforcement officer(s), the notification will 
not hinder the investigation. By law, the principal or designee may not prevent the 
interview from taking place and will so inform the parent/guardian. 

D. When prior notice has been given to the parent/guardian, the principal/designee will 
convey any expression of objection about the interview made by the parent/guardian 
to the law enforcement officer(s).  

 
V. Interview of Student Sought by Health Department Officials: 

A. The principal or designee will permit a health department official to conduct a 
confidential interview with a student suspected of being in contact with an individual 
infected with a communicable disease when the interview is during school hours, and 
the principal will not release the student to travel to the health department. 

 
VI. Interview of Student Sought by Immigration Agents: 

A. If an immigration agent requests access to a student or a school site, staff shall deny 
immediate access, alert the principal, and forward the request to the Superintendent 
and/or General Counsel for review.  

B. The Superintendent and/or General Counsel shall ask for the immigration agent’s 
credentials, ask the agent why the agent is requesting access, and ask to see a 
warrant  

C. To be valid, the warrant must state the purpose of the interview, identify the search 
location, reference a specific person, include an accurate date, and be signed by a 
federal or state judge. 

D. Immigration agents must also provide written authority, instructing them to enter 
district property, and for what purpose from one of the following Immigration and 
Customs Enforcement (ICE) officials, the Assistant Director of Operations, Homeland 
Security Investigation (HIS), the Executive Associate Director (EAD) of HIS, the 
Assistant Director for Field Operations, Enforcement and Removal Operations 
(ERO), or the EAD of ERO. 

E. Upon receipt and examination of the required information, the Superintendent 
and/or General Counsel will determine whether immigration agents will be allowed 
to contact or question the individual named on the warrant and will communicate 
that decision to the principal or designee.  

F. The Superintendent and/or General Counsel or designee will make a reasonable 
effort to notify the parent/guardian of the interview.  

G. The Superintendent/General Counsel, principal, or designee will ask to be present 
during the interview and ensure the agents are not given access to information, 
records, or areas beyond that specified in the warrant.  

 
VII.  Access to Student Records 

A. If the parent/guardian or student over 18 years of age has not filed a written objection 
to the release of directory information, anyone may request and be granted the 
directory information about students as designated in the District’s Student Records 
policy and procedure (see Model Policy and Procedure 3231). The actual residential 
addresses of participants in the state Address Confidentiality Program are not to be 
available for release as directory information. Social Security numbers, student 
identification numbers (with authentication factors such as a secret password or 
personal identification number) or other personally identifiable information is not 
considered directory information. 
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B. Student records protected by the federal Family Educational Rights and Privacy Act 
(FERPA) may only be examined or released following written permission of a minor 
student’s parent/guardian or and adult student, pursuant to a court order or 
subpoena, or in response to a health or safety emergency.  
 

VIII. Taking a Student into Custody 
A. In a criminal matter, an officer is not required to have a warrant in order for the 

school to release the student into law enforcement custody. The principal or 
designee will make immediate reasonable effort to notify the parent/guardian unless 
directed not to by the law enforcement officer because child abuse or neglect is 
alleged against the parent/guardian, or some other similar, specified reason exists 
for prohibiting notification. 

B. School authorities may request that the law enforcement officer put his or her 
reasoning for denial of parent/guardian notification into writing. 

C. A student may not be taken into custody at school on a truancy petition.  
D. Immigration agents are required to have a subpoena or warrant signed by a judge in 

order for the District to release a student into custody.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: 07.13; 03.19 
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Student Privacy and Searches 
State law provides that at certain ages, students attain the right to decide for themselves what 
records will remain confidential, even from their parents, and what activities the student will 
participate in. At age eighteen students become legal adults and must approve any disclosure of 
information about themselves from school records, except directory information if a request for 
confidentiality has not been filed. Students at age eighteen may also sign releases, 
authorizations or permission slips to participate in school activities, and may sign themselves 
out of school and authorize their own absences. Students between sixteen and eighteen who 
have been granted legal emancipation from their parents or guardians have the same rights as 
eighteen year old students. Students over fourteen years of age have the right to keep private 
from everyone any district records indicating that they have been tested or treated for a sexually 
transmitted disease. Students thirteen years and older have confidentiality rights in records 
regarding drug, alcohol or mental health treatment. All students have confidentiality rights in 
family planning or abortion records. 

A. Searches of Students and Personal Property  
Personal privacy is a fundamental aspect of individual liberty. All students possess the 
constitutional right to be secure in their persons, papers, and effects against unreasonable 
searches and seizures. Staff will take particular care to respect students' privacy. 

School officials have authority to maintain order and discipline in the schools and to protect 
students from exposure to illegal drugs, weapons, and contraband. The superintendent, the 
principal, and other staff designated by the superintendent will have the authority to conduct 
reasonable searches on school property as provided by board policy. 

A search is required when there are reasonable grounds to suspect a student has a firearm 
on school grounds, transportation or at school events. 

Prior to conducting a search, school officials will ask that the student consent to be searched 
by removing all items from pockets or other personal effects. If the student refuses to 
consent to the search, school officials may proceed to search the student, the student's 
personal belongings, and the student's locker, as follows: 

1. Any search of a student conducted by a school district employee must be reasonably 
related to the discovery of contraband or other evidence of a student's violation of 
the law or school rules.  
For the purpose of this policy, “contraband” means items, materials, or substances 
the possession of which is prohibited by law or district policy, including but not limited 
to, controlled substances, alcoholic beverages, tobacco products, or any object that 
can reasonably be considered a firearm or a dangerous weapon; and 

2. Staff will conduct searches in a manner which is not excessively intrusive in light of 
the age and sex of the student and the nature of the suspected infraction. 

No student will be subject to a strip search or body cavity search by school staff. 

School officials may consult with local law enforcement officials regarding the advisability of 
a search on school premises by a law enforcement officer if evidence of criminal activity is 
likely to be seized. 

The superintendent will develop procedures regulating searches of students and their 
personal property. 

 

B. Locker Searches  
Students may be assigned lockers for storing and securing their books, school supplies, and 
personal effects. Lockers, desks, and storage areas are the property of the school district. 
No right or expectation of privacy exists for any student as to the use of any space issued or 
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assigned to a student by the school. Lockers and other spaces are subject to search in 
accordance with district policy. 

No student may use a locker, desk, or storage area to store any substance or object which 
is prohibited by law or school rules or which poses a threat to the health, safety or welfare of 
the occupants of the school building or the building itself. 

Any student's locker, desk, or other storage area will be subject to search if reasonable 
grounds exist to suspect that the search will yield evidence of the student's violation of the 
law or school rules. Any search of an individual student's locker will be conducted according 
to board policy governing personal searches. 

All student lockers may be searched at any time without prior notice and without reasonable 
suspicion that the search will yield evidence of any particular student's violation of the law or 
school rules. If the school official conducting such a search develops a reasonable suspicion 
that any container inside the locker, including but not limited to a purse, backpack, gym bag, 
or an article of clothing, contains evidence of a student's violation of the law or school rules, 
the container may be searched according to board policy governing personal searches. 

The superintendent will establish procedures for conducting searches of lockers, desks, or 
storage areas. 

Cross References: Board Policy 3231 Student Records 
  3245 Students and Telecomunnication 

Devices 
  3414  Infectious Diseases  
 
Legal References: RCW 13.64.060 Power and capacity of emancipated 

minor 
  28A.320.040 Bylaws for board and school 

government 
  28A.600.020 Exclusion of student from classroom — 

Written disciplinary procedures — 
Long-term suspension or expulsion 

  28A.600.210-240 School locker searches 
 WAC 392-400-215 Student rights 
 
Management Resources: 
 Policy News, June 1999 School safety bills impact policy 
 

 
 
 
 
 
Adoption Date:  09.23.03 
Hockinson School District  
Revised: 2.27.12 
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Student Privacy and Searches 

Searches of Students and Their Property  
A student is subject to search by district staff if reasonable grounds exist to suspect that 
evidence of a violation of the law or school rules will be uncovered. School staff will report a 
student's suspicious activity to the principal prior to initiating a search, except in emergency 
situations. A search is required when there are reasonable grounds to suspect a student has a 
firearm on school grounds, transportation or at school events. 

A. Establishing reasonable grounds. 
The following review of the basis for the search should occur before conducting a 
search:  
1. Identify: 1) the student's suspicious conduct, behavior, or activity; 2) the source of 

the information; and 3) the reliability of the source of such information. 
2. If suspicion could be confirmed, would such conduct be a violation of the law or 

school rules? 
3. Is the student likely to possess or have concealed any item, material, or substance 

which is itself prohibited or which would be evidence of a violation of the law or a 
school rule? 

B. Conducting the search. 
If the principal, or his or her designee, determines that reasonable grounds exist to 
search a student's clothing, personal effects, desk, locker, assigned storage area, or 
automobile, the search will be conducted as follows: 
1. If evidence of criminal activity is suspected to be present, and prosecution by civil 

authorities will be recommended if confirmed by the search, consult law enforcement 
officials regarding the appropriateness of a search by a law enforcement officer. 

2. If evidence of violation of a school rule is suspected, and if confirmed by the search 
will be handled solely as a student discipline action, proceed to search by asking the 
student to remove all items from pockets, purses, handbags, backpacks, gym bags, 
etc. 

3. If the student refuses to cooperate in a personal search, the student should be held 
until the student's parent or guardian is available to consent to the search. If a parent 
or guardian cannot be reached in a reasonable time, the principal may conduct the 
search without the student's consent. 

Locker Searches 
Lockers, desks, and storage areas are the property of the school district. When assigned a 
locker, desk, or storage area, a student will be responsible for its proper care. A student may be 
subject to a fine for any willful damage to school property. Students are encouraged to keep 
their assigned lockers closed and locked. 

A student's locker desk or storage area may be searched by district staff if reasonable grounds 
exist to suspect that evidence of a violation of the law or school rules will be uncovered. School 
staff will report a student's suspicious activity to the principal prior to initiating a search, except 
in emergency situations when the risk of harm to students or staff demands immediate action. 

Building principals should refer to these procedures for conducting searches of students and 
their property for guidance in establishing whether a search is reasonable under the 
circumstances. 

Principals may search all lockers, desks, or storage areas without prior notice given to students 
and without reasonable suspicion that the search will yield evidence of any particular student's 
violation of the law or school rules.  
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Administrative inspections, or health and welfare inspections, may be conducted at any time for 
the purpose of locating misplaced library books, textbooks, or other school property or to ensure 
that all lockers, desks, or storage areas are being kept clean and free from potential health or 
safety hazards. Periodic inspections of lockers will reinforce the district's ownership of lockers 
and the minimal expectation of privacy students have in the contents of their lockers. 

During a search of all student lockers, if the school official conducting the search discovers any 
container within the locker which may conceal contraband, the container may be searched 
according to district procedures governing searches of students and their property. A “container” 
for the purpose of this policy may include, but is not limited to: an article of clothing, a handbag, 
purse, backpack, gym bag or any other item in which contraband material may be concealed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
Date: 07.13 
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Student Records 
The district will maintain those student records necessary for the educational guidance and/or 
welfare of students, for orderly and efficient operation of schools and as required by law. All 
information related to individual students will be treated in a confidential and professional 
manner. The district will use reasonable methods to ensure that teachers and other school 
officials obtain access to only those education records in which they have legitimate educational 
interests. When information is released in compliance with state and federal law the district and 
district employees are immune from civil liability unless they acted with gross negligence or in 
bad faith.  
The district will retain records in compliance with the current, approved versions of the Local 
Government General Records Retention Schedule (CORE) and the School Districts and 
Educational Service Districts Records Retention Schedule found at The Secretary of State’s 
website: www.sos.wa.gov/archives/recordsretentionschedules.aspx. 
Student records are the property of the district but will be available in an orderly and timely 
manner to students and parents/guardians. “Parent” includes the state Department of Social 
and Health Services when a minor student has been found dependent and placed in state 
custody. A parent/guardian or adult student may challenge any information in a student record 
believed inaccurate, misleading or in violation of the privacy or other rights of the student. 
Student records will be forwarded to other school agencies upon request. A high school student 
may grant authority to the district permitting prospective employers to review the student’s 
transcript. Parental or adult student consent will be required before the district may release 
student records other than to a school agency or organization, except as otherwise provided by 
law.  
A grades report, transcript, or diploma will not be released until a student has made restitution 
for damages assessed as a result of losing or damaging school materials or equipment. If a 
student has transferred to another school district that has requested the student’s records, but 
the student has an outstanding fee or fine, only records pertaining to the student’s academic 
performance, special placement, immunization history, discipline actions, official juvenile court 
records, and history of violence will be sent to the enrolling school. The content of those records 
will be communicated to the enrolling district within two school days and copies of the records 
will be sent as soon as possible. The official transcript will not be released until the outstanding 
fee or fine is discharged. The enrolling school will be notified that the official transcript is being 
withheld due to an unpaid fee or fine. However, for students who meet the definition of 
homeless, the district will make all the student’s records readily available to the enrolling school 
regardless of outstanding fees or fines.  
The superintendent will establish procedures governing the content, management and control of 
student records.  
 
 

Cross References:  Board Policy 2100 Educational Opportunities for Military 
Children  

 Board Policy 3115 Students Experiencing Homelessness - 
Enrollment Rights and Services 

 Board Policy 3520 Student Fees, Fines, or Charges 

 Board Policy 4020 Confidential Communications 

http://www.sos.wa.gov/archives/recordsretentionschedules.aspx
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 Board Policy 4040 Public Access to District Records 

   

Legal References:  20 U.S.C. 1232g Family Education Rights and Privacy Act 

 CFR 34 , Part 99 Family Education Rights and Privacy Act 
Regulations 

 42 U.S.C. 11431 et 
seq. 

McKinney-Vento Homeless Assistance Act 
 

 RCW 13.04.155 Notification to school principal of 
conviction, adjudication, or diversion 
agreement – provision of information to 
teachers and other personnel – 
Confidentiality.  

 RCW 28A.150.510 Transmittal of education records to 
DSHS—Disclosure of educational 
records—Data sharing agreements—
Comprehensive needs requirement 
document—Report. 

 RCW 28A.195.070 Official transcript withholding – Transmittal 
of information 

 RCW 28A.225.151 Reports 

 RCW 28A.225.330 Enrolling students from other districts — 
Requests for information and permanent 
records — Withheld transcripts — Immunity 
from liability — Notification to teachers and 
security personnel — Rules 

 RCW 28A.230.120 High school diplomas — Issuance — 
Option to receive final transcripts —Notice 

 RCW 28A.230.180 Educational and career opportunities in the 
military, student access to information on, 
when 

 RCW 28A.320.128 Notice and disclosure policies – Threats of 
violence - Student Conduct – Immunity for 
good faith notice – Penalty  

 RCW 28A.600.475 Exchange of information with law 
enforcement and juvenile court officials – 
Notification of parents and students. 

 RCW 28A.605.030 Student education records – Parental 
review—release of records—Procedure. 

 
 
 RCW 28A.635.060 Defacing or injuring school property — 

Liability of pupil, parent or guardian — 
Withholding grades, diploma, or transcripts 
— Suspension and restitution — Voluntary 
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work program as alternative — Rights 
protected 

 RCW 40.24.030 Address Confidentiality Program — 
Application — Certification 

 Chapter 246-105 WAC Immunization of child care and school 
children against certain vaccine-
preventable diseases 

 Chapter 392-172A 
WAC 

Rules for the provision of special education 

 Chapter 392-182 WAC Student Health Records 

 Chapter 392-415-WAC Secondary Education- standardized high 
school transcript 

 WAC 181-87-093 Failure to assure the transfer of student 
record information or student records 

 WAC 392-121-182 Alternative learning experience 
requirements 

 WAC 392-122-228 Alternative learning experiences for 
juvenile students incarcerated in adult jail 
facilities 

 WAC 392-500-025 Pupil tests and records — Tests— School 
district policy in writing 

   

Management Resources 
Policy & Legal News:  

July 2019  

 December 2018  

 December 2014 Records Retention Schedule for School 
Districts and ESDs 

 December 2014  

 February 2013   

 February 2010  

 December 2003  

 April 2001  

 
 
 
 
 
 
 
 
 
 
Adoption Date:  03.22.04 
Hockinson School District  
Revised:  06.24.03; 06.11; 2.27.12; 3.25.13; 1.26.15; 02.25.19; 09.30.19 
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Student Records 
The district records custodian will manage student records in the following manner: 

Type of Records 
Student records are divided into two categories: the cumulative folder and supplementary 
records.  
A. Cumulative folder 

The cumulative folder may contain all information about a student thatis collected and 
maintained on a routine basis, such as identifying information (name, birth date, sex, year in 
school, address, telephone number, parent’s name, ethnic classification, emergency 
information, including parent’s place of employment, family doctor, babysitter, siblings); 
attendance records, including date of entry and withdrawal; grades and other student 
progress reports; results of tests of school achievement, aptitude, interests, hearing and 
vision; health and immunization status reports; records of school accomplishments and 
participation in school activities; verified reports of misconduct, including a record of 
disciplinary action taken; and such other information as will enable staff to counsel with 
students and plan appropriate activities. Identifying information may be limited if the student 
is a participant in the state Address Confidentiality Program. 

B. Supplementary records 
Supplementary records about a student may be collected and maintained in connection with 
special school concerns about the student, such as confidential health information or reports 
connected with assessment and placement of a student who is formally identified as a 
“focus of concern;” reports from non-school persons and organizations such as physicians, 
psychologists and clinics, except for general screening purposes; reports pertaining to 
specific problems associated with the student; and current reports of psychological tests and 
progress reports related to a student’s disabling condition. All such reports included in 
records will be dated and signed. 

For the purpose of this procedure, working notes of staff are defined as those records about 
students thatare maintained in the sole possession of the writer and are not accessible or 
revealed to any other person except a substitute for that staff member. Working notes are not 
considered student records within the purview of this procedure. 

Accessibility of Student Records 
Information contained in the cumulative folder and/or supplementary records will be provided to 
persons and agencies as follows: 
A. Parents 

Parents of dependent children have the right to inspect the cumulative folder and/or 
supplementary records of their children. 

 
1. Upon the request of the parent or a staff member, a qualified staff member will 

provide the parent with analysis and interpretation of all information in the cumulative 
folder and supplementary records. The review will occur within five school business 
days after the District receives a request unless a written explanation for not doing so 
is supplied by the custodian of records. In no case will the review occur later than 45 
days after the parent makes the request. 

2. Inspection and review will be conducted during normal working hours, unless the 
custodian (teacher, counselor, nurse, psychologist, principal) consents to other 
arrangements. Custodians will provide assistance in the interpretation and analysis 
of student records as needed. Although records must remain within district control, 
they may be copied or reproduced by or for the parent or eligible student at their own 
expense. 
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B. The Student 
Upon the request of the student, a qualified staff member will interpret information from the 
cumulative folder to the student. The qualified staff member will interpret information 
contained in supplementary records to the student upon his/her request and with the 
consent of the parent. The adult student may inspect his/her cumulative folder and 
supplementary records. The right of access granted the parent or adult student includes the 
right to be provided a list of the types of student-related education records maintained by the 
school and the District. The parent and adult student will have the right to inspect or to be 
informed of the content of any record containing personally identifiable information regarding 
more than one student, provided that the right to access will apply only to that portion of the 
record or document thatrelates to the student. Upon graduation from high school, a student 
may request to receive a final transcript in addition to the diploma. 
Parents and adult students will be notified annually of their right to inspect and review the 
records of their children and their other rights under the Family Education Rights and 
Privacy Act through the Web site and school calendar. 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students 
over 18 years of age (“eligible students”) certain rights with respect to the student’s 
education records. They are: 

1. The right to inspect and review the student’s education records within 45 days of the 
day the District receives a request for access. Parents or eligible students should 
submit a written request to the district records custodian that identifies the record(s) 
they wish to inspect. The records custodian will arrange for access and notify the 
parent or eligible student of the time and place where they may inspect records. 

2. The right to request amendments to the student’s education records that the parent 
or eligible student believe to be inaccurate or misleading. Parents or eligible students 
may ask the District to amend a record that they believe is inaccurate or misleading. 
They should write the school principal, clearly identify the part of the record they 
want changed, and specify why it is inaccurate or misleading. If the District decides 
not to amend the record as requested by the parent or eligible student, the District 
will notify the parent or eligible student of the decision and advise them 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 consent to disclosures of personally identifiable information contained in 
the student’s education records, except to the extent that FERPA authorizes 
disclosure without consent. Exceptions permitting disclosure without consent are: 
disclosure deemed by the District as necessary to protect the health or safety of the 
student or other individuals and disclosure to school officials with legitimate 
educational interests. A school official is a person employed by the District as an 
administrator, supervisor, instructor, or support staff member (including health or 
medical staff and law enforcement unit personnel); a person serving on the school 
board; a person or company with whom the District has contracted to perform a 
special task (such as an attorney, hearing officer, auditor, medical consultant, or 
therapist); or a parent or student serving on an official committee, such as a 
disciplinary or grievance committee, or 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 District discloses educational records without consent to officials 
of another school district in which a student seeks or intends to enroll. 
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4. The right to file a complaint with the U.S. Department of Education concerning 
alleged failures by the District to comply with the requirements of FERPA. The name 
and address of the Office that administers FERPA is: 

Family Policy Compliance Office 
U.S. Department of Education  
400 Maryland Avenue S.W. 
Washington, D.C. 20202 

C. Staff 
Staff or other school officials who have a legitimate, educational interest in a student will 
have access to the cumulative folder and any supplementary records. 

D. Other Districts 
Other districts will be provided with records upon official request from the District, unless the 
student has an outstanding fee or fine. In those instances the enrolling school will be 
provided with the student’s academic, special placement, immunization history, discipline 
records, official juvenile court records, and history of violence within two school days, but the 
official transcript will be withheld until the fee or fine is discharged. The enrolling school 
district will be notified that the transcript is being withheld due to an outstanding fee or fine. 
However, for students who meet the definition of homeless, the District will make all the 
student’s records readily available to the enrolling school regardless of outstanding fees or 
fines. At the time of transfer of the records, the parent or adult student may receive a copy of 
the records at his/her expense if requested and will have an opportunity to challenge the 
contents of the records. Parents will be advised through the annual Student Handbook that 
student records will be released to another school where the student has enrolled or intends 
to enroll. 

E. Other Persons and Organizations 
Prospective employers may request to review the transcript of a student. The District will 
advise each parent or adult student at least annually that such requests will be honored only 
upon a signed release of the parent or adult student. The District will release iinformation 
contained in the student’s cumulative folder and supplementary records to persons and 
organizations other than the student, parent, staff and other districts only with the written 
consent of the parent or adult student with the following exceptions: 

1. The District may release directory information publicly without consent upon the 
condition that the parent or adult student is notified annually of the school’s intention 
to release such information and is provided the opportunity to indicate that such 
information is not to be released without prior consent. The District will not release 
directory information for commercial reasons. The District has designated the 
following as directory information: the student’s name, photograph, address, 
telephone number, date and place of birth, dates of attendance, participation in 
officially recognized activities and sports, weight and height of members of athletic 
teams, dates of attendance, diplomas and awards received and the most recent 
previous school attended. The actual residential addresses of participants in the 
state Address Confidentiality Program will not be available for release as directory 
information. Social Security numbers, student identification numbers (with 
authentication factors such as a secret password or personal identification number) 
or other personally identifiable information is not considered directory information. 

2. Information may be released to authorized representatives of the comptroller general 
of the United States, the commissioner of education, and/or an administrative head 
of an education agency or state education authorities in connection with the audit 
and evaluation of federally supported education programs or in connection with the 
enforcement of the federal legal requirements for such programs. 

http://ptac.ed.gov/sites/default/files/LEA%20Transparency%20Best%20Practices%20final_0.pdf
http://ptac.ed.gov/sites/default/files/LEA%20Transparency%20Best%20Practices%20final_0.pdf
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3. Information may be released to state and local officials to whom such information is 
specifically required to be reported or disclosed pursuant to Washington state statute 
(examples: reporting child abuse or referrals to juvenile court for truancy). 

4. Information may be released to organizations conducting studies for educational 
agencies for the purpose of developing, validating or administering predictive tests or 
improving instruction, if such studies are conducted in such a manner as will not 
permit the personal identification of students and their parents by persons other than 
the representatives of such organizations and if such information will be destroyed 
when no longer needed for the purpose for which it has been gathered. 

5. Information may be released in compliance with a judicial order or lawfully issued 
subpoena including ex parte court orders under the USA Patriot Act, upon condition 
that a reasonable effort was made to notify the parent or adult student in advance of 
such compliance unless such notice is not allowed by the order or subpoena. 

6. Information may be released to appropriate persons and agencies in connection with 
an emergency to protect the health or safety of the student or other persons. The 
District will take into account the totality of the circumstance and determine if there is 
an articulable and significant threat to the health or safety of the student or other 
individuals. When information from a student’s record, other than directory 
information, is released to any person or organization other than staff, a record of 
such release will be maintained as part of the specific record involved. Telephone 
requests for information about students will not be honored unless the identity of the 
caller is known and the caller is authorized to receive the information under 
provisions of these procedures. A record will be made of any such release of 
information and placed in the student’s cumulative folder. This record of access will 
include date of access, name of the party granted access and the legitimate 
educational interest of the party granted access. 

7. A high school adult student and/or parent/legal guardian may grant authority to the 
District permitting prospective employers to review the student’s transcript. 

Confidential Health Records 
Confidential health records should be stored in a secure area accessible only to the school 
health care provider, unless an appropriately executed release under Ch. 70.02 has been 
obtained. Such records are also covered by the Family Education Rights and Privacy Act, 
permitting parent access to review and otherwise exercise FERPA rights regarding the records. 
There is a higher standard of confidentiality and minor student’s rights of privacy for records 
pertaining to HIV, sexually transmitted diseases, drug or alcohol treatment, mental health 
treatment, family planning or abortion. The releases for information regarding sexually 
transmitted diseases, HIV and drug or alcohol treatment are more restrictive than ordinary 
medical releases. 

Challenges and Hearings 
At the time of inspection and review the parent or adult student granted access to records may 
challenge the appropriateness and accuracy of any record directly related to the student and 
may demand correction or deletion. Custodians (teacher, counselor, nurse, psychologist) may 
honor such demands by correcting or deleting records which are misleading, violative of privacy 
or inaccurate, provided that the senior custodian (principal or department head) concurs.  
If the senior custodian denies the demanded correction or deletion, the parent or adult student 
may request an informal hearing before the superintendent, which hearing will be held within ten 
(10) school days of the receipt of such request. During the hearing the superintendent will 
review the facts as presented by the parent or adult student and the custodian and decide 
whether or not to order the demanded correction or deletion. The superintendent will send 
his/her written decision to the parent or adult student within ten (10) school days of the hearing. 
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Upon denial of correction or deletion by the superintendent, the parent or adult student may 
make a written request for a board hearing, which is closed to the public, to be conducted in 
conjunction with the board’s next regular meeting. During such hearing, the board will review the 
facts as presented by the parent or adult student and senior custodian and decide whether or 
not to order the demanded correction or deletion. The board will send its written decision to the 
parent or adult student within 10 school days of the hearing. 
Parents or adult students challenging the appropriateness and accuracy of student records may 
insert a written explanation of their objections in such records. 
Maintenance of Student Records 
The student’s principal, counselor or teacher will be the custodian of the cumulative folder. The 
principal or the student’s counselor will be the custodian of the supplementary records. 
Duplicate copies of all guidance case study reports and reports from non-school agencies 
contained in a student’s supplementary record may be maintained in the district office under the 
supervision of the superintendent. 
Custodians will: 
A. Maintain only those records authorized by these procedures; 
B. Safeguard student records from unauthorized use and disposition; 
C. Maintain access records; 
D. Honor access requests for parent or adult student; 
E. Delete or correct records upon approval of the senior custodian or upon order of the 

superintendent or the board; and 
F. Follow the records review schedule and procedures established by the senior custodian. 
Senior custodians may assume the duties of custodians and will: 
A. Request student records from other schools; 
B. Maintain security of student records; 
C. Transfer, destroy and expunge records as permitted; 
D. Supervise activities of their custodians; 
E. Conduct informal hearings and grant or deny approval of corrections or deletions requested 

by parents or adult students; 
F. Establish records review schedules and procedures for their respective schools or 

departments in accordance with procedures governing records disposition. (Psychological 
test scores will be reviewed annually to determine their relevance to the continuing 
educational needs of the student.); 

G. Upon transfer of the student to the next level (elementary to middle school, middle school to 
high school) or upon graduation or transfer outside the District, remove for retention, 
preservation or destruction in accordance with applicable disposition procedures any 
records no longer pertinent to educational program placement; and 

H. Certify to the district records custodian by June 30 of each year the following: 
1. Only records pertinent to educational program placement are being maintained, 

unless otherwise authorized by law; and 
2. Required reviews have been accomplished. 

The district records custodian will provide overall supervision of student records management 
and control and will enforce the student records policy and the administrative procedures. 
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The District will use an array of methods to protect records, including passwords, physical 
controls (such as locked cabinets), technological controls (such as role-based access controls 
for electronic records) and administrative procedures. 

Disposition of Student Records 
The permanent student record will serve as the record of the student’s school history and 
academic achievement. Permanent records filed in the student’s cumulative folder are to be 
extracted and retained before disposition of the folder. 
Within ten (10) days after receiving a request, the District will furnish a set of unofficial 
educational records to the parent of a student transferring out of state who meets the definition 
of a child of a military family in transition. When a student transfers to another school in the 
District, all records including the permanent student record will be transmitted to the other 
school. When a student transfers to a school outside of the District, the senior custodian will 
purge the cumulative folder of all nonofficial, extraneous information. A copy of all records will 
be sent to the requesting school, unless the student has an outstanding fee or fine. In those 
instances the enrolling school will be provided with information regarding the student’s 
academic, special placement, immunization history and discipline records within two school 
days, and the records will be sent as soon as possible. The official transcript will be withheld 
until the fee or fine is discharged. The enrolling school district will be notified that the transcript 
is being withheld due to an outstanding fee or fine. The cumulative folder for an elementary or 
middle school student who leaves the District will be maintained for two years after 
discontinuance of enrollment in the District. 
Cumulative folders and supplementary records of high school students will be retained 
according to the Washington State Records Retention Schedule In all cases, the student’s 
permanent record card will be retained in perpetuity by the District.  
At the time a student graduates from school or ceases to need special educational services, the 
parent/guardian or adult student will be informed that personally identifiable information 
regarding the disabling condition is no longer needed for educational purposes AND that the 
special education records will be retained by the District for six (6) years before being destroyed 
pursuant to the School Districts and Educational Districts Records Retention Schedule 
approved in accordance with RCW 40.14.070. 
When informing the parent or adult student about his/her rights regarding such records, the 
District will advise the parent or adult student that the information may be needed by the student 
or the parent to establish eligibility for certain adult benefits, e.g., social security AND that the 
parent/guardian/adult student should ensure that they possess the necessary documentation, or 
request copies of certain records from the District BEFORE the District records are destroyed in 
six (6) years. At the parent’s/guardian’s or adult student’s request, the record information 
relating to the disabling condition will be destroyed but ONLY after the records have met their 
six (6) year retention requirement pursuant to the School District’s and Educational Districts 
Records Retention Schedule. The District may, in its discretion, choose to retain these records 
for a longer period of time for business purposes. 
A parent or adult student, at his/her expense, may receive a copy of all records to be 
transmitted to another district. 

