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Introduction 
 
The Gause Elementary School staff are committed to assisting students to become 
responsible and disciplined individuals that can be productive participants in the 
educational community as well as in the local community.  Establishing a policy that 
promotes responsibility and discipline is an ongoing process.  The policy and procedures 
that are stated in this parent handbook will enable parents and staff members to work 
together to reach our goal of successful students and citizens. 
 
Parent involvement in this effort is important to our process.  At anytime if you, the 
parent, care to comment or help us to improve our process, please don’t hesitate to 
contact the school’s principal or any other staff member. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Student/Parent Agreement Sheet 
 
Parents and Guardians: Please read and discuss the information in our school’s 
Discipline Philosophy and Procedures Handbook with your child, complete the signature 
requests listed below and return this page to your child’s teacher.  Please do not sign with 
your child until you have both taken the time to discuss the handbook’s contents.  Keep 
this handbook in a conveniently accessible place and refer to it from time to time 
throughout the school year.  By doing so, you will help us reinforce proper school 
conduct, and answer some of your questions related to school-wide discipline and our 
efforts to provide all children and adults with a healthy learning atmosphere. 
 
If you have any questions, now or at anytime in the future, please contact Mr. Larson, 
Principal, your child’s teacher, or the school’s Social Worker, at 954-3703.  This 
handbook may also be accessed online by going to the Washougal School District’s 
website at www.washougal.k12.wa.us, and following the links to Gause School.  Thank 
you for your cooperation and support. 
 
 
 
 
 
 
 
 
 
 
 
As a Gause Elementary School student, I agree to follow the rules and procedures as 
outlined in the Discipline Philosophy and Procedures Handbook.  I also agree to be a 
positive part of the Gause School academic community.  I have either read the contents of 
this handbook with my parent or guardian, or it has been read to me.  I understand that it 
is important for me to follow these guidelines and expectations so that Gause School can 
be a safe and fun learning place for everybody. 
 
 
Student’s Signature _____________________________________ Date _____________ 
 
 
Parent/Guardian’s Signature ______________________________ Date _____________ 
 
 
Classroom Teacher’s Name _______________________________ Gr. Level _________ 
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Gause Elementary School 
Vision/Beliefs 

 
 
School Vision 
 
Gause students are successful learners and responsible, respectful citizens. 
 
 
Staff Beliefs 
 
We believe the best opportunities for successful learning are through competency with 
the Washington State GLEs and PEs, district grade level benchmarks, and current 
technology. 
 
We believe by being flexible with students’ needs, children can learn in a variety of 
groupings within and across grade levels. 
 
We believe technology will be used to enhance students’ success at Gause. 
 
We believe Gause students will be responsible, respectful citizens and independent, 
organized learners. 
 
We believe in an environment of cooperation among students, parents, and educators that 
encourages commitment to learning and respect for others. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Discipline Philosophy 
 
 
We believe that all students have the right and the ability to learn. 
 
We believe that students who sometimes have behavior problems can make positive 
progress when efforts to develop their potentials and strengths are emphasized, along 
with using disciplinary or remedial action as natural consequences relevant to their 
behavior. 
 
We believe that students who are disruptive to the learning environment need to be taught 
to manage and take responsibility for their behavior by making better choices, and 
thereby becoming productive participants in the classroom setting. 
 
We believe that students have the right to make choices with regard to their behavior, and 
that their choices will have natural consequences. 
 
We believe that helping students become responsible learners, who are accountable for 
their behavior, is an ongoing and necessary process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Gause Elementary School Guidelines 
 
 
I will be respectful and responsible. 
As students and staff, we will try to create a positive educational environment where each 
person must assume responsibility for their behavior and actions. This means that we 
must be sensitive to how our choices, either positively or negatively, affect others and 
ourselves.  We will respect the rights and materials of others. 
 
I will be prepared to learn. 
As a student, I understand that I am to come to school with all materials needed for my 
school day, and with an attitude that shows I am prepared to learn. 
 
I will do my best, always. 
As a student, I understand that I will put forth my best effort in my schoolwork and my 
behavior.  I will complete my assignments on time and turn in schoolwork I can be proud 
of. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Items Not Allowed At School 
 
Students at Gause Elementary School, “Dress for Success” in clothing styles appropriate 
to their age and grade level.  The Gause school staff will prohibit student dress, 
grooming, or the bringing to school of any items that: present a safety hazard to students 
and any other members of our school community, interfere with school work, cause 
disorder and distraction in the classroom, and/or prevent the student(s) from succeeding 
at school. 
 
The principal will be the final judge of what is and what is not appropriate for school. 
 
For a more thorough description of non-acceptable student behaviors for ALL 
Washougal School District students, please see the Washougal School District’s 
Disciplinary Action Guidelines for a list of offenses and possible consequences. 
 
Knives of any length, form, or style or any item that could be used as a dangerous object 
or weapon will not be allowed on the school grounds.  This also includes look alike guns 
and/or weapons.  Violation of this policy will result in immediate confiscation of the 
item, and the student’s parents being notified.  If necessary, the local police may be 
called, and the student may face the possibility of immediate suspension or expulsion 
from school. 
 
Students are not to bring any toys, games, electronic devices, skates, roller shoes, 
skateboards, scooters, or large amounts of money to school. 
 
Roller shoes, or any shoe, which has built in wheels is not appropriate for school.  For 
safety reasons, students are not allowed to wear this type of shoe to school. 
 
As cell phones become more common at earlier grades, an official district policy has not 
been written, however until then, please follow the following guidelines. 
 
Cell phones cannot be turned on during the school day to receive calls.  Student cell 
phones may only be used in an emergency when school phones are not available.  When 
a parent insists their child have a cell phone with them at school, then that parent must 
notify either the teacher or the principal in writing, as to why the cell phone is necessary. 
 
While at school, the cell phone must be kept in the student’s backpack, turned off and not 
to be taken out during any regular school breaks, i.e., recess, lunch.  Should a student use 
a cell phone without a staff members prior OK, such as out on recess, in the cafeteria, 
classroom, library or any other common area, the cell phone should be taken away and 
given to the principal, who will then speak to the student before calling the parent. 
 
Note: Any of the above items can and will be confiscated by the principal, and given 
back only to the parents after the first offense.  Continued like offenses will result in 
confiscation by the principal until the end the school year. 

 



 
 

Gause Elementary School 
Student Expectations 

 
Arriving at School 
 
1. Students arriving at school, prior to 8:45 AM, must go to the cafeteria or gym and 

join a line while they wait to be dismissed to class, or if they wish, purchase a 
breakfast. 

 
2. Students that arrive at school after 8:45 AM, and not wanting to eat breakfast, will 

proceed directly to their classroom and prepare for the day’s activities. 
 
3. Students eating breakfast will sit at one of the cafeteria tables, eat quickly and quietly, 

clean up after themselves, and when dismissed, walk to class. 
 
4. Students, who need to add money to their meal account, can do so with the cafeteria 

cashier.  Students are not to take money for their lunch account to the office or their 
classrooms. 

 
5. While in the cafeteria, students are expected to use a voice level of 1 when talking 

with their friends and/or staff.  A voice level of 1 equals a very quiet talking voice. 
 
6. Students that have business with the school office are allowed to go directly to the 

office as soon as they arrive at school.  After finishing their business, students are 
expected to go directly to their classrooms.  If this happens prior to 8:45 AM, students 
are to line up in the cafeteria or gym with their peers. 

 
7. At 9:00 AM, a tone will sound throughout the building.  This indicates school has 

officially started.  It is also known as the tardy bell. 
 
8. Students arriving at school after 9:00 AM must have a note from their parent or 

guardian excusing their tardiness. 
 
 

Leaving School 
 
1. When students are excused from school, they will leave the building and school 

campus immediately. 
 
2. Students who are not riding the buses will exit the school building through the front 

doors by the office. 
 
3. Students walking home will cross the street at the crosswalk in front of the school, 

and follow Safety Patrol Officer directions. 



 
4. Students riding bicycles home will walk their bicycle off the school campus before 

getting on to ride them home. 
 
5. Students waiting for private transportation home will wait quietly outside the front of 

the school by the office.  Students are not allowed to stand on the flagpole base or the 
school’s brick front. 

 
6. At all times, students will be safe and courteous to themselves and others while riding 

a school bus. 
 
7. Students will follow all district bus rules while riding the bus. 
 
8. Student misbehaviors at bus stops and on the bus are considered to be like “in school” 

infractions and will be treated as such. 
 

Assemblies 
 
1. Students will walk in an orderly and quiet manner when going to and from 

assemblies. 
 
2. Students will listen to their teacher’s directions regarding where and how to sit. 
 
3. Students will keep their hands and feet still while sitting in the bleachers.  Showing 

their respect for the performer(s) by maintaining a quiet atmosphere. 
 
4. Students will wait patiently for all the classrooms to enter and get seated.  Quiet 

talking will be allowed until the program/performance is ready to begin. 
 
5. When the leader of the assembly asks for audience attention, students will stop 

talking and look at that person. 
 
6. Applause is the ONLY appropriate response. 
 
7. Students will remain seated until given a signal to stand and quietly follow their 

teacher out of the assembly area. 
 

 
Cafeteria 
 
1. Students having hot lunch or milk enter the cafeteria through the double doors at the 

north end of the front hallway. 
 
2. With the help of the cashier, students enter their meal account PIN and proceed 

quietly through the serving line. 
 



3. Students may visit the 5 Star Salad Bar and Condiment Table, before they choose 
their place to sit.  Students must sit at their assigned classroom table. 

 
4. Students are expected to use socially appropriate table manners, such as using the 

terms “please” and “thank you” and to chew food with their mouth closed. 
 
