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INFECTION CONTROL PROGRAM 

 
In order to safeguard the school community from the spread of certain vaccine-preventable 
diseases and in recognition that prevention is a means of combating the spread of disease, the 
Board strongly urges that susceptible school staff members (including volunteers) provide 
evidence  documentation on immunization or evidence of immunity against certain vaccine 
preventable diseases. The following immunization are recommended for school staff: TD 
(Tetanus-Diphtheria) and MMR (Measles, Mumps and Rubella)measles, mumps, rubella (MMR), 
varicella (chickenpox), diphtheria, tetanus, and pertussis (Tdap and Td), and influenza (flue). 
Staff members born prior to January 1, 1957 need not provide evidence of immunity to measles; 
these individuals are considered naturally immune. 

 

To facilitate this prevention program, the Board authorizes the superintendent to make 
arrangements for staff immunization at a convenient time and place, and at a nominal cost to the 
staff member. A "susceptible" staff member may be exempt from the requirements for 
immunization by filing a written objection to such immunization on the basis of religious or 
philosophical grounds, when a private physician certifies that the staff member's physical 
condition contraindicates immunization or when the staff member provides documentation of 
immunity by blood test. 

 

In the event of an outbreak of a vaccine-preventable disease in school, the local health officer has 
the authority to exclude a susceptible staff member. A staff member granted an exemption for 
religious, philosophical or medical reasons or without an acceptable immunization record on file 
may be excluded, as he/she is considered to be susceptible. If excluded he/she is not eligible to 
receive sick leave benefits because of the exclusion itself. To qualify for benefits, he/she must be 
ill or temporarily physically-disabled, or is otherwise provided for in a collective bargaining 
agreement. 

 

The superintendent or designee will evaluate all job duties of district employees to determine 
which employees have reasonably anticipated on-the-job exposure to blood or other potentially 
infectious material. The district will maintain a list of job classifications where employees have 
reasonably anticipated exposure to blood or other potentially infectious material. The hepatitis B 
vaccine will be provided at the district's expense to an employees identified as having risk of 
directly contacting blood or other potentially infectious material at work. 

 

In the event that an employee has a specific exposure to blood or other potentially infectious 
material, the employee will be provided, at district expense, with confidential medical 
evaluation, follow-up and treatment, if indicated. 

 

The district will provide annual training to all employees with reasonably anticipated exposure to 
blood or other potentially infectious material. All employees will receive district provided 
training on FHV/AIDS within six months of initial employment. 

 

Records will be kept in strict confidence regarding the hepatitis B vaccine status of all employees 
with reasonably anticipated exposure to blood or other potentially infectious material and for 
each occupational exposure an employee has to blood or other potentially infectious material. 
The records will be kept for the duration of the employee's employment, plus thirty years. The 
district will also keep records that employees have received appropriate training. 
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Cross References: Policy 3414 Infectious Diseases 
 

Legal References: 
 

WAC 246-110-020 
 

WAC 296-823 

 

Contagious disease -- School districts and day 
care centers 
Occupation exposure to bloodborne pathogens 

 WAC 392-198 Training -- School employees -- HIV/AIDS 
Management 

Resources 
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STUDENT SAFETY WALKING TO SCHOOL AND RIDING BUSES 

 
The district will adopt Aa comprehensive school trip safety program shallthat addresses school 
walk routes, bus safety and route plans bus safety, walking and biking route plans, vehicle access 
to the school, circulation and parking at the school, pedestrian circulation on and around the 
school campus and safety education and enforcement. 
 

A. Safety Advisory Committee  

The Superintendent will establish a Safety Advisory Committee (SAC) pursuant to WAC 
392-151-017 to develop and maintain a comprehensive shool trip safety program. The 
committee will aslo develop and maintain a school patrol program in compliance with 
RCW 46.61.385 and review and approve each school’s Safe Routes to School plan. The 
superintendent will develop specific responsibilities and reporting relationships of the 
committee, including how the SAC relates to individual school safety programs.  

 
B. Bus Safety 

The superintendent shall develop written rules establishing the procedures for bus safety 
and emergency exit drills and for student conduct while riding on buses. The procedures 
for bus safety will include rules restricting bus access to students and those persons 
authorized by the superintendnet and/or his or her designee(s) to ride the bus to and from 
any school activity.  

 
The bus driver is responsible for the safety of his/her passengers, particularly for those 
who cross a roadway after leaving the bus. No bus driver shallwill order or allow a 
student to disembark at other than his/her customary boarding or alighting place unless so 
authorized by the superintendent. In order to assure the safety of all, the bus driver may 
hold students accountable for their conduct during the course of transportation and may 
recommend corrective action against a student. Bus drivers are expressly prohibited from 
using corporal punishment. Bus drivers are expressly prohibited from allowing anyone to 
board the buse who is not a student or a person authorized to ride the bus by the 
superintendent and/or his or her designee(s).  

 
C. Emergencies 

In the event of an accident or other emergency, the bus driver shall follow the emergency 
procedures in accordance with the School Bus Driver Handbook (SPI). A copy of the 
emergency procedures shall be located in each bus. To insure the success of such 
emergency procedures, each bus driver shall conduct an emergency evacuation drill 
within the first six weeks of each school semester. The district shall conduct such other 
drills and procedures as may be necessary. 

