STAFF HANDBOOK
Welcome to the 2019-20 school year. We are so glad that you are part of the Wa-Hi staff and family. In
advance, we want to thank you for all you do for students on a daily basis. Below you will find information
regarding procedures and policies for Wa-Hi and WWPS for your information; however, if you have questions,
please do not hesitate to contact us.
We look forward to working with you during the school year, building upon Wa-Hi’s success and the work we do
for students,
Ron, Mindy, Stacy, Jack, and Jerry

Walla Walla Public Schools Vision
Developing Washington’s Most Sought After Graduates.

Walla Walla Public School Mission
Walla Walla Public Schools ensures all students receive high quality instruction in an aligned and coherent
system while addressing their social and emotional needs in a safe and engaging environment.

Walla Walla High School Mission
To challenge and nurture all students in becoming college and career ready.
Our work as a professional learning community:
● What is it that we expect our students to learn?
● How will we know when they have learned it?
● How will we respond when they don't learn?
● How will we respond when they do learn?

Our Vision
To become the best high school in the State of Washington.
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MAIN OFFICE DIRECTORY
Phone: 509-527-3020
Fax: 509-527-3034
School website:  http://www.wahibluedevils.org
District website: http://www.wwps.org
Principal

Mr. Ron Higgins

526-8660

Assistant Principal

Mr. Stacy Estes

526-8661

Assistant Principal

Dr. Mindy Meyer

526-8662

Assistant Principal

Mr. Jack Mehn

526-8635

District Athletic Director

Mr. Dirk Hansen

526-8636

District CTE & SEATech DIrector

Mr. Jerry Maher

526-2001

Dean of Students

Mr. Chris Ferenz

526-8658

Counselor AVID 9-10 & Last Name (A-C) Mrs. Carrie Lujan

526-8663

Counselor Last Name (D-K)

Mrs. Nicole Mueller

526-8652

Counselor Last Name (L-R)

Mr. Spencer Iacolucci

526-8664

Counselor AVID 11-12 & Last Name (S-Z) Mrs. Shari Widmer

526-8693

Intervention Specialist
Support Students (A-H)

Ms. Magali Hernandez

526-8657

Intervention Specialist
Support Students (I-Z)

Mr. Melito Ramirez

526-8638

Principal’s Secretary
General School Information
School Policy, Graduation

Mrs. Ginger Heiser

526-8630

ASB Secretary
Activities and Clubs
Ticket Information

Mrs. Barbara Brown

526-8611

ASB Asst. Secretary

Mrs. Jennifer Davis

526-8649

District Athletic Secretary
Athletics Registration
Athletic Events Calendar

Mrs. Britt Adkins

526-8633

Attendance Secretary

Mrs. Stephanie Eastman
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526-8641

Asst Secretaries
Parent phone calls
Absences
Homework Due to Absence
Discipline Letters
Free & Reduced Lunch Program

Mrs. Yolanda Herrera
Mrs. Samantha Ruiz

526-8648
526-8642

Registrar
Transcripts
Diplomas

Mrs. Lisa Cox

526-8603

Student Services
Academic Concerns
Counselor Coordinator
Calendar of Events

Mrs. Esther Dutton

526-8655

Special Education Secretary
Mrs. Pattie Eagon
Schedules Special Education Meetings
IEP Meetings

526-8619

School Nurse (Health Center)
Health Plans
Health Concerns/Doctor Notes

Mrs. Vickie Rogers

526-8667

School Safety Officer (SRO)
Student Safety
Staff Safety
Legal Information
Emergency Information

Deputy Ian Edwards

526-8688

Security Officers

Mr. Scott Brashear
Mr. Bob Dutton
Mr. Jesus Deleon

527-3020

Custodian

Mr. Mike Dill

527-3031

Night Lead

Mr. Arturo Alonso

527-3031

Cafeteria
Lunch Menu/Specials

Mrs. Jolene Queen

526-8604
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WALLA WALLA HIGH SCHOOL BELL SCHEDULES : 2019-2020
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The Wa-Hi WAY
PROFESSIONAL PRACTICES
BE ON TIME, READY TO TEACH
TEACHER WORK DAY
Teachers are to be in their rooms at the beginning of the class period and the class should begin immediately.
All Certificated Staff are required to attend collaborations and staff meetings. If a situation arises where your
arrival or departure doesn’t meet the published times below, please contact the principal’s secretary.
1st-6th
Staff

Contract
Start Time

Start of
Classes

End of
Classes

Contract
End Time

2nd-7th
Staff

2:45 PM

Mon, Tue,
8:15 AM 8:50 AM 3:15 PM 3:45 PM
Thur, Fri

Mon, Tue,
Thur, Fri

7:25 AM

7:50 AM 2:20 PM

Wed

7:25 AM

7:50 AM 1:20 PM 3:35 PM *

Wed

Contract Start of
Start Time Classes

End of Contract
Classes End Time

8:15 AM 8:50 AM 2:10 PM 3:45 PM *

Note: Unless collaboration and staff meetings are scheduled during a home or away athletic contest or
competition, coaches and advisors are expected to attend.
*5 additional hours of Certificated Staff Extended Collaboration Time throughout the school year
● On the 1st Wednesday of each month, Building Day collaboration will be extended 30 minutes to 4:05
PM. (Sept 4, Oct 2, Nov 6, Dec 4, Jan 8, Feb 5, Mar 4 , Apr 1, May 6, June 3, totaling 5 hours )
*7 additional hours of Certificated Staff Meeting Time throughout the school year
● Held on the 3rd Tuesday of each month: 30 minutes prior to contracted start time (Sept 17, Oct 15, Nov
19, Dec 17, Jan 21, Feb 18, Mar 17, Apr 21, May 19, totaling 4.5 hours)
● Other, additional Certificated Staff Meeting Times will be announced at least one week in advance,
whenever feasible, totaling 2.5 hours

CLASSIFIED STAFF WORK DAY
Please check with supervisor for start and end times.