5. Students may not change seats once they have sat down. 
 
6. Students must keep their bottoms on the bench and both legs under the table. 
 
7. Students may use a level 2 voice, which is normal conversation level, and confine 

their conversations to those beside them or directly across from them. 
 
8. Students are not to sit on their legs or feet, and to have loud conversations with others 

sitting away from them. 
 
9. Students are encouraged to use the 5 Star Salad Bar, but must remember, “Take what 

you want, but eat what you take.” 
 
10. Students may go to the garbage to properly dispose of trash.  They must then return to 

the same seat they originally took. 
 
11. Once they have thrown away their trash, students are to continue taking quietly, until 

the outside duty person comes to escort them to the playground, classrooms, or gym. 
 
12. Staff on duty will clap to get the students attention.  Students are to stop everything 

and clap back in response, and to then STOP, LOOK, AND LISTEN. 
 
13. Two, weekly Student Table Monitors are chosen by their teacher and are expected to 

wipe down tables and benches after/before each lunch period.  At teacher discretion, 
Table Monitors may also be responsible for returning cold lunch containers to the 
classroom for use the next day. 

 
Hallways 
 
1. Students will walk safely through the hallways staying to the right hand side, keeping 

their hands and feet to themselves. 
 
2. A voice level of 0 (no talking) is expected in the hallway during school hours, unless 

a student is talking with a staff member. 
 
3. If a staff member requests a student to correct a behavior, the student will respectfully 

do what the staff member asks them to do. 
 
4. When students have permission to leave the classroom, they must go directly to their 

destination and return to class without wandering or going other places. 



 
Restrooms 
 
1. Whenever possible, students are to use the restroom on their way out to recess. 
 
2. If it becomes necessary for students to use the restroom at times other than on their 

way out to recess, they must obtain staff permission. 
 
3. Students are expected to use the restrooms appropriately and leave them clean for the 

next person. 
 
4. Students are to: put only toilet paper in the toilets, put all paper towels and other 

garbage in the trash cans, flush the toilet after using it, wash and dry their hands, and 
immediately return to class or other official destination. 

 
5. Students will not loiter or hangout in the restrooms. 
 
6. Students will leave the entrance doors to the restrooms propped open. 
 
Playground 
 
1. Students will treat each other with respect and play safely with each other in all 

playground activities. 
 
2. Students are to adhere to the following guidelines in all playground activities, 

remembering to always treat everyone the way they want to be treated: Keep hands 
and feet to yourself, use a polite voice when talking to peers and adults, always 
follow adult directions, appropriately resolve conflicts, and at all times, follow the 
Gause Guidelines and school rules. 

 
3. Students who choose not to play safely will lose their privilege of playing that 

particular activity for as long as the recess aide, SAR staff, teachers, and/or the 
principal deem necessary. 

 
4. Students may lose their privilege to play until they participate in a relearning activity 

with the Social Worker or Student Assistance Room staff. 
 
5. Students always walk to and from recess activities. 
 
6. Students will leave bark chips, sticks, rocks and other potentially dangerous objects 

alone.  If a student discovers something that poses a possible threat or danger, they 
are to immediately inform a recess aide.  Do not pick such dangerous items up. 

 
7. During all school hours, including recess, students are to stay within a specified area, 

unless directed differently by a recess aide or other adult. 
 



8. Students are to always remain in eyesight of adults. 
 
9. Students are not to go into the high school athletic complex unless given permission 

to do so by an adult. 
 
10. Students stay outside during the entire recess period.  A student may re-enter the 

building only with adult permission. 
 
11. Students are not allowed to have food on the playground. 
 
12. When a recess aide signals that it is time to line up, students will drop all playground 

equipment and walk to the line up area. 
 
13. While in line with the rest of their class, students will talk in a level 1 voice.  (Level 1 

is quiet talking or whispering.) 
 
14. When the recess aide blows one long blast of their whistle, they are indicating that an 

emergency situation is in effect, and they need complete student attention.  Gause 
students will immediately stop what they are doing and listen for specific instructions 
from the recess aide. 

 



School Social Worker - Student Assistance Room (SAR) 
 
Our school social worker teaches guidance topics in the classroom, helps parents and 
teachers with student behavior issues, and acts as a liaison between school and resources 
in the community.  They are not counselors nor do they do individual or group therapy.  
They serve as a resource for the entire Gause School community.  They work with 
students in small groups as well as teaching to whole classes and in some cases, see 
students individually.  To contact our school social worker, please call 954-3703. 
 
The social worker works with students, staff, family members and interagency services 
for the purpose of equipping students with the behavior management techniques needed 
for successful educational development in school and social settings. 
 
The social worker may identify students who may need to be referred to a small group for 
anger management, social skill development, and/or for individual meetings in the SAR.  
In addition, the social worker is available to help teachers with developing behavior 
management strategies for the entire class or for individual students. 
 
Beginning in Kindergarten, students learn about their responsibilities as a learner as well 
as their responsibilities as a social being to self, peers, family, school and community.  
By fifth grade, the students will have some understanding of the connection between their 
behavior and what happens to them in their environment.  In addition, they will begin to 
take some responsibility for their own education plan and the learning process.  This 
prepares the students for the career development that begins in middle school. 
 
The SAR is also a resource for teachers.  Staff may send students to problem solve with 
the social worker, or to take a time out to problem solve behavior that is disruptive to the 
classroom and interfering with the learning of others.  Students can also be sent to the 
SAR to receive reinforcement for positive behavior. 
 
The social worker may accompany teachers or other staff on home visits as requested 
and/or needed. 
 
The goal of the SAR is to promote positive school behavior by teaching students to make 
choices, which will affect them and others in positive and proactive ways. 
 



School Suspensions 
 
Sometimes a student’s behavior warrants a more serious consequence than is normally 
provided.  In School Suspension (ISS) and Out of School Suspension (OSS) are used at 
Gause Elementary School.  ISS is usually tried first, as we as a staff attempt to use the 
mildest form of consequence at all times.  ISS can also be used temporarily in place of 
OSS when a student’s parents are not able to come and pick their child up from school 
right away.  Any child in ISS who cannot control their behavior will automatically be 
given OSS as a consequence.  This type of consequence may be administered at a later 
date such as the next school day. 
 
For more information about School Suspensions, please see School Board Policy #3240, 
Student Conduct, in the Appendix of this handbook. 
 
The Principal also uses and refers to the District’s Discipline Matrix as a guide when 
implementing consequences.  (See Appendix) 
 
Note:  At the elementary level, not all consequences are black and white as per the 
Discipline Matrix.  Many times the age and/or grade level of the student must be 
considered.  The Principal reserves the right to use this matrix as a guide and not 
necessarily a mandated set of consequences. 
 
When in ISS the student must follow these rules: 
• Sit quietly, facing forward. 
• No talking, no exceptions. 
• No unnecessary noise such as tapping pencils, fingers, feet, or anything else. 
• Keep feet on the floor, or in front of you at all times. 
• Sit up straight, keep your head up and off the study carrousel. 
• Do not speak unless spoken to. 
• If you need anything at all, you must raise your hand to speak to the ISS staff 

member. 
• You are not in ISS for fun.  Being there is your consequence for your misbehavior. 
 
When told to do so by a staff member, students may leave ISS and return to their 
classroom.  When they do, students are to quietly push in their chair before leaving. 
 
The consequence for not following the above guidelines will result in that student 
spending their next recess with the principal or designated staff member for further 
problem solving and to practice the correct behavior. 
 
 



Washougal School District 
DISCIPLINARY ACTION GUIDELINES 

 
                                                                                                                                                                                                                                                8-10-10 

The level of consequence to be imposed will take into consideration the severity of the offense, the age and past disciplinary record, attendance, and 
academic history of the student.  School officials may grant exceptions to the guidelines below in cases involving extenuating circumstances.  
 
Pre-Referral 
Interventions 

Class 1 Offense Class 2 Offense Class 3 Offense Class 4 Offense 

Examples: 
Give warning 
to student(s)  
 
Contact parent or 
guardian 
 
Behavior plan 
 
Assign detention  
 
Conduct 
parent/guardian 
conference 
 
 

 

Examples: 
• Disruption 
• Dress code violation 
• Inappropriate language 

with peers 
• Inappropriate physical    

contact 
• Out-of-class without 

permission 
• Skipping class or 

unexcused absence 
• On the bus 

 Out of seat while 
bus is moving 

 Eating or drinking  
 Throwing items 
 Loud, screaming 

Examples: 
• Bullying 
• Cheating 
• Computer policy issues  
• Defiance/insubordination 
• Forgery 
• Inappropriate language to 

adult 
• Lying 
• Possession or use of over the 

counter drugs 
• Offering to others: over-the-

counter drugs 
 

Examples: 
• Arson 
• Assault 
• Fighting/encouraging 

others to fight 
• Gang related activity 
• Harassment, ongoing 

bullying, intimidation 
• Forceful interference of 

district employee 
• Knives, weapons, 

dangerous objects 
• Other criminal acts as 

defined by law 
• Sexual harassment 
• Theft 
• Threat 
• Possession/use of tobacco 
• Vandalism 

Examples: 
• Possession or use of 

controlled substances 
• Possession of drug 

paraphernalia  
• Possession or use of 

alcohol 
• Offering or selling to 

others: drugs, look-
alike drugs, alcohol or 
substances, or material 
claimed to be drugs or 
alcohol 

• Possession of gun or 
look-alike gun on 
school premises  

1st Offense Discipline Discipline to Short Term Suspension Short Term to Long Term 
Suspension 

2nd Offense Discipline to Short Term 
Suspension 

Discipline to Long Term Suspension Short Term Suspension to 
Expulsion 

Further Offenses Short Term to Long Term 
Suspension 

Long Term Suspension to Expulsion Long Term Suspension to 
Expulsion 

Long Term Suspension to 
Expulsion 

Definitions 
 Discipline:  any form of corrective action other than suspension or expulsion.  Examples include:  Warning, conference, referral, detention, Saturday 

school, loss of privileges, school service. 
 Short Term Suspension:  Denial of attendance for more than a period or subject up to and not exceeding ten consecutive days.  Students in grades K-4 

will not be suspended for more than 10 school days in a semester/trimester.  Students in grades 5-12 will not be suspended for more than 15 school days 
during any single semester or 10 school days during any single trimester.  