 
D. Student Conduct on Buses 

The superintendent shall establish written rules of conduct for students riding school 
buses. Such rules shall include as a minimum the requirements of WAC 392-145-035 and 
shall be reviewed annually by the superintendent and revised if necessary. If the rules are 
substantially revised, they shall be submitted to the board for approval. At the beginning 
of each school year, a copy of the rules of conduct for students riding buses will be 
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provided to each student who is scheduled to ride a school bus. The classrom teacher 
and/or bus driver will review the rules with the students at or near the beginning of each 
school year. A copy of the rules will be available upon the request at the district office.  

 
A copy of the Student Performance Standards During School Transportation shall be provided to 
students at the beginning of each school year and as new students enter school. A condensed 
copy of these standards shall be posted in each bus and shall also be available upon request at the 
district administration and transportation offices. The bus driver or classroom teacher shall 
provide and review the rules with the students at or near the beginning of each school year. 
 
Notwithstanding the standards established under this policy, students shall also comply with the 
general student discipline rules established by Board Policy 3240, Student Conduct.  Any 
standards established under this section are deemed to be supplemental. 
 

E. Safe Routes to School Plan  
Pursuant to WAC 392-151-025, all elementary schools that have students who walk to 
and from scool are requried to develop a suggested route plan. All schools are 
encouraged to have a walking/biking route plan in place. To develop the school 
walking/biking route plans, the superintendent will establish a Safe Routes to School 
committtee. The committee will conduct a walking and biking audit within one mle radius of 

the school and develop a Safe Routes To School walking/biking map or plan. The plan will 

recommend the best routes for students walking to and from school, as well as the best routes 
to and from school bus stops. In developing the plan, the committee will consider, at a 
minimum, the following: 

1. traffic patterns; 
2. existing traffic controls; 
3. existing school patrols; 
4. limits on the number of school crossings so that students have to move through the 

crossings in groups; 
5. allowing only one entrance-exit from each block to and from school; 
6. routes that provide the greatest physical separation between walking children and 

traffic; 
7. routes that expose students to the lowest speeds and volumes of moving vehicles; and  
8. routes that include the fewest number of road or rail crossings; 

The superintendent or designee will review the plan with the Safety Advisory Committee and, 
upon its approval, distribute the plan to all students with instructions that it be taken home 
and discussed with parents. The plan will be routinely updated as conditions change. The 
superintendent or designee will include the plan in the district's School Wellness Plan to 
encourage parents and students who walk and bike to school to use the recommended routes 

 
Cross References: Board Policy 3240 Student Conduct 
 Board Policy 6510 Safety 
   
Legal References: RCW 28A.600.010 Enforcement of rules of conduct –--Due 

process guarantees -- Computation of days 
for short-term and long-term suspension 

 RCW 46.61.385  School patrol-appointment-authority-finance-
insurance 

Legal References: WAC 392-145 Transportation -- Operation rules 
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 WAC 392-144 School Bus Driver Qualifications 
 WAC 392-145-015 General operating regulations (Effective Until 

November 1, 2007) 
 WAC 392-145-016 Rules for students riding school buses 
 WAC 392-145-035 Rules for students riding school buses 

(Effective Until November 1, 2007) 
 WAC 392-145-021 General Operating requirements 
 WAC 392-151-017 Safety Advisory Committee-Selection 
 WAC 392-151-025 Route Plans  
 WAC 392-400-225 School district rules defining misconduct --  

Distribution of rules 
Management 
Resource 
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Students 
 

 

PROHIBITION OF HARASSMENT, INTIMIDATION AND BULLYING 
 

The board is committed to a safe and civil educational environment for all students, employees, 
parents/legal guardians, volunteers and community members that is free from harassment, 
intimidation or bullying. "Harassment, intimidation or bullying" means any intentionally written 
message or image including those that are electronically transmitted verbal, or physical 
act, including but not limited to one shown to be motivated by race, color, religion, ancestry, 
national origin, gender, sexual orientation including gender expression or identity, mental or 
physical disability or other distinguishing characteristics, when an act: 

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

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

 

Nothing in this section requires the affected student to actually possess a characteristic that is a 
basis for the harassment, intimidation or bullying. 

 

"Other distinguishing characteristics" can include but are not limited to physical appearance, 
clothing or other apparel, socioeconomic status and weight. 

 

"Intentional acts" refers to the individual's choice to engage in the act rather than the ultimate 
impact of the action(s). 

 
Behaviors/Expressions 
Harassment, intimidation or bullying can take many forms including, but not limited to, slurs, 
rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, pranks, gestures, physical 
attacks, threats or other written, oral, physical or electronically transmitted messages or images. 

 

This policy is not intended to prohibit expression of religious, philosophical, or political views, 
provided that the expression does not substantially disrupt the educational environment. Many 
behaviors that do not rise to the level of harassment, intimidation or bullying may still be 
prohibited by other district policies or building, classroom or program rules. 

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

 
Prevention 
The district will provide students with strategies aimed at preventing harassment, intimidation 
and bullying. In its efforts to train students, the district will seek partnerships with families, law 
enforcement and other community agencies. 

 
Interventions 
Interventions are designed to remediate the impact on the targeted student(s) and others impacted 
by the violation, to change the behavior of the perpetrator, and to restore a positive school climate. 
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  Students 
 

 
The district will consider the frequency of incidents, developmental age of the student,  and 
severity  of the conduct  in determining intervention strategies.   Interventions will range from 
counseling, correcting behavior and discipline, to law enforcement referrals. 
 