LEAVING THE BUILDING DURING THE SCHOOL DAY
For safety reasons, if a staff member finds it necessary to leave the building during the school day (other than
their duty free lunch), for any reason, they should contact the Principal’s Secretary prior to departure and upon
return.
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IEP and 504 PLAN MEETINGS
Certificated Staff need to attend IEP and 504 Plan Meetings during their contracted day or at the minimum
communicate with the Case Manager/Counselor regarding the student’s progress in their class before the
meeting, per WAC 392-172A03095

PROFESSIONAL LEARNING COMMUNITIES
Being involved in a culture of professional inquiry is critical to the implementation of our mission and vision.
Certificated staff need to fully and respectfully participate with their Collaborative Teams. Staff should avoid
scheduling appointments that will take them out of the building during Wednesday’s collaborative team time.
Our work as a professional learning community focuses on answering the four questions:
● What is it that we expect our students to learn? (Essential Standards)
● How will we know when they have learned it? (Proficiency Map)
● How will we respond when they don't learn? (Common Formative Assessments and Flex)
● How will we respond when they do learn? (Common Formative Assessments and Flex)

MAKING THE SYSTEM WORK
●
●
●

●

Skyward attendance and tardy records must be accurate and timely- every day, every period.
Assure that students who leave your classroom have a pass.
Honor each other’s teaching time. Please do not hold students in your class after the end of the class period,
causing them to be late for their next class unless a crisis arises, and then be sure to communicate the
situation to those impacted.
Provide students with clear communication of class grading policies and classroom behavior procedures.

SYSTEMS SUPPORTING HIRE ME 1st: BE ON TIME, READY TO LEARN (PHASE 1)
TEACHER RESPONSIBILITIES
●
●

●

At the 1-minute warning horn during each passing period:
○ Teacher outside of classroom greets and directs students to get to class.
During the first 10 minutes of class:
○ Teacher takes attendance in Skyward
○ If a student arrives late with a pass, make certain the Skyward attendance entry is marked Present.
Do this as you enter attendance for your next class period.
○ If a student arrives late without a pass, make certain the Skyward attendance entry is marked
Tardy.Do this as you enter attendance for your next class period.
After 10 minutes:
○ If a student arrives late with a pass,
■ Blue Pass ● If there is a time “match”(a reasonable amount of time to transition between locations), the
receiving teacher emails Stephanie and Yolanda to mark the Absence as an Excused
Absence - Other (OT).
● If there is a time “mismatch” (an unreasonable amount of time to transition between
locations), the receiving teacher emails Stephanie and Yolanda to mark the Absence as an
Unexcused Absence.
■ White or Pink or Yellow Pass ● If there is a time “match” no action needed.
● If there is a time “mismatch”, the receiving teacher emails Stephanie and Yolanda to mark
the Absence as an Unexcused Absence.
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If a student arrives late without a pass, the Web Absence (W) will automatically change to an
Unexcused Absence.
○ If the student does not arrive to class, the Absence will turn to a W then Unexcused Absence.
Student needs to leave class
○ Student takes Teacher Lanyard Hall Pass
■ Blue = Science, Science Portables, Vocational
■ Pink = Academic, Portables, Library, Gym
○ Only 2 students can be out at the same time from a class.
○

●

OFFICE RESPONSIBILITIES
●
●

Office Staff tell students to get to class every period. They are not writing tardy slips for unexcused for
the first 10 minutes of class - teachers will enter a “Tardy” in Skyward (unexcused if no pass).
Office Staff type into Kiosk for the following attendance issues
○ Checking in for the day - 3rd period on
○ Checking in before and after appointments

FLEX ADVISORY TEACHER RESPONSIBILITIES
● The Flex Advisory Teacher reviews Skyward Enhanced Multi-Class Progress Report (attendance, tardy,
and grade info) for/with each student in their Flex Advisory each Thursday and ensures that students
have appropriate Flex selections for the upcoming 3 Flex periods.
● Review For Unexcused Tardies: When tardies are identified, Flex Advisor offers assistance: What is
the issue? How can I help?
■ If student has accumulated 5 unexcused tardies:
● Teacher talks with student during Flex Advisory
● Flex Advisor will submit Skyward Classroom Referral for Excessive Tardies
● Flex Advisor will have the student sign up for Monday Tardy Flex.
● The 5th cumulative tardy will result in the student being assigned lunch detention in a
designated area or school assigned community service
■ If student has accumulated 10 unexcused tardies:
● Teacher talks with student during Flex Advisory
● Flex Advisor will submit Skyward Classroom Referral for Excessive Tardies.
● Flex Advisor will have the student sign up for Monday Tardy Flex.
● Phone call home from Counselor/Intervention Specialist/Dean/Admin to talk to parent or guardian.
● The 10th cumulative tardy will result in the student being assigned after school detention in a
designated area or school assigned community service.
■ If student has accumulated 15 unexcused tardies:
● Teacher talks with student during Flex Advisory.
● Flex Advisor will submit Skyward Classroom Referral for Excessive Tardies.
● GRC scheduled with parent or guardian.
● The 15th cumulative tardy will result in the student being assigned lunch detention and after
school detention in a designated area or school assigned community service
■ If student has accumulated 20 unexcused tardies:
● Teacher talks with student during Flex Advisory.
● Flex Advisor will submit Skyward Classroom Referral for Excessive Tardies.
● Phone call home from Counselor/Intervention Specialist/Dean/Admin to talk to parent or
guardian.