 Long Term Suspension:  Denial of attendance for more than ten consecutive school days.  
 Expulsion:  Denial of attendance at any single subject or class or at any full schedule of subjects or classes for an indefinite period of time. 

 



Washougal School District 
Internet/Network Discipline Guidelines 

 
                                                                                                                                                                                                                                                8-14-2009 

The level of consequence to be imposed will take into consideration the severity of the offense, the age, and past disciplinary record of the student.  School 
officials may grant exceptions to the guidelines below in cases involving extenuating circumstances.   For all offenses, there may be additional disciplinary 
action at the discretion of the building administrator. 
 
Pre-Referral 
Interventions 

Class 1 Offense Class 2 Offense Class 3 Offense 

Examples: 
 
Redirect student to 
appropriate 
website or 
application 
 
Give warning 
to student(s)  
 
Contact parent or 
guardian 
 
 

Examples: 
• Exploring inappropriate website 
• Exploring non-curricular website 

(off task) 
• Misuse of desktop/inappropriate 

wallpaper images 
• Infringing on the privacy of others 
• Sharing passwords with other 

students 
• Inappropriate printing 
• Copyright infringement 

Examples: 
• Exploring inappropriate website 

(perceived intent) 
• Installing or running unauthorized 

software (games, proxies, etc) 
• Accessing or modifying files that 

belong to others 
• Stealing passwords 
• Modifying system files or settings  
• Downloading, displaying, and/or 

viewing of obscene graphics and/or 
sounds 
 

Examples: 
• Inappropriate software (i.e. software with 

intent to hack system or steal passwords) 
• Software or hardware theft or vandalism 
• Electronic harassment or sexual 

harassment, including use of obscene, 
defamatory or derogatory words in email 
or electronically generated documents (i.e. 
slander, racial or gender related slurs, etc.) 
 

1st Offense Verbal warning with documentation Parent conference and loss of access with time 
to be determined by administrator and 
reporting staff 

Loss of access for 12 weeks, possible administrative 
action (suspension, or fine for vandalism), and 
contact law enforcement as appropriate (hacking, 
theft) 

2nd Offense Parent notification with return signature and 
loss of access until parent response 

Loss of access for 12 weeks Loss of access for remainder of school year, 
administrative action (suspension, or fine for 
vandalism), and contact law enforcement as 
appropriate (hacking, theft) 

Further Offenses Parent conference and loss of access with 
time to be determined by administrator and 
reporting staff.    

Loss of access for remainder of school year.  

 For all offenses, there may be additional disciplinary action at the discretion of the building administrator. 
 



 
 
Policy 3207 - Prohibition of Harassment, Intimidation and Bullying 
 
Washougal District is committed to a safe and civil educational environment for all students, 
employees, parents/legal guardians, volunteers and patrons that is free from harassment, 
intimidation or bullying.  
 
“Harassment, intimidation or bullying” means any intentionally written message or image –
including those that are electronically transmitted – verbal, or physical act, including but not 
limited to one shown to be motivated by race, color, religion, ancestry, national origin, gender, 
sexual orientation including gender expression or identity, mental or physical disability, or other 
distinguishing characteristics, when an act:    

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

educational environment. 
• Has the effect of substantially disrupting the orderly operation of the school. 

 
Nothing in this section requires the affected student to actually possess a characteristic that is a 
basis for the harassment, intimidation or bullying.  
 
“Other distinguishing characteristics” can include but are not limited to: physical appearance, 
clothing or other apparel, socioeconomic status, and weight. 
 
“Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate 
impact of the action(s). 
 
Behaviors/Expressions 
 Harassment, intimidation or bullying can take many forms including, but not limited to, slurs, 
rumors, jokes, innuendos, demeaning comments, drawings, cartoons, pranks, gestures, physical 
attacks, threats or other written, oral, physical or electronically transmitted messages or images.  
 
This policy is not intended to prohibit expression of religious, philosophical, or political views, 
provided that the expression does not substantially disrupt the educational environment. Many 
behaviors that do not rise to the level of harassment, intimidation or bullying may still be 
prohibited by other district policies or building, classroom, or program rules. 
 
Training 
This policy is a component of the district’s responsibility to create and maintain a safe, civil, 
respectful and inclusive learning community and shall be implemented in conjunction with 
comprehensive training of staff and volunteers.  
 
 



Prevention 
The district will provide students with strategies aimed at preventing harassment, intimidation and 
bullying. In its efforts to train students, the district will seek partnerships with families, law 
enforcement and other community agencies.  
 
Interventions 
Interventions are designed to remediate the impact on the targeted student(s) and others impacted 
by the violation, to change the behavior of the perpetrator, and to restore a positive school climate. 
The district will consider the frequency of incidents, developmental age of the student, and severity 
of the conduct in determining intervention strategies.  Interventions will range from counseling, 
correcting behavior and discipline, to law enforcement referrals.  
 
Retaliation/False Allegations 
Retaliation is prohibited and will result in appropriate discipline. It is a violation of this policy to 
threaten or harm someone for reporting harassment, intimidation, or bullying. 
It is also a violation of district policy to knowingly report false allegations of harassment, 
intimidation, and bullying. Students or employees will not be disciplined for making a report in 
good faith. However, persons found to knowingly report or corroborate false allegations will be 
subject to appropriate discipline.  
 
Compliance Officer 
The superintendent will appoint a compliance officer as the primary district contact to receive 
copies of all formal and informal complaints and ensure policy implementation. The name and 
contact information for the compliance officer will be communicated throughout the district.  
The superintendent is authorized to direct the implementation of procedures addressing the 
elements of this policy. 
 
 
 
Legal Reference: RCW 28A.300.285 Harassment, intimidation and bullying   
      prevention policies 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: August 5, 2003 
Revised: June 26, 2007 
Revised:  February 8, 2011



 

Prohibition of Harassment, Intimidation and Bullying 
Administrative Procedure 3207-P 

 
A.  Introduction 
Washougal School District strives to provide students with optimal conditions for learning by 
maintaining a school environment where everyone is treated with respect and no one is physically 
or emotionally harmed.  
In order to ensure respect and prevent harm, it is a violation of district policy for a student to be 
harassed, intimidated, or bullied by others in the school community, at school sponsored events, or 
when such actions create a substantial disruption to the educational process. The school community 
includes all students, school employees, school board members, contractors, unpaid volunteers, 
families, patrons, and other visitors. Student(s) will not be harassed because of their race, color, 
religion, ancestry, national origin, gender, sexual orientation, including gender expression or 
identity, mental or physical disability, or other distinguishing characteristics.  
Any school staff who observes, overhears, or otherwise witnesses harassment, intimidation or 
bullying or to whom such actions have been reported must take prompt and appropriate action to 
stop the harassment and to prevent its reoccurrence.  
School staff who talk with a student regarding his/her involvement in or reporting of harassment, 
intimidation or bullying must call that student’s parent or guardian to provide information 
regarding their student’s involvement in or reporting of an incident or situation. 
 
B.  Definitions 
Aggressor is a student, staff member, or other member of the school community who engages in 
the harassment, intimidation or bullying of a student. 
Harassment, intimidation or bullying is an intentional electronic, written, verbal, or physical act 
that: 

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

educational environment. 
• Has the effect of substantially disrupting the orderly operation of the school. 

Conduct that is “substantially interfering with a student’s education” will be determined by 
considering a targeted student’s grades, attendance, demeanor, interaction with peers, participation 
in activities, and other indicators.  
Conduct that may rise to the level of harassment, intimidation and bullying may take many forms, 
including, but not limited to: slurs, rumors, jokes, innuendoes, demeaning comments, drawings, 
cartoons, pranks, ostracism, physical attacks or threats, gestures, or acts relating to an individual or 
group whether electronic, written, oral, or physically transmitted messages or images. There is no 
requirement that the targeted student actually possess the characteristic that is the basis for the 
harassment, intimidation or bullying. 



Incident Reporting Forms may be used by students, families, or staff to report incidents of 
harassment, intimidation or bullying. 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.  
Retaliation is when an aggressor harasses, intimidates, or bullies a student who has reported 
incidents of bullying.  
Staff includes, but is not limited to, educators, administrators, counselors, school nurses, cafeteria 
workers, custodians, bus drivers, athletic coaches, advisors to extracurricular activities, classified 
staff, substitute and temporary teachers, volunteers, or paraprofessionals (both employees and 
contractors). 
Targeted Student is a student against whom harassment, intimidation or bullying has allegedly 
been perpetrated. 
 
C.  Relationship to Other Laws 
This procedure applies only to RCW 28A.300.285 – Harassment, Intimidation and Bullying 
prevention. There are other laws and procedures to address related issues such as sexual 
harassment or discrimination.  
At least four Washington laws may apply to harassment or discrimination:  

• RCW 28A.300.285 – Harassment, Intimidation and Bullying  
• RCW 28A.640.020 – Sexual Harassment  
• RCW 28A.642 – Prohibition of Discrimination in Public Schools 
• RCW 49.60.010 – The Law Against Discrimination 

The district will ensure its compliance with all state laws regarding harassment, intimidation or 
bullying. Nothing in this procedure prevents a student, parent/guardian, school or district from 
taking action to remediate harassment or discrimination based on a person’s gender or membership 
in a legally protected class under local, state, or federal law.  
 