Students with Individual Education Plans or Section 504 Plans 

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

 

It is also a violation of district policy to knowingly report false allegations of harassment, 
intimidation, and bullying. Students or employees will not be disciplined for making a report in 
good faith. However, persons found to knowingly report or corroborate false allegations will be 
subject to appropriate discipline. 

 
Compliance Officer 
The superintendent will appoint a compliance officer as the primary district contact to receive 
copies of all formal and informal complaints and ensure policy implementation. The name and 
contact information for the compliance officer will be communicated throughout the district. 

 

The superintendent is authorized to direct the implementation of procedures addressing the 
elements of this policy. 

 
 

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

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

Cross References  2161 - Special Education and Related Services for Eligible Students 

3200 - Rights and Responsibilities 
3210 - Nondiscrimination 
3211 - Transgender Students 
3240 - Student Conduct 
3241 - Classroom Management, Corrective Actions Or Punishment 
5011 - Sexual Harassment 

Management Resources Office for Civil Rights Dear Colleague Letter: Responding to Bullying of 
Students with Disabilities (OCR 10/21/2014) 

2014 - December Issue 
2010 - December Issue 
2008 - April Issue 
2002 - April Issue 

http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.300.285
http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.300.285
http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.300.285
http://app.leg.wa.gov/WAC/default.aspx?cite=392-190-059
http://app.leg.wa.gov/WAC/default.aspx?cite=392-190-059
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6P956282CA
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6UHE7BED8A
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6UKA7C16E0
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=9GQ7WJ82F4EC
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6UR77CD619
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6URU7CEDB4
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&policyid=8U6W3X833E4F
http://www2.ed.gov/about/offices/list/ocr/letters/colleague-bullying-201410.pdf
http://www2.ed.gov/about/offices/list/ocr/letters/colleague-bullying-201410.pdf
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&newsid=9S2V687F299D
http://boarddocs.com/wa/wssda/MC.nsf/Districts?OpenView&count=-1&newsid=9BVNTH59BA70
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CLASSROOM MANAGEMENT, CORRECTIVE ACTIONS OR 

PUNISHMENTDISCIPLINE and CORRECTIVE ACTION  

 
Rules of student conduct are essential to maintain a school environment conducive to learning. A 
student’s refusal to comply with written rules and regulations established for the governing of the 
school will constitute sufficient cause for discipline or corrective action.  
 
Staff are responsible for supervising student behavior, employing effective classroom 
management methods and enforcing the rules of student conduct in a fair, consistent and non-
discriminatory manner. Corrective action must be reasonable and necessary under the 
circumstances and reflect the district’s priority to maintain a safe and positive learning 
environment for all students and staff.  
 
Students and/or their parents/guardians will be provided all required substantive and procedural 
due process in regard to grievances, hearings and/or appeals of corrective action. The district will 
assist long-term suspended and expelled students in returning to school as soon as possible by 
providing them with a reengagement plan tailored to the student’s individual circumstances, 
including consideration of the incident that led to the student’s long-term suspension or 
expulsion.  
 
The district will annually review data on disciplinary actions taken against students within each 
school disaggregated by sex, race, limited English proficiency and disability, including students 
protected by the Individual with Disabilities Education Act and Section 504 of the Rehabilitation 
Act of 1973. The review must include short-term suspensions, long-term suspensions and 
expulsions. In reviewing the data, the district will determine whether it has disciplined a 
substantially disproportionate number of students within any of the disaggregated categories. If 
disproportionality if found, the district will take action to ensure that it is not the result of 
discrimination.  
 
All students shall submit to the reasonable rules of the district. Refusal to comply with written 
rules and regulations established for the governing of the school shall constitute sufficient cause 
for discipline, suspension or expulsion. Corrective action and/or punishment for misconduct 
must reflect good faith effort on the part of the staff. For the purposes of the district's policies 
relating to corrective action or punishment:   
 
A. "Expulsion" is the exclusion from school or individual classes for an indefinite period.  

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

after which the student has a right to return.  
1. A suspension is "short term" if it is for a period of 10 consecutive school days or less. 

Separate short-term suspensions shall not total more than 10 school days in a semester for 
any student in grades K-4. Separate short-term suspensions shall not total more than 15 
days in a semester for a student in any other grade. Students' grades shall not be affected 
substantially as a result of a short-term suspension.  

2. Suspensions which exceed 10 consecutive school days are long-term suspensions.  
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C. "Discipline" constitutes all other forms of corrective action or punishment, including brief 
exclusions from a class for not more than the remainder of the class period, including 
exclusion from any other type of activity conducted by or for the district. Discipline shall not 
adversely affect specific academic grade, subject, or graduation requirements, so long as all 
required work is performed. 

 
Prior to the imposition of a corrective action or punishment upon a special education student, the 
school principal and special education staff who have knowledge of the student's disability will 
determine if there is a causal relationship between the disability and the misconduct giving rise 
to the corrective action or punishment. When a relationship is found to exist, special education 
programming procedures shall be employed.  
 
Once a student is expelled in compliance with district policy, the expulsion shall be brought to 
the attention of appropriate local and state authorities, including, but not limited to, the local 
juvenile authorities acting pursuant to the statutes dealing with the Basic Juvenile Court Act, in 
order that such authorities may address the student's educational needs.  
 