Large Scale Destruction of Student Records 
After exercising care in accordance with that contained in the previous section (Disposition of 
Student Records), the senior custodian will bundle all records and send them to the district 
office. Each bundle will be plainly marked: “Student Records--for Destruction,” dated and signed 
by the senior custodian. A summary sheet will be completed and retained in the office. The 
sheet will indicate: “As of this date, I have determined that the following records may be 
destroyed in accordance with district and state requirements and have submitted them for 
destruction.” The summary sheet will be dated and signed by the senior custodian. 
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Electronic Records 
Electronic records (including e-mail and web content) created and received by the District in the 
transaction of public business are public records for the purposes of RCW 40.14 and will be 
managed consistent with all of the laws and regulations governing the retention disclosure, 
destruction and archiving of public records. The District will manage electronic records 
according to the same provisions as paper documents as set forth in the records retention 
schedules. Electronic records will be retained in electronic format and remain usable, 
searchable, retrievable and authentic for the length of the designated retention period. The 
District will retain electronic records designated as archival in the original format along with the 
hardware and software required to read the data, unless the data has been successfully 
migrated to a new system. (The District will retain records in compliance with the General 
Records Retention Schedule for School Districts and Educational Service Districts in 
Washington State found at: www.sos.wa.gov/archives/recordsretentionschedules.aspx.) 

Cut-Off 
Whenever applicable, the retention period starts with the “cut-off.” “Cut-off” is a term used to 
indicate files or records may be terminated on a predetermined date. “Cut-off” prevents current 
records from attaining unmanageable size and facilitates the filing of new records. Calendar 
year records may be “cut-off” on December 31, and a new file established on January 1; all 
fiscal year records can be “cut-off” only upon the completion of an action or event, such as 
termination of contract, final payment of a contract, termination of employment, etc. Regardless 
of the duration of the retention period, records series should be kept in the office files after “cut-
off” only as long as is necessary to satisfy: (1) active reference; (2) audit, when required; and (3) 
other operational requirements. Once these three factors have been satisfied, the records 
should be transferred to a records center or to an appropriate alternative format, including 
electronically for the remainder of the retention period. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13; 02.13; 12.14; 2.17; 04.18; 05.19; 10.19 
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Students 

Parent and Student Rights in Administration of Surveys, 
Analysis or Evaluations 

All instructional materials, including supplementary materials and teachers manuals, used with 
any survey, analysis or evaluation in a program or project supported by federal funds are 
available for inspection by parents and guardians. 

No student will be required as part of any project or program supported by federal funds to 
submit to a survey, analysis or evaluation that reveals information concerning the following 
without prior written consent of the student, if the student is an adult or an emancipated minor, 
or the student’s parent: 

A. Political affiliations or beliefs of the student or the student’s parent; 
B. Mental or psychological problems of the student or the student’s family; 
C. Sex behavior or attitudes; 
D. Illegal, anti-social, self-incriminating or demeaning behavior; 
E. Critical appraisals of other individuals with whom the student has close family 

relationships; 
F. Legally recognized privileged or analogous relationships, such as those of lawyers, 

physicians, and ministers; 
G. Religious practices affiliations, or beliefs of the student or student’s parent; or 
H. Income (other than that required by law to determine eligibility for participation in or for 

receiving financial assistance under such program). 

The district will make arrangements to protect student privacy during the administration of 
surveys and the collection, disclosure or use of personal information for marketing, sales or 
other distribution purposes. 

The superintendent or designee will develop procedures consistent with this policy.  

 
 
  
Cross References:  Board Policy 3231 Student Records 

   

Legal References:  20 U.S.C. 1232h(c) No Child Left Behind Act of 2001 

 34 CFR Part 98 Student rights in research, experimental 
activities and testing 

   

Management Resources 
Policy & Legal News:  

February 2018  

 April 2003 Districts Required to Review Collection and 
Dissemination of Information 

 
 
 
 
 
Adoption Date:  09.23.03 
Hockinson School District  
Revised: 2.27.12; 03.26.18 
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Parent and Student Rights in Administration of Surveys, 
Analysis or Evaluations 

Right to Inspect 
Parents, upon request, will have the opportunity to inspect the following: 

A. Surveys created by a third party before the survey is administered or distributed by a 
school to students; 

B. Instructional material used as part of the educational curriculum; and 

C. Any survey document used to collect information from students. 

Notice 
At the beginning of each school year the district will provide parents and adult or emancipated 
minor students written notice of the district’s continued use of Policy 3232 and this procedure. 
The notice will include the specific or approximate dates of any student survey, analysis or 
evaluation scheduled during the school year.  

Opt-Out 
The notice will also offer parents and adult or emancipated minor students the opportunity to  
opt their children or themselves out of participating in the following activities: 

A. Any survey that reveals information described in Policy 3232  

B. Activities involving collection, disclosure, or use of personal information obtained from 
students for marketing or selling to others; or 

C. Any non-emergency, invasive physical examination or screening required as a condition 
of attendance, administered by the school, and not necessary to protect the immediate 
health and safety of a student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13; 04.18 
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Protection of Student Personal Information 
 

The Board of Directors recognizes that high-quality education data collected by its contracted 
school service providers is an important component for improving student achievement.  The 
Board also recognizes that the District plays a role in ensuring that school service providers use 
the personal information of students in a responsible and ethical manner consistent with the 
privacy protections required under federal and state law.  

To this end, the District will ensure that all negotiated contracts and online “Terms of Use” 
agreements with school service providers align with the Student User Privacy in Education 
Rights (SUPER) Act codified at Chapter 28A.604, RCW and the procedure that accompanies 
this policy.   

 

 

 

 

Legal References: Chapter 28A.604 RCW Student User Privacy in Education 
Rights Act 

 20 U.S.C. §1232g Family Education Rights and Privacy Act 
 20 U.S.C. §1232h Protection of Pupil Rights Amendment 
   
Cross References: 2022 Electronic Resources and Internet 

Safety 
 3231 Student Records 
 3232 Parent and Student Rights in 

Administration of Surveys,  Analysis or 
Evaluations 

 4040 Public Access to District Records 
 6230 Relations with Vendors 
   
Management Resources 
Policy & Legal News: 

 
April 2017 

 

 U.S. Department of Education Privacy Technical Assistance Center 
“Transparency Best Practices for Schools and Districts” 

 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  05.25.17 
Hockinson School District  
Revised:   

http://ptac.ed.gov/sites/default/files/LEA%20Transparency%20Best%20Practices%20final_0.pdf
http://ptac.ed.gov/sites/default/files/LEA%20Transparency%20Best%20Practices%20final_0.pdf
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Protection of Student Personal Information 
This procedure will apply to all District contracts with school service providers as defined below. 
Prior to entering into such contracts and regardless of their form, District employees will consult 
with the Superintendent or the Superintendent’s designee and/or the school or district business 
officer to verify that any such contract aligns with Chapter 28A.604, RCW, the Student User 
Privacy in Education Rights (SUPER) Act, as well as any relevant guidelines listed in this 
procedure. 

Definitions 
School service means a website, mobile application, or online service that meets all three of 
the following criteria: a) it is designed and marketed primarily for use in a K–12 school; b) it is 
used at the direction of teachers or other employees of a K–12 school and c) it collects, 
maintains or uses student personal information.  This term does not include websites, mobile 
applications or online services designed and marketed for use by individuals or entities 
generally, even if also marketed to a K–12 school. 

School service provider means an entity that operates a school service.  

Student personal information as used in this policy and procedure is consistent with the term 
as used in Chapter 28A.604, RCW and means:  

1. Information collected through a school service that personally identifies an individual 
student; OR  

2. Other information collected and maintained about an individual student that is linked to 
information that identifies an individual student and would allow a reasonable person in 
the school community, who does not have personal knowledge of the relevant 
circumstances, to identify the student with reasonable certainty.  

Such information includes, but is not limited to, a student’s name, identification numbers, date of 
birth, demographic information, residence, school student identification number, attendance 
records, student discipline records, free and reduced lunch information, special education and 
related services information, standardized test scores and other student growth data. 
“Information that personally identifies a student” should be considered synonymous with 
“personally identifiable information” as that term is used in the Family Educational Rights and 
Privacy Act (FERPA), 20 U.S.C. 1232G and 34 C.F.R. Part 99.    

Targeted advertising means sending advertisements to a student where the advertisement is 
selected based on information obtained to infer from a student’s online behavior, application 
usage, or personal information. It does not include: a) advertising to a student at an online 
location based upon that student’s current visit to that location without the collection and 
retention of a student’s online activities over time; or b) adaptive learning, personalized learning 
or customized education. 

Terms of service agreement (otherwise known as a “Click-Wrap” agreement) means an 
online agreement that requires a user to click to accept the agreement in order to access the 
service or application for the first time. Once a user clicks “I agree,” the terms will likely govern 
what information the provider may collect from or about students, how they may use this 
information, and with whom they will share the information.  

Student User Privacy in Education Rights (SUPER) Act requirements 

All school service providers must:  

A. Provide the District (including the relevant administrator and/or teacher) with clear and easy 
to understand information about the types of student personal information it collects and 
about how it uses and shares student personal information. 

B. Provide the District with prominent notice before making material changes to their privacy 
policy for school services. 
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C. Facilitate parent/guardian access to and correction of student personal information through 
direct communication with the school service provider or through the appropriate 
teacher/administrator of the District. 

D. Collect, use and share student personal information only for purposes authorized by the 
District’s school or teacher consistent with federal and state law and District policy or as 
authorized in writing by the student’s parent/guardian.  

E. Maintain a comprehensive information security program that is reasonably designed to 
protect the security, confidentiality and integrity of student personal information. The 
information security program should make use of appropriate administrative, technological, 
and physical safeguards. 

F. Delete student personal information within a reasonable period of time if the relevant school 
or district requests deletion of the data under the control of the school unless: 1) the school 
service provider has obtained student consent or the consent of the student’s 
parent/guardian to retain information related to that student; or 2) the student has 
transferred to another school and the receiving school has requested that the school service 
provider retain information related to that student. 

Consistent with federal and state law, school service providers may use student personal 
information for purposes related to: 

A. Adaptive learning or personalized/customized education; 

B. Maintaining, developing, supporting, improving, or diagnosing the school service provider’s 
website, mobile application, online service, or application; 

C. Providing recommendations for school, educational or employment purposes within a school 
service, provided that responses are not determined in whole or in part by any payment or 
other consideration from a third party ; or  

D. Responding to a student’s request for information or feedback without the information or 
response being determined in whole in part by payment or other consideration from a third 
party. 

School service providers are prohibited from: 

A. Collecting, using, and sharing student personal information without District authorization 
consistent with federal and state law and District policies or parent/guardian consent. 

B. Selling student personal information.  This prohibition does not apply to the purchase, 
merger, or acquisition of a school service provider, or to assets of a school service provider 
by another entity, provided that the successor entity continues to be subject to the same 
contractual terms as the original school service provider with respect to previously acquired 
student personal information under the authority of Chapter 28A.604, RCW. 

C. Using or sharing any student personal information for purposes of targeted advertising to 
students. 

D. Using student personal information to create a personal profile of a student other than for 
supporting purposes authorized by the school or the teacher or with consent of the student’s 
parent/guardian. 

E. Using student personal information in a manner that is materially inconsistent with the 
school service provider’s privacy policy or its contract with the District or school in effect at 
the time of collection of the information without obtaining prior consent from the 
Superintendent or their designee. 
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The District may permit an exception to the above prohibitions consistent with federal and state 
law, with the exception of (C) in the above paragraph, on use and disclosure of student personal 
information by a school service provider to:  

A. Protect the security or integrity of its website, mobile application or online service; 

B. Ensure legal or regulatory compliance or to take precautions against liability;  

C. Respond to or participate in the judicial process as permitted by federal and state law; 

D. Protect the safety of users or others on the website, mobile application or online service; 

E. Investigate a matter related to public safety; or 

F. A subcontractor if the school service provider: 1) contractually requires compliance with 
federal and state privacy laws and prohibits the subcontractor from using student personal 
information for any purpose other than providing the contracted service to or on behalf of the 
school service provider; 2) prohibits the subcontractor from disclosing any student personal 
information provided by the school service provider to third parties unless the disclosure is 
expressly permitted by any of the above bulleted items or is used for adaptive learning and 
customized education purposes pursuant to RCW 28A.604.050 or if consent is obtained in 
compliance with RCW 28A.604.060, as well as federal and state privacy laws; and 3) 
requires the subcontractor to comply with all requirements of Chapter 28A.604, RCW.  

Model terms for district and school service provider contracts  
The following guidelines are intended to assist contract managers in their review of draft 
contracts with school service providers and should be read in conjunction with the statutory 
requirements of chapter 28A.604 RCW, RCW 28A.605.030, and the Family Educational Rights 
and Privacy Act, 20 U.S.C. 1232g and 34 C.F.R. Part 99, listed above.  These guidelines are 
not intended as a substitute for lawful compliance with federal and state privacy laws protecting 
personally identifiable student information, consultation with legal counsel, and/or contract legal 
review. 

1. Definition of Data: 
Data should be defined broadly to include all information to which providers may have 
access and specifically should include all student personal information as defined above, 
information contained in or derived from student education records, metadata, and user 
content. 

2. Data De-Identification: 
The “de-identification of data” means the removal of all direct and indirect personal 
identifiers, including but not limited to a student’s name, date of birth, identification 
numbers, demographic information, residence, school identification number, and other 
personal information collected and maintained by the District about an individual student 
that is linked to information that identifies an individual student.  De-identification means 
the removal of such information that, alone or in combination with other information 
would allow a reasonable person in the school community, who does not have personal 
knowledge of the relevant circumstances, to identify the student with reasonable 
certainty. Additionally, the school service provider should agree not to attempt to re-
identify de-identified data and not to transfer de-identified data to any party unless that 
party agrees not to attempt re-identification. 

Any agreements with contracted school service providers will contain these de-
identification requirements and the definitions above. 

3. Marketing and Advertising:  
Agreements should state the legal prohibition on using or sharing any student personal 
information for purposes of targeted advertising to students (see above) and to also 
prohibit use of data for targeted marketing to students and marketing or advertising to 
parents. 
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Avoid language allowing a school service provider to use data to market or advertise to 
students or their parents.  

4. Modification of Terms of Service:  
Consider adding language to state the legal prohibition on the provider changing how it 
collects, uses or shares data in the of the agreement in any way without advance notice 
to the District to require consent from the District.   

Avoid language stating that the school service provider will only notify the 
School/District of material changes. 

5. Data Collection:  
Agreements should limit data collection to only what is necessary to fulfill the agreement 
if the agreement with the school service provider relates to data protected under the 
Family Educational Rights and Privacy Act (FERPA), i.e., “Provider will only collect data 
necessary to fulfill its duties as outlined in this Agreement.”  

Avoid any language regarding student user access through a third-party website (such 
as a social networking site) resulting in the collection of personal information associated 
with that site. 

6. Data Use:  
Agreements should restrict the school service provider’s use of data to the purposes 
outlined in the agreement.  

Avoid any provision with words to the effect that actions may occur without notice to 
users.  

7. Data Mining:   
Consider prohibiting the school service provider from mining data for any purposes 
other than those agreed to by the parties, as such actions could lead to violations of 
FERPA or the Protection of Pupil Rights Amendment (PPRA) as well as the provisions of 
corresponding state law.  

Avoid any language stating that data mining or scanning of user content will occur for 
the purpose of advertising or marketing to students or parents.  

8. Data Sharing:   
Consider adding language to the effect that the School/District understands that the 
school service provider will rely on one or more subcontractors to perform services 
under this agreement, and that all subcontractors and successor entities of the provider 
will be subject to the terms of the agreement.   

Avoid language indicating that the school service provider may share information with 
one or more subcontractors without notice to user. 

9. Data Transfer/Destruction:   
Consider language requiring the school service provider to ensure that all data in its 
possession (or that of its subcontractors, agents or any other party to whom the provider 
has transferred data) will be destroyed or transferred to the School/District when it is no 
longer needed for the specified purpose, at the request of the School/District.  

Avoid language to the effect that the school service provider maintains the right to use 
data or user content. 

10. Rights/License to Data: 
Consider language to the effect of, “the parties agree that all rights, including intellectual 
property rights, shall remain the exclusive property of the School/District and the school 
service provider has a limited, nonexclusive license solely for the purpose of performing 
its obligations in this Agreement. This Agreement does not give the provider any rights, 



Page 5 of 5  

Procedure 3235P  

implied or otherwise, to data, content, or intellectual property except as stated in this 
Agreement.  This includes the right to sell or trade data.”  

 Avoid language to the effect that District data or user content grants the school service 
provider with an irrevocable right to license, transmit, or display data or user content. 

11. FERPA Access: 
Agreements should allow the District to provide parents with access to education records 
as required by FERPA and Chapter 28A.605 RCW, e.g. “Any data held by provider will 
be made available to the School/District upon request by the School/District.”  

Avoid language that places barriers (i.e., excessive time for provider response) on the 
School’s/District’s access to its data held by the school service provider. 

12. Consider (in addition to requiring the school service provider to take administrative, 
physical and technical safeguards to secure data as required under state law) including 
provisions such as “industry best practices,” periodic risk assessments, remediation of 
any identified security vulnerabilities in a timely manner, a written incident response 
plan, prompt notification of the School/District in the event of a breach, response 
protocol for a breach, and sharing of incident response plans upon request. 

Avoid contracts that do not reference security controls or those that include a standard 
other than “industry best practices.”    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: 05.08.17 
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Student Discipline 
 
“Discipline” means any action taken by the school district in response to behavioral violations. 
Discipline is not necessarily punitive, but can take positive and supportive forms. Data show that 
a supportive response to behavioral violation is more effective and increases equitable 
educational opportunities. The purposes of this policy and accompanying procedure include:  

• Engaging with families and the community and striving to understand and be responsive 
to cultural context 

• Supporting students in meeting behavioral expectations, including providing for early 
involvement of parents 

• Administering discipline in ways that respond to the needs and strengths of students and 
keep students in the classroom when possible 

• Providing educational services that students need during suspension and expulsion  
• Facilitating collaboration between school personnel, students, and parents, and thereby 

supporting successful reentry into the classroom following a suspension or expulsion 
• Ensuring fairness, equity, and due process in the administration of discipline 
• Providing every student with the opportunity to achieve personal and academic success 
• Providing a safe environment for all students and for district employees 

 
The Superintendent shall establish and make available rules of student conduct, designed to 
provide students with a safe, healthy, and educationally sound environment. Students are 
expected to be aware of the District’s rules of student conduct, including behavior standards that 
respect the rights, person, and property of others. Students and staff are expected to work 
together to develop a positive climate for learning. 
 
Minimizing exclusion, engaging with families, and supporting students  
Unless a student’s presence poses an immediate and continuing danger to others or an 
immediate and continuing threat to the educational process, staff members must first attempt 
one or more forms of other forms of discipline to support students in meeting behavioral 
expectations before imposing classroom exclusion, short-term suspension, or in-school 
suspension. Before imposing a long-term suspension or expulsion, the District must first 
consider other forms of discipline. 
  
These other forms of discipline may involve the use of best practices and strategies included in 
the state menu for behavior developed under RCW 28A.165.035. The accompanying procedure 
will identify a list of other forms of discipline for staff use. However, staff members are not 
restricted to that list and may use any other form of discipline compliant with WAC 392-400-
025(9). 
 
School personnel must make every reasonable attempt to involve parents and students to 
resolve behavioral violations. The District must ensure that associated notices, hearings, 
conferences, meetings, plans, proceedings, agreements, petitions, and decisions are in a 
language the student and parents understand; this may require language assistance. Language 
assistance includes oral and written communication and further includes assistance to 
understand written communication, even if parents cannot read any language. The District’s use 
of suspension and expulsion will have a real and substantial relationship to the lawful 
maintenance and operation of the school district, including but not limited to, the preservation of 
the health and safety of students and employees and the preservation of an educational 
process that is conducive to learning.  
 
As described in the procedures, the District will offer educational services to students during 
suspension or expulsion. When the District administers a long-term suspension or expulsion, 
the District will timely hold a reengagement meeting and collaborate with parents and students 
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to develop a reengagement plan that is tailored to the student’s individual circumstances, in 
order to return the student to school successfully. Additionally, any student who has been 
suspended or expelled may apply for readmission at any time.  
 
Staff authority 
District staff members are responsible for supervising students during the school day, during 
school activities, whether on or off campus, and on the school bus. Staff members will seek 
early involvement of parents in efforts to support students in meeting behavioral expectations. 
The Superintendent has general authority to administer discipline, including all exclusionary 
discipline. The Superintendent will identify other staff members to whom the Superintendent has 
designated disciplinary authority. After attempting at least one other form of discipline, teachers 
have statutory authority to impose classroom exclusion for behaviors that disrupt the 
educational process. Because perceptions of subjective behaviors vary and include implicit or 
unconscious bias, the accompanying procedures will seek to identify the types of behaviors for 
which the identified district staff may administer discipline.  
 
Ensuring fairness, providing notice, and an opportunity for a hearing 
When administering discipline, the District will observe all of the student’s constitutional rights. 
The District will notify parents as soon as reasonably possible about classroom exclusion and 
before administering any suspension or expulsion. The District will provide opportunities for 
parent participation during an initial hearing with the student. The District will provide parents 
with written notice, consistent with WAC 392-400-455, of a suspension or expulsion no later 
than one school business day following the initial hearing. As stated above, language 
assistance includes oral and written communication and further includes assistance to 
understand written communication, even if parents cannot read any language. The District has 
established procedures for review and appeal of suspensions, expulsions, and emergency 
expulsions, consistent with WAC 392-400-430 through 392-400-530.  
The District has also established procedures to address grievances of parents or students 
related to other forms of discipline, classroom exclusion, and exclusion from transportation or 
extra-curricular activity. The grievance procedures include an opportunity for the student to 
share his or her perspective and explanation regarding the behavioral violation.  
 
Development and review 
Accurate and complete reporting of all disciplinary actions, including the behavioral violations 
that led to them, is essential for effective review of this policy; therefore, the District will ensure 
such reporting.  
 
The District will periodically collect and review data on disciplinary actions taken against 
students in each school. The data will be disaggregated into subgroups as required by RCW 
28A.300.042, including students who qualify for special education or Section 504. The data 
review will include classroom exclusion, in-school and short-term suspensions, and long-term 
suspensions and expulsions. The district will invite school personnel, students, parents, families, 
and the community to participate in the data review. The purpose of the data review is to 
determine if disproportionality exists; if disproportionality is found the District will take action to 
ensure that it is not the result of discrimination and may update this policy and procedure to 
improve fairness and equity regarding discipline.  
 
Distribution of policies and procedures 
The school District will make its discipline policies and procedures available to families and the 
community. The District will annually provide its discipline policies and procedures to all district 
personnel, students, and parents, which may require language assistance for students and 
parents with limited-English proficiency under Title VI of the Civil Rights Act of 1964. The school 
district will ensure district employees and contractors are knowledgeable of the discipline 
policies and procedures.  
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Student Discipline 
 

Definitions 
For purposes of all disciplinary policies and procedures, the following definitions will apply: 

• “Behavioral violation” means a student’s behavior that violates the district’s discipline 
policies.  

• “Classroom exclusion” means the exclusion of a student from a classroom or 
instructional or activity area for behavioral violations, subject to the requirements of WAC 
392-400-330 and 392-400-335. Classroom exclusion does not include action that results 
in missed instruction for a brief duration when: 

(a) a teacher or other school personnel attempts other forms of discipline to 
support the student in meeting behavioral expectations; and  
(b) the student remains under the supervision of the teacher or other school 
personnel during such brief duration. 

• “Culturally responsive” has the same meaning as “cultural competency” in RCW 
28A.410.270, which states "cultural competency" includes knowledge of student cultural 
histories and contexts, as well as family norms and values in different cultures; 
knowledge and skills in accessing community resources and community and parent 
outreach; and skills in adapting instruction to students' experiences and identifying 
cultural contexts for individual students.  

• “Discipline” means any action taken by a school district in response to behavioral 
violations.   

•  “Disruption of the educational process” means the interruption of classwork, the 
creation of disorder, or the invasion of the rights of a student or group of students. 

• “Emergency expulsion” means the removal of a student from school because the 
student’s presence poses an immediate and continuing danger to other students or 
school personnel, or an immediate and continuing threat of material and substantial 
disruption of the educational process, subject to the requirements in WAC 392-400-510 
through 392-400-530  

• “Expulsion” means a denial of admission to the student’s current school placement in 
response to a behavioral violation, subject to the requirements in WAC 392-400-430 
through 392-400-480 

• “Length of an academic term” means the total number of school days in a single 
trimester or semester, as defined by the board of directors. 

• “Other forms of discipline” means actions used in response to problem behaviors and 
behavioral violations, other than classroom exclusion, suspension, expulsion, or 
emergency expulsion, which may involve the use of best practices and strategies 
included in the state menu for behavior developed under RCW 28A.165.035.   

• “Parent” has the same meaning as in WAC 392-172A-01125, and means (a) a 
biological or adoptive parent of a child; (b) a foster parent; (c) a guardian generally 
authorized to act as the child’s parent, or authorized to make educational decisions for 
the student, but not the state, if the student is a ward of the state; (d) an individual acting 
in the place of a biological or adoptive parent, including a grandparent, stepparent, or 
other relative with whom the student lives, or an individual who is legally responsible for 
the student’s welfare; or a surrogate parent who has been appointed in accordance with 
WAC 392-172A.05130. If the biological or adoptive parent is attempting to act as the 
parent and more than one party meets the qualifications to act as a parent, the biological 
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or adoptive parent must be presumed to be the parent unless he or she does not have 
legal authority to make educational decisions for the student. If a judicial decree or order 
identifies a specific person or persons to act as the “parent” of a child or to make 
educational decision on behalf of a child, then that person or persons shall be 
determined to be the parent for purposes of this policy and procedure.   

• “School board” means the governing board of directors of the local school district. 
• “School business day” means any calendar day except Saturdays, Sundays, and any 

federal and school holidays upon which the office of the Superintendent is open to the 
public for business. A school business day concludes or terminates upon the closure of 
the Superintendent’s office for the calendar day.  

• “School day” means any day or partial day that students are in attendance at school for 
instructional purposes. 

• “Suspension” means the denial of attendance in response to a behavioral violation 
from any subject or class, or from any full schedule of subjects or classes, but not 
including classroom exclusions, expulsions, or emergency expulsions. Suspension may 
also include denial of admission to or entry upon, real and personal property that is 
owned, leased, rented, or controlled by the district. 

o In-school suspension means a suspension in which a student is excluded from 
the student's regular educational setting but remains in the student's current 
school placement for up to ten consecutive school days, subject to the 
requirements in WAC 392-400-430 through 392-400-475. 

o Short-term suspension means a suspension in which a student is excluded 
from school for up to ten consecutive school days, subject to the requirements in 
WAC 392-400-430 through 392-400-475. 
Long-term suspension means a suspension in which a student is excluded 
from school for more than ten consecutive school days, subject to the 
requirements in WAC 392-400-430 through 392-400-475. 

Engaging with Families & Language Assistance 
The district must provide for early involvement of parents in efforts to support students in 
meeting behavioral expectations. Additionally, the district must make every reasonable attempt 
to involve the student and parent in the resolution of behavioral violations. Unless an emergency 
circumstance exists, providing opportunity for this parental engagement is required before 
administering a suspension or expulsion.  
The district must ensure that it provides all discipline related communications [oral and written] 
required in connection with this policy and procedure in a language the student and parent(s) 
understand. These discipline related communications include notices, hearings, conferences, 
meeting, plans, proceedings, agreements, petitions, and decisions. This effort may require 
language assistance for students and parents with limited-English proficiency under Title VI of 
the Civil Rights Act of 1964. For parents who are unable to read any language, the district will 
provide written material orally.   
Supporting Students with Other Forms of Discipline  
Unless a student’s presence poses an immediate and continuing danger to others, or a 
student’s presence poses an immediate and continuing threat to the educational process, staff 
members must first attempt one or more forms of other forms of discipline to support students in 
meeting behavioral expectations before imposing classroom exclusion, short-term suspension, 
or in-school suspension. Before imposing a long-term suspension or expulsion, the district must 
first consider other forms of discipline.  
The types of behaviors for which the staff members may use other forms of discipline include 
any violation of the rules of conduct, as developed annually by the Superintendent. In 
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connection with the rules of conduct, school principals and certificated building staff will confer 
at least annually to develop precise definitions and build consensus on what constitutes 
manifestation of problem behaviors. (See policy 3220 – Rights and Responsibilities.) The 
purpose of developing definitions and consensus on manifestation of a problem behavior is to 
address the differences in perception of subjective behaviors and reduce the effect of implicit or 
unconscious bias. 
These other forms of discipline may involve the use of best practices and strategies included in 
the state menu for behavior available online at: 
http://www.k12.wa.us/SSEO/pubdocs/BehaviorMenu.pdf. The district has identified the following 
for use as other forms of discipline: 
Behavior monitoring, mentoring, conferencing with students, social skills instruction, de-
escalation, and restorative justice practices.]  
Staff members are not restricted to the above list and may use any other form of discipline 
compliant with WAC 392-400-025(9).  
Additionally, schools may use before or after school detention as another form of discipline for 
not more than 60 minutes on any given day. Before assigning after-school detention, the staff 
member will inform the student of the specific behavior prompting the detention and provide the 
student with an opportunity to explain or justify the behavior. At least one professional staff 
member will directly supervise students in after-school detention.  
Administering other forms of discipline cannot result in the denial or delay of the student’s 
nutritionally adequate meal or prevent a student from accomplishing a specific academic grade, 
subject, or graduation requirements.  
Students and parents may challenge the administration of other forms of discipline, including the 
imposition of after-school detention using the grievance process below. 
Staff Authority and Exclusionary Discipline 
District staff members are responsible for supervising students immediately before and after the 
school day; during the school day; during school activities (whether on or off campus); on school 
grounds before or after school hours when a school group or school activity is using school 
grounds; off school grounds, if the actions of the student materially or substantially affect or 
interferes with the educational process; and on the school bus.  
Staff members will seek early involvement of parents in efforts to support students in meeting 
behavioral expectations. The Superintendent has general authority to administer discipline, 
including all exclusionary discipline. The Superintendent designates disciplinary authority to 
impose short-term suspension to school principals, associate principals and security personnel.  
Classroom exclusions 
After attempting at least one other form of discipline, as set forth above, teachers have statutory 
authority to impose classroom exclusion. Classroom exclusion means the exclusion of a student 
from the classroom or instructional activity area based on a behavioral violation that disrupts the 
educational process. As stated above, the Superintendent, school principals, and certificated 
staff will work together to develop definitions and consensus on what constitutes behavior that 
disrupts the educational process to reduce the effect of implicit or unconscious bias. 
Additionally, the district authorizes school principals, associate principals and security personnel 
to impose classroom exclusion with the same authority and limits of authority as classroom 
teachers.  
Classroom exclusion may be for all or any portion of the balance of the school day. Classroom 
exclusion does not encompass removing a student from school, including sending a student 
home early or telling a parent to keep a student at home, based on a behavioral violation. 
Removing a student from school constitutes a suspension, expulsion, or emergency expulsion 
and must include the notification and due process as stated in the section below. 

http://www.k12.wa.us/SSEO/pubdocs/BehaviorMenu.pdf
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Classroom exclusion cannot result in the denial or delay of the student’s nutritionally adequate 
meal or prevent a student from accomplishing a specific academic grade, subject, or graduation 
requirements. 
The school will provide the student an opportunity to make up any assignments and tests 
missed during a classroom exclusion. The district will not administer any form of discipline, 
including classroom exclusions, in a manner that would result in the denial or delay of a 
nutritionally adequate meal to a student, deny recess, or prevent a student from accomplishing 
a specific academic grade, subject, or graduation requirements.  
Following the classroom exclusion of a student, the teacher (or other school personnel as 
identified) must report the classroom exclusion, including the behavioral violation that led to the 
classroom exclusion, to the principal or the principal’s designee as soon as reasonably possible. 
The principal or designee must report all classroom exclusions, including the behavioral 
violation that led to it to the Superintendent. Reporting of the behavioral violation that led to the 
classroom exclusion as “other” is insufficient.  
The teacher, principal, or the principal’s designee must notify the student’s parents regarding 
the classroom exclusion as soon as reasonably possible. As noted above, the district must 
ensure that this notification is in a language and form (i.e. oral or written) the parents 
understand. 
When the teacher or other authorized school personnel administers a classroom exclusion 
because the student’s presence poses an immediate and continuing danger to other students or 
school personnel, or an immediate and continuing threat of material and substantial disruption 
of the educational process: 

(a) The teacher or other school personnel must immediately notify the principal or the 
principal’s designee; and 
(b) The principal or the principal’s designee must meet with the student as soon as 
reasonably possible and administer appropriate discipline. 