●

The 20th cumulative tardy will result in the student being assigned lunch detention and after
school detention in a designated area or school assigned community service.
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● Review For Cumulative Unexcused Absences Flex Advisory Teacher reviews Skyward attendance report for each student in their Flex Advisory
for attendance patterns and concerns.
■ Flex Advisory Teacher looks for Unexcused Absences patterns that don’t match (i.e. 1st period
= 1, 2nd period = 2, 3rd period = 6) and talks to student about any Unexcused (UE) Singletons
on the student report.
● The Flex Advisor asks: What is the issue? How can I help? Has your parent contacted the
school to excuse the absence?
■ If major concerns around patterns, Flex Advisory Teacher fills out Student Concern Google Form.
○ Office staff review Skyward Reports for patterns and may assign students to Truancy Tuesday Flex
for excessive Unexcused Absences.
■ The 3rd singleton unexcused absence in a class period = 1.5 hours detention (no electronics)
or school assigned community service
■ The 6th singleton unexcused absence in a class period = 3 hours detention or school
assigned community service and GRC and teacher follow up
■ The 9th singleton unexcused absence in a class period = 3 hours detention or school assigned
community service and community truancy board
■ Each Whole Day Unexcused Absence = 3 hours detention or school assigned community
service and Truancy/BECCA process initiated at the required absent count

○

*All other referrals - go through paper or email referral process.

STUDENTS OUT OF CLASS AND THE PASS THEY NEED
●
●
●
●
●

Photography students/ASB students/Office T.A’s - Green Lanyards
Pink Lanyards-Students from east side of the creek (Library/Academic/Gymnasium/Commons)
Blue Lanyards-Students from west of the creek (CTE Building/Science Building)
Stickers on back of hall pass - indicate nearest locker lobby for pass to be used.
Wrong color pass & student in the wrong area- offer help, correct path, text or email admin if a major
concern. Office staff will look for patterns.

CELL PHONE & TECHNOLOGY USE (STUDENTS) - Appropriate use of Personal Electronic Devices
Teacher remind students to put phones away - reminder at the beginning of the period
● After the second reminder in a period, teacher will notify admin by sending email to
wahisupport@wwps.org
○ Cell Phone will be picked up, shut off, placed in ziplock back, name/date/tchr info recorded on
card, and stored safely in the office in a locked cabinet.
○ Office staff will add referral in Skyward - *13 Inappropriate use of Technology
■ 1st time = Student picks up phone at end of day and signs electronics policy acknowledgement
■ 2nd time = Student picks up phone at end of day and meets with administrator and is assigned
lunch detention.
■ 3rd time = Parent picks up phone.
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■

4th time or greater - Admin makes phone call home and implements plan for student to leave
phone at home or in the office for prescribed length of time.

COUNSELOR SUPPORT
A-C & AVID 9-10
D-K
L-R
S-Z & AVID 11-12

Carrie Lujan
Nicole Mueller
Spencer Iacolucci
Shari Widmer

The counseling staff will be involved in the follow-up aspect of the attendance procedures. Each of the
counselors has been assigned a portion of the student body by alpha range and will be responsible for working
with student attendance problems up to the point that the problem becomes a disciplinary matter. The
counselors are not responsible for disciplinary actions. When the counselors feel a problem needs disciplinary
action, they will refer it to an assistant principal or the dean of students.
When referring students because of attendance problems (tardiness, extended and/or excessive absences,
truancy, etc.), please use the following guidelines: ●
●
●
●

Students who have quit coming to class – counselors and intervention specialists
Questions or comments about students who are having academic problems because of attendance –
counselors
Students considering quitting school – counselors and intervention specialists
General attendance problems (i.e., admits, pre-trips, attendance procedures, etc.) – Attendance Secretary
or administrator

PROFESSIONAL OBLIGATIONS
COMMUNICATION
●

●
●

●

Staff should check their mailbox in the Copy Center each morning for messages. Staff should also check
email each morning and at the end of the day, at minimum. Staff who use our mail boxes as a means to
share confidential information about students or staff must make certain the confidential information is in a
secured envelope so that no one other than the intended recipient receives and reads the information.
Daily Announcements and Wake Up Wa-Hi w
 ill be shared with students during Flex Period on Thursdays.
Event planning: The school master calendar on our website is maintained by the Copy Center Secretary. It is
the official calendar for all activities. Teachers who are club or class advisors who plan activities must first
contact the ASB advisor or administrator prior to any events being placed on the calendar entries on the
calendar. Building use must be scheduled through Schooldude.
Staff with cell phones will be asked to subscribe to a WWHS “Remind” group so that, in case of emergency,
school admin may communicate with staff via text messaging. Details will be forthcoming.