No student shall be expelled, suspended, or disciplined in any manner for the performance of or 
failure to perform any act not related to the orderly operation of the school or school-sponsored 
activities or any other aspect of the educational process.  
 
The superintendent shall have the authority to discipline, suspend or expel students. The 
superintendent shall identify the conditions under which a teacher may exclude a student from 
his or her class and shall also designate which staff have the authority to initiate or to impose 
discipline, suspensions or expulsions.  
 
Parents and students shall be given notice of the standard of conduct the district requires 
regarding drug and alcohol use, and a statement of the disciplinary sanctions for violations of 
that standard. 
 
The school board is charged with hearing and deciding discipline grievances and appeals of 
short-term and long-term suspensions and expulsions. 
 
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 
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principal, whichever occurs first. Prior to excluding a student, the teacher shall have 
attempted one or more corrective actions. In no case shall an excluded student be returned for 
the balance of a period or up to the following two days without the consent of the teacher.  
 

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

 
Certificated staff shall have the responsibility to:  
A. (Principals shall) Distribute to students, parents and staff a publication defining the rights, 

responsibilities and corrective action or punishment relating to student behavior.  
 

B. Observe the rights of students. 
 

C. Enforce the rules of student conduct fairly, consistently, and without discrimination. Any 
infractions shall be reported orally and in writing to the principal as soon as possible 
regardless of any corrective actions taken by the teacher.  
 

D. Maintain good order in the classroom, in the hallways, and on the playgrounds or other 
common areas of the school, or while riding on school buses (field trip).  
 

E. Maintain accurate attendance records and report all cases of truancy. 
 

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

G. Set an appropriate example of personal conduct and avoid statements which may be 
demeaning or personally offensive to any student or group of students.  
 

H. Meet with a parent(s) within five (5) school days upon request to hear a complaint regarding 
the use of classroom materials and/or teaching strategies that is being employed in the 
classroom. 

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

from physical abuse or injury.  
 

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

C. Detain a student after school with due consideration for bus transportation.  
 

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

All students shall conform to the standards set forth in this section.  Acts of misconduct by a 
student on school premises (or in reasonable proximity thereto), off school premises at any 
school-sponsored activity, or while riding buses or other authorized transportation to or from 



Policy No. 3241 
Students 

 

Page 4 of 14 

school or a school-sponsored activity, shall constitute sufficient cause for discipline, suspension, 
or expulsion.  Misconduct includes, but is not limited to, the following: 
1. Use, possession, or distribution of any alcoholic beverage; 
2. Use, possession, or distribution of any illegal chemical substance or opiate as defined in 

Chapter 69.50 RCW (including, without limitation, any narcotic drug, hallucinogenic 
substance, or marijuana, or any controlled substance not prescribed by a physician for such 
possessor or user); 

3. Use, possession, or distribution of drug paraphernalia, intended or designed for use, storage, 
or distribution of any illegal chemical substance, opiate or controlled substance, except to the 
extent authorized by a physician for such possessor or user; 

4. Abuse by inhalation, ingestion, or otherwise of any substance for its intoxicating effect; 
5. Being under the influence of any intoxicant, including, but not limited to, an alcoholic 

beverage, illegal chemical substance, opiate, or controlled substance; 
6. Use, possession, or distribution of tobacco or tobacco products; 
7. Use, possession, or distribution of: 

a. a gun, 
b. a bomb or other explosive device or substance, 
c. a weapon other than a firearm, 
d. fireworks or other incendiary device, 
e. any other dangerous object, 
f. a look-a-like of any gun, bomb, or other weapon; 

8. Threatening damage to persons or property from a bomb or other explosive device; 
9. False activation of a fire alarm; 
10. Tampering with a fire extinguisher; 
11. Arson; 
12. Damage or destruction to school property or to property belonging to another; 
13. Theft of school property or of property belonging to another; 
14. Any conduct which disrupts the educational process including, but not limited to, the use of 

abusive, foul, or insulting language to a teacher or other person within the educational 
setting; 

15. Refusing to follow the reasonable directions of school administrators, teachers, or other staff 
members; 

16. Refusing to identify oneself to the proper school authorities, upon request; 
17. Use of obscene, vulgar, or profane language, gestures, or materials; 
18. Assault of another student, staff member, or other person; 
19. Participation in a fight with another student or other person; 
20. Engaging in threats, verbal abuse, or fighting words; 
21. Harassment including, but not limited to, the intimidation of another student or staff member, 

or any other malicious act which may harm the physical or mental health of another; 
22. Extortion or intimidation of another student or staff member; 
23. Cheating; 
24. Trespass: presence in an unauthorized place or at an unauthorized time; 
25. The commission of any criminal act as defined by law; 
26. Truancy, unauthorized absence from class, or repeated tardiness; 
27. Violation of building rules which have been promulgated to the students attending that 

school including, but not limited to, dress and appearance standards; 
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28. Use or possession of laser pointers; 
29. Participation in gang activity or association including, but not limited to, intimidating or 

coercive activities and placing gang graffiti or symbols on papers, books, clothing, or any 
school property. 

30. Cyberspace bullying, harassment, threats, profane, lewd, and obscene language, conduct or 
images are prohibited in e-mail, text messaging, and other electronic communications. 