D.  Prevention 
 1.  Dissemination 
In each school and on the district’s website the district will prominently post information on 
reporting harassment, intimidation and bullying; the name and contact information for making a 
report to a school administrator; and the name and contact information for the district compliance 
officer. The district’s policy and procedure will be available in each school in a language that 
families can understand.  
Annually, the superintendent will ensure that a statement summarizing the policy and procedure is 
provided in student, staff, volunteer, and parent handbooks, is available in school and district 
offices and/or hallways, or is posted on the district’s website.  
Additional distribution of the policy and procedure is subject to the requirements of Washington 
Administrative Code 392-400-226. 
 2.  Education 
Annually students will receive age-appropriate information on the recognition and prevention of 
harassment, intimidation or bullying at student orientation sessions and on other appropriate 
occasions. The information will include a copy of the Incident Reporting Form or a link to a web-
based form.  
 3.  Training 



Staff will receive annual training on the school district’s policy and procedure, including staff roles 
and responsibilities, how to monitor common areas and the use of the district’s Incident Reporting 
Form.  
 4.  Prevention Strategies 
The district will implement a range of prevention strategies including individual, classroom, 
school, and district-level approaches.  
Whenever possible, the district will implement evidence-based prevention programs that are 
designed to increase social competency, improve school climate, and eliminate harassment, 
intimidation and bullying in schools. 
 
E.  Compliance Officer 
The district compliance officer will: 

1. Serve as the district’s primary contact for harassment, intimidation and bullying.  
2. Provide support and assistance to the principal or designee in resolving complaints. 
3. Receive copies of all Incident Reporting Forms, discipline Referral Forms, and letters to 

parents providing the outcomes of investigations.  
4. Be familiar with the use of the student information system. The compliance officer may use 

this information to identify patterns of behavior and areas of concern.  
5. Ensure implementation of the policy and procedure by overseeing the investigative 

processes, including ensuring that investigations are prompt, impartial, and thorough. 
6. Assess the training needs of staff and students to ensure successful implementation 

throughout the district, and ensure staff receive annual fall training. 
7. Provide the OSPI School Safety Center with notification of policy or procedure updates or 

changes on an annual basis. 
8. In cases where, despite school efforts, a targeted student experiences harassment, 

intimidation or bullying that threatens the student’s health and safety, the compliance 
officer will facilitate a meeting between district staff and the child’s parents/guardians to 
develop a safety plan to protect the student. A sample student safety plan is available on the 
OSPI website: www.k12.wa.us/SafetyCenter/default.aspx.  

 
F.  Staff Intervention 
All staff members shall intervene when witnessing or receiving reports of harassment, intimidation 
or bullying. Minor incidents that staff are able to resolve immediately, or incidents that do not meet 
the definition of harassment, intimidation or bullying, may require no further action under this 
procedure.  
 
G.  Filing an Incident Reporting Form 
Any student who believes he or she has been the target of unresolved, severe, or persistent 
harassment, intimidation or bullying, or any other person in the school community who observes or 
receives notice that a student has or may have been the target of unresolved, severe, or persistent 
harassment, intimidation or bullying may report incidents verbally or in writing to any staff 
member.  
 
H.  Addressing Bullying – Reports 
Step 1:  Filing an Incident Reporting Form 



In order to protect a targeted student from retaliation, a student need not reveal his identity on an 
Incident Reporting Form. The form may be filed anonymously, confidentially, or the student may 
choose to disclose his or her identity (non-confidential). 
Status of Reporter 
a.  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 or develop other methods for receiving anonymous, unsigned 
reports. Possible responses to an anonymous report include enhanced monitoring of specific 
locations at certain times of day or increased monitoring of specific students or staff. 
(Example: An unsigned Incident Reporting Form dropped on a teacher’s desk led to the 
increased monitoring of the boys’ locker room in 5th period.) 

b.  Confidential 
Individuals may ask that their identities be kept secret from the accused and other students. 
Like anonymous reports, no disciplinary action will be taken against an alleged aggressor 
based solely on a confidential report. (Example: A student tells a playground supervisor 
about a classmate being bullied but asks that nobody know who reported the incident. The 
supervisor says, “I won’t be able to punish the bullies unless you or someone else who saw 
it is willing to let me use their names, but I can start hanging out near the basketball court, 
if that would help.”)  

c.  Non-confidential  
Individuals may agree to file a report non-confidentially. Complainants agreeing to make 
their complaint non-confidential will be informed that due process requirements may 
require that the district release all of the information that it has regarding the complaint to 
any individuals involved in the incident, but that even then, information will still be 
restricted to those with a need to know, both during and after the investigation. The district 
will, however, fully implement the anti-retaliation provision of this policy and procedure to 
protect complainants and witnesses.  

Step 2:  Receiving an Incident Reporting Form 
All staff are responsible for receiving oral and written reports. Whenever possible staff who 
initially receive an oral or written report of harassment, intimidation or bullying shall attempt to 
resolve the incident immediately. If the incident is resolved to the satisfaction of the parties 
involved, or if the incident does not meet the definition of harassment, intimidation or bullying, no 
further action may be necessary under this procedure.  
All reports of unresolved, severe, or persistent harassment, intimidation or bullying will be 
recorded on a district Incident Reporting Form and submitted to the principal or designee, unless 
the principal or designee is the subject of the complaint. 
Step 3:  Investigations of Unresolved, Severe, or Persistent Harassment, Intimidation and                
Bullying 
All reports of unresolved, severe, or persistent harassment, intimidation or bullying will be 
investigated with reasonable promptness. Any student may have a trusted adult with them 
throughout the report and investigation process. 
a.  Upon receipt of the Incident Reporting Form that alleges unresolved, severe, or persistent 
harassment, intimidation or bullying, the school or district designee will begin the investigation. If 
there is potential for clear and immediate physical harm to the complainant, the district will 
immediately contact law enforcement and inform the parent/guardian.  



b.  During the course of the investigation, the district will take reasonable measures to ensure that 
no further incidents of harassment, intimidation or bullying occur between the complainant and the 
alleged aggressor. If necessary, the district will implement a safety plan for the student(s) involved. 
The plan may include changing seating arrangements for the complainant and/or the alleged 
aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will act as a 
safe person for the complainant; altering the alleged aggressor’s schedule and access to the 
complainant, and other measures. 
c.  Within two (2) school days after receiving the Incident Reporting Form, the school designee 
will notify the families of the students involved that a complaint was received and direct the 
families to the district’s policy and procedure on harassment, intimidation and bullying.  
d.  In rare cases, where after consultation with the student and appropriate staff (such as a 
psychologist, counselor, or social worker) the district has evidence that it would threaten the health 
and safety of the complainant or the alleged aggressor to involve his or her parent/guardian, the 
district may initially refrain from contacting the parent/guardian in its investigation of harassment, 
intimidation and bullying. If professional school personnel suspect that a student is subject to abuse 
and neglect, they must follow district policy for reporting suspected cases to Child Protective 
Services. 
e.  The investigation shall include, at a minimum: 

• An interview with the complainant; 
• An interview with the alleged aggressor; 
• A review of any previous complaints involving either the complainant or the alleged 

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

incident.  
f.  The principal or designee may determine that other steps must be taken before the investigation 
is complete.  
g.  The investigation will be completed as soon as practicable but generally no later than five (5) 
school days from the initial complaint or report. If more time is needed to complete an 
investigation, the district will provide the parent/guardian and/or the student with weekly updates. 
h.  No later than two (2) school days after the investigation has been completed and submitted to 
the compliance officer, the principal or designee shall respond in writing or in person to the 
parent/guardian of the complainant and the alleged aggressor stating: 

• The results of the investigation; 
• Whether the allegations were found to be factual; 
• Whether there was a violation of policy; and 
• The process for the complainant to file an appeal if the complainant disagrees with results. 

Because of the legal requirement regarding the confidentiality of student records, the principal or 
designee may not be able to report specific information to the targeted student’s parent/guardian 
about any disciplinary action taken unless it involves a directive that the targeted student must be 
aware of in order to report violations.  
If a district chooses to contact the parent/guardian by letter, the letter will be mailed to the 
parent/guardian of the complainant and alleged aggressor by United States Postal Service with 
return receipt requested unless it is determined, after consultation with the student and appropriate 
staff (psychologist, counselor, social worker) that it could endanger the complainant or the alleged 
aggressor to involve his or her family. If professional school personnel suspect that a student is 
subject to abuse or neglect, as mandatory reporters they must follow district policy for reporting 
suspected cases to Child Protective Services. 



If the incident cannot be resolved at the school level, the principal or designee shall request 
assistance from the district.  
 
Step 4: Corrective Measures for the Aggressor 
After completion of the investigation, the school or district designee will institute any corrective 
measures necessary. Corrective measures will be instituted as quickly as possible, but in no event 
more than five (5) school days after contact has been made to the families or guardians regarding 
the outcome of the investigation.  If the accused aggressor is appealing the imposition of discipline, 
the district may be prevented by due process considerations or a lawful order from imposing the 
discipline until the appeal process is concluded.  
If in an investigation a principal or principal’s designee found that a student knowingly made a 
false allegation of harassment, intimidation or bullying, that student may be subject to corrective 
measures, including discipline. 
 
Step 5:  Targeted Student’s Right to Appeal 
1.  If the complainant or parent/guardian is dissatisfied with the results of the investigation, they 
may appeal to the superintendent or his or her designee by filing a written notice of appeal within 
five (5) school days of receiving the written decision. The superintendent or his or her designee 
will review the investigative report and issue a written decision on the merits of the appeal within 
five (5) school days of receiving the notice of appeal. 
2.  If the targeted student remains dissatisfied after the initial appeal to the superintendent, the 
student may appeal to the school board by filing a written notice of appeal with the secretary of the 
school board on or before the fifth (5) school day following the date upon which the complainant 
received the superintendent’s written decision. 
3.  An appeal before the school board or disciplinary appeal council must be heard on or before the 
tenth (10th) school day following the filing of the written notice of appeal to the school board. The 
school board or disciplinary appeal council will review the record and render a written decision on 
the merits of the appeal on or before the fifth (5th) school day following the termination of the 
hearing, and shall provide a copy to all parties involved. The board or council’s decision will be the 
final district decision. 
 