IDENTIFICATION BADGES
For security purposes and in the event of an emergency, all staff are expected to wear their school ID badges at
all times. Stickers on back for staff - call/text these numbers:
● Jack (509)301-0603
● Chris (509)301-3570
● Urgent 526-8696 (OFFICE) Please use discretion
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STUDENT SUPERVISION AND ATTENDANCE
At no time should students be left in your classroom without supervision. This includes before and after school,
lunch, and passing periods.
● TEACHERS ARE TO BE WITH THEIR ASSIGNED CLASSES AT ALL TIMES. Teachers must not leave a class
unattended. This policy is for the protection of teachers and students.
● Should an emergency arise which would necessitate leaving a class temporarily unattended, one of three
alternatives should be employed:
○ Notify the administration immediately
○ Obtain the assistance of another teacher in your department to cover the class until you return
○ Notify a neighboring teacher, requesting direct supervision of your class until you return.
● Classes are not to be dismissed early, unless administrative approval has been received.
● Students, including TAs, will not be allowed to leave campus for staff errands.
● If a class meets in a location other than its assigned classroom, even for one class period, please notify the
office of the alternate location.
● Teachers are REQUIRED to take and attendance in Skyward within the first 10 minutes of each class period.
● All teachers are expected to be with their assigned classes or groups during each period of the day and all
teachers are expected to attend all assemblies to provide for safe supervision of students. unless excused by
the administration. Please walk to the Assembly with your class and sit with your class. Supervise students
to ensure a safe, productive assembly.
● If a student is injured, please notify the nurse's office at once. It is required that a Student Accident Report
is completed on the day an accident or injury occurs. Forms are available from the nurse.

GRADING
GRADING POLICIES
1.
2.
3.
4.

Grades must be supportive of learning (assessment for learning).
Grades must be accurate.
Grades must be meaningful.
Grades must be consistent.

GRADING COMMUNICATION
Grades are issued twice during the school year: at the end of each semester (mid-January and early June.)
Teachers must keep Skyward up to date weekly. Teachers must communicate with a parent if a student is
failing, early enough so that there is sufficient time remaining for the student to improve and earn a passing
grade. Please enlist the assistance of counselor, intervention specialist, or an administrator if you do not
receive a response to your email or phone call. If a student has a case manager, teachers must also notify
them.

GRADING SCALE
A common grading scale will be implemented in all classes at Walla Walla High School.
A = 93% - 100% (4.0)

B+ = 87% - 89.9% (3.3)

C+ = 77% - 79.9% (2.3)

D+ = 67% - 69.9% (1.3)

A- = 90% - 92.9% (3.7)

B = 83% - 86.9% (3.0)

C = 73% - 76.9% (2.0)

D = 60% - 66.9% (1.0)

B- = 80% - 82.9% (2.7)

C- = 70% - 72.9% (1.7)

F = 0% - 59.9% (0.0)

Note: there are no A+ nor D– grades issued.
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PASS/FAIL OPTION
A “P” may be awarded for special situations in which prior arrangements have been made with the
teacher/administration. This grade does not figure into a student’s GPA. All student TAs (Teacher Assistants)
will be issued only a P or F letter grade.

DROPPED CLASSES
If a student drops a class, the student may receive a W or NC for that course, depending upon the
circumstances.

GRADE CHANGES
Email the Registrar if a grade needs to be changed.

GRADE POINT AVERAGE/GPA
The grade point average (GPA) is computed at the end of each semester. It expresses numerically the
cumulative average of the grades earned by each student during grades 9, 10, 11 and 12. An “A” carries with it
four (4) grade points; A- (3.7) grade points; B+ (3.3); B (3); B- (2.7); C+ (2.3); C (2.0); C- (1.7); D+ (1.3); D (1.0); F
(0.0). Total grade points are divided by total possible semester courses to compute the GPA. “P” and “NC”
grades are not included in GPA computation.

OVERALL INFORMATION
BUILDING USE AFTER-HOURS, IN THE EVENINGS, ON WEEKENDS
Campus buildings and classrooms are available to staff after-hours. After hours, in particular, when leaving be
sure to lock all doors behind you and secure windows to keep all property secure. If the use is outside the
parameters of simply working in your own classroom area, please obtain permission from the primary overseer
of the area, and then schedule use of the building in Schooldude (includes gymnasiums, fields, auditorium,
weight room, etc).

COMMERCIAL DELIVERIES
Commercial deliveries will not be accepted unless prior arrangements are made with an administrator.

EMERGENCY SCHOOL CLOSURE AND DELAYED OPENING
In situations which necessitate the shortening of the school day (i.e. inclement weather and/or hazardous road
conditions, etc.) all employees will be expected to report to work commensurate with the delay. It shall be the
responsibility of each employee to contact his/her immediate supervisor as early as possible if the employee will
be late for the re-scheduled start of school.

GUEST SPEAKERS
All guest speakers must gain administrative approval before coming on campus to speak to a particular class. All
guest speakers must check-in at the main office the day of their speaking engagement.

KEYS
●
●
●

Please see the Principal’s Secretary to check out keys for any rooms to which you need access.
SCHOOL BUILDING KEYS ARE NOT TO BE LOANED TO STUDENTS UNDER ANY CIRCUMSTANCES.
SCHOOL BUILDING KEYS ARE NOT TO BE DUPLICATED UNDER ANY CIRCUMSTANCES.
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●
●

If keys are lost or stolen, please report this to the Principal’s Secretary immediately. Do not wait for a
period of time hoping that the keys will be found.
Keys, which are no longer needed because of either a change of classroom or a change in teaching
assignment, should be returned to the Principal’s Secretary.

PARKING
Each staff member has a designated parking space. A parking permit will be issued to each staff member that
identifies your parking space. If you experience any problems with your parking space or permit, please
temporarily park in a visitor’s space, and notify the Principal’s Secretary.

STAFF ABSENCES OR ILLNESS
●
●
●
●

Teachers who are unable to report to work because of illness must request a sub through ReadySub; or in
case of an emergency leave a message for the Principal’s Secretary, 526-8630.
Staff who are unable to report to work because of illness must leave a message for the Principal’s Secretary,
526-8630.
All athletic substitute requests must be submitted to the Principal’s Secretary via the coaching substitute
request form.
All teachers should keep an emergency lesson plan visible and available in their classroom in case of an
unexpected absence.