 
Student Discipline 
The methods employed in enforcing the rules of the school involve professional judgment. Such 
judgment should be: 
1. Consistent from day to day and student to student, 
2. Balanced against the severity of the misconduct, 
3. Appropriate to the student's nature and prior behavior, 
4. Fair to the student, parent, and others, and 
5. Effective.  
 
Since these criteria may be in conflict, established procedures must be followed in correcting 
misbehavior. Appeal procedures have been established in order to provide for an opportunity for 
every corrective action or punishment to be reviewed by someone in authority and to instill 
confidence among students and parents as to the essential fairness of staff.  
 
In order to develop an environment conducive to learning, the principal shall confer with 
certificated staff at least once per year to develop and/or review rules of conduct to be employed 
in the school and corrective actions and punishment that may be employed in the event of rule 
infractions.  
A teacher shall have the authority to exclude a student from his/her classroom for all or any part 
of the period or until the teacher has conferred with the principal, whichever occurs first. Prior to 
excluding a student, except in emergency circumstances, 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 without the consent of the teacher.  
 
Detention 
For minor infractions of school rules or regulations, or for minor misconduct, staff may detain 
students after school hours on any given day with consideration for transportation home.  
 
Preceding the assignment of such corrective action, the staff member shall inform the student of 
the nature of the offense charged and of the specific conduct which allegedly constitutes the 
violation. The student shall be afforded an opportunity to explain or justify his/her actions to the 
staff member.  
 
Detention shall not begin until the parent has been notified (except in the case of the adult 
student) for the purpose of informing him/her of the basis and reason for the detention and to 
permit him/her to make arrangements for the necessary transportation of the student when he/she 
has been detained after school hours for corrective action.  
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Students detained for corrective action shall be under the direct supervision of the staff member 
or another member of the professional staff.  
 
The principal shall be responsible for seeing that the time which the student spends for corrective 
action shall be used constructively.  
 
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.  
 
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 two (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 two (2) school business days' prior notice, 
shall have the right to present a written grievance to the school board during its next regular 
meeting, or at a meeting held within thirty (30) days, whichever is earlier. A closed meeting may 
be held for the purpose of considering the grievance. The school board shall notify the parent and 
student of its response to the grievance within ten (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 school board 
elects to postpone such action.  
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Suspension 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 unless the school district has first imposed 
an alternative corrective action or punishment reasonably calculated to modify his or her conduct 
and, in addition: 
 
A. Provided notice to the student’s parent(s) or guardian(s) or custodial parent(s) in writing in 

English or, if different, the primary language of the parent(s), guardian(s) or custodial 
parent(s) that the student has failed to attend school without valid justification, and by other 
means reasonably necessary to achieve notice of such fact; 

 
B. Scheduled a conference or conferences with the parent(s) or guardian(s) or custodial 

parent(s) and the student at a time and place reasonably convenient to all persons included to 
analyze the causes for the student’s absence, the analysis to determine by appropriate means 
whether the student should be made a focus of concern for placement in a special education 
or other special program designed for his/her educational success; and 

 
C. Taken steps to reduce the student’s absence which include, where appropriate in the 

judgment of local school officials and, where possible, discussed with the student, parent(s), 
guardian(s) or custodial parent(s), adjustments of the student’s school program or school or 
course assignment or assisting the student or parent to obtain supplementary services that 
might ameliorate the cause(s) for the student’s absence from school. 
 

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 three (3) to ten (10) school days or full schedule of 
classes for one (1) and to ten (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;  
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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.  

 
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 two (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 two (2) school business days' prior notice, 
shall have the right to present a written grievance to the school board at its next regular meeting, 
or at a meeting held within thirty (30) days, whichever is earlier. A closed meeting may be held 
for the purpose of considering the grievance. The school board shall notify the parent and student 
of its response to the grievance within ten (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 school board 
elects to postpone such action.  
 
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:   
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A. Written notice of the emergency expulsion shall be sent by certified letter deposited in the 
U.S. mail within twenty-four (24) hours of the expulsion or by hand delivery to the student's 
parent(s) or guardian(s) within twenty-four (24) 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 one (1) school business day after the 
conclusion of the hearing.  

 
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 three (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 three 
(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. 
 
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 three (3) school business days after the date of receipt of the decision. The 
school board shall schedule and hold a meeting to informally review the matter within ten (10) 
school business days from receipt of such appeal. The purpose of the meeting shall be to confer 



Policy No. 3241 
Students 

 

Page 10 of 14 

with the parties in order to decide upon the most appropriate means of handling the appeal. At 
that time the student, parent, and/or attorney shall be given the right to be heard and shall be 
granted the opportunity to present such witnesses and testimony as the school board deems 
reasonable. Prior to adjournment, the school board shall agree to one of the following 
procedures:  
  
A. Study the hearing record or other materials submitted and record its findings within ten (10) 

school business days; 
 

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

C. Hear and try the case de novo before the school board within ten (10) school business days.  
 
Any decision by the school board to impose or to affirm, reverse or modify the imposition of 
suspension or expulsion upon a student shall be made only by:  
 
A. Those school board members who have heard or read the evidence, 

 
B. Those school board 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 school board is present.  
 
Within thirty (30) days of receipt of the school board's final decision, any parent and student 
desiring to appeal any action upon the part of the school board regarding the suspension or 
expulsion may serve a notice of appeal upon the school board and file such notice with the 
superior court clerk of the county. Such notice shall also set forth in a clear and concise manner 
any errors or complaints.  
 