Step 6:  Discipline/Corrective Action 
The district will take prompt and equitable corrective measures within its authority on findings of 
harassment, intimidation or bullying. Depending on the severity of the conduct, corrective 
measures may include counseling, education, discipline, and/or referral to law enforcement. 
Corrective measures for a student who commits an act of harassment, intimidation or bullying will 
be varied and graded according to the nature of the behavior, the developmental age of the student, 
or the student’s history of problem behaviors and performance.  
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 shall be addressed and remedied as appropriate.  
 
I.  Immunity/Retaliation 
No school employee, student, or volunteer may engage in reprisal or retaliation against a targeted 
student, witness, or other person who brings forward information about an alleged act of 
harassment, intimidation or bullying. Retaliation is prohibited and will result in appropriate 
discipline. 
 
J.  Other Resources 
Students and families should use the district’s complaint and appeal procedures as a first response 
to allegations of harassment, intimidation and bullying. However, nothing in this procedure 
prevents a student, parent/guardian, school, or district from taking action to remediate 
discrimination or harassment based on a person’s membership in a legally protected class under 
local, state or federal law. An harassment, intimidation or bullying complaint may also be reported 
to the following state or federal agencies: 

• OSPI Equity and Civil Rights Office 
360.725.6162 
Email: equity@k12.wa.us  
www.k12.wa.us/Equity/default.aspx 

• Washington State Human Rights Commission 
800.233.3247 
www.hum.wa.gov/index.html 

• Office for Civil Rights, U.S. Department of Education, Region IX 
206.607.1600 
Email: OCR.Seattle@ed.gov 
www.ed.gov/about/offices/list/ocr/index.html 

• Department of Justice Community Relations Service 
877.292.3804 
www.justice.gov/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 
www.k12.wa.us/SafetyCenter/BullyingHarassment/default.aspx 
 

K.  Other District Policies and Procedures 
Nothing in this policy or procedure is intended to prohibit discipline or remedial action for 
inappropriate behaviors that do not rise to the level of harassment, intimidation or bullying as 
defined herein, but which are, or may be, prohibited by other district or school rules. 
 



 



 

 

Policy 3240 – Student Conduct and Discipline  

The board acknowledges that conduct and behavior are closely associated to learning. An 
effective instructional program requires an orderly school environment. The board requires that 
each student adhere to the rules of conduct and submit to corrective action taken as a result of 
conduct violations. The rules of conduct are applicable during the school day as well as during 
any school activity conducted on or off campus. Special rules are also applicable while riding on 
a school bus. 
Students are required to: 

A. Conform to reasonable standards of acceptable behavior; 
B. Respect the rights, person and property of others; 
C. Preserve the degree of order necessary for a positive climate for learning; and 
D. Submit to the authority of staff and respond accordingly. 

The superintendent shall develop written rules of conduct that will carry out the intent of the 
board. 
Legal References: RCW 4.24.190 Action against parent for wilful injury to property  
      by minor — Monetary limitation — Common law  
      liability preserved 

  RCW 9A.16.020 Use of force — when lawful 
 RCW 9.41 Firearms and dangerous weapons 
 RCW 9.91.160 Personal protection spray devices 
 RCW 28A.210.310 Prohibition on use of tobacco products on 

school property 
 RCW 28A.600.020 Exclusion of student from classroom — 

Written disciplinary procedures — Long-
term suspension or expulsion 

 RCW 28A.600.040 Pupils to comply with rules & regulations 
 RCW 28A.400.110 Principal to assure appropriate student 

discipline  
 RCW 28A.635.060 Defacing or injuring school property — 

Liability of pupil, parent or guardian 
 WAC 392-400-205 Definitions 
 WAC 392-400-225 School district rules defining misconduct — 

Distribution of rules 
 20 USC 3171 et. seq. Drug-Free Schools and Communities Act 
 
Adopted:  February 25, 1986 
Revised:  February 14, 1995 
Revised:  July 22, 2008 
Revised:  February 22, 2011 



 

 
 

Student Conduct and Discipline 
Administrative Procedure 3240-P 

 
All students shall submit to the reasonable rules of the district. Refusal to comply with written 
rules and regulations established for the governing of the school shall constitute sufficient cause 
for discipline, suspension or expulsion.  
No student shall be expelled, suspended, or disciplined in any manner for the performance of or 
failure to perform any act not related to the orderly operation of the school or school-sponsored 
activities or any other aspect of the educational process. 
Corrective action and/or discipline for misconduct will reflect good faith effort on the part of the 
staff.  Staff will review each case with the student or students involved, take into consideration 
state and Federal statute, communicate and administer appropriate action.  Administrators shall 
notify parents when a student is suspended or expelled and provide appeals process information. 
A student who damages school property, including buses or other property belonging to a school 
contractor, an employee or another student, is subject to disciplinary action and payment for 
damages.  The school district may withhold grades, the diploma, and transcripts until damages 
have been paid, unless the records are requested by the department of social and health services 
or another government agency granted custody of the child.  Penalties must be consistent with 
the school district procedures that insure a student's rights to due process are protected. 
Definitions 
The following definitions are relate to corrective action: 

“Expulsion” is the exclusion from school or individual classes for an indefinite period. 
•  Expulsions are designated solely by the Superintendent to administrators. 
• Once a student is expelled in compliance with district policy, the expulsion shall be 

brought to the attention of appropriate local and state authorities, including, but not 
limited to, the local juvenile authorities acting pursuant to the statutes dealing with 
the Basic Juvenile Court Act, in order that such authorities may address the student’s 
educational needs.  

 “Suspension” is the exclusion from school, or individual classes for a specific period of 
time, after which the student has a right to return.  

• Suspensions are designated solely by the Superintendent to administrators. 
• A “short term” suspension is for a period of 10 consecutive school days or less.  
• Separate short-term suspensions shall not total more than 10 school days per 

semester for any student in grades K-4.  
• Separate short-term suspensions shall not total more than 15 days in a semester 

for a student in any other grade.  



 

• Students’ grades shall not be affected substantially as a result of a suspension, 
and students may have the same number of days to make-up and submit class 
work. 

• A suspension exceeding 10 consecutive school days is  “long-term” suspension.  
“Discipline” constitutes all other forms of corrective action including brief exclusions from a 

class for not more than the remainder of the class period or exclusion from any other 
type of activity conducted by or for the district. Discipline shall not adversely affect 
academic grade or graduation requirements, as long as all required work is performed by 
the student. 

Special Education Students 
The principal shall notify special education staff of any suspensions to be imposed for a student 
who is currently eligible for special education services or those who might be deemed eligible 
for special education. To the extent that suspensions may cumulatively or consecutively exceed 
ten days, the principal will notify relevant special education staff so that the district can ensure 
that special education discipline procedures are in place, in addition to general education 
discipline procedures. 
Due Process 
Parents and students shall be given notice of the standard of conduct the district requires 
regarding drug and alcohol use, and a statement of the disciplinary sanctions for violations of 
that standard. Students receiving discipline, suspension or expulsion shall be notified regarding 
applicable appeals processes.  The district shall provide a hearings officer to conduct appeals 
hearings. 
Rights, Responsibilities, and Authority of Certificated Staff  
Certificated staff shall share responsibility for supervising the behavior of students and for 
maintaining the standards of conduct which have been established.   

Certificated staff shall have the right to:  
A. Expect students to comply with school rules. 
B. Develop and/or review building rules relating to student conduct and control at least once 

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

C. Exclude a student from class for all or any portion of the period or for the balance of the 
school day, or up to the following two days, or until the teacher has conferred with the 
principal, whichever occurs first. Prior to excluding a student, the teacher shall have 
attempted one or more corrective actions. In no case shall an excluded student be 
returned for the balance of a period or up to the following two days without the consent 
of the teacher. 

D. Receive or be told by administrative staff of any complaint or grievance regarding 
corrective action or punishment of students. Staff shall be given the opportunity to 
present their version of the incident and to meet with the complaining party in the event 
that a conference is arranged. 

Certificated staff shall have the responsibility to:  
A. Be familiar with the policies distributed to students and parents defining the rights, 

responsibilities and corrective action relating to student behavior. 
B. Observe the rights of students.  



 

C. Enforce the rules of student conduct fairly, consistently, and without discrimination. 
D. Maintain good order in the classroom, in the hallways, and on the playgrounds or other 

common areas of the school, or while riding on school buses  during field trips. 
E. Maintain accurate attendance records and report all cases of truancy to office staff. 
F. Set an appropriate example of personal conduct and avoid statements which may be 

demeaning or personally offensive to any student or group of students.  
G. Meet with a parent(s) within five (5) school days upon request to hear a complaint 

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

 
Certificated staff shall have the authority to:  
A. Use such reasonable action as is necessary to protect himself/ herself, a student, or others 

from physical abuse or injury. 
B. Remove a student from a class session for sufficient cause.  

1. Student Discipline  
In order to develop an environment conducive to learning, the principal shall confer with 
certificated staff at least once per year to develop and/or review rules of conduct to be 
employed in the school and corrective actions and discipline represented in the policy and 
procedure. 