PREPARATION FOR SUBSTITUTE TEACHERS
Each teacher is expected to be prepared for any planned absence as well as for an unexpected emergency.
Whether the substitute teacher is a colleague or an on-call substitute, common courtesy and good public
relations require that each teacher provides the following:
● Prepare a “Substitute Folder” for each class you teach in the event that an emergency should occur. This
folder should contain:
o A current seating chart.
o Notations on any students who may have exceptional medical needs.
o Class behavioral expectations and any special or specific behavioral management plans for specific
students or a specific class.
o Lesson plans which could be facilitated by a substitute whose teaching background and experience
level may be vastly different than yours.
● The Principal’s Secretary provides all substitutes with a folder that contains the following:
o School Map
o How to Take Attendance Instructions
o Bell Schedules
o Staff Roster
o Master Schedule
o School Calendar
o Staff Phone List
o Emergency Procedures
o Office Referrals
o Incident Report Forms
o Student Handbook

ROOM SECURITY
Teachers should not keep articles of value in or about their desks. Students should be instructed to leave
valuables at home and not keep them in their lockers. Money should not be left in the buildings. All money
collected from student/school projects must be deposited with ASB Secretary daily. Teachers should lock rooms
and “lock” their computer logins whenever they are gone for any length of time. When securing rooms, make
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sure windows are shut and secured and doors are closed tight and latched. Shut down computer, monitor, and
document cam at the end of each day. Lock Chromebook Carts at the end of each day.

STAFF INJURY OR ACCIDENT
●

All staff injuries and accidents should be reported to the Principal’s Secretary as soon as possible, for the
necessary record keeping as well as the required forms whether or not medical attention is required.

SUPPLIES
●

●

The school district stockroom carries a large inventory of basic classroom supplies. These supplies are
located in the Copy Center. The Copy Center Secretary handles these supplies for us. Please see her about
supplies before ordering through any other sources.
Supplies not carried in the district stockroom must be ordered through the Principal’s Secretary (general
education) or CTE Secretary (career & technical education). Please email the appropriate secretary with your
requests after you have talked to your Department Head.

TEACHER ASSISTANTS
Teachers may have one teacher assistant per period but not during prep time, unless permission for additional
assistance has been granted by the administration. Teacher Assistants are not to record grades or attendance
in a teacher's Skyward account. They will be graded on a pass/fail basis. They must wear a green lanyard with
teacher name ID on it when out of the classroom.

VISITORS
Wa-Hi students wanting to bring visitors to attend classes with them may do only if they have received
permission from an administrator and the teacher has agreed to have the visitor in their classroom. Former
students need to make prior arrangements and visit after school hours, unless permission is granted by
administration and the staff member. All visitors must check in at the front office.

GENERAL INFORMATION
RULES FOR HANDLING MONEY IN ASB ACCOUNTS & SCHOOL SPONSORED CLUBS & ACTIVITIES
●
●
●
●
●
●
●

All cash received from fundraisers must be deposited in the ASB Business Office, in return for an official
receipt stating the amount, the source of funds, and the account to which deposited.
Expenses should never be paid out of cash on hand, as this would not allow the ASB Treasurer to keep a
complete record of receipts and expenditures and it is prohibited by state law.
All monies are to be deposited daily. Night deposit bags are available at the ASB Business Office for evening
or weekend fundraisers. Appropriate paperwork must be completed.
A purchase order must be completed and approved by the principal or his designee prior to the acquisition
of goods and services.
Bills will be paid by check upon receipt of the invoice.
The student body treasurer and bookkeeper balance the books once a month and issue a monthly financial
statement to each organization.
There must be an accurate accounting of all financial transactions by the teacher, advisor, or coach who is
responsible for supervising such activities.

TRAVEL
A. Field and Activity Trips, ASB, and Athletics
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The purposes of these procedures are to help ensure the safety of all students, staff and volunteers.
Field trips are defined as travel away from school premises, under the supervision of an employee, with an
approved course of study, for the purpose of affording students a direct learning experience not available in the
classroom and/or on campus. Transportation to and from the site will be via approved district transportation,
secured by the district on the students’ behalf (e.g. train, air, or other travel), or may require walking to and
from the desired site.
A field trip is considered school-sponsored if district or ASB funds pay for the activity, it is part of the educational
process, or it is supervised or staffed by school employee(s) under their official role. A field trip is considered
non-school sponsored if no school funds are used, the activity is not part of or an extension to a class or school
activity, the school/district is not named in promotional materials, the district is not responsible for supervision,
and the field trip does not occur during school hours (see guidelines below for non-school sponsored
trips/activities).