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, to 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.  
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The teacher or administrator who removed the student shall be notified of the action which has 
been taken or initiated.  
 

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

Eligible Students 
 Board Policy 2121 Special Education and Related Services for 

Eligible Students 
 Board Policy 2162 Education of Students with Disabilities Under 

Section 504 of the Rehabilitation Act of 1973 
 Board Policy 3122 Excused and Unexcused Absences 
 Board Policy  3210 Nondiscrimination 
 Board Policy  3240 Student Conduct Expectations and Reasonable 

Sanctions 
 Board Policy  3244 Prohibition of Corporal Punishment  
 Board Policy 3520 Student Fees, Fines, or Charges 
 Board Policy 4210 Regulation of Dangerous Weapons on School 

Premises 
Legal References: RCW 9.41.280 Possessing dangerous weapons on school facilities 

-- Penalty -- Exceptions. 
 RCW 9A.16.100 Use of force on children -- Policy -- Actions 

presumed unreasonable. 
 RCW 28A.150.240  Certificated teaching and administrative staff as 

accountable for classroom teaching-Scope-
Responsibilities-Penalty 

 RCW 28A.225.020 School's duties upon child’s failure to attend 
school. 

 RCW 28A.225.030 Petition to juvenile court for violations by a parent 
or child -- School district responsibilities. 
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 RCW 28A.400.100 Principals and vice principals-Employment of 
Qualifications-Duties  

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

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

 RCW 28A.600.015 Rules incorporation due process guarantees of 
pupils with regard to expulsions and 
suspensions 

 RCW 28A.600.020 Exclusion of student from classroom -- Written 
disciplinary procedures -- Long-term 
suspension or expulsion. 

 RCW 28A.600.022 Suspended or expelled students-Reengagement 
plan 

 RCW 28A.600.410 Alternatives to suspension - Encouraged 
 RCW 28A.600.460 Classroom discipline-policies-classroom 

placement of student offenders – data 
disciplinary actions 

 RCW 28A.600.040 Pupils to comply with rules and regulations. 
 RCW 28A.600.420 Firearms on school premises, transportation, or 

facilities -- Penalty -- Exemptions. 
 WAC 392-400-205 Definitions. 
 WAC 392-400-235 Discipline -- Conditions and limitations. 
 WAC 392-400-240 Discipline -- Grievance procedure. 
 WAC 392-400-245 Short-term suspension -- Conditions and 

limitations. 
 WAC 392-400-250 Short-term suspensions -- Prior conference 

required -- Notice to parent. 
 WAC 392-400-255 Short-term suspension -- Grievance procedure. 
 WAC 392-400-260 Long-term suspension -- Conditions and 

limitations. 
 WAC 392-400-265 Long-term suspension -- Notice of hearing -- 

Waiver of hearing. 
 WAC 392-400-270 Long-term suspension -- Pre-hearing and hearing 

process. 
 WAC 392-400-280 Expulsion -- Notice of hearing -- Waiver of 

hearing. 
 WAC 392-400-285 Expulsion -- Pre-hearing and hearing process. 
 WAC 392-400-290 Emergency removal from a class, subject, or 

activity. 
 WAC 392-400-295 Emergency expulsion -- Limitations. 
 WAC 392-400-300 Emergency expulsion -- Notice of hearing -- 

Waiver of hearing right. 
 WAC 392-190-048 Access to course offerings-Student discipline 
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 WAC 392-400-305 Emergency expulsion -- Pre-hearing and hearing 
process. 

 WAC 392-400-310 Appeals -- Long-term suspension and expulsion. 
 WAC 392-400-220 Student Disciplinary boards-establishment at 

option of school district -functions 
 WAC 392-400-225 School district rules defining misconduct- 

Distribution of rules 
 WAC 392-400-230 Person authorized to impose discipline, 

suspension, expulsion, or emergency removal 
upon students 

 WAC 392-400-233 Unexcused absences and tardiness 
 WAC 392-400-275 Expulsion-Conditions and limitations 
 WAC 392-400-315 Appeals -- Hearing before school board or 

disciplinary appeal council -- Procedures. 
 WAC 392-400-317 Appeals -- Discipline and short-term suspension 

grievances. 
 WAC 392-400-320 School board or disciplinary appeal council 

decisions. 
 WAC 392-400-410 Appeal for extension of a one-year expulsion 
 WAC 392-400-420 Reengagement meetings and plans 
 P.L. 101-226 Drug-Free Schools and Communities Act of 1986 
 34 CFR Part 100.3 Regulations implementing Civil Rights Act of 

1964  
 42 U.S.C. 2000d et 

seq 
Civil Rights Act of 1964 

Resource 
Management 

Policy News 2010 June Issue 
2014 December Issue 
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PUBLIC ACCESS TO DISTRICT RECORDS 
 

Consistent with Washington State law, the Board is committed to providing the public Ffull 
access to recordsinformation concerning the administration and operations of the dDistrict. 
Such access promotes important public policy, maintains public confidence in the fairness of 
governmental processes, and protects the community’s interest in the control and operation of 
its common school district. At the same time, the Board desires to preserve the efficient 
administration of government and acknowledges the privacy rights of individuals whose 
records may be maintained by the District. This policy and the accompanying procedure are 
intended to facilitate access to school district records without compromising operational 
efficiency or privacy rights.   shall be afforded to the public as provided by the Public 
Disclosure Law, mindful of the right of individuals to privacy and of the desirability of 
efficient administration of the district. Public access to district records shall be afforded 
according to the procedures developed by the superintendent and periodically reviewed by the 
board. 