The district will address student and parent grievances regarding classroom exclusion through 
the grievance procedures. 
Grievance process for other forms of discipline and classroom exclusion 
Any parent/guardian or student who is aggrieved by the imposition of other forms of discipline 
and/or classroom exclusion has the right to an informal conference with the principal for 
resolving the grievance. If the grievance pertains to the action of an employee, the district will 
notify that employee of the grievance as soon as reasonably possible.   
At such conference, the student and parent will have the opportunity to voice issues and 
concerns related to the grievance and ask questions of staff members involved in the grievance 
matter. Staff members will have opportunity to respond to the issues and questions related to 
the grievance matter. Additionally, the principal will have opportunity to address issues and 
questions raised and to ask questions of the parent, student, and staff members. 
If after exhausting this remedy the grievance is not yet resolved, the parent and student will 
have the right, upon two (2) school business days prior notice, to present a written and/or oral 
grievance to the Superintendent or designee. The Superintendent or designee will provide the 
parent and student with a written copy of its response to the grievance within ten (10) school 
business days. Use of the grievance process will not impede or postpone the disciplinary action, 
unless the principal or Superintendent elects to postpone the disciplinary action.  
Discipline that may be grieved under this section includes other forms of discipline, including 
after-school detention; classroom exclusion; removal or suspension from athletic activity or 
participation; and removal or suspension from school-provided transportation. 
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Suspension and expulsion – general conditions and limitations  
The district’s use of suspension and expulsion will have a real and substantial relationship to the 
lawful maintenance and operation of the school district, including but not limited to, the 
preservation of the health and safety of students and employees and the preservation of an 
educational process that is conducive to learning. The district will not expel, suspend, or 
discipline in any manner for a student’s 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 
preserving the educational process. The district will not administer any form of discipline in a 
manner that would prevent a student from accomplishing a specific academic grade, subject, or 
graduation requirements. 
As stated above, the district must have provided the parent(s) opportunity for involvement to 
support the student and resolve behavioral violations before administering suspension or 
expulsion. Additionally, the Superintendent or designee must consider the student’s individual 
circumstances and the nature of the violation before administering a short-term or in-school 
suspension. 
The board recognizes that when a student’s behavior is subject to disciplinary action, review by 
a panel of the student’s peers may positively influence the student’s behavior. The board has 
discretion to authorize the establishment of one or more student disciplinary boards, which may 
also include teachers, administrators, parents, or any combination thereof. If so authorized, the 
district will ensure that the student disciplinary board reflects the demographics of the student 
body. The student disciplinary board may recommend to the appropriate school authority other 
forms of discipline that might benefit the student’s behavior and may also provide input on 
whether exclusionary discipline is needed. The school authority has discretion to set aside or 
modify the student disciplinary board’s recommendation.  
The principal or designee at each school must report all suspensions and expulsions, including 
the behavioral violation that led to the suspension or expulsion, to the Superintendent or 
designee within twenty-four (24) hours after the administration. Reporting the behavioral 
violation that led to the suspension or expulsion as “other” is insufficient.  
An expulsion or suspension of a student may not be for an indefinite period and must have an 
end date. After suspending or expelling a student, the district will make reasonable efforts to 
return the student to the student’s regular educational setting as soon as possible. Additionally, 
the district must allow the student to petition for readmission at any time. The district will not 
administer any form of discipline in a manner that prevents a student from completing subject, 
grade-level, or graduation requirements. 
When administering a suspension or expulsion, the district may deny a student admission to, or 
entry upon, real and personal property that the district owns, leases, rents, or controls. The 
district must provide an opportunity for students to receive educational services during a 
suspension or expulsion (see below). The district will not suspend or expel a student from 
school for absences or tardiness. 
If during a suspension or expulsion the district enrolls a student in another program or course of 
study, the district may not preclude the student from returning to the student’s regular 
educational setting following the end of the suspension or expulsion, unless one of the following 
applies: 

• The Superintendent or designee grants a petition to extend a student’s expulsion under 
WAC 392-400-480; the change of setting is to protect victims under WAC 392-400-810; 
or other law precludes the student from returning to his or her regular educational 
setting. 

• In accordance with RCW 28A.600.420, a school district must expel a student for no less 
than one year if the district has determined that the student has carried or possessed a 
firearm on school premises, school-provided transportation, or areas of facilities while 
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being used exclusively by public schools. The Superintendent may modify the expulsion 
on a case-by-case basis. 

• A school district may also suspend or expel a student for up to one year if the student 
acts with malice (as defined under RCW 9A.04.110) and displays an instrument that 
appears to be a firearm on school premises, school-provided transportation, or areas of 
facilities while being used exclusively by public schools. These provisions do not apply to 
students while engaged in a district authorized military education; a district authorized 
firearms convention or safety course; or district authorized rifle competition. 

In-school suspension and short-term suspension  
The Superintendent designates school principals, and associate principals with the authority to 
impose in-school and short-term suspension. Before administering an in-school or short-term 
suspension, staff members must have first attempted one or more other forms of discipline to 
support the student in meeting behavioral expectations and considered the student’s individual 
circumstances. The district will not administer in-school suspension that would result in the 
denial or delay of the student’s nutritionally adequate meal. 
Unless otherwise required by law, the district is not required to impose in-school or short-term 
suspensions and instead, strives to keep students in school, learning in a safe and appropriate 
environment. However, there are circumstances when the district may determine that in-school 
or short-term suspension is appropriate. As stated above, the district will work to develop 
definitions and consensus on what constitutes behavioral violations to reduce the effect of 
implicit or unconscious bias. In accordance with the other parameters of this policy, these 
circumstances may include the following types of student behaviors:  

• Being intoxicated or under the influence of controlled substance, alcohol or marijuana at 
school or while present at school activities; 

• Bomb scares or false fire alarms that cause a disruption to the school program; 
• Cheating or disclosure of exams; 
• Commission of any crime on school grounds or during school activities;  
• Fighting: Fighting and instigating, promoting, or escalating a fight, as well as failure to 

disperse. Engaging in any form of fighting where physical blows are exchanged, 
regardless of who initiated the fight. This prohibition includes hitting, slapping, pulling 
hair, biting, kicking, choking, and scratching or any other acts in which a student 
intentionally inflicts or attempts to inflict injury on another; 

• Gang-related activity; 
• Harassment/intimidation/bullying; 
• Intentional deprivation of student and staff use of school facilities; 
• Intentional endangerment to self, other students, or staff, including endangering on a 

school bus; 
• Intentional injury to another; 
• Intentionally defacing or destroying the property of another; 
• Intentionally obstructing the entrance or exit of any school building or room in order to 

deprive others of passing through; 
• Possession, use, sale, or delivery of illegal or controlled chemical substances; 
• Preventing students from attending class or school activities; 
• Refusal to cease prohibited behavior; 
• Refusal to leave an area when repeatedly instructed to do so by school personnel; 



Page 7 of 19 

Procedure 3241P 

• Sexual misconduct that could constitute sexual assault or harassment on school 
grounds, at school activities, or on school provided transportation; 

• Substantially and intentionally interfering with any class or activity; 
• Threats of violence to other students or staff; 
• Use or possession of weapons prohibited by state law and Policy. 

Initial hearing 
Before administering any in-school or short-term suspension, the district will attempt to notify the 
student’s parent(s) as soon as reasonably possible regarding the behavioral violation. 
Additionally, the principal or designee must conduct an informal initial hearing with the student 
to hear the student’s perspective. The principal or designee must provide the student an 
opportunity to contact his or her parent(s) regarding the initial hearing. The district must hold the 
initial hearing in a language the parent and student understand.  
At the initial hearing, the principal or designee will provide the student: 

• Notice of the student’s violation of this policy; 
• An explanation of the evidence regarding the behavioral violation;  
• An explanation of the discipline that may be administered; and 
• An opportunity for the student to share his or her perspective and provide explanation 

regarding the behavioral violation. 
Notice 
Following the initial hearing, the principal or designee must inform the student of the disciplinary 
decision regarding the behavioral violation, including the date when any suspension or 
expulsion will begin and end. 
No later than one (1)  school business day following the initial hearing with the student, the 
district will provide written notice of the suspension or expulsion to the student and parents in 
person, by mail, or by email in a language and form the student and parents will understand. 
The written notice must include:   

• A description of the student’s behavior and how the behavior violated this policy; 
• The duration and conditions of the suspension or expulsion, including the dates on which 

the suspension or expulsion will begin and end;  
• The other forms of discipline that the district considered or attempted, and an 

explanation of the district’s decision to administer the suspension or expulsion; 
• The opportunity to receive educational services during the suspension or expulsion; 
• The right of the student and parent(s) to an informal conference with the principal or 

designee; and 
• The right of the student and parent(s) to appeal the in-school or short-term suspension;  

For students in kindergarten through fourth grade, the district will not administer in-school or 
short-term suspension for more than ten (10) cumulative school days during any academic term. 
For students in grades five through twelve, the district will not administer in-school or short-term 
suspension for more than fifteen (15) cumulative school days during any single semester, or 
more than ten (10) cumulative school days during any single trimester. Additionally, the district 
will not administer a short-term or in-school suspension beyond the school year in which the 
behavioral violation occurred. 
The district will not administer in-school or short-term suspensions in a manner that would result 
in the denial or delay of a nutritionally adequate meal to a student. 
When administering an in-school suspension, school personnel must ensure they are physically 
in the same location as the student to provide direct supervision during the duration of the in-
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school suspension. Additionally, school personnel must ensure they are accessible to offer 
support to keep the student current with assignments and course work for all of the student’s 
regular subjects or classes.  
Long-term suspensions and expulsions 
Before administering a long-term suspension or an expulsion, district personnel must consider 
other forms of discipline to support the student in meeting behavioral expectations. The district 
must also consider the other general conditions and limitations listed above.  
Unless otherwise required by law, the district is not required to impose long-term suspension or 
expulsion and may impose long-term suspension or expulsion only for specify misconduct. In 
general, the district strives to keep students in school, learning in a safe and appropriate 
environment. However, in accordance with the other parameters of this policy there are 
circumstances when the district may determine that long-term suspension or expulsion is 
appropriate for student behaviors listed in RCW 28A.600.015 (6)(a) through (d), which include:  

(a) Having a firearm on school property or school transportation in violation of RCW 
28A.600.420; 

(b) Any of the following offenses listed in RCW 13.04.155, including: 
• any violent offense as defined in RCW 9.94A.030, including  
• any felony that Washington law defines as a class A felony or an attempt, criminal 

conspiracy, or solicitation to commit a class A felony; 
• manslaughter; 
• indecent liberties committed by forcible compulsion; 
• kidnapping; 
• arson; 
• assault in the second degree; 
• assault of a child in the second degree; 
• robbery; 
• drive-by shooting; and 
• vehicular homicide or vehicular assault caused by driving a vehicle while under the 

influence of intoxicating liquor or any drug, or by operating a vehicle in a reckless 
manner.  

(i) any sex offense as defined in RCW 9.94A.030, which includes any felony 
violation of chapter 9A.44 RCW (other than failure to registered as a sex 
offender in violation of 9A.44.132), including rape, rape of a child, child 
molestation, sexual misconduct with a minor, indecent liberties, voyeurism, 
and any felony conviction or adjudication with a sexual motivation finding;  

(ii) inhaling toxic fumes in violation of chapter 9.47A RCW; 
(iii) any controlled substance violation of chapter 69.50 RCW; 
(iv) any liquor violation of RCW 66.44.270; 
(v) any weapons violation of chapter 9.41 RCW, including having a dangerous 

weapon at school in violation of RCW 9.41.280; 
(vi) any violation of chapter 9A.36 RCW, including assault, malicious harassment, 

drive-by shooting, reckless endangerment, promoting a suicide attempt, 
coercion, assault of a child, custodial assault, and failing to summon 
assistance for an injured victim of a crime in need of assistance; 

(vii) any violation of chapter 9A.40 RCW, including kidnapping, unlawful 
imprisonment, custodial interference, luring, and human trafficking; 

(viii) any violation of chapter 9A.46 RCW, including harassment, stalking, and 
criminal gang intimidation; and  
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(ix) any violation of chapter 9A.48 RCW, including arson, reckless burning, 
malicious mischief, and criminal street gang tagging and graffiti. 

(c) Two or more violations of the following within a three-year period 

• criminal gang intimidation in violation of RCW 9A.46.120: 
• gang activity on school grounds in violation of RCW 28A.600.455; 
• willfully disobeying school administrative personnel in violation of RCW 28A.635.020; 

and  
• defacing or injuring school property in violation of RCW 28A.635.060; and 

(d) Any student behavior that adversely affects the health or safety of other students or 
educational staff. 

In addition to being a behavior specified in RCW 28A.600.015, before imposing long-term 
suspension or expulsion, district personnel must also determine that if the student returned to 
school before completing a long-term suspension or expulsion the student would pose an 
imminent danger to students, school personnel, or pose an imminent threat of material and 
substantial disruption to the educational process. As stated above, the district will work to 
develop definitions and consensus on what constitutes such an imminent threat to reduce the 
effect of implicit or unconscious bias. 
Behavior agreements 
The district authorizes staff to enter into behavior agreements with students and parents in 
response to behavioral violations, including agreements to reduce the length of a suspension 
conditioned on the participation in treatment services, agreements in lieu of suspension or 
expulsion, or agreements holding a suspension or expulsion in abeyance. Behavior agreements 
will also describe district actions planned to support behavior changes by the students. The 
district will provide any behavior agreement in a language and form the student and parents 
understand. 
A behavior agreement does not waive a student’s opportunity to participate in a reengagement 
meeting or to receive educational services. The duration of a behavior agreement must not 
exceed the length of an academic term. A behavior agreement does not preclude the district 
from administering discipline for behavioral violations that occur after the district enters into an 
agreement with the student and parents. 
Initial hearing 
Before administering any suspension or expulsion, the district will attempt to notify the student’s 
parent(s) as soon as reasonably possible regarding the behavioral violation. Additionally, the 
principal or designee must conduct an informal initial hearing with the student to hear the 
student’s perspective. The principal or designee must make a reasonable attempt to contact the 
student’s parents and provide an opportunity for the parents to participate in the initial hearing in 
person or by telephone. The district must hold the initial hearing in a language the parent and 
student understand. At the initial hearing, the principal or designee will provide the student: 

• Notice of the student’s violation of this policy; 
• An explanation of the evidence regarding the behavioral violation;  
• An explanation of the discipline that may be administered; and 
• An opportunity for the student to share his or her perspective and provide explanation 

regarding the behavioral violation. 
Following the initial hearing, the principal or designee must inform the student of the disciplinary 
decision regarding the behavioral violation, including the date when any suspension or 
expulsion will begin and end. 
Notice 
No later than one (1) school business day following the initial hearing with the student, the 
district will provide written notice of the suspension or expulsion to the student and parents in 
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person, by mail, or by email. If the parent cannot read any language, the district will provide 
language assistance. The written notice must include:   

(a) A description of the student’s behavior and how the behavior violated this policy; 
(b) The duration and conditions of the suspension or expulsion, including the dates on which 

the suspension or expulsion will begin and end;  
(c) The other forms of discipline that the district considered or attempted, and an 

explanation of the district’s decision to administer the suspension or expulsion; 
(d) The opportunity to receive educational services during the suspension or expulsion; 
(e) The right of the student and parent(s) to an informal conference with the principal or 

designee; 
(f) The right of the student and parent(s) to appeal the suspension or expulsion; and 
(g) For any long-term suspension or expulsion, the opportunity for the student and parents 

to participate in a reengagement meeting. 
Other than for the firearm exception under WAC 392-400-820, the district will not impose a long-
term suspension or an expulsion for any student in kindergarten through fourth grade.  
If a long-term suspension or expulsion may exceed ten (10) days, the district will consider 
whether the student is currently eligible or might be deemed eligible for special education 
services. If so, the principal will notify relevant special education staff of the suspension or 
expulsion so that the district can ensure it follows its special education discipline procedures as 
well as its general education discipline procedures. 
Divergence between long-term suspension and expulsion  
A long-term suspension may not exceed the length of an academic term. The district may not 
administer a long-term suspension beyond the school year in which the behavioral violation 
occurred.  
An expulsion may not exceed the length of an academic term, unless the Superintendent grants 
a petition to extend the expulsion under WAC 392-400-480. The district is not prohibited from 
administrating an expulsion beyond the school year in which the behavioral violation occurred.  
Emergency Expulsions 
The district may immediately remove a student from the student’s current school placement, 
subject to the following requirements:  
The district must have sufficient cause to believe that the student’s presence poses:  

• An immediate and continuing danger to other students or school personnel; or  
• An immediate and continuing threat of material and substantial disruption of the 

educational process. 
The district may not impose an emergency expulsion solely for investigating student conduct.  
For purposes of determining sufficient cause for an emergency expulsion, the phrase 
“immediate and continuing threat of material and substantial disruption of the educational 
process” means: 

• The student’s behavior results in an extreme disruption of the educational process that 
creates a substantial barrier to learning for other students across the school day; and 

• School personnel have exhausted reasonable attempts at administering other forms of 
discipline to support the student in meeting behavioral expectations.  

An emergency expulsion may not exceed ten consecutive school days. An emergency 
expulsion must end or be converted to another form of discipline within ten (10) school days 
from its start.  
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After an emergency expulsion, the district must attempt to notify the student’s parents, as soon 
as reasonably possible, regarding the reason the district believes the student’s presence poses 
an immediate and continuing danger to other students or school personnel, or an immediate 
and continuing threat of material and substantial disruption of the education process. 
Notice 
Within twenty-four (24) hours after an emergency expulsion, the district will provide written 
notice to the student and parents in person, by mail, or by email. The written notice must 
include: 

• The reason the student’s presence poses an immediate and continuing danger to 
students or school personnel, or poses an immediate and continuing threat of material 
and substantial disruption of the educational process; 

• The duration and conditions of the emergency expulsion, including the date on which the 
emergency expulsion will begin and end; 

• The opportunity to receive educational services during the emergency expulsion; 
• The right of the student and parent(s) to an informal conference with the principal or 

designee; and 
• The right of the student and parent(s) to appeal the emergency expulsion, including 

where and to whom the appeal must be requested. 
If the district converts an emergency expulsion to a suspension or expulsion, the district must: 

(a) Apply any days that the student was emergency expelled before the conversion to the 
total length of the suspension or expulsion; and  

(b) Provide the student and parents with notice and due process rights under WAC 392-400-
455 through 392-400-480 appropriate to the new disciplinary action. 

All emergency expulsions, including the reason the student’s presence poses an immediate and 
continuing danger to other students or school personnel, must be reported to the 
Superintendent or designee within twenty-four (24) hours after the start of the emergency 
expulsion. 
Appeal, Reconsideration, and Petition 
Optional conference with principal 
If a student or the parent(s) disagree with the district’s decision to suspend, expel, or emergency 
expel the student, the student or parent(s) may request an informal conference with the principal 
or designee to resolve the disagreement. The parent or student may request an informal 
conference orally or in writing. 
The principal or designee must hold the conference within three (3) school business days after 
receiving the request, unless otherwise agreed to by the student and parent(s).  
During the informal conference, the student and parent(s) will have the opportunity to share the 
student’s perspective and explanation regarding the events that led to the behavioral violation. 
The student and parent will also have the opportunity to confer with the principal or designee 
and school personnel involved in the incident that led to the suspension or expulsion. Further, 
the student and parent will have the opportunity to discuss other forms of discipline that the 
district could administer. 
An informal conference will not limit the right of the student or parent(s) to appeal the 
suspension or expulsion, participate in a reengagement meeting, or petition for readmission. 
Appeals 
Requesting appeal 
The appeal provisions for in-school and short-term suspension differ from those for long-term 
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suspension and expulsion. The appeal provisions for long-term suspension or expulsion and 
emergency expulsion have similarities but the timelines differ.  
A student or the parent(s) may appeal a suspension, expulsion, or emergency expulsion to the 
Superintendent or designee orally or in writing. For suspension or expulsion, the request to 
appeal must be within five (5) school business days from when the district provided the student 
and parent with written notice. For emergency expulsion, the request to appeal must be within 
three (3) school business days from when the district provided the student and parent with 
written notice.  
When an appeal for long-term suspension or expulsion is pending, the district may continue to 
administer the long-term suspension or expulsion during the appeal process, subject to the 
following requirements: 

• The suspension or expulsion is for no more than ten (10) consecutive school days from 
the initial hearing or until the appeal is decided, whichever is earlier; 

• The district will apply any days of suspension or expulsion occurring before the appeal is 
decided to the term of the student’s suspension or expulsion and may not extend the 
term of the student’s suspension or expulsion; and  

• If the student returns to school before the appeal is decided, the district will provide the 
student an opportunity to make up assignments and tests missed during the suspension 
or expulsion upon the student’s return. 

In-school and short-term suspension appeal 
For short-term and in-school suspensions, the Superintendent or designee will provide the 
student and parents the opportunity to share the student’s perspective and explanation 
regarding the behavioral violation orally or in writing. 
The Superintendent or designee must deliver a written appeal decision to the student and 
parent(s) in person, by mail, or by email within two (2) school business days after receiving the 
appeal. The written decision must include: 

• The decision to affirm, reverse, or modify the suspension; 
• The duration and conditions of the suspension, including the beginning and ending 

dates; 
• The educational services the district will offer to the student during the suspension; and  
• Notice of the student and parent(s)’ right to request review and reconsideration of the 

appeal decision, including where and to whom to make such a request. 
Long-term suspension or expulsion and emergency expulsion appeal 
For long-term suspension or expulsion and emergency expulsions, the Superintendent or 
designee will provide the student and parent(s) written notice in person, by mail, or by email, 
within one (1) school business day after receiving the appeal request, unless the parties agree 
to a different timeline. Written notice will include: 

• The time, date, and location of the appeal hearing; 
• The name(s) of the official(s) presiding over the appeal; 
• The right of the student and parent(s) to inspect the student’s education records; 
• The right of the student and parent(s) to inspect any documentary or physical evidence 

and a list of any witnesses that will be introduced at the hearing;  
• The rights of the student and parent(s) to be represented by legal counsel; question 

witnesses; share the student’s perspective and explanation; and introduce relevant 
documentary, physical, or testimonial evidence; and 

• Whether the district will offer a reengagement meeting before the appeal hearing. 
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For long-term suspension or expulsion, the student, parent(s) and district may agree to hold a 
reengagement meeting and develop a reengagement plan before the appeal hearing. The 
student, parent(s), and district may mutually agree to postpone the appeal hearing while 
participating in the reengagement process. 
Hearings 
A hearing to appeal a long-term suspension or expulsion or emergency expulsion is a quasi-
judicial process exempt from the Open Public Meetings Act (OPMA). To protect the privacy of 
student(s) and others involved, the district will hold hearing without public notice and without 
public access unless the student(s) and/or the parent(s) or their counsel requests an open 
hearing. Regardless of whether the hearing is open or closed, the district will make reasonable 
efforts to comply with the Family Educational Rights and Privacy Act (FERPA) concerning 
confidentiality of student education records.   
When students are charged with violating the same rule and have acted in concert and the facts 
are essentially the same for all students, a single hearing may be conducted for them if the 
hearing officer believes that the following conditions exist:  

• A single hearing will not likely result in confusion; and  
• No student will have his/her interest substantially prejudiced by a group hearing.   

If the official presiding over the hearing finds that a student’s interests will be substantially 
prejudiced by a group hearing, the presiding official may order a separate hearing for that 
student. The parent and student have the right to petition for an individual hearing. 
For long-term suspension or expulsion, the district will hold an appeal hearing within three (3) 
school business days after the Superintendent or designee received the appeal request, unless 
otherwise agreed to by the student and parent(s). 
For emergency expulsion, the district will hold an appeal hearing within two (2) school business 
days after the Superintendent or designee received the appeal request, unless the student and 
parent(s) agree to another time. 
The school board may designate a discipline appeal council to hear and decide any appeals in 
this policy and procedure or to review and reconsider a district’s appeal decisions. A discipline 
appeal council must consist of at least three persons appointed by the school board for fixed 
terms. All members of a discipline appeal council must be knowledgeable about the rules in 
Chapter 392-400 WAC and this policy and procedure. The school board may also designate the 
Superintendent or a hearing officer to hear and decide appeals. The presiding official(s) may not 
have been involved in the student’s behavioral violation or the decision to suspend or expel the 
student. 
Upon request, the student and parent(s) or their legal representative may inspect any 
documentary or physical evidence and list of any witnesses that the district will introduce at the 
appeal hearing. The district must make the information available as soon as reasonably 
possible, but no later than the end of the school business day before the appeal hearing. The 
district may also request to inspect any documentary or physical evidence and list of any 
witnesses that the student and parent(s) intend to introduce at the appeal hearing. The student 
and parent(s) must make this information available as soon as reasonably possible, but no later 
than the end of the school business day before the appeal hearing.      
Upon request, the student and parent(s) may review the student’s education records. The 
district will make the records available as soon as reasonably possible, but no later than the end 
of the school business day before the appeal hearing. 
If a witness for the district cannot or does not appear at the appeal hearing, the presiding 
official(s) may excuse the witness’ nonappearance if the district establishes that: 

• The district made a reasonable effort to produce the witness; and 
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• The witness’ failure to appear is excused by fear of reprisal or another compelling 
reason. 

The district will record the appeal hearing by manual, electronic, or other type of recording 
device and upon request of the student or parent(s) provide them a copy of the recording. 
For long-term suspension or expulsion, the presiding official(s) must base the decision solely on 
the evidence presented at the hearing. The presiding official(s) will provide a written decision to 
the student and parent(s) in person, by mail, or by email within three (3) school business days 
after the appeal hearing. The written decision must include: 

• The findings of fact; 
• A determination whether (i) the student’s behavior violated this policy; (ii) the behavioral 

violation reasonably warrants the suspension or expulsion and the length of the 
suspension or expulsion; and (iii) the suspension or expulsion is affirmed, reversed, or 
modified; 

• The duration and conditions of suspension or expulsion, including the beginning and 
ending dates;  

• Notice of the right of the student and parent(s) to request a review and reconsideration 
of the appeal decision. The notice will include where and to whom to make such a 
request; and 

• Notice of the opportunity for a reengagement meeting and contact information for the 
person who will schedule it.  

For emergency expulsion, the district will provide a written decision to the student and parent(s) 
in person, by mail, or by email within one (1) school business day after the appeal hearing. The 
written decision must include: 

• The findings of fact; 
• A determination whether the student’s presence continue to poses (i) an immediate and 

continuing danger to students or school personnel; or (ii) an immediate and continuing 
threat of material and substantial disruption of the educational process; 

• Whether the district will end the emergency expulsion or convert the emergency 
expulsion to a suspension or expulsion. If the district converts the emergency expulsion 
to a suspension or expulsion, the district will provide the student and parent(s) notice 
and due process consistent with the disciplinary action to which the emergency 
expulsion was converted; and 

• Notice of the right of the student and parent(s) to request a review and reconsideration 
of the appeal decision. The notice will include where and to whom to make such a 
request.  

Reconsideration of appeal 
The student or parents may request the school board or discipline appeal council, if established 
by the school board, review and reconsider the district’s appeal decision for long-term 
suspensions or expulsions and emergency expulsions. This request may be either oral or in 
writing.  
For long-term suspension or expulsion, the student or parent(s) may request a review within ten 
(10) school business days from when the district provided the student and parent(s) with the 
written appeal decision. 
For emergency expulsion, the student or parent(s) may request a review within five (5) school 
business days from when the district provided the student and parent(s) with the written appeal 
decision. 
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• In reviewing the district’s decision, the school board or discipline appeal council, if 
established, must consider (i) all documentary and physical evidence from the appeal 
hearing related to the behavioral violation; (ii) any records from the appeal hearing; (iii) 
relevant state law; and (iv) this policy adopted. 

• The school board (or discipline appeal council) may request to meet with the student and 
parent(s), the principal, witnesses, and/or school personnel to hear further arguments 
and gather additional information. 

• The decision of the school board (or discipline appeal council) will be made only by 
board or discipline council members who were not involved in (i) the behavioral violation; 
(ii) the decision to suspend or expel the student; or (iii) the appeal decision. If the 
discipline appeal council presided over the appeal hearing, the school board will conduct 
the review and reconsideration.  

For long-term suspension or expulsion, the school board (or discipline appeal council) will 
provide a written decision to the student and parent(s) in person, by mail, or by email within ten 
(10) school business days after receiving the request for review and reconsideration. The 
written decision must identify: 

• Whether the school board (or discipline appeal council) affirms, reverses, or modifies the 
suspension or expulsion; 

• The duration and conditions of the suspension or expulsion, including the beginning and 
ending dates of the suspension or expulsion; and  

• For long-term suspensions or expulsions, notice of the opportunity to participate in a 
reengagement meeting. 

For emergency expulsion, the school board (or discipline appeal council) will provide a written 
decision to the student and parent(s) in person, by mail, or by email within five (5) school 
business days after receiving the request for review and reconsideration. The written decision 
must identify: 

• Whether the school board [or discipline appeal council] affirms or reverses the school 
district’s decision that the student’s presence posed (i) an immediate and continuing 
danger to students or school personnel; or (ii) an immediate and continuing threat of 
material and substantial disruption of the educational process. 

• If the emergency expulsion has not yet ended or been converted, whether the district will 
end the emergency expulsion or convert the emergency expulsion to a suspension or 
expulsion. If the district converts the emergency expulsion to a suspension or expulsion, 
the district will provide the student and parent(s) notice and due process under WAC 
392-400-455 through 392-400-480 consistent with the disciplinary action to which the 
emergency expulsion was converted 

Petition to extend an expulsion 
When risk to public health or safety warrants extending a student’s expulsion, the principal or 
designee may petition the Superintendent or designee for authorization to exceed the academic 
term limitation on an expulsion. The petition must inform the Superintendent or designee of: 

• The behavioral violation that resulted in the expulsion and the public health or safety 
concerns; 

• The student’s academic, attendance, and discipline history; 
• Any nonacademic supports and behavioral services the student was offered or received 

during the expulsion; 
• The student’s academic progress during the expulsion and the educational services 

available to the student during the expulsion;  
• The proposed extended length of the expulsion; and 
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• The student’s reengagement plan. 
The principal or designee may petition to extend an expulsion only after the development of a 
reengagement plan under WAC 392-400-710 and before the end of the expulsion. For violations 
of WAC 392-400-820 involving a firearm on school premises, school-provided transportation, or 
areas of facilities while being used exclusively by public schools, the principal or designee may 
petition to extend an expulsion at any time. 
Notice 
The district will provide written notice of a petition to the student and parent(s) in person, by 
mail, or by email within one (1) school business day from the date the Superintendent or 
designee received the petition. The written notice must include: 

• A copy of the petition; 
• The right of the student and parent(s) to an informal conference with the Superintendent 

or designee to be held within five (5) school business days from the date the district 
provided written notice to the student and parent(s); and 

• The right of the student and parent(s) to respond to the petition orally or in writing to the 
Superintendent or designee within five (5) school business days from the date the district 
provided the written notice. 

The Superintendent or designee may grant the petition only if there is substantial evidence that, 
if the student were to return to the student’s previous school of placement after the length of an 
academic term, the student would pose a risk to public health or safety. The Superintendent or 
designee must deliver a written decision to the principal, the student, and the student’s parent(s) 
in person, by mail, or by email within ten (10) school business days after receiving the petition. 
If the Superintendent or designee does not grant the petition, the written decision must identify 
the date when the expulsion will end.  
 
If the Superintendent or designee grants the petition, the written decision must include: 

• The date on which the extended expulsion will end; 
• The reason that, if the student were to return before the initial expulsion end date, the 

student would pose a risk to public health or safety; and  
• Notice of the right of the student and parent(s) to request a review and reconsideration. 