B. Guidelines for School-Sponsored Field Trips/Activities
●
●
●

●

●

●

●

Principal/Administrator approval must be sought and received prior to any communication to students
and/or families about the proposed trip.
The supervising staff member must contact the field trip destination site(s) to make specific arrangements
for the field trip so that the desired activity can be coordinated with the classroom and/or learning activities.
The supervising staff member must complete and submit the “Preliminary Approval Form” to the Principal’s
Secretary for processing at least four weeks prior to the field trip. Trips involving higher risk activities,
overnight, out of state (excluding Umatilla County, Oregon), and out of country trips must be submitted at
least six weeks prior to the trip and must be approved by the Assistant Superintendent.
Once approved, the supervising staff member must coordinate with the Principal’s Secretary to arrange for
required transportation accommodations with the Transportation Department through Trip Direct (no
personal/private transportation is permitted for school-sponsored field trips per board policy 6625).
The supervising staff member is responsible for arranging food service needs once the trip has been
approved. If provided by WWPS, please place the order with the Kitchen Manager at least two weeks prior
to the field trip
The supervising staff member is responsible for securing and coordinating additional adult supervision for
the trip (one adult to a maximum of ten students). Additional exceptions for higher-risk, overnight, out of
state, and out of country trips may be made by the Assistant Superintendent based on the following
components of the trip.
○ Distance from the school and the ability to provide additional support for emergencies or unexpected
circumstances.
○ Age and maturity level of the students.
○ Nature of the event including duration, environment, and the proximity to other adult supervisors.
Each student participating in a field trip must receive a “Parent/Guardian Field Trip Description and
Itinerary” (English)(Spanish) and return a signed “Parent/Guardian Field Trip Permission Consent Form
(English) (Spanish).”

Forms
●
●
●
●

Downloadable copy of the above-referenced procedures
Preliminary Field Trip Approval Form
Parent Guardian Itinerary Form: English | Spanish
Parent/Guardian Field Trip Permission/Emergency Information/Informed Consent Form: English | Spanish
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Other Forms:
● Volunteer Disclosure Statement: English | Spanish
● Washington State Patrol Request for Criminal History Information: English | Spanish
● Guidelines for Volunteer Field Trip Chaperones
● Field Trip Transportation Release Form: English | Spanish

C. Guidelines for Non-School Sponsored Trips/Activities
Staff members who organize student travel for non-school sponsored trips/activities (e.g. EF Tours, Brightspark,
ACIS) shall review and comply with the following:
●

●
●
●
●
●
●

All trip correspondence or advertisement must state that the school district does not endorse or sponsor
such travel. The District recognizes the rights of an individual employee to engage in these activities for
profit or nonprofit. All notices must be consistent with time, place, and manner of other non-district notices.
The planning and fundraising for the travel may not interfere with the employee’s effectiveness or assigned
responsibilities and are not to be conducted during the school day or contracted time.
Any meetings held on school district property shall abide by Walla Walla School District’s Facility Use
Agreement.
The Walla Walla School District will assume no financial contribution or obligation for the trip. Funds are not
to be collected at school and cannot be deposited with the school or ASB funds.
Individuals are responsible for their own insurance coverage.
No school district supplies may be used to promote the trip/activity.
For questions, please visit with your site/program administrator, or contact Chris Gardea:

STAFF TRAVEL
Before any staff member plans a trip that involves school time, transportation, and/or expense, a Trip Request
form must be completed. Please see the Principal’s Secretary to obtain the form. These forms must be
completed and submitted to the secretary immediately to allow sufficient time for processing. Once approved,
teachers need to request their subs through ReadySub. Out of state trips must be approved by the Board and
submitted at least 30 days in advance.
Reimbursable items must adhere to definitions and need required documentation.

A. Meals - refer to map
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B. Lodging
●
●
●

Actual lodging receipts must accompany Travel Expense Voucher. Canceled checks, Xerox copies of bills or
billing statements are not considered receipts.
If claiming a lodging reimbursement for person(s) in addition to you, one of the other parties must initial the
bill.
All reimbursable lodging must be documented on the Travel Expense Voucher.

C. Mileage

Will be reimbursed at a maximum of $.58 a mile and for point to point travel.

D.  Other Transportation

Actual transportation receipts must accompany Travel Expense Voucher (examples are taxi stamped receipt,
carrier ticket and airline ticket).

E. Registration
●
●

Actual registration receipts must accompany Travel Expense Voucher. Examples are conference/class
registration forms, credit registration forms and receipts.
A registration flyer will be used only if no other receipts are available at the conference/class.

F. Sundry Expenses
●
●

Actual miscellaneous receipts must accompany Travel Expense Voucher (examples are cash register tapes,
book order receipts and supplies receipts).
Payee must complete, sign, and date the Travel Expense Voucher before it will be processed.

VIDEO USE AND TECHNOLOGY
GUIDELINES FOR USE OF MOTION PICTURE ASSOCIATION OF AMERICA RATED (MPAAR) VIDEOS
All such films and video materials must have instructional value, be related to the goals and objectives of the
instructional program, be included in the lesson plan and be appropriate for the age and maturity level of the
students being taught. The teacher wishing to use the MPAAR videos must:
● preview all videos and films in their entirety
● complete the “Classroom MPAAR Movie/Video Approval Form”
● secure approval from the building administrator
● send a “MPAAR Video/Film Parent Permission Form” home with each student if required in section III below
● provide a supervised viewing assignment of the same value for students who opt out.
For a school to use a video without paying royalties for a public performance, ALL these criteria must be met:
● use must take place in a classroom or similar place devoted to instruction;
● use must be part of the regular instructional process not for extra-curricular, reward or recreational use;
● use must be in face-to-face instruction.
● the video must be a lawfully made or acquired copy.
Grade Level and Motion Picture Ratings
Grade Level

MPAA Rating

Permission Requirements:

K-12

G rated

no parent permission required for grades K-12

6-12

PG rated

no parent permission required for grades 6-12
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9-12

PG13 rated

no parent permission required for grades 9-12

11-12

R rated

with Principal approval and written parent permission required

None

NR 17 and X rated not appropriate for any grade level

Videos must be obtained and shown in compliance with the copyright rules and statutes.
Video made by taping off-air programs for use at school may be used if fair-use guidelines for copyright are
followed. These guidelines vary depending on the program being broadcast. Consult with individual producers
for specific limitations.