2. In-School Suspension  
The board of directors supports efforts to bring about a positive learning climate in the 
school. The district strives to employ staff who are skilled in the most effective instructional 
techniques and who are sensitive to the unique needs of each individual student. 
The need for order in the school and classroom is basic to learning. Rules are established to 
preserve the integrity of classroom and school in order to accomplish this need. Students who 
are in violation of school rules not only deprive themselves of the opportunity to learn but 
they interfere with the progress of others. 
The district strives to maintain high standards of attendance. Students who are not in school 
are denied the opportunity to learn. Corrective actions including suspension and expulsion 
are reserved to those students who actively threaten other students, staff or the overall school 
environment. 
The district, therefore, has created an in-school suspension program which temporarily 
removes the student from the regular environment but permits the student to maintain his/her 
educational progress. 
Students who are assigned to in-school suspension are granted this opportunity as a privilege 
and are expected to comply with the expectations of staff. The superintendent shall establish 
guidelines for the operation of the in-school suspension program. 

3. Appeal Process for Disciplinary Action  
Any parent or student who is aggrieved by the imposition of discipline shall have the right to 
an informal conference with the principal for the purpose of resolving the grievance. At such 
conference the student and parent shall be subject to questioning by the principal and shall be 
entitled to question staff involved in the matter being grieved. 
The parent and student after exhausting this remedy, shall have the right, upon 2 school 
business days’ prior notice, to present a written and/or oral grievance to the superintendent. If 



 

the grievance is not resolved, the parent and student, upon 2 school business days’ prior 
notice, shall have the right to present a written grievance to the disciplinary appeal council 
during its next regular meeting, or at a meeting held within 30 days, whichever is earlier. A 
closed meeting may be held for the purpose of considering the grievance. The council shall 
notify the parent and student of its response to the grievance within 10 school business days 
after the date when the grievance was presented. The disciplinary action shall continue 
notwithstanding implementation of the grievance procedure unless the principal, 
superintendent or board elects to postpone such action. 

4. Suspensions or Expulsions  
The nature and circumstances of the student conduct violation must reasonably warrant a 
suspension or expulsion. As a general rule no student shall be suspended for a short or long 
term unless other forms of corrective action reasonably calculated to modify his/her conduct 
have previously been imposed upon the student as a consequence of misconduct of the same 
nature.  
However, a student may be suspended for exceptional misconduct, other than absenteeism, 
when such misconduct is of frequent occurrence or is serious in nature and/or is disruptive to 
the operation of the school. The superintendent, following consultation with a representative 
ad hoc citizens’ committee, shall recommend for board approval, the nature and extent of the 
corrective actions and/or punishments which may be imposed as a consequence of 
exceptional misconduct. An exception may be granted by an administrator and/or hearing 
officer when warranted by extenuating circumstances. No student shall be suspended or 
expelled because of one or more unexcused absence(s) pursuant to Board Policy 3122.  

5. Short-Term Suspension 
In the event the proposed corrective action of a student is to include the denial of the right of 
school attendance from any single class for 3 to 10 school days or full schedule of classes for 
1 and to 10 school days, a conference shall first be conducted with the student as follows: 

A. An oral or written notice of the charges shall be provided to the student; 
B. An oral or written explanation of the evidence in support of the charges shall be provided 

to the student; 
C. An oral or written explanation of the suspension which may be imposed shall be provided 

to the student; and 
D. The student shall be provided the opportunity to present his/her explanation. 
The parent of the student shall be notified of the reason for the suspension and the duration of 
the suspension orally or by U.S. mail as soon as reasonably possible. Any student subject to a 
short-term suspension shall be provided the opportunity upon return to make up assignments 
and tests if: 

A. Such assignments or tests have a substantial effect upon the student’s semester grade or 
grades; or  

B. Failure to complete such assignments or tests would preclude the student from receiving 
credit for the course or courses. 

6. Appeal Process for Short-Term Suspension 
Any parent or student who is aggrieved by the imposition of a short-term suspension shall 
have the right to an informal conference with the principal for the purpose of resolving the 
grievance. At such conference the student and parent shall be subject to questioning by the 
principal and shall be entitled to question staff involved in the matter being grieved. 



 

The parent and student after exhausting this remedy shall have the right, upon 2 school 
business days’ prior notice, to present a written and/or oral grievance to the superintendent. If 
the grievance is not resolved, the parent and student, upon 2 school business days’ prior 
notice, shall have the right to present a written grievance to the disciplinary appeal council at 
its next regular meeting, or at a meeting held within 30 days, whichever is earlier. A closed 
meeting may be held for the purpose of considering the grievance. The council shall notify 
the parent and student of its response to the grievance within 10 school business days after 
the date when the grievance was presented. The short-term suspension shall continue 
notwithstanding implementation of the grievance procedure unless the principal, 
superintendent or board elects to postpone such action. 

7. Emergency Expulsion 
A student may be excluded from school prior to a hearing without other forms of corrective 
action if the principal reasonably believes the student is an immediate and continuing danger 
to himself/herself, other students, staff, or administrators or is a substantial disruption to the 
educational process of the district. Such emergency expulsion shall continue until the student 
is reinstated by the principal or until a fair hearing is held and a final determination reached. 
The hearing officer may continue the emergency expulsion if he/she finds that the student 
continues to present an immediate and continuing danger to himself/herself, other students, 
staff, or administrators or continues to cause a substantial disruption to the educational 
process of the district. 
The provisions governing notice and hearing of regular long-term suspensions or expulsions 
shall apply except: 

A. Written notice of the emergency expulsion shall be sent by certified letter deposited in the 
U. S. mail within twenty-four hours of the expulsion or by hand delivery to the student’s 
parent(s) or guardian(s) within twenty-four hours of the expulsion and documenting 
delivery by obtaining his or her signature acknowledging receipt or the written 
certification of the person making the delivery;  

B. The parent and student shall have ten school business days after receipt of the notice 
during which to request a hearing. A schedule of “school business days” potentially 
applicable to the exercise of such hearing right should be included with the notice; and  

C. The hearing officer shall render the decision within 1 school business day after the 
conclusion of the hearing. 

8. Long-Term Suspensions or Expulsions  
A long-term suspension or expulsion may be imposed by the principal only after a fair 
hearing is made available to the affected student and parent. Written notice of the hearing 
shall be delivered to the parent and student by certified mail or in person. The notice shall be 
in the parent’s primary language and shall supply (1) the alleged misconduct and the school 
rules alleged to have been violated, (2) the recommended corrective action or punishment, 
(3) the right to a hearing, (4) the notice that if a written request for a hearing is not received 
by the staff member named in the notice within 3 school business days after the notice is 
received, the hearing shall be waived and the recommended corrective action or punishment 
shall take effect, and (5) the date by which the request for a hearing must be received.  
If a hearing is requested, the superintendent shall schedule the matter for a hearing within 3 
school business days of such request. 
The parent and student and the district or representatives shall be permitted to inspect in 
advance of such hearing any affidavits or exhibits which are to be submitted at the hearing. 



 

The parent and student shall have the opportunity to be represented by counsel, to explain the 
alleged misconduct and to present affidavits, exhibits, and such witnesses as desired, as well 
as the opportunity to question witnesses. 
The hearing shall be conducted before a hearing officer appointed by the superintendent. 
Such hearing officer shall not be a witness and shall determine the facts of each case solely 
on the evidence presented at the hearing. The hearing officer shall state in writing the 
findings as to the facts, conclusions and disposition to be made. The decision shall be 
provided to the parent and student or counsel. 

9. Appeal Process for Long-Term Suspension or Expulsion  
If a long-term suspension or expulsion is imposed, the parent and student shall have the right 
to appeal the hearing officer’s decision by filing a written notice of appeal at the office of the 
hearing officer within 3 school business days after the date of receipt of the decision. The 
long term suspension or expulsion shall be in effect while the appeal is pending. The 
disciplinary appeal council shall schedule and hold a meeting to informally review the matter 
within 10 school business days from receipt of such appeal. The purpose of the meeting shall 
be to confer with the parties in order to decide upon the most appropriate means of handling 
the appeal. At that time the student, parent, and/or counsel shall be given the right to be heard 
and shall be granted the opportunity to present such witnesses and testimony as the council 
deems reasonable. Prior to adjournment, the council shall agree to one of the following 
procedures: 

A. Study the hearing record or other materials submitted and record its findings within 10 
school business days;  

B. Schedule and hold a special meeting to hear further arguments on the case and record its 
findings within 15 school business days; or  

C. Hear and try the case denovo before the council within 10 school business days. 
Any decision by the council to impose or to affirm, reverse or modify the imposition of 
suspension or expulsion upon a student shall be made only by: 

A. Those council members who have heard or read the evidence,  
B. Those council members who have not acted as a witness in the matter, and 
C. A majority vote at a meeting at which a quorum of the council is present. 
Within 30 days of receipt of the council’s final decision, any parent and student desiring to 
appeal any action upon the part of the council regarding the suspension or expulsion may 
serve a notice of appeal upon the council and file such notice with the superior court clerk of 
the county. Such notice shall also set forth in a clear and concise manner the errors 
complained of. 

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



 

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

The principal shall meet with the student as soon as reasonably possible following the 
student’s removal and take or initiate appropriate corrective action or punishment. In no case 
shall the student’s opportunity for such meeting be delayed beyond commencement of the 
next school day. 
The teacher or administrator who removed the student shall be notified of the action which 
has been taken or initiated. 

11. Readmission Application Process  
Any student who has been suspended or expelled shall be allowed to make application for 
readmission at any time. If a student desires to be readmitted to the school from which he/she 
has been suspended/ expelled, the student shall submit a written application to the principal, 
who shall recommend admission or non-admission. If a student wishes admission to another 
school, he/she shall submit the written application to the superintendent. The application 
shall include: 
A. Reasons the student wants to return and why the request should be considered;  
B. Evidence which supports the request; and  
C. A supporting statement from the parent or others who may have assisted the student. 
The superintendent shall, in writing, advise the parent and student of the decision within 
seven (7) school days of the receipt of such application. 