The notice will include where and to whom to make such a request;  
Review and Reconsideration of extension of expulsion 
The student or parent(s) may request that the school board (or discipline appeal council, if 
established by the board) review and reconsider the decision to extend the student’s expulsion. 
The student or parents may request the review orally or in writing within ten (10) school 
business days from the date the Superintendent or designee provides the written decision. 
The school board (or discipline appeal council) may request to meet with the student or 
parent(s) or the principal to hear further arguments and gather additional information. 
The decision of the school board (or discipline appeal council) may be made only board or 
discipline appeal council members who were not involved in the behavioral violation, the 
decision to expel the student, or the appeal decision. 
The school board (or discipline appeal council) will provide a written decision to the student and 
parent(s) in person, by mail, or by email within ten (10) school business days after receiving the 
request for review and reconsideration. The written decision must identify: 

• Whether the school board or discipline appeal council affirms, reverses, or modifies the 
decision to extend the student’s expulsion; and 

• The date when the extended expulsion will end. 
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Any extension of an expulsion may not exceed the length of an academic term. 
The district will annually report the number of petitions approved and denied to the Office of 
Superintendent of Public Instruction.  
Educational Services 
The district will offer educational services to enable a student who is suspended or expulsed to: 

• Continue to participate in the general education curriculum; 
• Meet the educational standards established within the district; and 
• Complete subject, grade-level, and graduation requirements. 

When providing a student the opportunity to receive educational services during exclusionary 
discipline, the school must consider: 

• Meaningful input from the student, parents, and the student’s teachers; 
• Whether the student’s regular educational services include English language 

development services, special education, accommodations and related services under 
Section 504 of the Rehabilitation Act of 1973, or supplemental services designed to 
support the student’s academic achievement; and  

• Access to any necessary technology, transportation, or resources the student needs to 
participate fully in the educational services. 

After considering the factors and input described above, the district will determine a student’s 
educational services on a case-by-case basis. The types of educational services the district will 
consider include tutoring (when available), online learning access and other district approved 
academic programs. Any educational services in an alternative setting should be comparable, 
equitable, and appropriate to the regular educational services a student would have received in 
the absence of exclusionary discipline.  
As soon as reasonably possible after administering a suspension or expulsion, the district will 
provide written notice to the student and parents about the educational services the district will 
provide. The notice will include a description of the educational services and the name and 
contact information of the school personnel who can offer support to keep the student current 
with assignments and course work. 
For students subject to suspension or emergency expulsion up to five (5) days, a school must 
provide at least the following: 

• Course work, including any assigned homework, from all of the student’s regular 
subjects or classes; 

• Access to school personnel who can offer support to keep the student current with 
assignments and course work for all of the student’s regular subjects or classes; and 

• An opportunity for the student to make up any assignments and tests missed during the 
period of suspension or emergency expulsion. 

For students subject to suspension or emergency expulsion for six (6) to ten (10) consecutive 
school days, a school must provide at least the following: 

• Course work, including any assigned homework, from all of the student’s regular 
subjects or classes; 

• An opportunity for the student to make up any assignments and tests missed during the 
period of suspension or emergency expulsion; and 

• Access to school personnel who can offer support to keep the student current with 
assignments and course work for all of the student’s regular subjects or classes. School 
personnel will make a reasonable attempt to contact the student or parents within three 
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(3) school business days following the start of the suspension or emergency expulsion 
and periodically thereafter until the suspension or emergency expulsion ends to:  

o Coordinate the delivery and grading of course work between the student and the 
student’s teacher(s) at a frequency that would allow the student to keep current 
with assignments and course work for all of the student’s regular subjects or 
classes; and  

o Communicate with the student, parents, and the student’s teacher(s) about the 
student’s academic progress. 

For students subject to expulsion or suspension for more than ten (10) consecutive school days, 
a school will make provisions for educational services in accordance with the “Course of Study” 
provisions of WAC 392-121-107.  
Readmission 
Readmission Application process  
The readmission process is different from and does not replace the appeal process. Students 
who have been suspended or expelled may make a written request for readmission to the 
district at any time. If a student desires to be readmitted at the school from which he/she has 
been suspended/expelled, the student will submit a written application to the principal, who will 
recommend admission or non-admission. If a student wishes admission to another school, 
he/she will submit the written application to the Superintendent. The application will include: 

• The reasons the student wants to return and why the request should be considered; 
• Any evidence that supports the request; and   
• A supporting statement from the parent or others who may have assisted the student. 

The Superintendent will advise the student and parent of the decision within seven (7) school 
days of the receipt of such application. 
 
Reengagement 
Reengagement Meeting 
The reengagement process is distinct from a written request for readmission. The 
reengagement meeting is also distinct from the appeal process, including an appeal hearing, 
and does not replace an appeal hearing. The district must convene a reengagement meeting for 
students with a long-term suspension or expulsion.  
Before convening a reengagement meeting, the district will communicate with the student and 
parent(s) to schedule the meeting time and location. The purpose of the reengagement meeting 
is to discuss with the student and his or her parent(s)/guardian(s) a plan to reengage the 
student.  
The reengagement meeting must occur: 

• Within twenty (20) calendar days of the start of the student’s long-term suspension or 
expulsion, but no later than five (5) calendar days before the student’s return to school; 
or 

• As soon as reasonably possible, if the student or parents request a prompt 
reengagement meeting.  

Reengagement plan 
The district will collaborate with the student and parents to develop a culturally-sensitive and 
culturally-responsive reengagement plan tailored to the student’s individual circumstances to 
support the student in successfully returning to school. In developing a reengagement plan, the 
district must consider: 
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• The nature and circumstances of the incident that led to the student’s suspension or 
expulsion; 

• As appropriate, students’ cultural histories and contexts, family cultural norms and 
values, community resources, and community and parent outreach; 

• Shortening the length of time that the student is suspended or expelled; 
• Providing academic and nonacademic supports that aid in the student’s academic 

success and keep the student engaged an on track to graduate; and 
• Supporting the student parents, or school personnel in taking action to remedy the 

circumstances that resulted in the suspension or expulsion and preventing similar 
circumstances from recurring. 

The district must document the reengagement plan and provide a copy of the plan to the 
student and parents. The district must ensure that both the reengagement meeting and the 
reengagement plan are in a language the student and parents understand. 
Exceptions for protecting victims 
The district may preclude a student from returning to the student’s regular educational setting 
following the end date of a suspension or expulsion to protect victims of certain offenses as 
follows: 

• A student committing an offense under RCW 28A.600.460(2), when the activity is 
directed toward the teacher, shall not be assigned to that teacher’s classroom for the 
duration of the student’s attendance at that school or any other school where the teacher 
is assigned; 

• A student who commits an offense under RCW 28A.600.460(3), when directed toward 
another student, may be removed from the classroom of the victim for the duration of the 
student's attendance at that school or any other school where the victim is enrolled. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 07.13; 8.14; 12.16; 03.19; 10.19 
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Closed Campus 
Students will remain on school grounds from time of arrival until close of school unless officially 
excused.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
Adoption Date:  09.23.03 
Hockinson School District  
Revised: 2.27.12 



Policy 3243 
Students 

Student Driving 
Parents and students bear the sole responsibility for the use of motor vehicles and bicycles for 
travel to and from school. The superintendent will develop procedures governing the use of 
bicycles and motor vehicles while on school property and will disseminate those procedures to 
all students so affected.  
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Student Driving 
Students may drive automobiles to and from school. They may not be driven during the school 
day without the consent of the parent and principal. They may not transport another student 
during the school day unless consent has been granted by the student's parent. 

A student may use the school parking lot subject to the following conditions: 

A. A student must register the car in the school office. The student must possess a valid 
Washington driver's license and show evidence that there is a liability and property 
damage insurance coverage on the vehicle and acknowledge that he/she will assume 
full responsibility for any comprehensive or collision claims that may occur while on 
school property; 

B. Students may not occupy a vehicle (without permission) during the school day; and 
C. In terms of student conduct rules, "possession" of alcoholic beverages, illegal chemical 

substances or opiates, firearms or a dangerous weapon will also extend to a student's 
vehicle. 

A student who does not conform to the above rules will be subject to corrective action. 
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Students 

Prohibition of Corporal Punishment 
The use of corporal punishment in common schools is prohibited. Corporal punishment is 
defined as any act that willfully inflicts or willfully causes the infliction of physical pain on a 
student. 

Corporal punishment does not include: 

A. The use of reasonable physical force by an administrator, teacher, other school 
employee or volunteer as necessary to maintain order to prevent a student from harming 
him/herself, other students, school staff, other persons, or property; 

B. Physical pain or discomfort resulting from or caused by training for or participating in 
athletic competition or recreational activity voluntarily engaged in by a student; 

C. Physical exertion shared by all students in a teacher-directed class activity, which may 
include, but is not limited to, physical education exercises, field trips or vocational 
education projects. 

 

   
 

Cross References:  Board Policy 3241 Classroom Management, Corrective Actions 
or Punishment 

   

Legal References:  RCW 28A.150.300 Corporal punishment prohibited — Adoption 
of policy 

   

 WAC 392-400-235 Discipline - Conditions and limitations 

 
 

  

Management Resources 
Policy & Legal News:  

February 2018  
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Policy No. 3245 
Students 

Students and Telecommunication Devices 

Students in possession of telecommunications devices, including, but not limited to, pagers, 
beepers, and cellular phones, while on school property or while attending school-sponsored or 
school-related activities will observe the following conditions: 

A. Telecommunication devices will be turned on and operated only before and after the 
regular school day and during the student’s lunch break, unless an emergency situation 
exists that involves imminent physical danger or a school administrator authorizes the 
student to use the device;  

B. Students will not use telecommunication devices in a manner that poses a threat to 
academic integrity, disrupts the learning environment, or violates the privacy rights of 
others; 

C. Students will not send, share, view, or possess pictures, text messages, emails, or other 
material depicting sexually explicit conduct, as defined in RCW 9.68A.011, in electronic 
or any other form on a cell phone or other electronic device, while the student is on 
school grounds, at school sponsored events or on school buses or vehicles provided by 
the district;  

D. When a school official has reasonable suspicion, based on objective and articulable 
facts, that a student is using a telecommunications device in a manner that violates the 
law or school rules, the official may confiscate the device, which will only be returned to 
the student’s parent or legal guardian; 

E. By bringing a cell phone or other electronic devices to school or school-sponsored 
events, the student and their parent/guardian consent to the search of the device when 
school officials have a reasonable suspicion, based on objective and articulable facts, 
that such a search will reveal a violation of the law or school rules. The scope of the 
search will be limited to the violation of which the student is accused. Content or images 
that violate state or federal laws will be referred to law enforcement; 

F. Students are responsible for devices they bring to school. The district will not be 
responsible for loss, theft or destruction of devices brought onto school property or to 
school sponsored events; 

G. Students will comply with any additional rules developed by the school concerning the 
appropriate use of telecommunication or other electronic devices; and 

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

 

Cross References:  
4310 - District Relationships with Law Enforcement and other Government 
Agencies  

 3241 - Student Discipline  

 3207 - Prohibition of Harassment, Intimidation, and Bullying  

 2022 - Electronic Resources and Internet Safety 

 

Management 
Resources:  

2019 – October Issue 

2010 - October Issue  

 2010 - June Issue  

http://apps.leg.wa.gov/rcw/default.aspx?cite=9.68A.011
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 Policy News, February 2004 Evolution of Cell Phone Use  
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Bring Your Own Device 

Definitions: 
A. Sexting means sending, forwarding, displaying, retaining, storing or posting sexually 

explicit, lewd, indecent or pornographic photographs, images or messages by or on a 
cell phone, computer or other electronic means during school hours or school 
activities on or off campus; while on school district property, during any recess, lunch 
or leave periods on or off school district property; or beyond the hours of school 
operation if the behavior detrimentally affects the personal safety or well-being of 
school-related individuals, the governance, climate or efficient operation of the 
school; or the educational process or experience.  

B. Disrupting the Learning Environment means any intentional gesture, any 
intentional electronic communication or any intentional written, verbal or physical act 
or statement initiated, occurring, transmitted or received by a student at school that a 
reasonable person under the circumstance should know will have the effect of: 
1. Insulting, mocking or demeaning a student or group of students causing 

substantial disruption in, or substantial interference with, the orderly operation of 
the school; or 

2. Creating an intimidating, threatening, hostile or abusive educational environment 
for a student or group of students through substantially severe, persistent or 
pervasive behavior.  

C. Third parties include, but are not limited to, coaches, school volunteers, parents or 
guardians, school visitors, service contractors or others engaged in district business 
or activities that are not directly subject to District control at inter-district and intra-
district athletic competitions or other school events.  

Reporting Violations: 
Any student, employee, parent or guardian or third party who has knowledge of conduct in 
violation of this policy or any student who feels he/she has been a victim of sexting, menacing, 
retaliation or reprisal in violation of this policy will immediately report the concerns to: 

A. The building principal or his/her designee; 
B. A teacher who will be responsible for notifying the building principal or designee 

immediately if the matter cannot be adequately addressed by the teacher, or 
warrants administrative intervention; 

C. A counselor, who is responsible for notifying the building principal or designee 
immediately if the matter cannot be addressed by the counselor or is sufficiently 
serious to warrant administrative intervention; or 

D. The superintendent of schools or designee. 

Investigating: 
The principal or designee will be responsible for timely investigating a complaint made under 
this policy. The investigation, witness statements and evidence will be documented along with 
the outcome of the investigation.  

In the course of the investigation, administrative staff will not send, receive or unnecessarily 
view or transmit sexting photographs or any other inappropriate images on either the district’s or 
their personal electronic devices. The examination or viewing of the evidence/information will be 
limited to the extent necessary to determine that misconduct occurred.  

Parent or Guardian Notification: 
Parents or guardians of all students identified in the report will be notified of the investigation 
and informed of their students’ involvement in the incident. 
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Discipline: 
Students whose behavior violates this policy will be subject to discipline up to and including 
expulsion. Law enforcement will also be notified when conduct may violate criminal laws. 

In addition to discipline, the district will assist students and/or parents or guardians to resolve 
concerns and issues prior to the use of the formal criminal complaint process. These 
interventions may include consultation, counseling, education, mediation and/or other 
opportunities for problem-solving. 

In imposing discipline the administrator will take into consideration the context of the events, all 
relevant circumstances, and the parties’ prior behavior, the nature of the behavior and its 
potential harm and the emotional and/or physical harm resulting from the reported party’s 
actions. Exceptional misconduct penalties may be imposed, if in the opinion of the 
administration it is warranted. 

Sexting Offenses 

First offense: 
A. Parents or guardians will be notified; 
B. The district will file an information report with the police by phone or in writing;  
C. The student’s phone or electronic device will be confiscated, searched and returned only 

to a parent or guardian;  
D. The student will receive a short-term, out-of-school suspension or an in-school 

suspension; and 
E. The district may impose appropriate interventions. 

Second offense:  
A. Parents or guardians will be notified; 
B. Police will be notified; 
C. The student’s phone or electronic device will be confiscated, searched and returned only 

to a parent or guardian;  
D. The student will receive a long-term suspension; and  
E. The student will be ineligible to participate in extracurricular activities.  

Third offense: 
A. Parents or guardians will be notified; 
B. Police will be notified; 
C. The student’s phone or electronic device will be confiscated, searched and returned only 

to a parent or guardian; 
D. The student will be expelled; and 
E. The student will be ineligible to participate in extracurricular activities. 

 
 
 
 
 
 
 
 
 
 
Date: 07.13 



Policy No. 3246 
Students 

Restraint, Isolation and Other Uses of Reasonable Force 
It is the policy of the Hockinson Board of Directors that the district maintains a safe learning 
environment while treating all students with dignity and respect. All students in the district will 
remain free from unreasonable restraint, restraint devices, isolation, and other uses of physical 
force. Under no circumstances will these techniques be used as a form of discipline or 
punishment. 

District staff may use reasonable force to maintain order or to prevent a student from harming 
him/herself, other students, and school staff or property. 

Use of restraint, isolation, and other forms of reasonable force may be used on any student 
when reasonably necessary to control spontaneous behavior that poses an “imminent likelihood 
of serious harm” as defined by RCW 70.96B.010 and Chapter 392-172A WAC and explained in 
the procedure accompanying this policy. Serious harm includes physical harm to self, another, 
or district property. Staff will closely monitor such actions to prevent harm to the student and will 
use the minimum amount of restraint and isolation appropriate to protect the safety of students 
and staff. The restraint, isolation, and other forms of reasonable force will be discontinued when 
the likelihood of serious harm has dissipated. 

Physical force, restraint devices, chemical spray or less than lethal devices will not be used as a 
form of discipline or punishment. 

This policy is intended to address students enrolled in the district and not intended to prevent or 
limit the use of restraint or other reasonable force as necessary with adults or other youth from 
outside the school as allowed by law. 

The superintendent will annually report to the board on the use of force. The superintendent or a 
designee will develop procedures to implement this policy. 

 

 

Cross References: Policy 2161 Special Education and Related 
Services for Eligible Students 

  
 Policy 2162 Education of Students With Disabilities 

Under Section 504 of the 
Rehabilitation Act of 1973 

  
Legal References:  RCW  9A.16.020 Use of Force — When lawful 
  9A.16.100 Use of Force on Children — Policy — 

Actions presumed unreasonable 
  28A.150.300  Corporal Punishment Prohibited 
  28A.155.210 Use of Restraint or isolation –

Requirements of procedrures to 
notify parent or guardian (as 
amended by SHB 1240) 

  70.96B.010  Definitions 
 
 Chapter 392-172A WAC Rules for the Provision of Special 

Education  
 WAC 392-400-235 Discipline — Conditions and limitations 
 
 
Management Resources:   
 

Policy and Legal News, March 2016 



Policy No. 3246 
Students 

 
Policy and Legal News, December 2013 WSSDA issues new policy specific to 

isolation and restraint of students 
with IEP’s and Section 504 plans. 

 
Policy and Legal News, July 2013  Use of Reasonable Force Policy 

retitled, revised to include new 
reporting requirement pursuant to 
ESSB 1688 

 
 Policy News, December 2008 Use of Reasonable Force Policy 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  2.27.12 
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Revised: 9.23.13, 2.24.14; 9.14.15, 04.25.16 
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Restraint, Isolation and Other Uses of Reasonable Force 
This procedure is intended to apply to a broad range of circumstances whenever it is deemed 
reasonably necessary by district staff to control spontaneous behavior by any student that 
poses an imminent likelihood of serious harm. This procedure is intended to be interpreted 
consistent with the requirements of RCW 28A.600.485, RCW 9A.16.020, RCW 9A.16.100, 
RCW 28A.160.300, RCW 28A.155.210, WAC 392-400-235, and, for students with an IEP, 
consistent with the regulations of Chapter 392-172A, WAC.     

Definitions: 

• Behavioral intervention plan: A plan incorporated into a student’s Individualized Education 
Program (IEP), which at a minimum describes:  1)The pattern of behavior that impedes the 
student’s learning or the learning of others; 2)The instruction and/or environmental 
conditions or circumstances that contribute to the pattern of behavior(s) being addressed by 
the IEP team; 3)The positive behavioral interventions and supports to: i) reduce the pattern 
of behavior(s) that impedes the student’s learning or the learning of others and increases 
the student’s desired prosocial behaviors:  and ii) ensure the consistency of the 
implementation of the positive behavioral interventions across the student’s school-
sponsored instruction or activities); and d)The skills that will be taught and monitored as 
alternatives to challenging behavior(s) for a specific pattern of behavior of the student.  

• Chemical sprays: Pepper spray, OC spray or other similar chemicals that are used to 
control a student or limit a student’s freedom of movement. 

• De-escalation: The use of positive behavioral interventions and other district-approved 
strategies to defuse a student who has lost self-control, is non-compliant or is demonstrating 
unacceptable behavior. These strategies address behavior that is dangerous, disruptive or 
otherwise impedes the learning of a student or others.  

• Isolation:  Restricting a student alone within a room or any other form of enclosure from 
which the student may not leave. It does not include a student’s voluntary use of a quiet 
space for self-calming, or temporary removal of a student from his or her regular 
instructional area to an unlocked area for purposes of carrying out an appropriate positive 
behavior intervention plan. 

• Imminent: The state or condition of being likely to occur at any moment or near at hand, 
rather than distant or remote. 

• Likelihood of serious harm:  A substantial risk that physical harm will be inflicted by a 
student: 

o Upon his or her own person, as evidenced by threats or attempts to commit suicide or 
inflict physical harm to oneself; 

o Upon another, as evidenced by behavior that has caused such harm or that places 
another person, or persons, in reasonable fear of sustaining such harm; 

o Upon the property of others, as evidenced by behavior that has caused substantial loss 
or damage to the property of others; or 

o After the student has threatened the physical safety of another and has a history of one 
or more violent acts. 

• Physical force: The use of bodily force or physical restriction that substantially immobilizes 
or reduces the free movement of a student. 

• Positive behavioral interventions: Strategies and instruction that can be implemented in a 
strategic manner in order to provide alternatives to challenging behaviors, reinforce desired 
behaviors, and reduce or eliminate the frequency and severity of challenging behaviors. 
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Positive behavioral interventions include the consideration of environmental factors that may 
trigger challenging behaviors and teaching a student the skills to manage his or her own 
behavior.  

• Restraint:  Physical intervention or force used to control a student, including the use of a 
restraint device. It does not include appropriate use of a prescribed medical, orthopedic or 
therapeutic devices when used as intended, such as to achieve proper body position, 
balance or alignment, or to permit a student to safely participate in activities. 

• Restraint Device:  A device used to assist in controlling a student, including, but not limited 
to metal handcuffs, plastic ties, ankle restraints, leather cuffs, other hospital-type restraints, 
pepper spray, tasers or batons. Restraint device does not mean a seat harness used to 
safely transport students. This definition is consistent with RCW 28A.600.485 (1)(c), and is 
not intended to endorse or encourage the use of such devices or techniques with students. 

• School police officer:  An employee of the school district responsible for security services 
in the district under the direction of a school administrator, but who also is a commissioned 
officer. 

• School resource officer: A commissioned law enforcement officer who provides law 
enforcement services, may perform other duties for the district, and is assigned by the 
employing police department or agency to work in collaboration with the district. 

• School security officer: A classified or contracted school district employee, other than a 
school resource officer, who provides security services in the district under the direction of a 
school administrator. 

General use of restraint, isolation, or other forms of reasonable force: 

• Restraint, isolation, or other forms of reasonable force may be used to prevent or minimize 
imminent bodily harm to self or others; or if de-escalation or other positive behavioral 
interventions fail or are inappropriate to protect district property, where there is an “imminent 
likelihood of such serious harm” occurring, as defined above.   

• Restraint, isolation, or other forms of reasonable physical force may be used when a student 
has caused a substantial loss or damage to the property of others, and the student’s 
behavior poses a substantial risk that such property damage will be inflicted. 

• Restraint devices may be used as needed to obtain possession of a known or reasonably-
suspected weapon or other dangerous object on a person or within the control of a person. 

• An IEP or plan developed under Section 504 of the Rehabilitation Act of 1973 must not 
include the use of restraint or isolation as a planned behavior intervention unless a student’s 
individual needs require more specific advanced education planning and the student’s 
parent or guardian agrees.  Nothing in these procedures is intended to limit the provision of 
a free appropriate public education (FAPE) under Part B of the Individuals with Disabilities 
Act (IDEA) or Section 504 of the Rehabilitation Act of 1973.  

• Restraint, isolation, or other forms of reasonable physical force will not be used as a form of 
discipline or punishment. 

• Restraint, isolation, or other forms of reasonable physical force will not be used as an initial 
response to destruction of property, school disruption, refusal of the student to comply with 
school rules, or a staff directive; or a verbal threat that does not constitute a threat of 
imminent bodily injury, unless other forms of de-escalation and positive behavioral 
interventions fail or are inappropriate. 

• Restraint, isolation, or other forms of reasonable physical force should not be used as an 
intervention, if the school employee, school resource officer or school security officer knows 
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that the student has a health condition or physical problem and the condition or problem 
would be exacerbated by the use of such techniques. 

Practices presumed to be unreasonable when correcting or restraining any child (RCW 
9A.16.100): 

Under RCW 9A.16.100, the following is a non-exclusive list of acts that are presumed 
unreasonable when correcting or restraining a child: 

• Throwing, kicking, burning, or cutting a child; 

• Striking a child with a closed fist; 

• Shaking a child under age three; 

• Interfering with a child’s breathing; 

• Threatening a child with a deadly weapon; or 

• Doing any other act that is likely to cause bodily harm to a student greater than transient 
pain or minor temporary marks.  

This non-exclusive list should not be read so as to imply that another, unlisted form of correction 
or restraint is permissible. Whether or not an unlisted use of force or restraint is presumptively 
permissible depends upon a balanced consideration of all relevant state laws and regulations, 
and whether the use is reasonable under the totality of the circumstances.  

Conditions specific to use of isolation with students eligible for special education 
(consistent with WAC 392-172A-02110): 

• The isolation enclosure will be ventilated, lighted and temperature controlled from inside or 
outside for purposes of human occupancy. 

• The isolation enclosure will permit continuous visual monitoring of the student from outside 
the enclosure. 

• An adult responsible for supervising the student will remain in visual or auditory range of the 
student at all times. 

• Either the student shall be capable of releasing himself or herself from the enclosure, or the 
student shall continuously remain within view of an adult responsible for supervising the 
student. 

• Any staff member or other adults using isolation must be trained and certified by a qualified 
provider in the use of isolation unless trained personnel are not immediately available due to 
the unforeseeable nature of the emergency.  

Prohibited practices involving restraint, use of force, and discipline specifically for 
students eligible for special education (consistent with WAC 392-172A-02076): 

The following practices are prohibited with students eligible for special education services: 

• District personnel are prohibited from using aversive interventions with a student; 

• District personnel are prohibited from physically restraining or isolating any student, except 
when the student’s behavior poses an imminent likelihood of serious harm as defined 
above; 

• No student may be stimulated by contact with electric current, including, but not limited to, 
tasers; 

• A student may not be denied or subjected to an unreasonable delay in the provision of food 
or liquid from when the food or liquid is customarily served as a form of punishment; 
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• A student may not be the recipient of force or restraint that is either unreasonable under the 
circumstances or deemed to be an unreasonable form of corporal punishment as a matter of 
state law (see above, for example, for a list of practices presumed to be unreasonable when 
used in correcting or restraining a child); 

• A student must not be denied or subjected to an unreasonable delay in the provision of 
common hygiene care; 

• A student must not be denied or subjected to an unreasonable delay in the provision of 
medication; 

• A student may not be excluded from his or her regular instructional or service area and 
isolated within a room or any other form of enclosure, except under the conditions set forth 
in WAC 392-172A-02110; 

• A student must not be forced to listen to noise or sound that the student finds painful; 

• A student must not be forced to smell or be sprayed in the face with a noxious or potentially 
harmful substance; 

• A student must not be forced to taste or ingest a substance which is not commonly 
consumed or which is not commonly consumed in its existing form or concentration; 

• A student’s head must not be partially or wholly submerged in water or any other liquid.   

• A student must not be physically restrained or immobilized by binding or otherwise attaching 
the student’s limbs together or by binding or otherwise attaching any part of the student’s 
body to an object, except under the conditions set forth in WAC 392-172A.02110. 

Degree of force: 

• Restraint, isolation, or other forms of reasonable physical force will be discontinued as soon 
as a determination is made by the staff member administering the restraint, isolation, or 
other forms of reasonable physical force that the likelihood of serious harm has dissipated. 

• Restraint, isolation, or other forms of reasonable physical force must be administered in 
such a way so as to prevent or minimize physical harm to the student. If, at any time during 
the use of restraint, isolation, or other forms of reasonable physical force, the student 
demonstrates significant physical distress, the technique must be reduced immediately and, 
if necessary, school staff must take immediate steps to seek medical assistance. 

Monitoring: 

An adult must continually monitor any student when restraint, isolation, or other forms of 
reasonable physical force is used. The monitoring must be conducted by continuous visual 
monitoring of the student. Monitoring must include regularly evaluating the student for signs of 
physical distress. 

Post-incident notification and review with parent/guardian: 
Within twenty-four (24) hours following the use of restraint, isolation, or other forms of 
reasonable physical force with a student, the principal or designee must make a reasonable 
effort to verbally inform the student’s parent or guardian of the incident. The principal or 
designee must also send written notification as soon as practical, but postmarked no later than 
five (5) business days after restraint, isolation, or other forms of reasonable physical force has 
been used with a student. If the school or district customarily provides the parent or guardian 
with school-related information in a language or mode of communication other than English, the 
written report must be provided to the parent or guardian in that language or mode of 
communication. 

The principal or designee will review the incident with the student and the parent or guardian 
(though not necessarily at the same time) to address the behavior that precipitated the use of 
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the technique and the appropriateness of the response. The principal or designee will review the 
incident with the staff person(s) who administered the restraint, isolation, or other forms of 
reasonable physical force to discuss whether proper procedures were followed and what staff 
training or support is needed to help the student avoid similar incidents. 

IEPs and 504 plans will include the above procedures for notification of parents/guardians 
regarding the use of isolation and restraint on their student.  

Incident report: 
Any school employee, school resource officer or school security officer who uses restraint, 
isolation, or other forms of reasonable physical force, as defined in this procedure, on a student 
during school-sponsored instruction or activities, will inform the building administrator or a 
designee as soon as possible and within two (2) business days submit a written report of the 
incident to the district office. The written report will include, at a minimum: 

• The date and time of the incident; 

• The name and job title of the individual who administered the restraint, isolation, or other 
form of reasonable physical force or isolation; 

• A description of the activity that led to the restraint, isolation, or other form of reasonable 
physical force; 

• The type of restraint, isolation or other forms of reasonable physical force used on the 
student, including the duration;  

• Whether the student or staff was physically injured during the incident involving restraint, 
isolation, or other forms of reasonable physical force; 

• Any medical care provided to the student or staff; and 

• Any recommendations for changing the nature or amount of resources available to the 
student and staff members in order to avoid similar incidents. 

Resolution of concerns about the use of force incident: 

A student or his/her parent or guardian who has concerns regarding a specific incident involving 
restraint, isolation, or other forms of reasonable physical force may seek to resolve the concern 
by using the district’s complaint process which is set forth in Policy 4220 Complaints Concerning 
Staff or Programs.  

Providing parents/guardians with Restraint, Isolation, and Other Uses of Reasonable 
Force policy:  

The district will make available to all parents/guardians of students the district’s policy on 
Restraint, Isolation and Other Use of Reasonable Force. If the student has an IEP or 504 plan, 
the District will provide the parents/guardians a copy of the policy each time an initial or annual 
IEP or 504 plan is developed. 

Staff training requirements: 

All training will include instruction in positive management of student behavior, cultural 
sensitivity, effective communication for defusing and de-escalating disruptive or dangerous 
behavior and safe and appropriate use of force, isolation and restraint. Annually, administrators 
will provide all staff with the district established policy and procedure regarding the use of 
reasonable force. 

All staff should be informed of de-escalation strategies and proper physical intervention 
procedures. Appropriate staff, and those who are required or reasonably anticipated to provide 
physical force intervention, will be trained in the use of physical force intervention. 
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Only staff trained by a qualified provider and authorized to use isolation, restraint, restraint 
devices or chemical spray procedures isolation, or other forms of reasonable physical force will 
administer it to students. The appropriate personnel will include those staff members who are 
most likely to be called upon to use isolation, restraint, restraint devices or chemical spray to 
prevent or address disruptive or dangerous student behavior. 

Submission of incident reports to the Office of Superintendent of Public Instruction: 

Beginning January 1, 2016 and annually by January 1 thereafter, the district will summarize the 
written incident reports described above and submit those summaries to OSPI. The summaries 
will include the: 

• Number of individual incidents of restraint and isolation; 

• Number of students involved in the incidents;  

• Number of injuries to students and staff; and 

• Types of restraint or isolation used. 