WA-HI ATHLETIC PASS POLICY FOR STAFF
Wa-Hi staff members will be admitted to home athletic contests by their staff ID badge. Staff pictures will be
taken at the beginning of the school year.
Walla Walla High School staff may purchase family passes for a total cost of $25.00 per family. Each family
member will be issued their own personalized pass. See ASB Secretary. High School and College aged students
are not eligible for these passes.

WALLA WALLA SCHOOL DISTRICT ATHLETIC ELIGIBILITY POLICY
In order to maintain athletic eligibility during the current nine week period, the student/athlete shall maintain
passing grades in a minimum of five full-time subjects. (Any class taken one period daily for the duration of the
nine weeks shall be considered a full-time subject.) The students’ grades will be checked at mid-quarter and at
the end of each quarter to determine their eligibility.

A. Previous grading period
A student shall have passed at least five full-time subjects in the preceding grading period in order to be eligible
for inter-scholastic competition the following nine weeks. Students who did not pass five full-time subjects the
previous grading period will be declared ineligible. If, at the end of the next five weeks, the student is passing at
least five full-time subjects, the student may then be reinstated for interscholastic competition. Each student is
eligible on the Monday of the sixth week.

B. Mid-quarter check:

Mid-quarter grade checks are based on grades posted on-line by the teachers.
Students who were passing five classes at the previous grading period but who were identified by the five week
grade check as not currently passing five classes will be contacted and have one week to raise their grades to
meet the academic eligibility requirements. During this period they will be eligible for “practice only”. At the
end of the one week period they will bring a grade report to the athletic office of their grade status. If the
grades are raised to meet requirements they will be eligible for competition. If they have not successfully raised
their grades, they will be “practice only” until the next grading period. If at the grading period they have met
academic requirements, they are eligible for competition. If not, they are “practice only” until the next grade
check.

PROFESSIONAL RESPONSIBILITIES - ADDITIONAL RESOURCES
HARASSMENT POLICIES
PROHIBITION OF HARASSMENT, INTIMIDATION, AND BULLYING
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Walla Walla 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 member 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.

Definitions
1. Aggressor – is a student, staff member, or other member of the school community who engages in the
harassment, intimidation, or bullying of a student.
2. Harassment, intimidation, or bullying – means 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;
or
● 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 Form – may be used by students, families, or staff to report incidents of
harassment, intimidation, or bullying.
3. Retaliation – when an aggressor harasses, intimidates, or bullies a student who has reported incidents of
bullying.
4. 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).
5. Targeted Student – means a student against whom harassment, intimidation, or bullying has allegedly been
perpetrated.
6. 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
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harassment or discrimination based on a person’s gender or membership in a legally protected class under local,
state, or federal law.

Prevention
1. Dissemination
In each school and on the district’s Web site 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 Web site.
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 area, 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.
5.  Compliance Officer
The Assistant Superintendent/designee will serve as the district compliance officer. The district compliance
officer will:
● Serve as the district’s primary contact for harassment, intimidation, and bullying. If the allegations in a
written report of harassment, intimidation or bullying indicate a potential violation of Policy 3207, the
district staff member who receives the report must promptly notify the district compliance officer. During
the course of an investigation of harassment, intimidation or bullying, if the district becomes aware of a
potential violation of Policy 3207, the district investigator must promptly notify the compliance officer. In
response, the compliance officer must notify the complainant that their complaint will proceed under the
discrimination complaint procedure in WAC 392-190-065 through 392-190-075. The investigation and
response timeline begins when the school district knows or should have known that a written report of
harassment, intimidation or bullying involves allegations that the school district has violated its Policy 3207;
1. Provide support and assistance to the principal or designee in resolving complaints;
2. Receive copies of all Incident Reporting Forms, discipline Referral Forms, and letters to parents providing
the outcomes of investigations. If a written report of harassment, intimidation or bullying indicates a
potential violation of the district’s nondiscrimination policy [Policy 3210], the compliance officer must
promptly notify the district’s civil rights compliance coordinator;
3. 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;
4. Ensure implementation of the policy and procedure by overseeing the investigative processes, including
ensuring that investigations are prompt, impartial, and thorough;
5. Assess the training needs of staff and students to ensure successful implementation throughout the
district, and ensure staff receive annual fall training.
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6. Provide the OSPI School Safety Center with notification of policy or procedure updates or changes on an
annual basis.
7. 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.
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.
6.  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. If the allegations in a written report of
harassment, intimidation or bullying indicate a potential violation of this procedure, the district employee who
receives the report must promptly notifies the HIB compliance officer. Alternatively, during the course of an
investigation, if the district becomes aware of a potential violation of this procedure, the district employee
investigating the report must promptly notify the HIB compliance officer.
Upon receipt of this information, the HIB compliance officer must notify the complainant that their complaint
will proceed under the discrimination complaint procedure in WAC 392-190-065 through WAC 392-190-075.
The investigation and response timeline set forth in WAC 392-190-065 begins when the district knows or should
have known that a written report of harassment, intimidation or bullying involves allegations that the district
has violated this procedure or the guidelines adopted under WAC 392-190-059 or 392-190-005
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
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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 the
district Incident Reporting Form and submitted to the principal or designee, unless the 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.
If, during the course of an investigation, the district employee conducting the investigation becomes aware of a
potential violation of the district’s nondiscrimination policy [Policy 3210], the investigator will promptly notify
the district’s civil rights compliance officer. Upon receipt of this information, the civil rights compliance officer
must notify the complainant that their complaint will proceed under the discrimination complaint procedure in
WAC 392-190-066 through WAC 392-190-075 as well as the HIB complaint procedure. The notice must be
provided in a language that the complainant can understand. The investigation and response timeline for the
discrimination complaint procedure will follow that set forth in WAC 392-190-065 and begins when the district
knows or should have known that a written report of harassment, intimidation or bullying involves allegations of
a violation of the district’s nondiscrimination policy.
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.
● Interviews with other students or staff members who may have knowledge of the alleged incident.
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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.
● 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 is unable to be resolved at the school level, the principal or designee shall request assistance from
the district.
Step 4: Corrective Measures for the Aggressor
After completion of the investigation, the school or district designee will institute any corrective measures
necessary. Corrective measures will be instituted as quickly as possible, but in no event more than five (5) school
days after contact has been made to the families or guardians regarding the outcome of the investigation.
Corrective measures that involve student discipline will be
implemented according to district policy 3241, Classroom Management, Discipline and Corrective Action. 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
(10) 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