 

 
Policy 3245 – Student Use of Electronic Communication Tools 
 
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 shall observe the following conditions: 

A. Telecommunication devices shall 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 shall 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 shall 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 shall 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 shall not be responsible 
for loss, theft or destruction of devices brought onto school property or to school sponsored 
events. 

G. Students shall comply with any additional rules developed by the school concerning the 
appropriate use of telecommunication or other electronic devices. 

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

 
 
 
 
 
Adopted:  March 22, 2011 



 

 
Student Use of Electronic Communication Tools  

Administrative Procedure 3245-P 

If parents and guardians need to contact their student during the day, they are asked to please call 
the main office of the school and the message will be sent to the student.  Parents and guardians 
are asked to refrain from calling and texting their sons and daughters on their cell phones during 
the school day as students should only be accessing these devices during their passing periods 
and lunch as well as before and after school.  
Any student found using a cell phone, or any electronic device, for any reason, during an exam 
of any kind, without the knowledge and permission of the teacher; will automatically be 
considered to be cheating and consequences will be assigned according to the discipline policy. 

Definitions: 
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.  

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: 

A. 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 

B. Creating an intimidating, threatening, hostile or abusive educational environment for a 
student or group of students through substantially severe, persistent or pervasive 
behavior.  

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 shall immediately report the concerns to: 
The building principal or his/her designee; 



 

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; 

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 

The superintendent of schools or designee. 

Investigating: 
The principal or designee shall be responsible for timely investigating a complaint made under 
this policy. The investigation, witness statements and evidence shall 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 shall be notified of the investigation 
and informed of their students’ involvement in the incident. 

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: 
Parents or guardians will be notified; 
The district will file an information report with the police by phone or in writing;  
The student’s phone or electronic device will be confiscated, searched and returned only to a 

parent or guardian;  
The student will receive a short-term, out-of-school suspension or an in-school suspension; and 
The district may impose appropriate interventions. 



 

Second offense:  
Parents or guardians will be notified; 
Police will be notified; 
The student’s phone or electronic device will be confiscated, searched and returned only to a 

parent or guardian;  
The student will receive a long-term suspension; and  
The student will be ineligible to participate in extracurricular activities.  

Third offense: 
Parents or guardians will be notified; 
Police will be notified; 
The student’s phone or electronic device will be confiscated, searched and returned only to a 

parent or guardian; 
The student will be expelled; and 
The student will be ineligible to participate in extracurricular activities. 

 
 
  
 
 



 
 

 
 
Policy 4210 – Regulation of Dangerous Weapons on School Premises 
  
It is a violation of district policy and state law for any person to carry a firearm or dangerous 
weapon on school premises, school-provided transportation or areas of other facilities being used 
exclusively for school activities. 
The superintendent is directed to see that all school facilities post “Gun-Free Zone” signs, and 
that all violations of this policy and RCW 9.41.280 are reported annually to the superintendent of 
Public Instruction. 
The following persons may carry firearms into school buildings, as necessary, although students 
engaged in these activities are restricted to the possession of rifles on school premises: 

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

B. Persons involved in a school authorized convention, showing, demonstration, lecture or 
firearm safety course; 

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

D. Any federal, state or local law enforcement officer. 
The following persons over eighteen years of age and not enrolled as students may have firearms 
in their possession on school property outside of school buildings: 

A. Persons with concealed weapons permits issued pursuant to RCW 9.41.070 who are 
picking up or dropping off students; and 

B. Persons conducting legitimate business at the school and in lawful possession of a 
firearm or dangerous weapon if the weapon is secured within an attended vehicle and is 
unloaded, or is concealed from view in a locked, unattended vehicle. 

Persons may bring dangerous weapons, other than firearms, onto school premises if the weapons 
are lawfully within the person's possession and are to be used in a school-authorized martial arts 
class. 
Persons over eighteen years of age and persons between fourteen and eighteen years of age with 
written parental or guardian permission may possess personal protection spray devices on school 
property. No one under eighteen years of age may deliver such devices, nor may anyone eighteen 
years or older deliver a spray device to anyone under fourteen or to anyone between fourteen and 
eighteen who does not have parental permission. 
Personal protection spray devices may not be used other than in self-defense as defined by state 
law. Possession, transmission or use of personal protection spray devices under any other 
circumstances is a violation of district policy. 
School officials shall notify the student’s parents or guardians and the appropriate law 
enforcement agency of known or suspected violations of this policy. Students who violate this 
policy are subject to district discipline policies, including the due process provisions regarding 



 
 

notification of parents.  Students who violate the firearms provisions are subject to a minimum 
one calendar year expulsion, with possible case-by-case modification by the superintendent.  The 
district shall also comply with federal protections for disabled students in the application of this 
policy.  
School officials shall notify the appropriate law enforcement agency of known or suspected 
violations of this policy. 
 
 
  
Legal References: RCW 9.41.280 Dangerous weapons on school grounds 
 RCW 9A.16.020 Use of force — when lawful 
 RCW 9.91.160 Personal Protection Spray devices 
 RCW 28A.600.420 Firearms on school premises, 

transportation, or facilities — 
Penalty — Exemptions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date: September 28, 1993 
Revised: February 14, 1995 
Revised: August 19, 2008 
Revised:  May 10, 2011 



 
 
Policy 6590 - Sexual Harassment  
 
This district is committed to a positive and productive education and working 
environment free from discrimination, including sexual harassment. The district prohibits 
sexual harassment of students, employees and others involved in school district activities.  
 
Sexual harassment occurs when:  

1. Submitting to the harasser's sexual demands is a stated or implied condition of 
obtaining an education or work opportunity or other benefit;  

2. Submission to or rejection of sexual demands is a factor in an academic, work or 
other school-related decision affecting an individual; or  

3. Unwelcome sexual or gender-directed conduct or communication interferes with 
an individual's performance or creates an intimidating, hostile or offensive 
environment.  

 
Sexual harassment can occur adult to student, student to adult, student to student, adult to 
adult, male to female, female to male, male to male, and female to female. 
  
The district will take prompt action on formal or informal allegations of sexual 
harassment. Allegations of criminal misconduct will be reported to law enforcement and 
suspected child abuse will be reported to law enforcement or Child Protective Services.  
 
Engaging in sexual harassment will result in appropriate discipline or other sanctions 
against offending students, staff or contractors. Anyone else who engages in sexual 
harassment on school property or at school activities will have access to school property 
and activities restricted, as appropriate. Victims of harassment will be informed of 
appropriate remedies. 
 
Retaliation against any person who makes or is a witness in a sexual harassment 
complaint is prohibited and will result in appropriate discipline. The district will take 
appropriate actions to protect involved persons from retaliation.  
 
It is a violation of this policy to knowingly report false allegations of sexual harassment. 
Persons found to knowingly report or corroborate false allegations will be subject to 
appropriate discipline.  
 
The superintendent shall develop and implement formal and informal procedures for 
receiving, investigating and resolving reports of sexual harassment. The procedures will 
include time lines and staff responsibilities. Any staff member who receives a report of 
sexual harassment is responsible for ensuring that district personnel are informed.  



 
The superintendent shall develop procedures to disseminate age-appropriate information 
and education to district staff, students, parents and volunteers regarding this policy and 
the recognition and prevention of sexual harassment. This policy will be in any 
publication setting forth rules, regulations procedures and standards for a school or the 
district. 
 
The superintendent shall 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, shall be included in the report. The superintendent is encouraged to 
involve staff, students, volunteers and parents in the review process.  
      
Cross References:  
Executive Limitation 4 Staff Treatment 
Board Policy  3210  Nondiscrimination 
Board Policy 5010  Nondiscrimination 
Board Policy 5281  Disciplinary Action and Discharge 
Board Policy 3421   Child Abuse and Neglect 
Board Policy 3207  Student Harassment, Intimidation and Bullying 
Board Policy 3240  Student Conduct 
Legal References:  
RCW 28A.640.020  Regulations, guidelines to eliminate discrimination  
WAC 392-190-056-058         Sexual Harassment  
 
 
The Washougal School District complies with all federal and state rules and regulations 
and does not discriminate on the basis of race; color; national origin; sex; age; disability; 
sexual orientation, including gender identity; disability or Viet Nam and more recent 
military action veteran status.  This holds true for all district employment and educational 
programs.  Inquiries regarding compliance and/or grievance procedures may be directed 
to the school district's Title IX/ RCW 28A.640 compliance officer and/or Section 
504/ADA coordinator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  March 23, 1993 
Revised with Board Approval: November 28, 1995 
Revised with Board Approval:  June 26, 2007 



 
Sexual Harassment 

Administrative Procedure 6590-P 
 

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 shall always inform 
complainants of their right to file a formal complaint and the process to be used. Staff 
shall also direct potential complainants to an appropriate staff member who can explain 
the informal and formal complaint processes and what a complainant can expect. Staff 
shall also inform an appropriate supervisor or professional staff member when they 
receive complaints of sexual harassment.  
 

Informal remedies 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;  

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

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

Formal Complaint Process:  
Anyone may initiate a formal complaint, even if the informal complaint process has been 
used.  School officials may begin an investigation based on form or informal complaints.  
Confidentiality of information is not guaranteed in cases where the District is required to 
make all information available to the accused.  A District official may conclude that an 
incident must be investigated even in cases where an individual does not wish to file a 
formal written complaint. 
 
The District guarantees that all anti-retaliation provisions of this policy will be 
implemented for the protection of complainants and witnesses.  Student complainants and 
witnesses may have a parent, guardian or another adult advocate with them during any 
investigation.   
 