Annual Report: 

The building administrator or a designee will maintain a log of all instances of use of force as 
defined by this procedure, which will be presented to the superintendent annually. The 
superintendent will provide an annual report to the board regarding the district's use of force.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: 12.08; 12.11; 7.13; 12.13; 03.16 



Policy No. 3410 
Students 

Student Health 
The superintendent will arrange for health services to for all students. Such services will include 
but not be limited to:  

A. The maintenance of student health records;  

B. The development of procedures at each building for the isolation and temporary care of 
students who become ill during the school day;  

C. Consulting services of a licensed healthcare provider and/or Registered Nurse 

D. Vision (both distance and near) and hearing screening; and 

E. Immunization records and screening.  

 

 

Cross References:  Board Policy 3413  Student Immunization And Life 
Threatening Health Conditions 

 
Board Policy 3416  Medication at School 

   

Legal References: RCW 28A.210.020 Visual and auditory screening of pupils – 
Rules and regulations 

 
RCW 28A.210.300 School physician or school nurse may be 

employed  
 

RCW 28A.330.100 Additional powers of board  

   

Management Resources: 2018 - August  
 

2016 - July Issue  

 2011 - February Issue  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  06.24.03 
Hockinson School District  
Revised: 02.27.12; 09.12.16; 12.17.18 



Policy No. 3412 
Students 

Automated External Defibrillators (AED) 
The Hockinson Board of Directors recognizes that equipping schools with automated external 
defibrillators (AEDs) and training employees and students in their use, increases the potential to 
save lives in the event of a health emergency, including cardiac arrest. The Board authorizes 
the District to place AEDs at designated school sites. The Washington State Department of 
Health (DOH) requires that any person using an AED receive training. Therefore, schools and 
district facilities with an AED on site will designate and train selected staff in the use of AEDs 
according to the DOH guidelines. Student instruction in cardiopulmonary resuscitation, to 
include appropriate use of an AED, will occur in at least one health class necessary for 
graduation.  

This policy does not create any implied or express guarantee, or obligation to use an AED, nor 
does it create an expectation that an AED or a trained employee or student will be present and 
able to use an AED, even if a condition arose that made the use of an AED beneficial. 

A person who uses an AED at the scene of an emergency and all other persons and entities 
providing services are immune from civil liability for any personal injury that results from any act 
or omission in the use of the AED in an emergency setting, unless the acts or omissions amount 
to gross negligence or willful or wanton misconduct.  

The superintendent will develop procedures for the placement, maintenance, and use of AEDs 
in schools. 

 

 

 

Cross References:  Board Policy 2410 Policy High School Graduation 
Requirements 

   

Legal References:  Chapter 28A.230 
RCW  

Compulsory Coursework and Activities 

 RCW 4.24.300 Immunity from liability for certain types of 
medical care 

 RCW 70.54.310 Semiautomatic external defibrillator – duty of 
acquirer-Immunity from civil liability 

   

Management Resources 
Policy & Legal News:  

August 2018  

 September 2013 One health class required for graduation 
must now include instruction in CPR and 
AED 

 April 2011 Legal Aspects of Defibrillator Use Defined 

 

 
 
 
Adoption Date: 02.27.12 
Hockinson School District  
Revised: 10.28.13;12.17.18 
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Automated External Defibrillators (AEDs) 
The purpose of this procedure is to assist employees who are trained and willing to use an AED 
in the event such use is necessary. These procedures do not create an obligation to use the 
AEDs, nor do they create an expectation that trained staff will be present at every event where 
use of the AED might be beneficial. 

The district will place AEDs in the following locations: [insert specific locations here]. At every 
location where an AED is present, the district will select and train staff members in its use. If an 
event occurs requiring use of an AED, trained staff will: 

A. Dial 911 immediately; 
B. Follow Cardio-Pulmonary Resuscitation (CPR) procedures; and 
C. Retrieve and use the AED as training dictates. 

Pre-placement  
A. Approved Equipment: 

1. All AEDs purchased or donated for placement in district facilities must meet the 
requirements of, and be approved by Clark County Emergency Medical Services 
(EMS); 

2. To the extent possible, the brand of AED used should be the same throughout 
district facilities to provide consistency in training and operation; 

3. The district will maintain on file a specifications/technical information sheet for each 
approved AED model purchased or donated to the district; and 

4. The district will notify local EMS of the existence and location of the AEDs 
B. Training: 

1. Selected staff will be provided with an initial training course approved by the 
Washington State Department of Health in the use of AEDs. A copy of the training 
certificate will be kept in the employee’s personnel file; 

2. Upon acquiring the defibrillator, medical direction in using CPR and using the AED 
will be obtained from a licensed physician; 

3. AED use will be included in CPR training programs arranged by the district and 
directed by a licensed physician. The course will include demonstrating proficiency in 
adult CPR, and the following: 
a. Safe and effective use of the AED device; and 
b. Common troubleshooting techniques for an AED  

4. Proficiency re-training for district employees certified in AED-CPR skills will be 
required every two years; 

5. Employees receiving training in the use of the AED may include nurses, 
athletic/activities directors, coaches, facility operations managers, security 
supervisors, health room assistants and office staff with health room responsibilities. 
Absent a contractual requirement, training is voluntary; 

6. Employees should use the AED only to the extent their training allows; and  
7. Employees trained to use an AED will only be held to the standards embodied in the 

state’s Good Samaritan Legislation (RCW 4.24.300). 

Pre-Event 
A. Accessibility, availability, security: 

1. During school hours, the AED will be housed in a designated location that allows for 
security and visibility. Ideally, the AED will be placed near a phone. Staff should be 
able to access the device outside of school hours; 
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2. Outside of school hours, the AED may be moved from its normal location by trained 
staff in order to support athletic or academic activities. A sign must be left in its place 
that clearly indicates who has the AED, its exact temporary location and estimated 
time of return; and  

3. Community members and individuals using district facilities on a contractual basis 
are not guaranteed access to an AED or AED trained staff. 

B. Routine maintenance: 

1. A schedule for maintaining the AED will be dictated by the product manufacturer and 
the Washington Department of Health; 

2. Most AEDs perform periodic self-diagnosis, including a check of battery strength and 
an evaluation of internal components;  

3.  School facilities staff will be responsible for checking the AED, including monitoring 
battery and maintenance indicators, and will immediately contact the appropriate 
staff member if the device needs to be serviced or if supplies are missing or will soon 
expire; and 

4. Periodic maintenance of the AED will be documented by dating and initialing a card 
located in the AED storage cabinet.  

Event 

A. Staff trained in the use of an AED are volunteers and are not expected to place their own 
safety in jeopardy in order to aid others. The scene around the victim must be made safe 
before a rescue is attempted; 

B. If an event occurs requiring use of an AED, trained staff should first ensure that EMS 
has been contacted and then proceed as their training in use of the AED dictates; and  

C. Upon arrival of EMS personnel, school district employees will immediately turn 
responsibility for care of the victim over to EMS.  

Post-Event: 

A. Event Data 
1. Immediately following the incident, the supervising employee the District’s Nurse will 

contact EMS to retrieve data from the AED; and 
2. The supervising employee the District’s Nurse will document the name of the 

fire/rescue responder and include this information on the district accident form.  

B. Return of the AED to operational service:  
As soon as possible after the event, a designated staff member, the District’s Nurse will 
complete a post-event checklist to ensure that the AED is returned to operational 
condition, including replacement of any single use items. 

C. Critical event stress debriefing:  
District employees may arrange an informal debriefing for school district and community 
members regarding the incident. EMS may also assist in setting up a debriefing.  

 
 
 
 
 
 
 
Date: 07.13 
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Policy No. 3413 
Students 

Student Immunization And Life Threatening 
Health Conditions 

Immunizations 
To safeguard the school community from the spread of certain communicable diseases and in 
recognition that prevention is a means of combating the spread of disease, the Board requires a 
student to present evidence of his/her having been immunized against diseases as required by 
the Washington State Board of Health.  
Exemptions from Immunization 
The District shall allow for exemptions from immunization requirements only as allowed for by 
RCW 28A.210.090. 

Meningococcal Disease and Vaccine Information Distribution  
The District will provide parents/guardians of students in sixth grade and above with information 
about meningococcal disease and its vaccine at the beginning of every school year. The 
information will address the characteristics of the disease; where to find additional information 
about the disease; vaccinations for children; and current recommendations from the United 
States Centers for Disease Control and Prevention regarding receiving the vaccine.  

Human Papillomavirus Disease Information 
At the beginning of every school year, the District will provide, to parents and guardians of sixth 
through twelfth grade students, information provided by the state Department of Health about 
human papillomavirus (HPV) disease and its vaccine.  

The information will include the causes and symptoms of human papillomavirus, how the 
disease is spread, the places where parents/guardians may obtain additional information and 
vaccinations for their children and current recommendations from the United States Centers for 
Disease Control Prevention regarding the vaccine. 

Life-Threatening Health Conditions 
Prior to attendance at school, each child with a life-threatening health condition will present a 
medication and treatment order from a Licensed Healthcare Provider (LHP) addressing the 
condition. A life threatening health condition means a condition that will put the child in danger 
of death during the school day if a medication and treatment order, providing authority to a 
registered nurse, and a nursing care plan are not in place. Following submission of the 
medication and treatment order, the registered nurse will develop the nursing care plan.  

Students who have a life-threatening health condition and no medication or treatment order 
presented to the school will be excluded from school, to the extent that the District can do so 
consistent with federal requirements for students with disabilities under the Individuals with 
Disabilities Education Act (IDEA) and Section 504 of the Rehabilitation Act of 1973, and 
according to the due process requirements in School District Procedure 3413P. 

Exclusion from School 
The District will exclude students only as allowed for by RCW 28A.210.120 and WAC 392-380-
050. 
The Superintendent will adopt procedures necessary to implement this policy. 
 
 
 
Cross References:  Board Policy 2100 Educational Opportunities for Military 

Children 
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Students 

 
Board Policy 2161 Special Education and Related Services for 

Eligible Students 

 Board Policy 2162 Education of Students with Disabilities Under 
Section 504 

 Board Policy 3241 Classroom Management, Corrective Actions 
or Punishment 

 Board Policy 3416 Medication at School 

   

   

Legal References:  Chapter 28A.210 
RCW 

Health — Screening and requirements 

 WAC 246-105 Immunization of child care and school 
children against certain vaccine-preventable 
diseases 

 WAC 392-182 Student — Health records 

 WAC 392-380 Public school pupils – Immunization 
requirement and life-threatening health 
condition 

   

Management Resources 
Policy & Legal News:  

August 2018  

 August 2012 Student Immunization and Life Threatening 
Heath Conditions 

 August 2011 New Immunization Exemption Requirement 

 June 2011 Educational Opportunity for Military Children 

 August 2007 Human Papillomavirus Disease Notification 

 April 2006 Chickenpox Immunization Required 

 June 2005 Distribution of Information on Meningococcal 
Disease 

 October 2002 Legislature Addresses “Life-Threatening 
Conditions 

  
 
 
 
 
 
 
Adoption Date:  01.28.03 
Hockinson School District  
Revised: 2.27.12; 10.22.12; 10.22.18 
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Student Immunization and Life-Threatening Health Conditions 

Required Immunization Documentation 
Prior to attending in-person classes or receiving in-person services, the student’s parent or legal 
guardian must provide proof of the required immunizations as specified by the Washington 
Department of Health (DOH) with a completed Certificate of Immunization Status (CIS) form 
approved by the Department of Health and/or an exemption with an appropriate Certificate of 
Exemption (COE) form completed to the DOH guidelines. The student cannot start attending 
school until the completed CIS and/or COE is on file at the school or the Conditional 
Immunization Status conditions have been met. Students experiencing homelessness, including 
migratory and refugee children and children in out-of-home (foster) care, who have not provided 
the required documentation will be allowed to enroll, attend classes, and participate fully, despite 

being out of compliance with immunization requirements. 

The CIS and/or COE will be a part of the student's permanent record. The District will provide 
access to immunization records of each student enrolled to agents of the state or local health 
department. The District will return the CIS and/or COE, or a legible copy, to the parent or legal 
guardian if the child is withdrawn or transferred from the District. The District may not withhold 
the CIS and/or COE for any reasons, including nonpayment of school fees. 

Certificate of Immunization 
School staff may verify that the student’s immunizations are complete in the WA Immunization 
Information System (IIS), in this situation a CIS is not required to be on file. School staff will 
document this verification in the student’s cumulative school record. If the immunizations are not 
complete in the IIS the immunization status of students must be documented on a completed 
CIS form.  

The immunization status of all students must be documented on a completed CIS form. 

All immunization information documented on a CIS by new enrollees starting school on or after 
August 1, 2020 must be medically verified. A CIS printed from the Washington Immunization 
Information System (IIS) with immunization information prepopulated is considered medically 
verified by the IIS. A hardcopy CIS completed by the parent or legal guardian must be verified 
as accurate by either a health care provider signature or by a school administrator, school nurse 
or designee’s signature after verifying that the information on the CIS is accurate when 
compared to medical immunization records attached to the CIS.  

For currently enrolled students, all new immunization documentation submitted on or after 
August 1, 2020 must be on a medical immunization record. School staff may use the information 
on the medical immunization record to update the student’s existing CIS on file.  

Conditional Immunization Status Attendance 
If by a student’s first day of attendance the student does not have documentation of all of the 
required immunizations, the student may be permitted to start school in a temporary “conditional 
immunization status”, provided that the student has received all of the immunizations that 
he/she is eligible to receive and is waiting for the recommended date of the next vaccine dose 
according to the national immunization catch-up schedule. The parent or legal guardian must 
sign the CIS acknowledging the conditional status rules and times lines that follow. Once the 
next dose comes due, the student can remain in conditional status for thirty (30) calendar days 
to have time to turn in the required documentation. If additional vaccines are needed, 
conditional status continues in a similar manner until all of the vaccine series are complete. If 
the thirty (30) calendar day period expires and documentation has not been given to the school, 
the student will be excluded from further attendance. Valid documentation includes medical 
records showing vaccination, evidence of immunity to the disease in question, or a completed 
Certificate of Exemption (COE) form.  
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Exemptions from Immunization 
Any and all exemptions will be processed and recorded on a Certificate of Exemption (COE) 
form completed to the Department of Health guidelines. All exemptions requested on a COE 
must be signed by the parent or legal guardian. Additionally, with the exception of a religious 
membership exemption, all COE forms presented on or after July 22, 2011, must also have the 
signature of a health care practitioner (HCP) saying they have given the parent or guardian 
information about the benefits and risks of immunizations. The form may be signed by a HCP at 
any time prior to the enrollment of the child in a school. Photocopies of the signed form, or a 
letter from the HCP referencing the child's name, shall be accepted in lieu of the original form. 
Such a letter should be attached to the COE signed by the parent or legal guardian. Only a 
health care practitioner who is a physician (MD), physician assistant (PA), osteopath (DO), 
naturopath (ND), or advanced registered nurse practitioner (ARNP) licensed in Washington 
State may sign the COE. 

The District will grant medical exemptions from one or more of the required immunizations if the 
HCP indicates on the COE that in their opinion the vaccine is not advisable for the student. If the 
HCP indicates the medical exemption is temporary, an expiration date must be documented on 
the COE.  

When a temporary medical exemption expires, the student can attend school in “conditional 
immunization status” for thirty (30) calendar days to get the missing immunization or another 
exemption. If the thirty (30) calendar day period expires and documentation has not been given 
to the school, the student will be excluded from further attendance. Valid documentation 
includes medical records showing vaccination, evidence of immunity to the disease in question, 
or a completed Certificate of Exemption (COE) form.  

The District will grant religious exemptions from one or more of the required immunizations if the 
parent or legal guardian completes the religious exemption section of the COE.  

The District will grant religious membership exemptions from one or more of the required 
immunizations if the parent or legal guardian completes the religious membership section of the 
COE and signs affirming they are a member in a religious body or church with beliefs or 
teachings that preclude a child from receiving medical treatment from a HCP. The HCP 
signature is not required for a religious membership exemption. 

The District will grant personal/philosophical exemptions from one or more of the required 
immunizations, except measles, mumps or rubella, if the parent completes the 
personal/philosophical exemption section on the COE. The District will not grant an exemption 
for philosophical or personal reasons from the measles, mumps, or rubella immunization 
requirements. 

Exclusion from School 
The school principal will exclude students from further attendance who are out of compliance 
with the immunization requirements as required in RCW 28A.210.120.  

When excluding students, the school will provide written notification as required in WAC 392-
380-050. Written notification will: 

 Order that the student is excluded immediately, and 

 Be delivered in person or by certified mail, and  

 Be in the parent’s native language if possible, and 

 Include a copy of the applicable laws and rules (RCW 28A.210.010-160, 246-105 WAC, 
and 392-182 WAC sections 005, 020, 045, 050, 080), and  

 Provide information regarding immunization services available through local health or 
other public agencies, and 

https://app.leg.wa.gov/rcw/default.aspx?cite=28A.210.120
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 Include notice that the parent/legal guardian and student has a right to a hearing 
provided they notify the school within three (3) days after receiving the exclusion order 
from the school principal, and  

 Describe the hearing process, and  

 Explain that the exclusion continues until either the required immunization 
documentation, or a completed Certificate of Exemption form is turned in to the school, 
or a hearing officer determines that the student is no longer excluded from school.  

If the parent requests a hearing, the District will notify in writing the parent or guardian and 
school principal of the time and place for the hearing and will present the case to a hearing 
officer appointed by the superintendent 

List of Students Not Fully Immunized 
The District will keep, or be able to produce within twenty-four hours, a current list of children 
who are not fully immunized. This list must be transmitted to the local health department upon 
request. The local health officer may use this list for easy identification of students to be 
excluded from school temporarily during a disease outbreak.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 08.07; 08.11; 08.12; 10.12; 07.13; 11.18; 03.19; 08.19; 09.28 



Policy No. 3414 
Students 

Infectious Diseases 
To safeguard the school community from the spread of certain communicable diseases the 
superintendent will implement procedures assuring that all school buildings are in compliance 
with State Board of Health rules and regulations regarding the presence of persons who have 
been exposed to or who have infectious diseases deemed dangerous to the public health. Such 
procedures will also prescribe the steps to remove the danger to others. 

The District will require that the parents/guardians complete a medical history form at the 
beginning of each school year. The school nurse may use such reports to advise the parent of 
the need for further medical attention and to plan for potential health problems in school. 

The Board authorizes the school principal to exclude a student who has been diagnosed by a 
Licensed Health Care Provider (LHP) or is suspected of having an infectious disease in 
accordance with the regulations within the most current Infectious Disease Control Guide, 
provided by the State Department of Health and the Office of the Superintendent of Public 
Instruction. The principal and/or school nurse will report the presence of suspected case, or 
cases, of reportable communicable disease to the appropriate local health authority as required 
by the State Board of Health. The district and its staff will treat all information concerning a 
student's present and past health condition as confidential. The principal will cooperate with the 
local health officials in the investigation of the source of the disease.  

The fact that a student has been tested for a sexually transmitted disease, the test result, any 
information relating to the diagnosis or treatment of a sexually transmitted disease, and any 
information regarding drug or alcohol treatment for a student must be kept strictly confidential. If 
the District receives authorization to release information, the District may disclose information 
pursuant to the restrictions in the release. 

A school principal or designee has the authority to send an ill child home without the 
concurrence of the local health officer, but if the disease is reportable, the District must notify 
the local health officer. The local health officer is the primary resource in the identification and 
control of infectious disease in the community and school. The local health department, in 
consultation with the superintendent, can take whatever action deemed necessary to control or 
eliminate the spread of disease, including closing a school. 

 

 

Legal References:  Chapter 70.02 RCW Medical records — health care information 
access and disclosure 

 RCW 28A.210.010 Contagious diseases, limiting contact — 
Rules 

 Chapter 246-110 
WAC 

Contagious diseases --School districts and 
childcare centers 

   

Management Resources 
Policy & Legal News:  

August 2018  

 February 2013  

   

Adoption Date:  06.24.03 
Hockinson School District  
Revised: 02.27.12; 12.17.18 
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Infectious Diseases 
Certain microorganisms in the body cause infectious disease. Infectious diseases may or may 
not be communicable or in a contagious state. 

The District may control diseases in a contagious state by excluding a student from the 
classroom or by referring a student for medical attention. Staff must advise the school nurse and 
principal or designee when a student exhibits symptoms of an infectious disease based on the 
criteria outlined in this procedure. Staff should provide the school nurse and principal or 
designee with as much health information as is known about the case in a timely manner so that 
appropriate action can be initiated. (See Infectious Disease Control Guide for School Staff.) 

List of Reportable Diseases 
In consultation with the school nurse, the District will report suspected disease, or disease with 
known diagnosis, to the local health department as indicated on the Notifiable Conditions page 
of the Washington Department of Health’s website. 

Cluster of Cases 
The occurrence of any generalized rash (covering greater than 75% of the body) with or without 
fever, cough, runny nose, and reddened eyes in a school MUST be reported IMMEDIATELY to 
the school nurse who will in turn report as necessary to the local health department. Localized 
rash cases such as diaper rash, poison oak, etc. need not be reported. In addition to rash 
illnesses, any unusual cluster of infectious disease must be reported to the school nurse. 

Identification and Follow-Up 
A. The length of absence from school for a student ill from a contagious disease is determined 

by the directions given in the Infectious Disease Control Guide or instructions provided by 
the health care provider, or instructions from the local health officer. 

B. The principal has the final responsibility for enforcing all exclusions. 

C. Follow-up of suspected communicable disease cases should be carried out in order to 
determine any action necessary to prevent the spread of the disease to additional children. 

Reporting At Building Level 
A student with a diagnosed reportable condition will be reported by the school principal or 
designee to the local health officer as per schedule.  

When symptoms of communicable disease are detected in a student who is at school, the 
regular procedure for the disposition of ill or injured students will be followed unless the student 
is fourteen years or older and the symptoms are of a sexually transmitted disease. In those 
instances, the student has confidentiality rights that prohibit notification of anyone but the health 
department. In all other instances, the principal or designee will: 
A. Call the parent, guardian or emergency phone number to advise him/her of the signs and 

symptoms; 

B. Determine when the parent or guardian will pick up the student; 

C. Keep the student isolated but observed until the parent or guardian arrives;  

D. Notify the teacher of the arrangements that have been made prior to removing the student 
from school; and 

E. Notify the school nurse to ensure appropriate health-related interventions are in place. 

First Aid Procedures 
A. Students should be asked to wash their own minor wound areas with soap and water under 

staff guidance when practicable. If performed by staff, wound cleansing should be 
conducted in the following manner: 

1. Soap and water are recommended for washing wounds. Individual packets with 
cleansing solutions or saline can also be used; 
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2. Gloves must be worn when cleansing wounds which may put the staff member in 
contact with wound secretions or when contact with any bodily fluids is possible; 

3. Gloves and any cleansing materials will be discarded in a lined trash container that is 
disposed of daily according to WAC 296-823 – Occupational exposure to blood 
borne pathogens and included in the most recent OSPI Infectious Disease Control 
Guide; 

4. Hands must be washed before and after treating the student and after removing the 
gloves; and 

5. Treatment must be documented in a health log program. 

B. Thermometers will be handled in the following manner: 
1. Only disposable thermometers or non-mercury thermometers with disposable 

sheath covers and/or temporal scan thermometers should be used when taking 
student's temperatures; and 

2. Disposable sheath covers will be discarded in a lined trash container that is secured 
and disposed of daily. Temporal scan thermometers will be disinfected after each 
use.  

Handling of Body Fluids 
A. Body fluids of all persons should be considered to contain potentially infectious agents 

(germs). Body fluids include blood, semen, vaginal secretions, drainage from scrapes and 
cuts, feces, urine, vomitus, saliva, and respiratory secretions; 

B. Gloves must be worn when direct hand contact with body fluids is anticipated (e.g., treating 
nose bleeds, bleeding abrasions) when handling clothes soiled by body fluids (e.g. urine 
and/or feces), when diapering children and when sanitizing spaces used for diapering). 
Hand washing is the most important intervention for preventing the spread of disease and 
must take place after gloves are removed and between care of multiple students; 

C. Used gloves must be discarded in a secured lined trash container and disposed of daily 
according to WAC 296-823 - Blood borne Pathogens and included in the most recent OSPI 
Infectious Disease Control Guide. Hands must then be washed thoroughly; and 

D. Self-treatment of minor injuries, when reasonable, will be encouraged; and 

E. Sharps will be disposed in an approved container. Sharps containers must be maintained 
upright throughout use, be tamper-proof and safely out of students’ reach, be replaced 
routinely and not be allowed to overfill; and 

F. General cleaning procedures will include use of a 10% bleach solution to kill norovirus and 
C.difficile spores. 

For other universal precautions, the District will comply with WAC 296-823- Blood borne 
Pathogens and the OSPI Infectious Disease Control Guideline.  

Treatment of Students with Chronic Medical Conditions (e.g. HIV, AIDS, Hepatitis)  
On the disclosure that a student has been identified as having Human Immunodeficiency Virus 
(HIV) or Acquired Immunodeficiency Syndrome (AIDS) or Infectious Hepatitis the 
superintendent, principal, parent or guardian, local health officer, school nurse and the student’s 
licensed healthcare provider will confer as necessary and determine the appropriate placement 
of the student. The student will be accommodated in a least restrictive manner, free of 
discrimination, without endangering the other students or staff. The student may only be 
excluded from school on the written concurrence of the public health officer and the student's 
licensed healthcare provider, that remaining or returning to school would constitute a risk either 
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to the student or to employees or other students. All discussions and records will be treated as 
confidential, consistent with RCW 70.24.105. 

Release of information regarding the testing, test result, diagnosis, or treatment of a student for 
a sexually transmitted disease, HIV, drug, alcohol, mental health treatment, family planning, or 
abortion may be made only as pursuant to an effective release and only to the degree permitted 
by the release. To be effective, a release must be signed and dated, must specify to whom the 
release may be made and the time period for which the release is effective. Students fourteen 
and older must authorize disclosure regarding HIV, sexually transmitted diseases, or 
reproductive healthcare issues. Students thirteen and older must authorize disclosure regarding 
drug, alcohol, or mental health treatment. Students of any age must authorize disclosure 
regarding family planning or abortion. Parents or guardians must authorize disclosure pertaining 
to younger students. 

Any disclosure made pursuant to a release regarding reproductive healthcare, including 
sexually transmitted diseases, HIV/AIDS,drug treatment, or alcohol treatment must be 
accompanied by the following statement: 

“This information has been disclosed to you from records whose confidentiality is 
protected by state law. State law prohibits you from making any further disclosure of 
it without the specific written consent of the person to whom it pertains, or as 
otherwise permitted by state law. A general authorization for the release of medical 
or other information is not sufficient for this purpose.” 

Continuing employees will receive information, within one year of District receipt from OSPI, on 
new discoveries or changes in accepted knowledge of transmission, prevention, and treatment 
for HIV/AIDS. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: 9.13; 03.19 
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Students 

Accommodating Students with Diabetes 
The School Nurse is appointed to:  

A. Consult and coordinate with the parents and health care providers of students with 
diabetes; and   

B. Train and supervise the appropriate staff in the care of students with diabetes. 
The district will develop and follow an individual health plan for each student with diabetes. Each 
individual health care plan will include an individual emergency plan element. The health plans 
will be updated annually, and more frequently as needed. 

Parents of students with diabetes may designate an adult to provide care for their student 
consistent with the student’s individual health care plan. At parent request, school district 
employees may volunteer to be a parent-designated adult under this policy, but they will not be 
required to participate.  

Parent-designated adults who are school employees will file a voluntary, written, current and 
unexpired letter of intent stating their willingness to be a parent-designated adult. Parent-
designated adults who are school employees are required to receive training in caring for 
students with diabetes from school nurse or from a nationally certified diabetes educator.  

Parent-designated adults who are not school employees are required to show evidence of 
comparable training, and meet school district requirements for volunteers. Parent-designated 
adults will receive additional training from a parent-selected health care professional or expert in 
diabetic care to provide the care requested by the parent. The school nurse is not responsible 
for the supervision of procedures authorized by the parents and carried out by the parent-
designated adult. 

In addition to adhering to the requirements of each individual health care plan, for the general 
care of students with diabetes, the district will: 

A. Acquire necessary parent requests and instructions for treatment; 
B. Acquire monitoring and treatment orders from licensed health care providers prescribing 

within the scope of their licensed authority; 
C. Provide sufficient and secure storage for medical equipment and medication provided by 

the parent; 
D. Permit students with diabetes to perform blood glucose tests, administer insulin, and treat 

hypoglycemia and hyperglycemia by providing easy access to the necessary supplies, 
equipment and medication necessary under their individual health care plan. This includes 
the option for students to carry the necessary supplies, equipment and medication on their 
person and perform monitoring and treatment functions wherever they are on school 
grounds or at school-sponsored events; 

E. Permit students with diabetes unrestricted access to necessary food and water on 
schedule and as needed and unrestricted access to bathroom facilities. When food is 
served at school events, provision will be made for appropriate food to be available to 
students with diabetes; 

F. School meals will not be withheld from any student for disciplinary reasons. Students with 
diabetes will not miss meals because they are not able to pay for them. The charge for the 
meal will be billed to the parent or adult student and collected consistent with district 
policies; 

G. Parents and health care providers of students with diabetes will be provided with a 
description of their student’s school schedule to facilitate the timing of monitoring, 
treatment and food consumption; and 

H. Each student’s individual health care plan will be distributed to appropriate staff based on 
the student’s needs and the staff member’s contact with the student. 
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The district, its employees, agents or parent-designated adults who act in good faith and in 
substantial compliance with a student’s individual health care plan and the instructions of the 
student’s health care provider  will not be criminally or civilly liable for services provided under 
RCW 28A.210.330. 

 
 
 
 
Cross References: Board Policy 2162 Education of Students with Disabilities 

Under Section 504 
 Board Policy 3416 Medication at School 
 Board Policy 3520 Student Fees, Fines and Charges 
 Board Policy 5630 Volunteers 
 
Legal References:  
 42 U.S.C. §§ 12101et seq. Americans with Disabilities Act  
  
 RCW 28A.210.330 Students with diabetes -- Individual 

health plans -- Designation of 
professional to consult and 
coordinate with parents and health 
care provider -- Training and 
supervision of school district 
personnel 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  11.26.02 
Hockinson School District  
Revised: 02.27.12 
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Students 

Medication at School 
 
General Statement 
Under normal circumstances all student medications, both prescription and over-the-counter 
(OTC) medications, should be administered before and/or after school hours under supervision 
of the parent and/or guardian. When it is necessary for a student to receive prescription or over-
the-counter OTC oral medication, topical medication, eye drops, eardrops, or nasal spray at 
school or at school-sponsored events; the parent/guardian must submit a written parental 
request and a written authorization form from a licensed healthcare practitioner (LHP) 
prescribing within the scope of his or her prescriptive authority. If the medication will be 
administered for more than fifteen (15) consecutive days, the LHP must also provide written, 
current, and unexpired instructions for the administration of the medication. 
 