 
As used in this policy and the accompanying procedure "Sschool district records" is a broad term 
that includes any writing containing information relating to the conduct of the District or 
performance of any District governmental or proprietary function prepared, owned, used, or 
retained by the District regardless of physical form or characteristics. A “writing” as used in this 
policy and procedure is likewise a broad term that means any handwritten, typewriting, , printing, 
photocopying, photographing, or other means of recording any form of communication or 
representation. etc., containing information relating to the conduct of operations and functions of 
the district which is prepared, owned, used, or retained by the district. "Writing" means 
handwriting, typewriting, printing, photocopying, photographing, and every other means of 
recording any form of communication on representation, including letters, words, pictures, 
sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper tapes, 
photographic films and prints, motion picture, film and video recordings, magnetic or punched 
cards, discs, drums, diskettes, sound recordings and other documents including existing data 
compilations from which information may be obtained or translated. "School district records" do 
not include the personal notes and memoranda of staff which remain in the sole possession of the 
maker and which are not generally accessible or revealed to other persons. 
 
Because of the tremendous volume and diversity of records continuously generated by a public 
school district, the Board has declared by formal resolution that trying to maintain a current 
index of all the District’s records would be impracticable, unduly burdensome, and ultimately 
interfere with the operational work of the District.  
 
The Superintendent will develop, and the Board will periodically review procedures consistent 
with state law that will facilitate this policy.  
 
The Superintendent or designee will also appoint a Public Records Office who will serve as a 
point of contact for members of the public who request the disclosure of public records. The 
Public Records Officer will be trained in the laws and regulations governing the retention and 
disclosure of records, and shall oversee the District’s compliance with this policy and state law.  

 
The superintendent or designee shall serve as "public records coordinator" with responsibility 
and authority for ensuring compliance with the display, indexing, availability, inspection, and 
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copying requirements of state law and this policy. As coordinator he/she shall authorize the 
inspection and copying of the district's records only in accordance with the criteria set forth in 
this policy. 

 
In accordance with RCW Chapter 42.56, the district shall make available for public inspection 
and copying all district records, or portions, except those which contain the following 
information: 

 
A.  Personal information from any file maintained for students -- RCW 42.56.230(l). Information 

from student records shall be disclosed only in accordance with the requirements of the 
Family Educational Rights and Privacy Act of 1974, 20 U.S.C. § 1232g and adopted district 
policy; 

 
B.  Personal information in files maintained for staff to the extent that disclosure would violate 

their right to privacy (Requests for verification of employment are not public records and will 
not be disclosed. Performance evaluations that do not discuss specific instances of 
misconduct are private and not of legitimate public concern. They will not be disclosed) -- 
RCW 42.56.230(2); 

 
C.  Test questions, scoring keys, or other examination data used to administer academic tests -- 

RCW 42.56.250(1); 
 

D.  The contents of real estate appraisals, made for or by the district relative to the acquisition of 
property, until the project is abandoned or until such time as all of the property has been 

acquired, but in no event shall disclosure be denied for more than three years after the 
appraisal -- RCW 42.56.260; 

 
E.  Preliminary drafts, notes, recommendations, and intra-district memoranda in which opinions 

are expressed or policies formulated or recommended except that a specific record shall not 
be exempt when publicly cited by the district in connection with any district action -- RCW 
42.56.280; 

 
F.  Records which are relevant to a controversy in which the district is a party but which records 

would not be available to another party under the rules of pretrial discovery for cases pending 
in the superior courts -- RCW 42.56.290; 

 
G.  Records or portions of records the disclosure of which would violate personal rights of 

privacy -- RCW 42.56.210 and RCW 42.56.070; 
 

H.  Records or portions of records the disclosure of which would violate governmental interests 
-- RCW 42.56.210; 

 
I. The residence addresses, telephone numbers, personal wireless telephone numbers, personal 

electronic mail addresses, social security numbers and emergency contact information of 
employees or volunteers at a public agency held in personnel records, rosters, and mailing 
lists -- RCW 42.56.250(3); 

 
J. The names, dates of birth, residential address and telephone numbers, personal wireless 

telephone numbers, personal electronic mail addresses, social security numbers and 
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emergency contact information of dependents of employees and volunteers of a public 
agency; or 

 
K.  Personally identifiable information for special education students -- WAC 392-172-422. 

 
If the district denies any request, in whole or in part, for inspection and copying of records, the 
district shall provide the requesting party with a written statement of the reason for the denial 
setting forth the specific exemption (and statutory section) which applies.  No request shall be 
denied solely on the basis that the request is overbroad. 

 
If the record which is requested for inspection and/or copying contains both information 
exempted from disclosure and nonexempt information, the district shall, to the extent practicable, 
produce the record with the exempt portion deleted and shall provide a written explanation for 
the deletion. 

 
The district may inquire into the purpose for which a record is requested and may use the answer 
to aid in determining whether the public has a legitimate interest in obtaining the information, 
but the district may not decline to furnish the records for public inspection and copying solely 
because the requester refuses to furnish a reason for the request. 