The following process shall be followed: 
 

A. Formal complaints must be filed in writing and submitted to the District's Human 
Resources office. The complainant may complete and sign the District's 
Harassment/Bullying Incident Report Form, or by writing the information on 
paper and signing it, or by verbally relating the incident to another person who 
writes the information for the complainant's signature. 

 
The information required in writing includes: 

1. Name of complainant 
2. Mailing address or for students, his/her school name and teacher name 
3. Phone number where the complainant can be reached 
4. Name of individual(s) that the complainant is reporting 
5. Details about the incident:  What happened, where it happened, when it 

happened 
6. Other people who have information about the incident 
7. What the complainant has done about it so far 
8. What the complainant would like to have happen now 
9. Signature of the complainant 

 
B. A District official reviews the complaint and initiates an investigation.  All formal 

complaints will be investigated. 
 

C. When the investigation is completed, the investigator shall compile a written 
report summarizing the incident and the results of the investigation.  

 
D. A District official shall review the results of the investigation with the 

complainant, and if the matter has not been resolved, the District will take further 
action on the report. 

 
E. The Superintendent or designee shall respond in writing to the complainant and 

the accused within 30 days  stating: 
1. That the District intends to take corrective action; or 
2. That the investigation is incomplete and will be continuing; or 
3. That the District does not have adequate evidence to conclude that 

bullying, harassment, sexual harassment or intimidation occurred. 
F. Necessary corrective measures will be instituted as quickly as possible, but in no 

event more than thirty days after the superintendent's 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. 

G. If a student remains aggrieved by the superintendent's response, the student may 
pursue the complaint as one of discrimination pursuant to Policy 3210, 
Nondiscrimination or a complaint pursuant to Policy 4220, Complaints 
Concerning Staff or Programs.  

All district staff will be informed of this policy.  Staff will be provided information on 
recognizing and preventing harassment, intimidation or bullying. Staff shall be fully 



informed of the formal and informal complaint processes and their roles and 
responsibilities under the policy and procedure. Certificated or professionally licensed 
staff shall be reminded of their legal responsibility to report suspected child abuse, and 
how that responsibility may be implicated by some allegations of harassment, 
intimidation or bullying. Classified employees and regular volunteers shall receive 
orientation relevant to their rights and responsibilities. 

Students will be provided with age-appropriate information on the recognition and 
prevention of harassment, intimidation and bullying, 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. Parents shall be provided with copies 
of this policy and procedure and appropriate materials on the recognition and prevention 
of harassment, intimidation and bullying. 

Appeal Procedure 
Level One 
If a complainant remains aggrieved as a result of the action or inaction of the 
superintendent they may appeal to the board of the district by filing a written notice of 
appeal with the secretary of the board by the 10th calendar day following:   

A. The date upon which the complainant received the superintendent's response, or   
B. The expiration of the 30-calendar day response period based on the receipt of the 

complaint by the school district, whichever occurs first.  
The board shall schedule a hearing to commence by the 20th calendar day following the 
filing of the written notice of appeal. Both parties shall be allowed to present such 
witnesses and testimony as the board deems relevant and material. The board shall render 
a written decision by the 10th calendar day following the termination of the hearing and 
shall provide a copy to the complainant. 
Level Two 

If a complainant remains aggrieved as a result of the decision of the board in resolving a 
complaint, the complainant may appeal to the superintendent of public instruction by 
filing a written notice of appeal with the superintendent of public instruction by the 10th 
calendar day following the date upon which the complainant received written notice of 
the board’s decision. 
The superintendent of public instruction shall schedule a hearing to commence by the 
40th calendar day following the filing of the written notice of appeal. The notice of 
appeal must state the areas of disagreement and the relief requested. 
Appeals to the superintendent of public instruction shall be conducted in compliance with 
the state Administrative Procedures Act. The complainant shall present his or her case 
and the school district shall defend the decision rendered by the board. 

 
Policy Dissemination 
Orientation sessions for staff, students and regular volunteers shall introduce the elements 
of this policy. Staff will be provided information on recognizing and preventing sexual 



harassment. Staff shall be fully informed of the formal and informal complaint processes 
and their roles and responsibilities under the policy and procedure. Certificated staff shall 
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 shall 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. Parents shall be provided with copies of this 
policy and procedure and appropriate materials on the recognition and prevention of 
sexual harassment. 
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: 

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

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

C. Penalizing a person for refusing to submit to a sexual advance, or providing a benefit 
to someone who does; 

D. 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; 

E. Using derogatory sexual terms for a person; 
F. Standing too close, inappropriately touching, cornering or stalking a person; or 

G. Displaying offensive or inappropriate sexual illustrations on school property. 
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 
shall prepare a report to the board including, if necessary, any recommended policy 
changes. The superintendent shall consider adopting changes to this procedure if 
recommended by the committee. 
 

 
 
 
Reviewed: June 26, 2007 
 
Date: 08.06 



6605.P Student Safety Walking to School and Riding Buses - Procedures

Student Conduct on Buses

When, in the opinion of the bus driver, a student defies the authority of the driver to maintain
discipline on the bus, and persistently refuses to obey the driver or abide by regulations directing
student conduct on buses, the driver shall refer the student to the principal of the school the
student attends for further disciplinary action provided the driver has taken steps to change
behavior.

This procedure shall be followed in referring students to the principal:

A. The bus driver shall complete an Office Referral Form on the day of the
infraction or the next school day thereafter.

B. The driver shall give the completed form to the principal or his or her
designee.

C. The principal and his or her designee shall within a reasonable period of time,
schedule a conference with the student.  The principal may request the bus
driver, the bus supervisor, and/or the student's parent and or guardian to be
present.

D. The principal shall distribute the referral form, including the action taken as
follows to:

Principal or designee.
The student for his parent or guardian.
The bus supervisor and driver.

E. If disciplinary action is denial from riding the bus, the principal shall notify
the student's parent or guardian before the denial of riding privilege is to
begin.  The bus supervisor and driver shall be notified.

F. If the student and/or his parent or guardian wish to appeal disciplinary action
they shall schedule an informal conference with the principal of the school.

RULES AND REGULATIONS FOR STUDENTS RIDING SCHOOL BUSES

1. The driver is in full charge of the bus and students.  The students must obey
the driver promptly and willingly.

2. School and district rules/regulations apply on the school buses.

3. Students shall ride their regularly assigned bus at all times, unless permission
has been granted by the school authorities.

4. Students in grades K-8 may get off at a place other than their own regular stop
only be written permission from the office.  Students in grades 9-12 may be let
off at a place other than their own regular stop through pre-boarding mutual
arrangement with the driver or by written permission from the office.

5. Each pupil may be assigned to a seat.



6. Students will:

a. Sit properly in their seats.

b. Refrain from throwing objects in/out of the bus.

c. Keep their hands to themselves.

d. Be courteous to their fellow passengers.

e. Use appropriate language.

f. Keep the bus clean of refuse.

g. Speak in a quiet tone of voice.

7. No student will use tobacco or strike a flame on a school bus.

8. No pupil shall at any time extend his head, hands, or arms out of the window
while on the bus.  Windows shall not be opened more than 6 inches at any
time.

9. Students must see that they have nothing in their possession that may cause
injury to another, such as sticks, breakable containers, any type of firearms,
straps or pins extending from their clothing.  Also, any type of animal, with
the exception of a seeing eye dog, is not permitted on the bus without
permission of the bus driver.

10. Each student must see that his books and personal belongings are kept out of
the aisle.  Special permission must be granted by school authorities to
transport any large items.

11. No student will be allowed to talk to the driver more than is necessary.

12. No student shall sit in the driver's seat, nor shall any student be to the
immediate left or right of the driver.

13. Students are to remain seated while the bus is in motion and are not to get on
or off the bus until the bus has come to a full stop.

14. Students must leave the bus in an orderly manner.  They must not cross the
highway until given consent by the school bus driver.  When boarding or
leaving the bus, the students should be in view of the driver at all times.

15. Students must cross the highway only in front of the school bus and never
behind it.

16. Students must not stand or play in the roadway while waiting for the bus.
Students should leave home early enough to arrive at the bus stop before the
bus is due.

17. Self-discipline should be exercised by students at the bus loading area.
Students should refrain from pushing and shoving other students.  Students



in violation are subject to disciplinary action.

18. Students who have to walk some distance along the highway to the bus
loading zone, where practicable, must walk on the left-hand side facing
on-coming traffic.  This will also apply to pupils leaving the bus loading zone
in the evening.

19. Students shall not perform any act which will obstruct the free passage of a
school bus along its normal course.

20. In the event of an actual emergency, emergency exit procedures, as
established by the emergency exit drills, will be followed.

21. The school district will hold the student or parent/guardian responsible for
damage to school buses caused by the student.  (Restitution)

22. Students may not use radios or stereo equipment while on the school bus
unless the device is being used with headphones.

23. Students' misconduct on a bus will be sufficient reason to discontinue
providing bus transportation to those students involved.

Emergencies

A. Emergency Bus Exit Drills

1. All emergency exit drills will be held on school grounds under the
supervision of the Transportation Supervisor and bus driver.
Emergency drills will never be held on the highway.

2. Emergency ramps will be used for practice drills.

3. All drills will be held with motor shut off, hand brake set, bus in gear,
and keys removed.

4. Bus driver shall instruct at least two students and assign them to open
exit door, assist other students in leaving through door, handling fire
extinguisher, removing first aid kit and setting road flares.

B. Actual Emergencies

1. Students are to remain in bus until instructed by driver to leave bus.
In case of severe injury to driver, his appointed helper(s) will give
instructions.

2. The Emergency Exit door will be used only when absolutely necessary.

3. All unloading will be as orderly as possible, one student at a time.

4. The bus driver will make a personal visual check to make certain that
the bus is completely cleared.

Adoption Date:  October 14, 1986
Revision Date:  June 27, 1989