The superintendent will establish procedures for: 
A. Designating staff members who may administer medication to students; 
B. Training, delegation, and supervision of staff members in the administration of medication to 

students by a registered nurse (RN) including oral medication, topical medication, eye 
drops, ear drops, and/or nasal spray; 

C. Obtaining signed and dated parent/guardian and LHP requests and authorization for the 
administration of medications, including instructions from the LHP if the medication is to be 
given for more than fifteen (15) days; 

D. Transporting medications to and from school;  
E. Storing medication in a locked or limited access area;  
F. Labeling medication; 
G. Administering of medication, including identification of student and medication; 
H. Documenting administration of medication, including errors, reactions, or side effects; 
I. Disposing of medications; 
J. Maintaining records pertaining to the administration of medication;  
K. Maintaining student confidentiality; 
L. Permitting, as appropriate possession and self-administration of medications necessary for 

student school attendance; 
M. Permitting possession and self-administration of over-the-counter topical sunscreen 

products. (See Sunscreen Section below); and   
N. Reviewing and evaluating of medication practices and documentation.  
School District Policy and Procedure 3419 - Self-Administration of Asthma and Anaphylaxis 
Medication and School District Policy and Procedure 3420 - Anaphylaxis Prevention and 
Response govern the use of injectable medication for the treatment of anaphylaxis.  
Except for limited situations, no school staff other than a RN or licensed practical nurse (LPN) 
may administer suppositories, rectal gels, or injections (except for emergency injections for 
students with anaphylaxis, as stated in School District Policy and Procedure 3419 Self-
Administration of Asthma and Anaphylaxis Medication and School District Policy and Procedure 
3420, Anaphylaxis Prevention and Response. In some situations, a parent designated adult 
(PDA) may administer certain injections. 
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If the school decides to discontinue administering a student’s medication, the superintendent or 
designee must provide notice to the student’s parent/guardian orally and in writing prior to the 
discontinuance. There must be a valid reason for the discontinuance that does not compromise 
the health of the student or violate legal protections for the disabled. 

Sunscreen 
Over-the-counter topical sunscreen products may be possessed and used by students, 
parent/guardians, and school staff without a written prescription or note from a licensed health 
care provider if the following conditions are met: 
A. The product is regulated by the US Food and Drug administration as an over-the-counter 

sunscreen product; and 
B. If possessed by a student, the product is provided to the student by a parent/guardian. 

Medical Marijuana 
Washington State law (RCW 69.51A.060) permits the use of medical marijuana, however, 
federal law (Title IV-Part A—Safe and Drug Free Schools and Communities and the Controlled 
Substances Act (CSA) (21 U.S.C. § 811) prohibits the possession and use of marijuana on the 
premises of recipients of federal funds including educational institutions. School nurses may not 
administer medical marijuana. See 3423 – Parental Administration of Marijuana for Medical 
Purposes, regarding parental administration of medical marijuana on school grounds, school 
bus and school sponsored activities. 
 
 

Cross References:  Board Policy 3419 Self-Administration of Asthma and 
Anaphylaxis Medications 

 
Board Policy 3420 Anaphylaxis Prevention and Response 

 Board Policy 3423 Parental Administration of Marijuana for 
Medical Purposes 

   

Legal References:  RCW 28A.210.260 Public and Private Schools —Administration 
of medication — Conditions 

 RCW 28A.210.270 Public and Private Schools —Administration 
of medication — Immunity from liability—
Discontinuance, procedure 

 
  

Management Resources 
Policy & Legal News:  

July 2019  

 August 2018  

 July 2017  

 February 2014  

 August 2012  

 February 2001  
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Adoption Date:  09.23.03 
Hockinson School District  
Revised: 02.27.12; 10.22.12; 4.24.14; 08.28.17; 10.22.18; 09.30.19 
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Medication at School 
Each school principal will authorize two (2) staff members to administer prescribed or over-the-
counter oral or topical medication, eye drops or ear drops (“medication”). These designated staff 
members will receive RN delegation prior to the opening of school each year.  

For the purpose of this procedure, “medication” means oral medication, topical medication, eye 
drops, ear drops or nasal spray. This definition DOES NOT include over-the-counter topical 
sunscreen products regulated by the US Food and Drug Administration (see Sunscreen section 
below). Oral medications are administered by mouth either by swallowing or by inhaling and 
may include administration by mask if the mask covers the mouth or mouth and nose. 

Medication may be dispensed to students on a scheduled basis upon written authorization from 
a parent with a written request by a licensed health professional prescribing within the scope of 
their prescriptive authority. If the medication is to be administered more than fifteen (15) 
consecutive days, the written request must be accompanied by written instructions from a 
licensed health professional. Requests will be valid for no longer than the current school year. 
The prescribed or over-the-counter medication must be properly labeled and be contained in the 
original container. The dispenser of prescribed or non-prescribed oral medication will: 

A. Collect the medication directly from the parent (students should not transport medication 
to school), collect an authorization form properly signed by the parent and by the 
prescribing licensed health professional and collect instructions from the prescribing 
licensed health professional if the oral medication is to be administered for more than 
fifteen (15) consecutive days;  

B. Store the prescription or non-prescribed oral medication (not more than a twenty (20) 
day supply) in a locked, substantially constructed cabinet; 

C. Maintain a daily record which indicates that the prescribed or non-prescribed oral 
medication was dispensed. 

D. Provide for delegation, training and supervision by a physician or registered nurse. 

E. A copy of the policy and procedure will be provided to the parent upon request for 
administration of medication in the schools. 

Prescribed and over-the-counter oral or topical medications, eye drops or ear drops may be 
administered by a registered nurse, a licensed practical nurse or an authorized staff member. 

Nasal inhalers, suppositories and non-emergency injections may not be administered by school 
staff other than registered nurses and licensed professionals. Nasal sprays containing legend 
(prescription) drugs or controlled substances may only be administered by a school nurse or, if 
a school nurse is not present on school premises, an authorized school employee; or a parent-
designated adult with training as required by RCW 28A.210.260. 

No prescribed medication will be administered by injection by staff except when a student is 
susceptible to a predetermined, life-endangering situation. The parent will submit a written 
statement which grants a staff member the authority to act according to the specific written 
orders and supporting directions provided by licensed health professional prescribing within his 
or her prescriptive authority (e.g., medication administered to counteract a reaction to an insect 
sting). Such medication will be administered by staff trained by the supervising registered nurse 
to administer such an injection. 

Written orders for emergency medication, signed and dated, from the licensed health 
professional prescribing within his or her prescriptive authority will:  

A. State that the student suffers from an allergy which may result in an anaphylactic 
reaction; 
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B. Identify the drug, the mode of administration and the dose. Epinephrine administered by 
inhalation, rather than injection, may be a treatment option. This decision must be made 
by the licensed health professional prescribing within his or her prescriptive authority; 

C. Indicate when the injection will be administered based on anticipated symptoms or time 
lapse from exposure to the allergen;  

D. Recommend follow-up after administration, which may include care of the stinger, need 
for a tourniquet, administration of additional medications, transport to hospital; and  

E. Specify how to report to the health professional prescribing within his or her prescriptive 
authority and any record keeping recommendations. 

If a health professional and a student’s parent request that a student be permitted to carry his/or 
her own medication and/or be permitted to self-administer the medication, the principal may 
grant permission after consulting with the school nurse. The process for requesting and 
providing instructions will be the same as established for oral medications. The principal and 
nurse will take into account the age, maturity and capability of the student; the nature of the 
medication; the circumstances under which the student will or may have to self-administer the 
medication and other issues relevant in the specific case before authorizing a student to carry 
and/or self-administer medication at school. Except in the case of multi-dose devices (like 
asthma inhalers), students will only carry one day’s supply of medication at a time. Violations of 
any conditions placed on the student permitted to carry and/or self-administer his or her own 
medication may result in termination of that permission, as well as the imposition of discipline 
when appropriate. 

Sunscreen 
Over-the-counter topical sunscreen products may be possessed and used by students, parents, 
and school staff, without a written prescription or note from a licensed health care provider, if the 
following conditions are met: 

A. The product is regulated by the US Food and Drug Administration as an over-the-
counter sunscreen product; and 

B. If possessed by a student, the product is provided to the student by their parent or 
guardian.  

Students who possess over-the-counter topical sunscreen products that meet the above criteria 
may carry up to 8 ounces at a time, preferably with the container in a plastic bag.  

Violations of any conditions placed on the student permitted to carry and/or self-administer his 
or her own sunscreen products may result in confiscation and termination of that permission, as 
well as the imposition of discipline when appropriate. 

School staff may assist students in application of sunscreen products in certain circumstances 
and in the presence of another staff member. The appropriate staff member will take into 
account the age, maturity, and capability of the student, the need for the application of the 
sunscreen, and other issues relevant in the specific case, before assisting students in 
application of sunscreen products at school or during school-sponsored events. However, staff 
members are not required to assist students in applying sunscreen. 

The District may provide education to students regarding sun safety guidelines.  

(The following procedures are specific to parent-designated adult care of students with 
epilepsy): 

Parent-Designated Adult Care of Students with Epilepsy 
Parents of students with epilepsy may designate an adult to provide care for their student 
consistent with the student’s individual health care plan. At parent request, school district 
employees may volunteer to be a parent-designated adult under this policy, but they will not be 
required to participate.  
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Parent-designated adults who are school employees will file a voluntary, written, current and 
unexpired letter of intent stating their willingness to be a parent-designated adult. Parent-
designated adults who are school employees are required to receive training in caring for 
students with epilepsy from the school nurse. Parent-designated adults will receive additional 
training from a parent-selected health care professional or expert in epileptic care to provide the 
care (including medication administration) requested by the parent. 

Parent-designated adults who are not school employees are required to show evidence of 
comparable training, and meet school district requirements for volunteers. Parent-designated 
adults will receive additional training from a parent-selected health care professional or expert in 
epileptic care to provide the care requested by the parent. The school is not responsible for the 
supervision of procedures authorized by the parents and carried out by the parent-designated 
adult. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: 7.13; 8.12; 2.14; 11.17 
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Catheterization 
The board authorizes qualified staff to provide clean, intermittent bladder catheterization (CIC) 
of students or assisted self-catheterization according to rules adopted by the State Board of 
Nursing. 

Catheterization is authorized under the following conditions: 
A. A parent, legal guardian or other person having legal control over the student files a 

written, current and unexpired request that the district provide for the catheterization of 
the student; 

B. A licensed physician of the student files a written, current and unexpired request that 
catheterization of the student be provided for during the hours when school is in session 
or the hours when the student is under the supervision of school officials; 

C. A registered nurse provides written, current and unexpired instructions regarding 
catheterization that states which staff members are designated to provide for 
catheterization and a description of the nature and extent of any supervision that is 
required; and 

D. Any staff member who is authorized to provide for catheterization must receive training 
from a registered nurse consistent with the rules of the State Board of Nursing.  
Licensed practical nurses (LPN’s) are trained to provide catheterization as part of their 
professional preparation and are not subject to this training requirement. 

Employees (except licensed nurses) who have not previously agreed in writing to perform clean, 
intermittent bladder catheterization as a specific part of their job description may file a written 
letter of refusal to perform catheterization. The employee’s refusal may not serve as grounds for 
discharge, nonrenewal or any other action adversely affecting the employee’s contract status. 

The district and its staff and the staff member who provides for catheterization in substantial 
compliance with this policy and the rules of the state board of nursing will not be liable in any 
criminal action or for civil damages arising from providing catheterization. The district may 
discontinue catheterization service for a student without being liable so long as the affected 
parents/guardians are given advance oral/written notice.  

Cross References: Board Policy 2161 Special Education and Related Services 
for Eligible Students 

Legal References: RCW 28A.210.255 Provision of health services in public 
and private schools — Employee job 
description 

  28A.210.280 Catheterization of public and private 
school students 

  28A.210.290 Catheterization of Public and Private 
School Students — Immunity from 
liability 

 WAC 246-840-820 Provision for clean, Intermittent 
Catheterization in schools 

 
Management Resources:  

Policy & Legal News, December 2014 
Policy News, June 2003 Catheterization Policy Update 
Policy News, December 2003 Updated Legal References for 

Catheterization, Facilities Planning 
and Student Records Policies 

Adoption Date:  06.13.02   
Hockinson School District  
Revised: 06.01.03, 02.27.12; 2.23.15 
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Catheterization 
A. The State Department of Health has established the following rules: 

1. The student's medical file will contain a written request from the parent(s) or guardian for 
the clean, intermittent catheterization of the student. 

2. The student's medical file will contain written permission from the parent(s) or guardian 
for the performance of the clean, intermittent catheterization procedure by the non-
licensed school employee. 

3. The student's medical file will contain a current written order for clean, intermittent 
catheterization from the student's physician and will include written instructions for the 
procedure. The order will be reviewed and/or revised each school year. 

4. The service will be offered to all disabled students and may be offered to the 
nondisabled students, at the discretion of the school board. 

5. A licensed registered nurse will develop instructions specific for the needs of the student. 
These will be made available to the non-licensed school employee and will be updated 
each school year. 

6. The supervision of the self-catheterizing student will be based on the needs of the 
student and the skill of the non-licensed school employee. 

7. A licensed registered nurse, designated by the school board, will be responsible for the 
training of the non-licensed school employees who are assigned to perform clean, 
intermittent catheterization of the students. 

8. The training of the non-licensed school employee will include but not be limited to: 
a. An initial in-service training, of a length to be determined by the licensed registered 

nurse. 
b. An update of the instructions and a review of the procedure each school year. 
c. Anatomy, physiology and pathophysiology of the urinary system including common 

anomalies for the age group served by the employee. 
d. Techniques common to the urinary catheterization procedure. 
e. Identification and care of the required equipment. 
f. Common signs and symptoms of infection and recommended procedures to prevent 

the development of infections. 
g. Identification of the psychosocial needs of the parent/guardian and the students with 

emphasis on the needs for privacy and confidentiality. 
h. Documentation requirements. 
i. Communication skills including the requirements for reporting to the registered nurse 

or the physician. 
j. Medications commonly prescribed for the clean, intermittent catheterization patient 

and their side effects. 
k. Contraindications for clean, intermittent catheterization and the procedure to be 

followed if the non-licensed school employee is unable to catheterize the student. 
l. Training in catheterization specific to the student's needs. 
m. Developmental growth patterns of the age group served by the employee. 
n. Utilization of a teaching model to demonstrate catheterization techniques with return 

demonstration performed by the non-licensed school employee, if a model is 
available. 

o. The training of the non-licensed school employee will be documented in the 
employee's permanent file. 

B. The district will record the names of individuals receiving the catheterization training and the 
training dates. These records will be kept available for audits. 



Policy No. 3418 
Students 

 Response to Student Injury or Illness  
The board recognizes that schools are responsible for providing first aid or emergency 
treatment in case of injury or illness of a student. To that end, the board encourages school staff 
to become certified in first aid. Further medical attention in non-emergency cases is the 
responsibility of the parent or guardian. Schools will notify the parent or guardian of students 
who suffer injuries, illness or physical trauma at school or at any school-sponsored activity as 
soon as practicable. 

The superintendent will establish procedures to be followed consistent with this policy.  

 

 

Cross Reference: Board Policy 3124 Removal/Release of Student During 
School Hours 

Board Policy 3422 Student Sports—Concussions and 
Head    Injuries 

 
Management Resources: 

Policy & Legal News, June 2014 Updates to title; removal of outdated 
language. 

 
 
 
Adoption Date:  09.23.03 
Hockinson School District  
Revised: 02.27.12; 8.25.14 
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Response to Student Injury or Illness 
EVALUATION 
When a student is injured or ill at school or during any school-sponsored activity to any degree, 
it is the responsibility of staff to see that immediate care and attention is provided to the student 
unless or until the staff member is relieved by a staff member certified in first aid, a nurse, a 
doctor, or emergency personnel.  
 
Except in cases of very minor injuries (e.g., cuts, scrapes, rug burns) that, in the judgement of 
the school nurse or a staff member certified in first aid, do not pose a serious health risk to the 
student and will not worsen if the student remains at school, the principal or designee and 
school nurse (if not already notified) will be promptly notified of any student’s: 1) injury; 2) 
illness; or 3) physical trauma that could have caused injuries as yet unobservable.  
 
The school nurse or a staff member certified in first aid will determine whether the injury, illness 
or trauma is serious enough to warrant calling 911. Upon a finding that it is not, either individual 
will provide appropriate first aid to the student consistent with their training.   
 
EMERGENCY TREATMENT 
Upon recommendation of the school nurse or a staff member certified in first aid, Emergency 
Medical Services (EMS) will be called immediately and the student will be transported to the 
hospital by EMS.  Students with uncontrolled bleeding and those who have suffered temporary 
suffocation, cardiac arrest, fractures or head, neck, eye, ear or spinal injuries will only be moved 
and transported by EMS.  
 
PARENT/GUARDIAN OR EMERGENCY CONTACT NOTIFICATION 
Except in cases of very minor injuries as described above, the principal or designee will notify 
the parent or guardian (or, if the parent or guardian cannot be reached, the emergency contact), 
to advise them of the student’s condition as soon as practicable.  
 
The student’s parent or guardian or emergency contact will decide, in non-emergency cases, 
whether: 1) the parent/guardian or emergency contact will transport the student to the hospital; 
2) the parent/guardian or emergency contact will pick up the student or 3) the student will 
remain at school.   
 
ADVANCED DIRECTIVES 
The district will consult with its legal counsel prior to accepting any advance directives to 
physicians to limit medical treatment.  
 

 

 

 

 

 

 

 
 
 
 
 
Date:  7.13; 6.14 
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Self-Administration of Asthma and Anaphylaxis Medications 
Asthma is an inflammatory disease of the respiratory tract. Anaphylaxis is a life-threatening 
allergic reaction that may involve systems of the entire body. Anaphylaxis is a medical 
emergency that requires immediate medical treatment and follow-up care by an 
allergist/immunologist.   
 
It is the policy of the board of directors that students with asthma or anaphylaxis are afforded 
the opportunity to self-administer prescribed medications. The student’s parent or guardian will 
submit a written request and other documentation required by the school. The student’s 
prescribing health care provider must provide a written treatment plan. 
 
The student must demonstrate to the school’s professional registered nurse that the student is 
competent to possess and self-administer prescribed medications during school and at school 
sponsored events.  

The superintendent will establish procedures that implement this policy and follow emergency 
rescue procedures outlined in the most recent edition of AMES:  Asthma Management in 
Educational Settings, in cases of suspected asthma and the emergency rescue procedures 
outlined in the Office of the Superintendent of Public Instruction’s Guidelines for the Care of 
Students with Anaphylaxis (2009) in cases of suspected anaphylaxis.   

 
Cross References: Board Policy 3416  Medication at School 
 Board Policy 2161 Special Education and Related Services 

for Eligible Students 
 Board Policy 2162 Education of Students with Disabilities 

under Section 504 of the 
Rehabilitative Act of 1973 

 Board Policy 3420 Anaphylaxis Prevention and Response 
    
Legal References: RCW 28A.210.370 Students with Asthma  
  28A.210.380 Anaphylaxis-Policy guidelines-

Procedures-Reports 
 42 U.S.C. 280 Public Health Service Act 
 42 U.S.C. 12212 Section 512 Americans with Disabilities 

Act of 1990 
 34 CFR Part 104 Section 504 of Rehabilitation Act of 

1973 
Management Resources:  

Policy News, August, 2012 Self-Administration of Asthma and 
Anaphylaxis Medications 

Policy News, February 2009 Anaphylaxis Prevention Policy 
RequiredOSPI, March 
2009Guidelines for the Care of 
Students with Anaphylaxis  

  
Adoption Date: 5.27.08 
Hockinson School District 
Revised: 2.27.12 
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Self-Administration of Asthma and Anaphylaxis Medications 
Asthma is an inflammatory disease of the respiratory tract. Anaphylaxis is a life-threatening 
allergic reaction that may involve systems of the entire body. Anaphylaxis is a medical 
emergency that requires immediate medical treatment and follow-up care by an 
allergist/immunologist.   
 
Students with asthma or anaphylaxis are authorized, in consultation with the school’s 
professional registered nurse, to possess and self-administer medication for asthma or 
anaphylaxis during the school day, during school sponsored events and while traveling to and 
from school or school sponsored activities. The student will be authorized to possess and self-
administer medication if the following conditions are met: 
 

1. The parent or guardian must submit a written request for the student to self-
administer medication(s) for asthma or anaphylaxis; 

2. A health care practitioner has prescribed the medication for use by the student during 
school hours and the student has received instructions in the correct and responsible 
way to use the medication(s); 

3. The student demonstrates to the health care practitioner and a professional registered 
nurse at the school the skill necessary to use the medication and to use the device 
necessary to administer the medication; 

4. The health care practitioner provides a written treatment plan for managing the 
asthma or anaphylaxis episodes of the student and for use of medication during 
school hours. The written treatment plan should include name and dosage of the 
medication, frequency with which it may be administered, possible side effects and 
the circumstances that warrant its use; 

5. The parent or guardian must sign a statement acknowledging that the district will incur 
no liability as a result of any injury arising from the self-administration of medication 
by the student and that the parents or guardians will indemnify and hold harmless the 
district and its employees or agents against any claims arising out of the self-
administration of medication by the student. 

A. The authorization to self-medicate will be valid for the current school year only. The 
parent or guardian must renew the authorization each school year.  

B. In the event of an asthma or anaphylaxis emergency, the district will have the following 
easily accessible: 

 
1. The student’s written treatment plan; 
2. The parent or guardian’s written request that the student self-medicate; and 
3. The parent or guardian’s signed release of liability form.  

C. Backup medication, if provided by the parent or guardian, will be kept at a location in the 
school to which the student has immediate access in the event of an asthma or 
anaphylaxis emergency. 

D. A student’s authorization to possess and self-administer medication for asthma or 
anaphylaxis may be limited or revoked by the building principal after consultation with the 
school’s professional registered nurse and the student’s parents or guardian if the 
student demonstrates an inability to responsibly possess and self-administer such 
medication. 

Asthma or Anaphylaxis Rescue Procedures 
In the event of an asthma or anaphylactic episode, the school nurse will be immediately 
contacted. In the absence of the school nurse, the person responsible for school health duties 
will be contacted.  
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For asthma, the district will follow the procedures outline in the most recent edition of the AMES: 
Asthma Management in Educational Settings including: 
 

A. Managing the students’ school environment; 
B. Training school personnel in rescue procedures; 
C. Accompanying all students exhibiting symptoms; 
D. Providing care as designed in the student’s emergency care plan; 
E. Calling 911, if appropriate; 
F. Notifying the students parent or guardian; 
G. Documenting interventions; and 
H. Reviewing the student’s emergency care plan and making changes, if necessary. 

 
For anaphylaxis, the district will follow the Guidelines for the Care of Students with Anaphylaxis 
published by the Office of the Superintendent of Public Instruction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 8.12 
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Students 

Anaphylaxis Prevention and Response 
Anaphylaxis is a life-threatening allergic reaction that may involve systems of the entire body.  
Anaphylaxis is a medical emergency that requires immediate medical treatment and follow-up 
care by an allergist/immunologist. 

The Hockinson Board of Directors expects school administrators, teachers and support staff to 
be informed and aware of life threatening allergic reactions (anaphylaxis) and how to deal with 
the resulting medical emergencies. For students, some common life threatening allergens are 
peanuts, tree nuts, fish, bee or other insect stings, latex and some medications. Affected 
students require planned care and support during the school day and during school sponsored 
activities. Additionally, any student could potentially have a life threatening allergic reaction even 
without a history of such. 

Parents/guardians are responsible for informing the school about their student’s potential risk for 
anaphylaxis and for ensuring the provision of ongoing health information and necessary medical 
supplies. The District will take reasonable measures to avoid allergens for affected students. 
The District will also train all staff in the awareness of anaphylaxis and prepare them to respond 
to emergencies. Additionally, student specific training will be provided for appropriate personnel. 

Even with the District’s best efforts, staff and parents/guardians need to be aware that it is not 
possible to achieve a completely allergen-free environment. However, the District will take 
precautions to reduce the risk of a student with a history of anaphylaxis coming into contact with 
the offending allergen in school.  

The District will maintain at designated school locations a supply of epinephrine auto injectors 
based on the number of students enrolled at the school. Undesignated epinephrine auto 
injectors must be obtained with a prescription in the name of the school by a licensed health 
professional within the scope of their prescribing authority and must be accompanied by a 
standing order protocol for their administration.  

In the event a student with a current prescription for an epinephrine auto injector on file at the 
school experiences an anaphylactic event, the school nurse or designated trained school 
personnel may use the school supply of epinephrine auto injectors to respond if the student’s 
supply is not immediately available. In the event a student with a current prescription for 
epinephrine on file with the school or a student with undiagnosed anaphylaxis experiences an 
anaphylactic event, the school nurse may utilize the school supply of epinephrine to respond 
under the standing order protocol according to RCW 28A.210.380 and RCW 28A.210.383.    

The school’s supply of epinephrine auto injectors does not negate parent/guardian responsibility 
to ensure that they provide the school with appropriate medication and treatment orders 
pursuant to RCW 28A.210.320 if their student is identified with a life-threatening allergy.  

The Superintendent will establish procedures to support this policy and to ensure: 

1) Rescue protocol in cases of suspected anaphylaxis will follow OSPI’s Guidelines for the 
Care of Students with Anaphylaxis (2009); 

2) A simple and standardized format for emergency care plans is utilized; 

3) A protocol is in place to ensure emergency care plans are current and completed; 

4) Medication orders are clear and unambiguous;  

5) Training and documentation is a priority: and 

6) Each school’s supply of epinephrine auto injectors, if any, is maintained pursuant to 
manufacturer’s instructions and district medication policy and procedures. 
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Cross References:  Board Policy 3420 Anaphylaxis Prevention and Response 
 

Board Policy 3419 Self-Administration of Asthma and 
Anaphylaxis Medications 

 Board Policy 3418 Emergency Treatment 

 Board Policy 3416 Medication at School 

   

Legal References:  WAC 392-380 Public School Pupils—Immunization 
Requirement and Life-Threatening Health 
Condition 

 RCW 28A.210.383 Anaphylaxis — Policy guidelines — 
Procedures — Reports. 

   

Management Resources 
Policy & Legal News:  

August 2018  

 August 2012  

 February 2009  

 OSPI, March 2009 Guidelines for the Care of Students with 
Anaphylaxis 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  02.27.12 
Hockinson School District  
Revised: 10.22.12; 2.24.14; 10.22.18 
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Anaphylaxis Prevention and Response 
For students with a medically diagnosed life-threatening allergy (anaphylaxis), the District will 
take appropriate steps for the student’s safety, including implementing a nursing care plan. The 
District will utilize the Guidelines for the Care of Students with Anaphylaxis published by the 
Office of the Superintendent for Public Instruction. 

Parent/Guardian Responsibility 
Prior to enrolling a student, the parent/guardian will inform the school in writing of the medically 
diagnosed allergy(ies) and risk of anaphylaxis. School districts will develop a process to identify 
students at risk for life-threatening allergies and to report this information to the school nurse. 
Upon receiving the diagnosis, school staff will contact the parent/guardian to develop a nursing 
care plan. A nursing care plan will be developed for each student with a medically diagnosed 
life-threatening allergy. 

Nursing Care Plan  
The school nurse (registered nurse) will develop a written plan that identifies the student’s 
allergies, symptoms of exposure, practical strategies to minimize the risks and how to respond 
in an emergency.  

The principal or designee (school nurse) may arrange for a consultation with the 
parent/guardian prior to the first day of attendance to develop and discuss the nursing care plan. 
The plan will be developed by the school nurse in collaboration with parent/guardian, licensed 
health care provider (LHP), and appropriate school staff. If the treatment plan includes self-
administration of medications, the parent/guardian, student and staff will comply with model 
policy and procedure 3419, Self-Administration of Asthma and Anaphylaxis Medication.  

Annually and prior to the first day of attendance, the student health file will contain: 1) a current 
completed nursing care plan; 2) a written description of the treatment order, signed by a LHP; 
and 3) an adequate and current supply of auto-injectors (and other medications if needed). The 
school will also recommend to the parent/guardian that the student wear a medical alert bracelet 
at all times. The parents/guardians are responsible for notifying the school if the student’s 
condition changes and for providing the medical treatment order, appropriate auto-injectors and 
other medications as ordered by the LHP. 

The District will exclude from school those students who have a medically diagnosed life-
threatening allergy and no medication or treatment order presented to the school to the extent 
that the District can do so consistent with federal requirements for students with disabilities 
under the Individuals with Disabilities Act and Section 504 of the Rehabilitation Act of 1973, and 
pursuant to the following due process requirements: 

A. Written notice to the parents, guardians or persons in loco parentis is delivered in person 
or by certified mail; 

B. Notice of the applicable laws, including a copy of the laws and rules; and 

C. The order that the student will be excluded from school immediately and until 
medications and a treatment order are presented. 

Communications Plan and Responsibility of School Staff 
After the nursing care plan is developed, the school principal or a designee will inform 
appropriate staff regarding the affected student. The school nurse (registered nurse) will train 
appropriate staff regarding the affected student and the nursing care plan. The plan will be 
distributed to appropriate staff and placed in appropriate locations in the District (class room, 
office, school bus, lunchroom, near playground, etc.). With the permission of parents/guardian 
and the student, (if appropriate), other students and parents may be given information about 
anaphylaxis to support the student’s safety and control exposure to allergens.  
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All School Staff Training  
Annually, each school principal will provide an in-service training on how to minimize exposure 
and how to respond to an anaphylaxis emergency. The training will include a review of 
avoidance strategies, recognition of symptoms, the emergency protocols to respond to an 
anaphylaxis episode (calling 911/EMS when symptoms of anaphylaxis are first observed) and 
hands-on training in the use of an auto-injector. Training should also include notification that 
more than one dose may be necessary in a prolonged anaphylaxis event. 

Student specific training and additional information will be provided (by the school nurse) to 
teachers, teacher’s assistants, clerical staff, food service workers and bus drivers who will have 
known contact with a student diagnosed with a known allergen.  

Student-Specific Training 
Annually, before the start of the school year and/or before the student attends school for the first 
time, the school nurse will provide student-specific training and additional information to 
teachers, teacher’s assistants, clerical staff, food service workers, and bus drivers who will have 
known contact with a student diagnosed with a known allergen and are implementing the 
nursing care plan.  

Controlling the Exposure to Allergens 
Controlling the exposure to allergens requires the cooperation of parents, students, the health 
care community, school employees and the board. The District will inform parents of the 
presence of a student with life threatening allergies in their child’s classroom and/or school and 
the measures being taken to protect the affected student. Parents will be asked to cooperate 
and limit the allergen in school lunches and snacks or other products. The District will 
discourage the sharing of food, utensils and containers. The District will take other precautions 
such as avoiding the use of party balloons or contact with latex gloves. Additionally, play areas 
will be specified that are lowest risk for the affected student.  

The District will also identify high-risk events and areas for students with life-threatening 
allergies, such as foods and beverages brought to school for seasonal events, school 
equipment and curricular materials used by large numbers of students (play-dough, stuffed toys, 
science projects, etc.) and implement appropriate accommodations.  

During school-sponsored activities, appropriate supervisors, staff and parents will be made 
aware of the identity of the student with life-threatening allergies, the allergens, symptoms and 
treatment. The lead teacher will ensure that the auto-injector is brought on field trips. 

Undesignated Epinephrine Autoinjectors  
If the District stocks undesignated epinephrine auto-injectors, the following protocols will be 
implemented. 

District Prescription and Standing Order Protocol 
The District will maintain a supply of undesignated epinephrine autoinjectors that will be 
prescribed in the name of the District by a licensed health professional with the authority to 
prescribe epinephrine autoinjectors. The District prescription is valid for one school year only 
and will be renewed prior to the start of each school year.  

Each prescription must be accompanied by a standing order for the administration of school-
supplied epinephrine autoinjectors for potentially life-threatening allergic reactions. The standing 
order protocol should include specific symptoms of anaphylaxis, the dose of medication and 
directions to summon emergency medical services (EMS 911) upon observance of symptoms of 
anaphylaxis. Parent/guardian notification should occur as soon as possible after EMS is notified.  

Donation 
The District will obtain epinephrine autoinjectors directly from an appropriate practitioner, 
pharmacist, medical facility, drug manufacturer or drug wholesaler. All epinephrine autoinjectors 
must be accompanied by a prescription.  



Page 3 of 3 

Procedure 3420P 

Storage/maintenance/expiration/disposal 
School staff will comply with all manufacturer’s instructions as to storage, maintainance, 
expiration and disposal of epinephrine autoinjectors. School staff will also comply with district 
medication policy and procedures related to safe, secure management of medications.  