 
The district may condition access to a public record containing a list of individuals on the 

requester's promise that the record will not be used for a commercial purpose, but may not 
require the requester to enter into a hold harmless agreement to that effect. 

 
The public records coordinator is authorized to seek an injunction to prevent the disclosure of 
records otherwise disclosable when he/she determines that there is reasonable cause to believe 
that the disclosure would clearly not be in the public’s interest and would substantially and 
irreparably damage any person or would substantially or irreparably damage vital governmental 
functions. 

 
The coordinator shall inform any employee and appropriate collective bargaining unit 
representative when a record naming the employee has been requested. The employee and 
representative shall be informed of the district's intended response to the request. 

 
Electronic Records 
Electronic records (including e-mail and web content) created and received by the district in the 
transaction of public business are public records for the purposes of RCW40.14 and will be 
managed consistent with all of the laws and regulations governing the retention disclosure, 
destruction and archiving of public records.  The district will manage electronic records 
according to the same provisions as paper documents as set forth in the records retention 
schedule.  Electronic records will be retained in electronic format and remain usable, searchable, 
retrievable and authentic for the length of the designated retention period.  The district will retain 
electronic records designated as archival in the original format along with the hardware and 
software required to read the data, unless the data has been successfully migrated to a new 
system.  The district will retain records in compliance with the General Records Retention 
Schedule For School Districts And Educational Service Districts in Washington State found at: 
www.sos.wa.gov/archives/recordsretentionschedules.aspx. 

 
Cut-Off 
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Whenever applicable, the retention period starts with the “cut-off”.  “Cut-off” is a term used to 
indicate files or records may be terminated on a predetermined date.  “Cut-off” prevents current 
records from attaining unmanageable size and facilitates the filing of new records.  Calendar year 
records may be “cut-off” on December 31, and new file established on January 1; all fiscal year 
records can be “cut-off” only upon the completion of an action or event, such as termination of 
contract, final payment of a contract, termination of employment, etc.  Regardless of the duration 
of the retention period, records series should be kept in the office files after “cut-off” only as 
long as is necessary to satisfy: (1) active reference; (2) audit, when required; and (3) other 
operational requirements.  Once these three factors have been satisfied, the records should be 
transferred to a records center or to an appropriate alternative format, including electronically for 
the remainder of the retention period. 

 
 

Cross References: Board Policy 3231 Student Records Privacy Records 
 
   Legal Refernces:      Chapter 5.60 RCW WITNESSES — COMPETENCY 

Chapter 13.04.155(3) RCW Notification to school principal of conviction, adjudication, 

or diversion agreement — Provision of information to teachers and other personnel — 
Confidentiality. 
Chapter 26.44.010 RCW Declaration of purpose. 
Chapter 26.44.030(9) RCW Reports — Duty and authority to make — Duty of receiving 
agency — Duty to notify — Case planning and consultation — Penalty for unauthorized 
exchange of information — Filing dependency petitions — Investigations — Interviews 
of children — Records — Risk assessment process. 
Chapter 28A.605.030 RCW Student education records — Parental review — Release of 
records — Procedure. 
Chapter 28A.635.040 RCW Examination questions — Disclosing — Penalty. 
Chapter 40.14 RCW Preservation and destruction of public records 
Chapter 42.17A RCW Campaign Disclosure and Contribution 

Chapter 42.56 RCW Public Records Act 
WAC 392-172A Rules for the provision of special education 
Public Law 98-24, Section 527 of the Public Health Services Act, 42 USC § 290dd-2 
20 U.S.C. 1232g Federal Education Rights Privacy Act (FERPA) 
20 U.S.C. § 1400 et. seq. Individuals with Disabilities Education Act (IDEA) 
42 U.S.C. § 1758(b)(6) 
34 CFR Part 300—ASSISTANCE TO STATES FOR THE EDUCATION OF CHILDREN WITH 
DISABILITIES 
45 CFR Part 160—164—GENERAL ADMINISTRATIVE REQUIREMENTS, 
ADMINISTRATIVE REQUIREMENTS AND SECURITY AND PRIVACY 

 
Management Resources: Policy News, June 2006 Public Records Act 

Policy News, October 2005 Public Disclosure 
Policy News, February 2010 Federal Education Rights and 

Privacy Act Revisions 
          Policy News, April 2012    Policy News 
         Policy News, April 2015    Policy News 
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BOARD RESOLUTION No. 06-01-15 

WHEREAS, the North Kitsap School Board is committed to providing the 

public full access to records concerning the administration and operations of the 

District in compliance with Chapter 42.56, RCW, otherwise known as the 

Washington Public Records Act; and 

WHEREAS the Board recognizes that the district continuously generates a 

tremendous volume and diversity of records; and 

WHEREAS attempting to maintain a current index of all the district’s records 

would be impracticable, unduly burdensome and ultimately interfere with the 

operational work of the district; 

NOW, THEREFORE BE IT RESOLVED, that the North Kitsap School District 

will not maintain a current index of all the district’s records and that a copy of this 

resolution will be made available upon request.  

BE IT FURTHER RESOLVED that execution of this Resolution is conclusive 

evidence of the Board’s approval of this action and of the authority granted herein.  

The Board warrants that it has, and at the time of this action had, full power and 

lawful authority to adopt this instrument.  

Adopted and approved this ______day of ______________. 

By:  ___________________________ 

Board President or Designee 

Attest:_________________________ 

Superintendent 