Administration 
Epinephrine autoinjectors may be used on all school property, including buildings, playgrounds 
and school buses. For school-sponsored events and field trips, the school nurse or designated 
trained school personnel may carry an appropriate supply of school-supplied epinephrine 
autoinjectors. This does not negate the need to carry the supply of epinephrine autoinjectors 
belonging to students with known anaphylaxis.  

In the event a student without a current prescription on file with the school or a student with 
undiagnosed anaphylaxis experiences an anaphylactic event, the school nurse may utilize the 
school supply of epinephrine to repond under the standing order protocol.  

In the event a student with a current prescription for an epinephrine autoinjector on file at the 
school experiences an anaphylactic event, the school nurse or designated trained school 
personnel may use the school supply of epinephrine autoinjectors to respond if the student’s 
supply is not immediately available.  

The District will maintain all practices regarding prescriptions and self-medication for children 
with existing epinephrine autoinjector prescriptions and/or a guided anaphylaxis care plan. 
Parents/guardians of students with identified life-threatening allergies must continue to provide 
the school with appropriate medication and treatment orders pursuant to RCW 28A.210.320, 
Life-Threatening Conditions.  

Employee Opt-Out 
School employees (except licensed nurses) who have not previously agreed in writing to the 
use of epinephrine autoinjectors as part of their job description may file a written letter of refusal 
to administer epinephrine autoinjectors with the districts. The employee’s refusal may not serve 
as grounds for discharge, non-renewal or other action adversely affecting the employee’s 
contract status. 

No Liability  
If the school employee or school nurse who administers epinephrine by autoinjector to a student 
substantially complies with the student’s prescription (that has been prescribed by a licensed 
health professional within the scope of the professional’s prescriptive authority) and the district’s 
policy on anaphylaxis prevention and response, the employee, nurse, District, superintendent 
and Board are not liable for any criminal action or civil damages that result from the 
administration.  
 

 

 

 

 

 

 

 

 

 

 

Date: 8.12; 12.13; 11.18 
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Students 

Child Abuse, Neglect and Exploitation Prevention 
Child abuse, neglect and exploitation are violations of children's human rights and an obstacle 
to their educational development. The board directs that staff will be alert for any evidence of 
such child abuse, neglect or exploitation. For purposes of this policy, the term “child” means 
anyone under the age of 18 and/or any current student of the district, including home-schooled 
students or any person classified as a student in the district’s database. 

“Child abuse, neglect or exploitation” will 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. Attempting, committing or allowing any sexual offense against a child as defined in the 

criminal code. This definition also includes any communications with a child for immoral 
purposes or viewing, possessing, or distributing any sexually explicit images of a child. It 
also includes intentionally contacting directly or through the clothing, the genitals, anus 
or breasts of a child unless the contact is necessary for the child’s hygiene or health 
care. This also includes a child’s intentional or coerced contact with anyone’s genitals, 
anus, or breasts;  

D. Committing acts that 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 a substantial risk to the physical or mental 

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

Children (including other students), family members, and other adult can engage in child abuse, 
neglect, or exploitation. This may include incidents of student-on-student misconduct. Staff 
should report all incidents of abuse regardless of the age of the person who engages in it.  

Subject to the definition above, staff should not focus on a person’s mental status to determine if 
he or she has committed child abuse, neglect, or exploitation. The law governing mandated 
reporting does not allow for exceptions for people with medical conditions that may mitigate the 
intent for committing child abuse, neglect or exploitation. 

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 will also encourage staff to participate in in-
service programs that address the issues surrounding child abuse.  

The superintendent will develop reporting procedures and provide them to all staff on an annual 
basis. The purpose is to identify and timely report all evidence of child abuse or neglect or 
exploitation to the proper authorities.  Staff will receive training regarding reporting obligations 
during their initial orientation and every three years after initial employment.  

All staff are legally responsible for reporting all suspected cases of child abuse neglect and 
exploitation to the proper authorities and/or the appropriate school administrator. Under state 
law staff are free from liability for reporting a reasonable suspicion of child abuse neglect or 
exploitation. However, failing to report the incident may result in criminal liability regardless of 
whether the authorities determine the incident is provable in a subsequent legal proceeding. 
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Staff need not verify a report that a child has in fact been abused neglected or exploited. Any 
conditions or information that may reasonably be related to child abuse neglect or exploitation 
should be reported. Legal authorities have the responsibility for investigating each case and 
taking such action as is appropriate under the circumstances.  

Cross References: Board Policy 3226 Interviews and Interrogations of Students on 
School Premises 

 Board Policy 4265 Community Education 
 Board Policy 4310 Relations with the Law Enforcement, Child 

Protective Agencies, and the County Health 
Department 

Legal References: RCW 13.34.300 Relevance of failure to cause juvenile to attend 
school to neglect petition 

  26.44.020 Child abuse — Definitions 
  26.44.030 Reports — Duty and authority to make — Duty 

of receiving agency — Duty to notify — Case 
planning and consultation — Penalty for 
unauthorized exchange of information — 
Filing dependency petitions — Investigations  
— Interviews of children — Records — Risk 
assessment process 

  28A.320.160 Alleged sexual misconduct by school employee 
— Parental notification  — Information on 
public records act 

  28A.400.317 Physical abuse or sexual misconduct by school 
employees — Duty to Report — Training 

  28A.620.010 Community education provisions — Purposes 
  28A.620.020 Community education provisions — Restrictions 

Classes on parenting skills and child abuse 
prevention encouraged 

  43.43.830 Background checks — Access to children or 
vulnerable persons – Definitions  

 
 WAC 388-15-009 What is child abuse or neglect?  
 AGO 1987, No. 9 Children — Child Abuse — Reporting by School 

Officials — Alleged Abuse by Student 
 
Management Resources: 

Policy & Legal News, June 2015 
Policy & Legal News, December 2013 Revisions  
Policy News, April 2010 Child Abuse Interviews at Schools 
Policy News, February 2007 Physical Abuse and Sexual Misconduct 

Notice Requirements 
Policy News, June 1999 23% of districts out-of-compliance on 

child abuse policies 
 
 
 
 
 
Adoption Date:  06.24.03 
Hockinson School District  
Revised:  05.07; 2.12; 2.14; 8.15 
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Child Abuse, Neglect and Exploitation Prevention 
Each school principal will develop and implement an instructional program that will teach 
students:  

A. How to recognize the factors that may cause people to abuse, neglect, or exploit 
children; 

B. How one may protect oneself from incurring these forms of maltreatment; and 
C. What resources are available to assist an individual who does or may encounter an 

abusive situation. 

To facilitate such a program, staff development activities may include such topics as: 

A. Child growth and development; 
B. Identification of child abuse, neglect, and exploitation; 
C. Effects of child maltreatment on child growth and development; 
D. Personal safety as it relates to potential child abuse, neglect, and exploitation; 
E. Parenting and supervision skills; 
F. Life situations/stressors which may lead to child maltreatment; or 
G. Substance abuse. 

Reporting Responsibilities 
Staff are expected to report every instance of suspected child abuse neglect, or exploitation. 
Since protection of children is the paramount concern, staff should discuss any suspected 
evidence with the principal, supervisor, 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, 
neglect or exploitation and professional staff are reminded of their legal obligation to report 
these incidents. 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 neglect 
or exploitation:  

A. When there is reasonable cause to believe that a student has suffered abuse or neglect 
or exploitation, staff or the principal will immediately contact the nearest office of the 
Child Protective Services (CPS) of the Department of Social and Health Services 
(DSHS). If the situation is urgent and CPS cannot immediately respond, staff shall 
immediately contact the local law enforcement agency. Such contact must be made 
within forty-eight (48) hours. Staff will also advise the principal or supervisor regarding 
instances of suspected abuse, neglect or exploitation as well as reports that have been 
made to CPS or law enforcement. In his/her absence the report will be made to the 
nurse or counselor.  

A staff member may contact CPS to determine if a report should be made. Child 
Protective Services has the responsibility of determining the fact of child abuse or 
neglect. Any doubt about the child's condition will be resolved in favor of making the 
report.  

B. A written report will be submitted promptly to the agency to which the report was made. 
The report  will 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. 
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C. When the district receives a report that a school employee has committed an act of 
sexual misconduct, it will notify the parents of the alleged victim within forty-eight (48) 
hours. 

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.) or unreasonable use of force (grabbing, pinching, dragging, and/or other 
unapproved forms of restraint);  

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; or 
F. Injuries that regularly appear after absence or vacation. 

Emotional Abuse Indicators: 
A. Lags in physical development; 
B. Extreme behavior disorder; 
C. Fearfulness of adults or authority figures; or 
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 
intentional sexual contact, conduct or communication with a child. Beyond direct 
evidence of this kind of abuse, indicators may include but are not limited to:  

A. A child’s developmentally inappropriate sexual conduct, regardless of the child’s 
own mental status or development; 

B. Child engaging in “sex talk” drawings, or attempting to access pornography; 
C. Child’s disclosure of “grooming behaviors” or inappropriate conduct that does not 

necessarily rise to a specific sexual act; 
D. An adult’s attempt to form a secret or unreasonably special relationship with a 

child; 
E. Venereal disease in a child of any age; 
F. Evidence of physical trauma or bleeding to the oral, genital or anal areal; or 
G. Pregnancy. 

Physical Neglect Indicators 
A. Lack of basic needs (food, clothing, safety, shelter); 
B. Inadequate supervision; 
C. Lack of essential health care and high incidence of illness; 
D. Poor hygiene on a regular basis; 
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E. Inappropriate clothing in inclement weather; or 
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 or caretakers 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); 
or 

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

NOTE: Indicators in and of themselves do not necessarily prove that abuse, neglect or 
exploitation has occurred. However, they still may warrant a referral to CPS or law 
enforcement. When in doubt, staff should consult with CPS about making a report. 
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, or law 
enforcement.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 6.14; 6.15 
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Students 

Student Sports — Concussion, Head Injury and Sudden 
Cardiac Arrest 

Concussion and Head Injury 
The Hockinson Board of Directors recognizes that concussions and head injuries are commonly 
reported injuries in children and adolescents who participate in sports and other recreational 
activities. The board acknowledges that the risk of catastrophic injuries or death is significant 
when a concussion or head injury is not properly evaluated and managed. Therefore, all 
competitive sport activities in the district will be identified by the administration and all 
appropriate district staff, coaches and team volunteers will complete training as required in 
Procedure 3422 to recognized warning signs and symptoms of concussion and head injury. 
Additionally, all coaches will comply with Washington Interscholastic Activities Association 
(WIAA) guidelines for the management of concussions and head injuries.   

Consistent with Washington law, the district will utilize guidelines developed with the WIAA and 
other pertinent information and forms to inform and educate coaches, youth athletes, and their 
parents and/or guardians of the nature and risk of concussions or head injuries, including the 
dangers associated with continuing to play after a concussion or head injury.  
Prior to their first use of school facilities, all private nonprofit youth programs must provide a 
written statement of compliance with this policy in regard to concussion head injury and cardiac 
arrest with proof of insurance as required by RCW 4.24.660. 
 
Sudden Cardiac Arrest 
The Board of Directors further recognizes that sudden cardiac arrest is reported to be the 
leading cause of death in young athletes.  The board will work with the WIAA and the University 
of Washington medicine center for sports cardiology to make available an online pamphlet that 
provides student athletes, their parents/guardians and coaches with information about sudden 
cardiac arrest. To this end, the district will maintain a link on its website to the OSPI website 
where the online pamphlet will be posted.  

Annually, prior to participating in an interscholastic athletic activity, students and their 
parent/guardian must review the online pamphlet and return a signed statement to the school 
documenting their review. This form may be combined with the annually distributed head injury 
and concussion information sheet referenced above.  

The board will also work with the WIAA and the University of Washington medicine center for 
sports cardiology to make available an existing online sudden cardiac arrest prevention program 
for coaches.   Every three years, prior to coaching an interscholastic athletic activity, all coaches 
will complete the online program and provide a certificate of completion to the district.  

All coaches, including volunteers, will complete training as required in the district procedure. 
Additionally, all coaches of competitive sport activities will comply with WIAA guidelines for the 
management of head injuries concussions and cardiac arrest.  

Prior to their first use of school facilities, all private nonprofit youth programs must provide a 
written statement of compliance with this policy in regard to sudden cardiac arrest with proof of 
insurance as required by RCW 4.24.660.   
 
Cross References: Board Policy 3413 Automated External Defibrillators 
 Board Policy 3418 Response to Student Injury or Illness 
 Board Policy 4260  Use of School Facilities 
 
Legal References: RCW 4.24.660 Liability of school districts under contract 

with youth programs 
 Chapter 28A.600 RCW  Students 
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Management Resources:  
Policy & Legal News, June 2015 
Policy News, August 2009 Concussion and Head Injuries 

Legislation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  11.23.10 
Hockinson School District  
Revised: 2.12; 8.15 
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Student Sports Concussion Head Injury and Sudden Cardiac 
Arrest 

Concussion Head Injury and Sudden Cardiac Arrest Management in 
Student Sports 

A. Athletic Director or Administrator in Charge of Athletics Duties: 
1. Updating: Each spring, the athletic director, or the administrator in charge of athletics if 

there is no athletic director, will review any changes that have been made in forms 
required for concussion head injury and sudden cardiac arrest management by 
consulting with the WIAA or the WIAA Web site. If there are any updated forms, they will 
be adopted and used for the upcoming school year. 

2. Identifying Sports: By June 30 of each year, the athletic director or administrator in 
charge will identify competitive sport activities in the district for which compliance with 
Board Policy 3422 is required. A list of competitive sports activities, policy 3422 and this 
procedure will be distributed to all coaching staff and volunteers. 

B. Coach Training: All coaches will undergo training in head injury and concussion 
management at least once every two years by one of the following means: (1) through 
attendance at a WIAA or similar clock hour presentation which uses WIAA guidelines; or (2) 
by completing WIAA online training. All coaches will undergo training in sudden cardiac 
arrest prevention every three years by completing an online program developed by the 
WIAA and the University of Washington medicine center for sports cardiology and providing 
proof of completion of same to the district. 

C. Parent Information: On a yearly basis, and prior to the youth athlete’s initiating practice or 
competition, a concussion and head injury information sheet will be signed and returned by 
the youth athlete and the athlete's parent and/or guardian. The information sheet will also 
incorporate a statement attesting to the student and parent/guardian’s review of the online 
pamphlet on sudden cardiac arrest posted on the OSPI website.  The statement must be 
signed by both the student and parent. This information sheet may be incorporated into the 
parent permission sheet which allows students to participate in extracurricular athletics. 

D. Coach’s Responsibility: A youth athlete who is suspected of sustaining a concussion or 
head injury in a practice or game or one who exhibits symptoms of sudden cardiac arrest will 
be immediately removed from play. 

E. Return to Play After Concussion Head Injury or Symptoms of Sudden Cardiac Arrest: A 
student athlete who has been removed from play may not return to play until the athlete is 
evaluated by a licensed health care provider trained in the evaluation and management of 
concussion and sudden cardiac arrest and receives written clearance to return to play from 
that health care provider. The health care provider may be a volunteer.  

 
 
 
 
 
 
 
 
 
 
Date: 7.13; 6.15 
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Parental Administration of Marijuana for Medical Purposes 

 

The District will permit a student who meets Washington’s statutory requirements for medical 
marijuana to consume marijuana-infused products for medical purposes on school grounds, 
aboard a school bus, or while attending a school-sponsored event in accordance with this 
policy. The District will first verify that the student and parent or guardian meet the statutory 
requirements by requiring presentation of valid Washington recognition cards for medical 
marijuana under RCW 69.51A.220. 

The District will not store or administer marijuana-infused products for any purpose. Although 
the school nurse may oversee the process of compliance with this policy, the school nurse will 
not provide, administer, or assist the student with the consumption of the marijuana-infused 
product. Parents or guardians of such a student are the only persons who may provide, 
administer, or assist a student with the consumption of the marijuana-infused product. Students 
will not self-carry or self-administer marijuana for medical purposes or for any other purpose. 
Administration of a marijuana-infused product by smoking is strictly prohibited. 

The superintendent will consult building principals to identify a location on school grounds where 
the parent or guardian can administer a marijuana-infused product to the student, considering 
feasibility and the need for privacy. Specifically, a location that does not create risk of disruption 
to the educational environment or exposure to other students. The District discourages parental 
administration of marijuana-infused products on board a school bus. However, the District 
acknowledges that there may be circumstances where parental administration of a marijuana 
infused product on board a school bus is necessary; therefore, the superintendent will establish 
procedures to address such circumstances. When a school-sponsored event occurs at another 
Washington public school, the location identified by that school will serve as the location for 
parental administration of a marijuana-infused produce. The superintendent will establish 
procedures to address circumstances where a school-sponsored event occurs in a place of 
public accommodation in Washington. However, school-sponsored events that occur outside 
the state of Washington or on federal property are not subject to Washington law and cannot be 
included in the scope of this policy.  

After administering the permissible form of medical marijuana to the qualified student, the parent 
or guardian will remove any remaining marijuana from school or district grounds, school bus, or 
school-sponsored event. The District may limit or revoke permission for the parents or 
guardians of a qualifying student to administer marijuana for medical purposes if the parent, 
guardian, or qualified student violates this policy or demonstrates an inability to follow this 
policy’s parameters responsibly.   

Nothing in this policy requires an accommodation for medical marijuana in the place of 
employment or diminishes the district’s ability to enforce its drug-free schools policy.  Student 
possession, use, distribution, sale or being under the influence of marijuana inconsistent with 
this policy may be considered a violation of the district’s drug-free schools and subject to district 
action. 

 

 

Cross References:  Board Policy 3416 Medication at School  

 
Board Policy 5201 Drug-Free Schools, Community, and 

Workplace 

 

 

 



Policy No. 3423 
Board of Directors 

Legal References:  RCW 28A.210.260 Public and private schools - Administration 
of medication — Conditions 

 Chapter 69.51A RCW Medical Cannabis   

   

Management Resources 
Policy & Legal News:  

July 2019  

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  11.25.19 
Hockinson School District  
Revised:  



Page 1 of 2 
 

Policy No. 3424  
Students 

Opioid Related Overdose Reversal 

The Board recognizes that the opioid epidemic is a public health crisis and access to opioid-
related overdose reversal medication can be life-saving. To assist a person at risk of 
experiencing an opioid-related overdose, the District will seek to obtain and maintain at least 
one set of opioid overdose reversal medication doses in each of its high schools.   

The District has authority to obtain and maintain opioid overdose reversal medication either 
through a standing order, prescribed and dispensed according to RCW 69.41.095(5), or through 
one or more donation sources. The District will seek at least one set of opioid reversal 
medication doses for each of its high schools. However, if the District documents a good faith 
effort to obtain and maintain opioid overdose reversal medication through a donation source, 
and is unable to do so, the District is exempt from the obligation to have a set of opioid reversal 
medication doses for each high school.  

The following personnel may distribute or administer the school-owned opioid overdose reversal 
medication to respond to symptoms of an opioid-related overdose: 

 A school nurse,  

 School personnel who become designated trained responders, or 

 A health care professional or trained staff person located at a health care clinic on 
public school property or under contract with the school district.  

Training for school personnel to become designated trained responders and distribute or 
administer opioid overdose reversal medication must meet the requirements for training 
described in the statute and any rules or guidelines for such training adopted by the Office of 
Superintendent Public Instruction. If a district high school does not have a full-time school nurse 
or trained health care clinic staff, the District shall identify at least one member of each high 
school’s personnel to become a designated trained responder who can distribute and administer 
opioid overdose reversal medication. 

Opioid overdose reversal medication may be used on school property, including the school 
building, playground, and school bus, as well as during field trips or sanctioned excursions away 
from school property. A school nurse or a designated trained responder may carry an 
appropriate supply of school-owned opioid overdose reversal medication on in-state field trips 
and sanctioned in-state excursions. 

Individuals who have been directly prescribed opioid overdose reversal medication according to 
RCW 69.41.095 lawfully possess and administer opioid overdose reversal medication, based on 
their personal prescription. However, such “self-carrying” individuals must show proof of training 
as verified by a licensed registered professional nurse employed or contracted by the District or 
participate in district training as specified in the accompanying procedure.    

If any type of overdose is suspected, including an opioid related overdose, district staff will call 
9-1-1 and alert a first responder. The school nurse, designated trained responder, or trained 
staff person located at a health care clinic on public school property or under contract with the 
school district will follow the Washington Department of Health steps for administering naloxone 
for a suspected opioid related overdose.   

 

 

Cross References:  Board Policy 3418 Response to Student Injury or Illness 

 
Board Policy 3416 Medication at School 

https://www.doh.wa.gov/Portals/1/Documents/Pubs/150-126-NaloxoneInstructions.pdf
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Policy No. 3432 
Students 

Emergencies 
 
Drills 
Each school in the district will conduct at least one safety-related drill per month, including 
summer months when school is in session with students. These drills will teach students the 
following three basic functional drill responses: 

Shelter-in-Place 
Students will receive instruction so that in the case of a hazardous vapor release that doesn’t 
allow time to evacuate the campus, they will be able to remain inside, and take the steps 
necessary to eliminate or minimize the health and safety hazard. A shelter-in-place drill will be 
held at least once each school year. 
Lockdowns 
Students will receive instruction so that in the event of the breach of security of a school building 
or campus; staff, students and visitors will be able to take positions in secure enclosures. 
Lockdown drills will be held at least three times each school year. 
Evacuations 
Students will receive instruction so that in the event the school or district needs to be evacuated, 
they will be able to leave the building in the shortest time possible and take the safest route 
possible to another school or facility.  

The above safety-related drills will incorporate the following: 

A. Use of the school mapping information system in at least one of the drills; and 

B. A pedestrian evacuation drill for schools in mapped tsunami hazard zones. 

These safety-related drills may also incorporate an earthquake drill using the state-approved 
earthquake safety technique “drop, cover, and hold.” 

The superintendent is directed to develop emergency evacuation procedures for each building. 

Earthquakes  
The board recognizes the importance of protecting staff, students and facilities in the event of 
an earthquake. Facilities will be designed and maintained in a manner that recognizes the 
potential danger from such an occurrence. Likewise, staff must be prepared to take necessary 
action to protect students and staff from harm. 

The superintendent will establish guidelines and action taken by building principals should an 
earthquake occur while school is in session.  

Bomb Threats 
The superintendent will establish procedures for action in the event that any threat is received 
toward the school by telephone, letter, orally or by other means.  

Emergency School Closure or Evacuation 
When weather conditions or other circumstances make it unsafe to operate schools the 
superintendent is directed to determine whether schools should be started late, closed for the 
day or transportation will be provided only on emergency routes. Those decisions will be 
communicated through community media resources pursuant to a plan developed by the 
superintendent or designee. 

Pandemic/Epidemic 
The board recognizes that a pandemic outbreak is a serious threat that could affect students, 
staff and the community. The superintendent or a designee will serve as a liaison between the 
school district and local health officials. The district liaison, in consultation with local health 
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officials, will ensure that a pandemic/epidemic plan exists in the district and establish 
procedures to provide for staff and student safety during such an emergency. 

When an emergency within a school or its surrounding area necessitates evacuation and/or 
total or partial closure of the schools within the district, staff will be responsible for aiding in the 
safe evacuation of the students within the endangered school or its surrounding area.  

The superintendent will establish procedures for the emergency closure of a building or 
department.  

 

Cross References:  Board Policy 4310 District Relationships with Law Enforcement, 
DSHS and the Health Department  

  
Legal References:  RCW 19.27.110 International Fire Code — Administration and 

Enforcement by Counties, other political 
subdivisions and municipal corporations – 
Fees 

 28A.320.125 Safe school plans — Requirements — Duties 
of school districts, schools, and educational 
service districts — Reports — Drills — Rules   
 

Management Resources 
Policy & Legal News:  

July 2017  

 OSPI School Safety Planning Manual (June 2008) 

 June 2013  
 

August 2008  
 

October 2006  
 

February 1999  
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Emergencies 

Fire Evacuation:  

A. In the event of a fire  
1. Give the fire alarm signal (one long continuous signal); 
2. Call and report the fire; and  
3. Authority to sound the fire alarm system in the event of a real emergency is 

possessed by any person who discovers the fire.  

B. Fire evacuation drills 
1. Instructions must be given to all students on the FIRST DAY of school in September, 

each year; 
2. A fire/evacuation drill must be held three times each school year; and 
3. It is particularly important that kindergarten children, representing the one large 

group of children new to the schools, be given instructions in fire drill procedures for 
the building.  

C. Authority to Call Drills 
The sounding of a fire alarm for the purpose of a drill is an authority possessed solely by 
the principal, or someone authorized by him/her.  
 

D. Purpose of Fire Drills  
Fire drills are held to familiarize the occupants of a building with the signals, evacuation 
routine, and exits so that in case of emergency there will be no hesitation or confusion in 
leaving the building.  

These drills are for the safety of all persons involved, and each person must realize that 
the success of the drill is dependent upon his/her actions and cooperation. Therefore:  
1. All persons in the building must take part in the fire drill; and 
2. Every fire alarm should be considered as a warning of an actual fire. 

E. Frequency - Fire Drills in Schools 
1. Fire drills will be held as often as necessary to assure rapid and orderly evacuation 

of the school building. During severe weather, fire drills may be postponed. A record 
of all fire drills will be kept on the premises subject to inspection by the fire chief; and  

2. In schools, fire drills include complete evacuation of all persons from the building. 

F. Warning Signals - Fire Drills 
The fire warning signal will be one long continuous signal, whether by bell, siren or horn.  
An emergency warning signal, either by whistle or hand siren, should be planned for, 
and occasionally used, thereby anticipating possible power failure.  

G. Responsibilities of Staff 
1. Principals will: 

a. Be in complete charge of all matters pertaining to organizing and conducting fire 
drills in the building, and will be responsible for the efficiency of the drill and all 
corrective actions or punishments taken for violation of the rules and regulations; 

b. Be thoroughly familiar with the fire alarm system, all firefighting equipment, all 
means of egress, and any special features of the building that might prove 
dangerous to human life, (storerooms, lunchrooms, attic spaces, ventilators, etc.) 
or where fire may spread quickly;  

c. Be responsible for notifying custodians, engineers, and lunchroom staff that in 
case of an actual fire, the ventilating systems, the oil burners, gas meters, ovens, 
etc., are shut off; 

d. Appoint all subordinate officers (see E immediately below) and instruct them in 
the general plan of the drills and details of their specific duties, such as 
instruction regarding:  
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i. How to send an alarm to the fire department (including how the fire alarm 
system operates — both electrical and emergency); 

ii. How to use all in-school fire-fighting equipment; and 
iii. The importance of quick action to send in a fire alarm signal, and to 

vacate the building — even if in-school fire-fighting equipment is in use.  
e. Appoint subordinate officers:  

i. Searchers - These are teachers assigned to inspect sections of the 
buildings to make sure that everyone is out. Cloakrooms, lavatories, 
teachers’ room, and all other places frequented by students or teachers 
must be checked. Searchers will rejoin their classes as soon as the 
inspection is completed. 

ii. Traffic Guards - These are students appointed by the principal to open 
doors, assist in traffic control, and maintain order.  

iii. Fire Drill Aides - These are students appointed by either the principal or 
teachers to assist in any way deemed necessary, and to take the place of 
teacher searchers in their absence only. They may be used as 
messengers, or assigned to aid disabled students or those who are ill or 
faint.  

iv. Safety Coordinator - In case of actual fire, during the absence of the 
principal, it must be clearly understood by the entire staff which person 
will be in charge. 

2. Teachers will:  
a. Be in charge of their respective classes; 
b. Issue all commands relative to participation in the fire drills except as delegated 

by them to aides;  
c. Unless assigned as searchers, lead their classes to the designated outside 

stations; and  
d. Immediately report to the principal or fire drill aides, if any student is unaccounted 

for after a visual check of students. 

H. Drills on Request 
Occasionally, fire department representatives may come to schools and request an 
immediate fire drill. In general, this is their method of checking upon the quality of the 
drill program, and principals are expected to cooperate fully, even to the extent of calling 
a drill at an inconvenient time.  
 
1. Procedures 

In case of fire the principal will: 
a. Sound the alarm; 
b. Call and identify self to fire department officials, directing them to the location of 

the fire and give them any necessary special information; 
c. Make a building search; and 
d. Ensure that teachers and students perform all activities assigned to them during 

fire drills. 

2. During Fire Drills - when the alarm begins:  
a. Teachers will lead students to the designated exit; 
b. Students will walk briskly (no running), with arm’s length spacing, and without 

talking, laughing, or breaking from the ranks (no student may leave the line);  
c. Students not in the classroom will join the line of the first group of students met 

(the student must not return to the classroom);  
d. Teachers will check roll when assigned area is reached; 
e. Teachers will not leave the students gathered at a designated area unless 

someone is placed in charge; 
f. Teachers will notify the principal if any student is missing; and 
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g. The principal will initiate a search for any missing students.  

3. After a Fire Drill 
a. The principal will give the all clear signal (a short steady signal); 
b. Teachers will lead the students back into the classroom; 
c. Teachers will check the roll;  
d. Students will not loiter in the halls;  
e. Teachers will notify the principal if any student is missing; and  
f. The principal will initiate a search for any missing students.  

4. After a FALSE ALARM the principal will  
a. Notify the fire department of the incident; and 
b. Notify school officials of the incident.  

 
Lockdown  
Modified lockdown is initiated to isolate students and staff inside the school from potential 
dangers outside the school. Modified lockdown is typically used when events in the vicinity of 
the school may pose a threat. 

Lockdown is initiated to isolate students and staff from immediate dangers which may include 
armed intruders, violent behaviors, suspicious trespassers, on-campus shootings, bomb threat, 
sniper, or nearby police activity. 

Shelter in Place  
“Shelter-in-place” is initiated to protect students and staff from chemical, radiological, or 
biological contaminants released into the environment. To “shelter-in-place” means to take 
immediate shelter where you are and isolate your inside environment from the outside 
environment. 

Earthquake  
The threat of an earthquake in Western Washington is ever-present. As with other unforeseen 
events, the district must be prepared to care for students and staff until danger subsides. 

Each school principal in consultation with staff is required to prepare a plan and conduct an 
emergency earthquake drill at least twice annually. The building staff is encouraged to contact 
the district office and the county emergency service department for technical assistance. 

A. Preparation 
The principal and building staff  will be responsible for conducting an annual inspection 
of the building early in the school year for the purpose of identifying potential hazards in 
the event of an earthquake, e.g., securing all bookcases to wall to prevent collapse. 
Those hazards that cannot be corrected by building level personnel will be corrected by 
district maintenance personnel as soon as resources permit. 
 

B. Information to Parents 
Parents should be advised that: 
1. If there is an earthquake while children are on their way to school, they should “duck 

and cover away from power lines, buildings, and trees.” Once the earthquake has 
stopped, they should proceed to school. If the quake occurs on their way home, after 
protecting themselves until the quake stops, they should proceed to their home. 

2. A parent is advised not to remove a child from the school grounds unless they have 
first checked with school officials. If a parent were to remove a child without checking 
out, others could be needlessly hurt while searching for a missing child. 

3. They should avoid calling the school. The phones if they are functioning may be 
needed by school staff. Parents of injured children will be notified first. All schools will 
have trained staff to help injured children until other medical assistance arrives. 

Staff members should attempt to account for all students and staff before re-entry, 
the principal must feel absolutely certain, on the basis of thorough inspection of both 
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structures and utility conduits, that the facility is safe; but no students or staff will be 
dismissed until procedures have been approved by the superintendent’s office if 
district-wide communications are in operation. 

C. General Responsibilities 
The principal must become familiar with the alarm system, all means of egress, and any 
special features of the facility which might endanger human life. Staff should be 
appointed and instructed in the general earthquake plan. The building administrator 
should carry out all communications functions, coordinate post-quake building 
inspections, and signal re-entry when safety is assured. 
Teachers will see that all members of their respective classes take protective action 
appropriate to their situations; evacuate classes in an orderly and expeditious manner; 
maintain order; supervise evacuated students; and, insure orderly re-entry when 
signaled.  
Monitors may be appointed from the more mature students in each class to assist 
teachers. Monitors should be assigned to substitute for any teacher who may be injured. 
The custodian will assist in the inspection of the facility, including utility conduits, and 
shut down mechanical/electrical systems as required. Other staff members will act as 
searchers; assist in evacuation and care of injured or disabled individuals; help remove 
hazardous materials or debris; and, carry out any additional assigned functions. 

1. Staff Instructions (During quake) 
Staff should maintain control in the following manner: 
a. In a classroom students should get under desk or table, face away from window, 

away from bookshelves and heavy objects that may fall, crouch on knees close 
to ground, place head close to knees, cover side of head with elbows and clasp 
hands firmly behind neck, close eyes tightly and remain in place until instructed 
otherwise or until the “all clear” signal is given; 

b. In gymnasiums or assembly areas, students should exit such facilities as 
expeditiously as possible. Individuals should move to designated areas; 

c. On a stairway students should move to the interior wall and “duck and cover.” 
(Individuals should evacuate exterior stairs and move to designated areas); and 

d. If outdoors, students should move to designated areas, as far away as possible 
from buildings, poles, wires, and other elevated objects, and lie down or crouch 
low to the ground. Staff and students should be aware of encroaching danger 
that may demand further movement. 

2. Staff Instructions (After quake)  
The principal and custodian should inspect facilities before instructing staff and 
students to evacuate. Classes should be evacuated through exits to a safe area. 
Students should move away from buildings and remain there until given further 
instructions. Responsible student or staff should be posted to prevent re-entry. 
 
Following this evacuation, the principal should: 
a. Check for injuries among students and staff (do not attempt to move seriously 

injured persons unless they are in immediate danger of further injury); 
b. Check for fires or fire hazards; 
c. Check utility lines and appliances for damage. If gas leaks exist, shut off the main 

gas valves and shut off electrical power if there is damage to the wiring (do not 
use matches, lighters, or open flame appliances until you are sure no gas leaks 
exist, and do not operate electrical switches or appliances if gas leaks are 
suspected); 

d. Instruct students not to touch power lines or objects touched by the wires (all 
wires should be treated as live); 

e. Clean up spilled medicines, drugs, chemicals, and other potentially harmful 
materials immediately; 
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f. Do not eat or drink anything from open containers near shattered glass (liquids 
may be strained through a clean handkerchief or cloth if danger of glass 
contamination exists); 

g. Check the chimney over its entire length for cracks and damage, particularly in 
the attic and at the roof line (unnoticed damage could lead to a fire); 

h. Check closets and storage shelf areas (open closet and cupboard doors carefully 
and watch for objects falling from shelves); 

i. Keep the streets clear for emergency vehicles; 
j. Be prepared for “after-shocks;” 
k. Respond to requests for help from police, fire department and civil defense, but 

do not go into damaged areas unless your help has been requested; and 
l. Plan for student/staff needs during the time that may elapse before assistance 

arrives (e.g. four to eight hours). 

Bomb Threats  
Most bomb threat messages are very brief. When possible, every effort should be made to 
obtain detailed information from the caller such as: exact location of the bomb, time set for 
detonation, description of the bomb and type of explosive used. Details such as: time of call, 
exact words used, sex, estimated age, identifiable accent, voice description of caller and 
identifiable background noise should also be noted. 
 

A. Evacuation Decision 
The principal should notify the district office immediately. The principal should be ready 
to provide specific information regarding the “threatening call” and indicate if the 
building(s) will be evacuated and/or searched.  
 
If the principal determines the threat is a hoax, he/she will conduct a quiet search of 
the building. No classes will be dismissed. A written report should be submitted to the 
superintendent.  
 
If the principal determines that the message is a dangerous threat, law enforcement 
officers and the district office should be contacted. A routine fire drill should be initiated 
at least 15 minutes prior to the time of possible detonation. Teaching staff should remain 
with their classes until such time as the danger of explosion is past. Search procedures 
should be conducted under the direction of law enforcement officers. A written report 
should be submitted to the superintendent. 

B. Search Procedures 
Each building should have a volunteer search team composed of staff members. The 
person most qualified to search buildings or space is the person using the area.  
 
1. How a Search is to be Made 

The room to be searched may be divided into three (3) parts. The bottom third of the 
room, from eye level to the floor where most of the objects are located; the middle 
third from eye level upward toward the ceiling; and the top third of the room. The top 
third will have such items as light fixtures or a ceiling vent which can usually be 
observed from the floor. The search should be conducted systematically in a 
clockwise or counter-clockwise manner. Searchers should look into areas that are 
open and listen in those areas (cabinets, desks, lockers) where opening every closed 
area is impossible. 
Most homemade bombs are made with spring-wound clocks and give off a ticking 
sound. The more sophisticated bombs use other devices such as batteries, 
chemicals, or may even be plugged into a light switch. 
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2. What to Look for  
ALL UNIDENTIFIED PACKAGES FOUND DURING BOMB SEARCHES SHOULD 
BE CONSIDERED DANGEROUS AND LEFT UNTOUCHED, TO BE EXAMINED 
AND IDENTIFIED BY A QUALIFIED BOMB EXPERT. Bombs come in many shapes 
and sizes. Some are disguised, while others may be as crude as sticks of dynamite 
held together with twine or tape. One must be suspicious of any package that cannot 
be identified. Example: a brown paper package found ticking in an unlocked locker 
should always be considered dangerous. 
  

3. Search without Evacuation  
If the preliminary decision is to search the building without evacuating the students, 
the principal should enlist the voluntary aid of the staff to conduct a cursory search of 
the building. Particular attention should be paid to those areas that are accessible to 
the public, such as hallways, stairways and stairwells, restrooms, unlocked lockers, 
unlocked unused classrooms, closets, and the like. A search should also be made on 
the outside of the building on low window ledges, window wells, and the base of all 
outside walls.  
 

4. Search with Evacuation  
If the decision is to evacuate staff and students, the principal should have the team 
conduct a more thorough search of the entire building. The signal to be used for 
evacuation is through the use of the fire drill routine. When a threat appears to be 
“dangerous”, the principal should enlist the aid of the local police and fire department 
in conducting the search. All searchers should vacate the building for a short period 
of time when the alleged bomb is to detonate. After the search has been made and 
the danger period is over, the students may then return to their classrooms for 
resumption of normal activities. 
  

5. Search with Evacuation during Valid Bomb Threats  
When the bomb threat is judged to be valid the building should be cleared 
immediately of all personnel so that the police can assume the responsibility of 
conducting the search. A staff member should be stationed at each entrance to 
prevent unauthorized persons from returning to the building until the area is declared 
safe. 
 

6. Disposition of Suspected Bombs  
In the event of the discovery of a suspected bomb, the following steps will be taken:  
a. DO NOT TOUCH OR ATTEMPT TO MOVE THE PACKAGE IN ANY MANNER; 
b. Avoid moving any article or articles which in any way may be connected with the 

bomb to act as a triggering mechanism. Bombs have been set off by turning on a 
light switch or lifting a telephone receiver; 

c. Clear the danger area of all occupants; and 
d. Assign staff at entrances to prevent others from entering. 

The decision of whether or not to evacuate depends on the circumstances of each 
call. Every call should be handled individually and evaluated separately. If there is 
doubt as to what action to take, the safety of students and staff must be paramount 
and evacuation procedures should be followed.  
Persons to be evacuated from the area should be moved to a minimum of 300 feet 
from the point of possible explosion. Power, gas, and fuel lines leading to a danger 
area should be shut off as soon as practical. All flammable liquids and materials 
should be removed from the surrounding area as well as any portable materials of 
value.  
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If an actual bomb explosion does occur, the police department should maintain a 
guard around the area to prevent re-entry by any unauthorized person. However, 
inspection is necessary to insure the safety of all persons having business in the 
bombed area. Fire marshals, building inspectors, etc., should be requested to 
inspect the building regarding supporting walls, damaged overhead structure, broken 
gas lines, live power lines, etc. Their inspection should precede any police or security 
investigation and should be designed to prevent any further injury. 

Emergency School Evacuation 
When an emergency within a school or department necessitates total or partial closure of the 
schools within the district, threatens the safety and well-being of students, and/or interferes in 
the normal operation of the school, the following emergency procedure must be followed:  

A. The report of an emergency will be directed to the superintendent’s office;  
B. If the nature of the emergency calls for immediate action on the part of a principal, 

he/she will take necessary action and report such action to the superintendent’s office;  
C. The superintendent’s office will contact those departments and/or schools who must 

assist in the emergency action; and  
D. When appropriate the superintendent’s office will contact the city police department and 

the county department of emergency services.  

The principal will instruct staff including teachers, secretaries, cooks, custodians, aides, and bus 
drivers as to their respective responsibilities in an evacuation exercise.  
The principal will be responsible for organizing and conducting such emergency evacuation 
drills as are necessary and will objectively evaluate the activity following each such drill. In the 
absence of the principal, staff should be able to conduct all aspects of the evacuation 
procedure.  

Pandemic/Epidemic 
If anyone within the school is discovered or suspected to have a communicable disease that 
may result in an epidemic/pandemic that person will be immediately quarantined pending further 
medical examination. Local health officials will be notified immediately. 
Any student or staff member found to be infected with a communicable disease that bears risk 
of pandemic/epidemic will not be allowed to attend school until medical clearance is provided by 
the individual’s primary care physician or other medical personnel indicating that the risk of that 
individual transmitting the disease no longer exists.  
 
In the event of prolonged school closings and/or extended absences by staff or students as the 
result of a flu pandemic or other catastrophe the superintendent will develop a 
pandemic/epidemic emergency plan that includes at a minimum:  

A. The chain of command for the emergency plan, and the individuals responsible for 
specific duties such as quarantine; 

B. The specific steps the district will take to stop the spread of the disease; 
C. The process for identifying sick students; 
D. The transportation plan for sick students;  
E. Disease containment measures for the district;  
F. A continuing education plan for students, such a plan may include providing students 

with assignments via mail, local access cable television, or the school district’s Web site;  
G. Procedures for dealing with student privacy rights;   
H. A continuity of operations plan for central office functions including employee leave, pay 

and benefits during a pandemic; and  
I. An ongoing communication plan for staff, students and parents. 

 
 
 
Date: 6.13; 7.17,11.17 
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Students  

Associated Student Bodies 

An associated student body (ASB) will be formed in each school within the district whenever 
one or more students in that school engage in money-raising activities with the approval and at 
the direction or under the supervision of the district. 

An ASB will be a formal organization of students, including sub-components or affiliated student 
groups. Each ASB will submit a constitution and bylaws to the board for approval. The 
constitution and bylaws will identify how student activities become approved as student body 
activities and establish standards for their supervision, governance and financing. Subject to 
such approval process, any lawful activity that promotes the educational, recreational or cultural 
growth of students as an optional extracurricular or co-curricular activity may be considered for 
recognition as an ASB activity. Any lawful fund raising practices that are consistent with the 
goals of the district and that do not bring disrespect to the district or its students may be 
acceptable methods and means for raising funds for student body activities. The board may act 
or delegate the authority to a staff member to act as the ASB for any school which contains no 
grade higher than grade six. 

The school principal will designate a staff member as the primary advisor to the ASB and assure 
that all groups affiliated with the ASB have an advisor assigned to assist them. Advisors will 
have the authority and responsibility to intervene in any activities that are inconsistent with 
district policy, ASB standards, student safety or ordinarily accepted standards of behavior in the 
community. When in doubt, advisors will consult with the school principal regarding the propriety 
of proposed student activities. Student activities cannot include support or opposition to any 
political candidate or ballot measure.  

Each ASB will prepare and submit annually a budget for the support of the ASB program to the 
board for approval. All property and money acquired by ASBs, except private nonassociated 
student body funds, will be district funds and will be deposited and disbursed from the district's 
ASB program fund.  

Money acquired by ASB groups through fundraising and donations for scholarships, student 
exchanges and charitable purposes will be private nonassociated student body fund moneys.  

Solicitation of funds for nonassociated student body fund purposes must be voluntary and must 
be accompanied by notice of the intended use of the proceeds and the fact that the district will 
hold the funds in trust for their intended purpose. Nonassociated student body fund moneys will 
be disbursed as determined by the group raising the money. Private non-associated student 
body funds will be held in trust by the district for the purposes indicated during the fund raising 
activities until the student group doing the fund raising requests disbursement of the funds and 
the accounts of the fundraising are complete and reconciled. 

The board may establish and collect a fee from students and nonstudents as a condition to their 
attendance at, or participation in, any optional noncredit extracurricular district event of a 
cultural, social, recreational, or athletic nature. If the board establishes such a fee, or fees, the 
superintendent or designee will establish a procedure for waiving fees for students who are 
eligible to participate in the federal free or reduced-price meals program and for reducing fees 
for students’ household family members and other nonstudents of the age of sixty-five or older.. 
who by reason of their low income, would have difficulty in paying the entire amount of such 
fees. Fees collected pursuant to this paragraph shall be deposited in the ASB program fund of 
the district. 
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Cross References:  Board Policy 2150 Co-Curricular Program 

 
Board Policy 3515 Student Incentives 

 Board Policy 4200 Safe and Orderly Learning Environment 

 Board Policy 6020 System of Funds and Accounts 

   

Legal References:  RCW 28A.325.010 Fees for optional noncredit extracurricular 
events—Disposition 

 RCW 28A.325.020 Associated student bodies — Powers and 
responsibilities affecting 

 RCW 28A.325.030 Associated student body program fund — 
Fundraising Activities  — Nonassociated 
student body program fund moneys 

 RCW 28A.325.050 Associated student body program fund — 
Publication of information on school district 
web site 

 Chapter 392-138 
WAC 

Finance — Associated student body moneys 

   

Management Resources 
Policy & Legal News:  

August 2020  

 February 2020  

 December 2014  
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Policy No. 3515 
Students 

Student Incentives 
 

The Hockinson School District Board of Directors recognizes that providing students with prizes 
or awards can serve as a meaningful incentive for increasing academic achievement, promoting 
civility, encouraging physical fitness and for encouraging students to become responsible 
citizens, productive workers and lifelong learners. 

The Board supports awarding incentives to recognize a student’s academic, social, leadership 
and athletic achievements.  

All incentives will support individual student achievement and the districts’ curriculum, programs, 
academic or attendance goals. Therefore, every student recipient will receive an incentive only if 
the activity relates to the primary mission and goal of the district to increase student academic 
achievement. 

District funds may be used to provide student incentives that meet the Board’s objective of 
increasing academic achievement.  

The superintendent or designee will develop procedures to implement this policy. 

 

 

 

Cross References:  Board Policy 6114 Gifts or Donations 
 

Board Policy 3510 Associated Student Bodies 

   

Legal References:  Washington Constitution Article VIII, § 5 and § 7 

   

Management Resources 
Policy & Legal News:  

February 2011  
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Student Incentives 
 

Definitions:  

A. Prize: something of value conveyed as a result of chance, generally for promotional 
purposes, to one or more participants in a district-sponsored event. 

B. Award: Recognition or something of value conveyed as a result of competition, merit or in 
recognition of service to the District on the part of the recipient. 

C. De minimis: Minimal value, a small amount, lacking significance or importance, having little 
or no impact on public funds, so minor as to merit disregard. 

Award/ Prize Values 
The District will consider any prize or award amount equal to or less than $20.00 
(twenty) dollars to be de minimis. In determining whether an incentive is a de minimis amount, 
the District will consider whether the amount is insignificant to a recipient for tax purposes and 
insignificant to the District. 

Example: A $20.00 (twenty dollar) incentive certificate for perfect attendance or most improved 
grade point average is an acceptable use of public funds; or a district could provide an item 
valued at $20.00 (twenty dollars) such as a school uniform shirt or hat to an individual student. 
However, incentive awards to several students in one class that have a substantial aggregate 
value could be excessive and an inappropriate use of public funds. 

Gifts 
The District is prohibited from using public funds to provide gifts. 

The following are examples of prohibited gifts: 

A. The District may provide light lunches or refreshments for volunteers during or near the 
time the services are provided. The District cannot provide a separate event at district 
expense;  

B. The District cannot pay the cost for staff to attend an optional training program. If training 
is required the District may pay with district funds;  

C. Flowers purchased for celebrations or to express sympathy; and  

D. Food, clothing or other items purchase for someone in need. 

Associated Student Body Fundraising – Individual Student Incentives 
All property and money acquired by the Associated Student Body (ASB), except private non-
associated student body funds, are district funds and will be deposited and disbursed from the 
District’s ASB program fund. The District may use a portion of ASB funds to award individual 
students efforts for fundraising that is related to ASB activities, but only if the activity is for a 
legitimate school purpose (academic achievement) and spending is in accordance with the 
board-approved budget. 

Example: ASB students raise money for student body activities. The student who raises the 
most money receives a pizza certificate incentive from ASB funds in recognition of their efforts. 
This is an acceptable incentive. 

Corporate Incentives 
Corporate incentives provided to the District for the benefit of students become district property. 

If the incentive is made to an individual student directly from the corporation, the incentive 
becomes the personal property of the student and is not calculated as an incentive provided by 
the District. In order to be considered personal property, the incentive at no time may be 
presented to the District or be in possession of the District. 
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Any vendor, group or organization that offers student incentives to support the District must 
communicate with the District, prior to providing the incentive to ensure its efforts are compatible 
with the District’s educational goals. The District reserves the right to reject any student 
incentive that would not serve the interests of the District. 

Prizes or awards provided to the ASB by outside vendors must also fall within the individual and 
district limits. 

Recording Incentives 
Incentives received will be recorded by the school. This will allow parents and teachers to view 
incentives provided to students and will also allow each school to analyze the distribution of 
incentives. 
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Student Fees, Fines, or Charges 

The District will provide an educational program for the students as free of costs as possible.  

The superintendent may approve the use of supplementary supplies or materials for which a 
charge is made to the student so long as the charge does not exceed the cost of the supplies or 
materials. Students are free to purchase them elsewhere, or provide reasonable alternatives, 
and a proper accounting is made of all moneys received by staff for supplies and materials.  

The Board delegates authority to the superintendent to establish appropriate fees and 
procedures governing the collection of such fees and to make annual reports to the  Board 
regarding fee schedules. Arrangements will be made for the waiver or reduction of fees for 
students whose families, by reason of their low income, would have difficulty paying the full fee. 
For programs governed by the National School Lunch Act, USDA Child Nutrition Program 
guidelines will be used to determine qualification for waiver. The superintendent will establish a 
procedure for annually notifying parents of the availability of fee waivers and reductions 
including eligibility information for free or reduce-price meals. 

A student will be responsible for the cost of replacing materials or property which are lo st or 
damaged due to negligence. A student's grades, transcripts, or diploma may be withheld until 
restitution is made by payment or the equivalency through voluntary work. The student or 
his/her parents may appeal the imposition of a charge for damages to the superintendent and  
Board of Directors.  

The student and his/her parents will be notified regarding the nature of the violation or damage, 
how restitution may be made, and how an appeal may be instituted. When the damages or fines 
do not exceed $100, the student or his/her parents will have the right to an informal conference 
with the principal. As is the case for appealing a short-term suspension, the principal's decision 
may be appealed to the superintendent and to the  Board of Directors. When damages are in 
excess of $100, the appeal process for long-term suspension will apply. 

If a student has transferred to another school district that has requested the student's records, 
but that student has an outstanding fee or fine, only records pertaining to the student's 
academic performance, special placement, immunization history, attendance, history of violent 
behavior, violent offenses, sex offenses, inhaling toxic fumes, drug offenses, liquor violations, 
assault, kidnapping, harassment, stalking or arson, and discipline actions will be sent to the 
enrolling school. The content of those records will be communicated to the enrolling district 
within two school days and copies of the records will be sent as soon as possible. The official 
transcript will not be sent until the outstanding fee or fine is discharged. The enrolling school will 
be notified that the official transcript is being withheld due to an unpaid fee or fine. However, for 
students who meet the definition of homeless, the District will make all the student’s records 
readily available to the enrolling school regardless of outstanding fees or fines.  

 

 

 

Cross References: Board Policy 3115 Students Experiencing Homelessness – 
Enrollment Rights and Services 

 Board Policy 3231 Student Records 

 
Board Policy 3241  Student Discipline 

 
Board Policy 2020 Course Design, Selection, and Adoption of 

Instructional Materials 
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Legal References: 42 U.S.C. 11431 et 
seq. 

McKinney-Vento Homeless Assistance Act 

 
RCW 28A.220.040 Fiscal support — Reimbursement to school 

districts — Enrollment fees — Deposit 

 RCW 28A.320.230 Enrolling students from other districts — 
Requests for information and permanent 
records — withheld transcripts — Immunity 
for liability — Notification to teachers and 
security personnel — Rules 

 RCW 28A.225.330(f) Instructional materials — Instructional 
materials committee 

 RCW 28A.330.100 Additional powers of board 

 28A.635.060 Defacing or injuring school property — 
Liability of pupil, parent or guardian—
Withholding grades, diploma or transcripts — 
Suspension and restitution — Voluntary work 
program as alternative— Rights protected 

 AGO 1965-66,#113 Fees — Tuition--Supplies — Authority of 
school districts to charge tuition fees or 
textbook fees 

 AGO 1973, No. 11 Tuition & Fees — Authority of school districts 
to charge various fees 

   

Management Resources 
Policy & Legal News:  

July 2019  

 May 2018 School Safety Bills Impact Policy 
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Student Fees, Fines, Charges 

Student fee schedules for individual buildings must be approved on an annual basis. Each 
building will submit an annual report which includes a report indicating the fees collected by 
each department. In establishing fees for classes, the following guidelines will be used:   

A. Class registration literature will describe fees for each class or activity and the process 
for obtaining a waiver or fee reduction; 

B. A fee may be collected for any program in which the resultant product is in excess of 
minimum requirements and, at the student's option, becomes the personal property of 
the student. Fees may not exceed the cost of the materials. The district will furnish 
materials for those introductory units of instruction where a student is acquiring the 
fundamental skills for the course. A student must be able to obtain the highest grade 
offered for the course without being required to purchase extra materials; 

C. A fee may be collected for personal physical education and athletic equipment, apparel 
and towels or towel service. However, any student may provide his/her own if it meets 
reasonable requirements and standards relating to health and safety; 

D. A reasonable fee, not to exceed the actual annual maintenance cost, for the use of 
musical instruments and uniforms owned or rented by the district may be collected; 

E. Students may be required to furnish personal or consumable items including pencils, 
paper, erasers and notebooks; 

F. Security deposits for the return of materials or equipment may be collected. Provisions 
will be made to return the deposit when the student returns the item at the conclusion of 
the school term; and 

G. A fee may be collected for a unit of instruction where the activity necessitates the use of 
facilities not available on the school premises, and participation in the course is optional 
on the part of the student. A waiver or fee reduction need not be offered for such 
activities. 

Fees will not be levied for:  

A. Field trips required as part of a basic educational program or course; 

B. Textbooks (non-consumable) that are designated as basic instructional material for a 
course of study; or 

C. Instructional costs for necessary staff employed in any course or educational program.  

Fee waivers and reductions will be granted to students whose families would have difficulty 
paying by reason of their low income. For students and families participating in the national 
school lunch program, the school breakfast program, or both, the USDA Child Nutrition Program 
guidelines will be used to determine qualification for a fee waiver or reduction. The District will 
annually distribute and collect information and an application for all households of children in 
kindergarten through grade twelve to determine student eligibility for free or reduce-price meals 
in compliance with chapter 28A.235 RCW, Policy 6700, and procedure 6700P. 

If a student has not paid for five or more previous meals, the school shall follow the procedures 
and requirements contained in Policy 6700 and Procedure 6700P. 

Fines or damage charges may be levied for lost textbooks, library books or equipment. In the 
event the student does not make proper restitution, grades, transcripts and/or diplomas will be 
withheld. A student may make restitution through a voluntary work program. If a student has 
transferred to another school that has requested the student's records without paying an 
outstanding fine or fee, only records pertaining to the student's academic performance, special 
placement, immunization history and discipline actions will be sent to the enrolling school. This 
information will be communicated to the enrolling district within two school days and the 
confirming records will be sent as soon as possible. The official transcript will not be sent until 
the outstanding fee or fine is discharged. The enrolling school will be notified that the official 
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transcript is being withheld due to an unpaid fee or fine. However, for students who meet the 
definition of homeless, the district will make all the student’s records readily available to the 
enrolling school regardless of outstanding fees or fines.   

A charge for lost or damaged materials or equipment may be appealed to the superintendent. 
The superintendent's decision may be appealed to the board. Care will be exercised by advising 
students and their parents, in writing, regarding the nature of the damages, how restitution may 
be made, and how a student or his/her parents may request a hearing. When damages are 
$100 or less, a parent and/or student has a right to appeal the imposition of a fine in a manner 
similar to that specified for a short-term suspension. When damages exceed $100, the parent 
and/or student may request a hearing in the manner provided for in a long-term suspension.  

All fees will be deposited with the business office on a regular basis. The respective 
departments and schools will be credited by the amount of their deposit. 
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Students 

Fundraising Activities Involving Students 
The board acknowledges that the solicitation of funds from students, staff and citizens must be 
limited because students are a captive audience and because solicitation can disrupt the 
program of the schools. Solicitation and collection of money by students for any purpose 
including the collection of money in exchange for tickets, papers, magazine subscriptions, or for 
any other goods or services for the benefit of an approved school organization may be permitted 
by the superintendent, providing that the instructional program is not adversely affected.  

The superintendent will establish rules and regulations for the solicitation of funds by approved 
school organizations, official school-parent groups and by outside organizations. The principal 
will distribute these rules and regulations to each student organization granted permission to 
solicit funds. 

 

 

 

 

Cross Reference: Board Policy 3510 Associated Student Bodies 
 Board Policy 6102 District Fundraising Activities 
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Fundraising Activities Involving Students 
Guidelines for student fundraising activities are as follows: 

A. Student participation must be voluntary; 
B. The fundraising activity must be such that it is not likely to create a poor public relations 

image;  
C. Fundraising activity efforts must not interfere with the educational program; 
D. Fundraising activities conducted by associated student bodies or sub-groups thereof 

must conform to the district ASB accounting requirements. Expenditures of all ASB 
funds must be approved by the ASB; 

E. Fundraising activities conducted by outside groups (including parent groups) must not 
involve the official student body organizations and must not utilize district materials, 
supplies, facilities or staff unless reimbursement is made; 

F. Sponsorship of fundraising activities by schools' official parent groups, even where 
moneys realized will be donated to associated student bodies, is encouraged to 
minimize accounting difficulties. If fundraising activities are co-sponsored by a student 
body organization and a parent group, an arrangement for the proportional sharing of 
expenses and profits or losses should be made prior to initiation of fundraising; 

G. The following fundraising activities are approved:  

1. Sales of goods (candy, T-shirts, etc.), magazines, apples (if maintained in cold 
storage); 

2. Car washes, school supplies, rummage and garage sales, pancake breakfasts, 
spaghetti dinners; 

3. Paper drives, bottle drives, etc. that do not interfere with the school day;  
4. Carnivals when organized and supervised by the school and/or the recognized 

parent group; 
5. Skating and bowling parties provided there is adequate supervision and liability 

protection;  
6. Band-athons, bike-athons, and walk-athons;  
7. Basketball games if liability insurance for participants and facilities is included in the 

contract;  
8. Talent, variety, musical, and drama productions (after school hours); and 
9. Any major purpose fundraising activity that is not listed above must have the 

approval of the superintendent.  
H. Fundraising activities may require approval by the superintendent. Application for 

approval must include:  

1. The sponsoring group; 
2. The proposed activity;  
3. The manner in which the money is to be collected; and  
4. The purpose.  

I. When the ASB shares in the receipts derived from vending machine operations or from 
the sale of student pictures, such activities must be in compliance with policy; and 

J. Any outside group other than an official school-parent group must have central office 
approval before conducting fundraising activities within a school or schools. Such 
outside organizations or persons seeking to raise funds from or through students:  

1. Must work through established official parent organizations and not with or through 
student body organizations or the administration; 
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2. May not use school materials, supplies, facilities, or staff without proper 
reimbursement. Requests to the administration for access to students for purposes 
of fundraising should be referred to the appropriate parent organization, which will 
have the option of permitting the outside group to utilize the parent organization's 
normal method of communication to transmit information concerning the fundraising; 

3. Will not collect money in school buildings as part of fundraising activities. Fund 
collections must be made by other means in other locations under the supervision of 
the official parent groups, except that each school may permit the official parent 
organization to maintain one box in the school's central office for deposit of 
envelopes containing funds from a permissible fundraising activity; and 

4. May display a sign announcing a fundraising activity. Brochures explaining the 
program may be made available to students through the school office. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 7.13 
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Students 

Financial Aid Advising Day 

Purpose:  Increase financial aid application completion rates, especially among 
underrepresented students. Research has shown that increased completion of student aid 
applications in other states has led to increases in high school graduation and college 
matriculation, especially for students in underrepresented groups. Washington’s new Financial 
Aid Advising Day, in conjunction with related High School and Beyond Plan requirements, 
provide districts with a framework for improving Washington’s low financial aid application 
completion rates and better supporting students’ post-high school goals to attend college.  

Scope of financial aid advising day(s):  Between September 1 and December 1 each year, all 

districts with a high school must provide both a financial aid advising day and notification of 
financial aid opportunities to parents and guardians of any student entering the twelfth grade. 
The notification must include information regarding: 

 The eligibility requirements of the Washington College Grant; 

 The requirements of the financial aid advising day; 

 The process for opting out of the financial aid advising day; and 

 Any community-based resources available to assist parents and guardians in 
understanding the requirements of and how to complete the free application for federal 
student aid and the Washington application for state financial aid. 

Per current High School and Beyond Plan requirements, all students must show evidence of 
receiving the following information about the federal and state financial aid programs, as 
applicable: 

 Documentation necessary for completing federal and state applications; 

 The importance of application timeliness (need to submit early) and submission 
deadlines; 

 Information specific to students who are, or have been, in foster care; 

 Information specific to students who are, or are at risk of experiencing, homelessness; 

 Information specific to students whose family member or guardian(s) will be required to 
provide financial and tax information necessary to complete applications, and 

 Opportunities to participate in sessions that assist students and, when necessary, their 
family member(s) or guardian(s), fill out financial aid applications. 

 Relevant resources and information provided on the Washington Student Achievement 
Council’s website  

 Information on the College Bound Scholarship 

Districts may choose to combine offering the financial aid advising day(s) with concurrently 
ensuring all seniors have completed this required component of their High School and Beyond 
Plan. 

A “financial aid advising day” means a day or series of days occurring by December 1st of each 
year that includes, but is not limited to, dedicated time during regular school hours for staff to: 

 Provide information to twelfth grade students on the free application for federal student 
aid (FAFSA), the Washington application for state financial aid (WASFA), and the 
college board's CSS profile; 

 As appropriate and whenever possible, assist twelfth grade students in completing the 
FAFSA and WASFA;  

https://wsac.wa.gov/12th-year-campaign
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 In conjunction with the Washington Student Achievement Council, distribute information 
on the Washington college grant and demonstrate the use of the college financial aid 
calculator.  

The district may choose the date, or series of dates, on which to hold a financial aid advising 
day. 

Whenever possible, districts shall provide spoken language interpreter services for limited 
English-speaking families.  

Schools must allow students over the age of eighteen to opt out and parents or guardians of 
students under the age of eighteen to opt their student out of scheduled financial aid advising 
day activities. 

A student may not be penalized for failing to complete financial aid applications or for opting out 
of activities under subsection of this section. Educational staff, including instructional, 
administrative, and counseling staff, may not be assessed or penalized on the basis of students' 
completion of financial aid forms or students' decisions to opt out under subsection of this 
section.  

In the administration of the financial aid advising day, personally identifiable student or family 
information must be protected in accordance with state and federal privacy laws. 

 

Legal References: RCW 28A.230 Compulsory Coursework and Activities 

 28A.300 RCW Superintendent of Public Instruction 

 RCW 28B.77 Student Achievement Council 

 WAC 180-51 High School and Beyond Plan 
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