23
9/5/2019

before the fifth (5) school day following the termination of the hearing, and shall provide a copy to all parties
involved. The board or council’s decision will be the final district decision.
Step 6: Discipline/Corrective Action
The district will take prompt and equitable corrective measures within its authority on findings of harassment,
intimidation, or bullying. Depending on the severity of the conduct, corrective measures may include counseling,
education, discipline, and/or referral to law enforcement.
Corrective measures for a student who commits an act of harassment, intimidation, or bullying will be varied
and graded according to the nature of the behavior, the developmental age of the student, or the student’s
history of problem behaviors and performance. Corrective measures that involve student discipline will be
implemented according to district policy 3241, Classroom Management, Corrective Actions or Punishment.
If the conduct was of a public nature or involved groups of students or bystanders, the district should strongly
consider school wide training or other activities to address the incident.
If staff have been found to be in violation of this policy and procedure, school districts may impose employment
disciplinary action, up to and including termination. If a certificated educator is found to have committed a
violation of WAC 181-87, commonly called the Code of Conduct for Professional Educators, OSPI’s Office of
Professional Practices may propose disciplinary action on a certificate, up to and including revocation.
Contractor violations of this policy may include the loss of contracts.
Step 7: Support for the Targeted Student
Persons found to have been subjected to harassment, intimidation, or bullying will have appropriate district
support services made available to them, and the adverse impact of the harassment on the student shall be
addressed and remedied as appropriate.
I. Immunity/Retaliation
No school employee, student, or volunteer may engage in reprisal or retaliation against a targeted student,
witness, or other person who brings forward information about an alleged act of harassment, intimidation, or
bullying. Retaliation is prohibited and will result in appropriate discipline.
J. Other Resources
Students and families should use the district’s complaint and appeal procedures as a first response to allegations
of harassment, intimidation, and bullying. However, nothing in this procedure prevents a student,
parent/guardian, school, or district from taking action to remediate discrimination or harassment based on a
person’s membership in a legally protected class under local, state or federal law. A harassment, intimidation, or
bullying complaint may also be reported to the following state or federal agencies:
OSPI Equity and Civil Rights Office
(360) 725-6162
Email: equity@k12.wa.us
www.k12.wa.us/Equity/default.aspx
Washington State Human Rights Commission
1 (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
1 (877) 292-3804
www.justice.gov/crt/
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Office of the Education Ombudsman
1 (866) 297-2597 Email: OEOinfo@gov.wa.gov
www.governor.wa.gov/oeo/default.asp
OSPI Safety Center
(360) 725-6044
http://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.

SEXUAL HARASSMENT OF STUDENTS PROHIBITED – Policy 3205
The procedure is intended to set forth the requirements of Policy 3205, including the process for a prompt,
thorough, and equitable investigation of allegations of sexual harassment and the need to take appropriate
steps to resolve such situations. If sexual harassment is found to have created a hostile environment, staff must
take immediate action to eliminate the harassment, prevent its reoccurrence, and address its effects.
This procedure applies to sexual harassment (including sexual violence) targeted at students carried out by other
students, employees or third parties involved in school district activities. Because students can experience the
continuing effects of off-campus harassment in the educational setting, the district will consider the effects of
off-campus conduct when evaluating whether there is a hostile environment on campus. The district has
jurisdiction over these complaints pursuant to Title IX of the Education Amendments of 1972, Chapter 28A.640,
RCW and Chapter 392-190 WAC.
Notice
● Information about the district’s sexual harassment policy will be easily understandable and conspicuously
posted throughout each school building, be reproduced in each student, staff, volunteer and parent
handbook.
● In addition to the posting and reproduction of this procedure and Policy 3205, the district will provide
annual notice to employees that complaints pursuant to this procedure may be filed at Walla Walla Public
Schools District Office, 364 S. Park Street, Walla Walla, WA 99362.
Staff Responsibilities
● In the event of an alleged sexual assault, the school principal will immediately inform: 1) the Title IX/Civil
Rights Compliance Coordinator so that the district can appropriately respond to the incident consistent with
its own grievance procedures; and 2) law enforcement.
● The principal will notify the targeted student(s) and their parents/guardians of their right to file a criminal
complaint and a sexual harassment complaint simultaneously.
Confidentiality
● If a complainant requests that his or her name not be revealed to the alleged perpetrator or asks that the
district not investigate or seek action against the alleged perpetrator, the request will be forwarded to the
Title IX/Civil Rights Compliance Coordinator for evaluation.
● The Title IX/Civil Rights Compliance Coordinator should inform the complainant that honoring the request
may limit its ability to respond fully to the incident, including pursuing disciplinary action against the alleged
perpetrator.
● If the complainant still requests that his or her name not be disclosed to the alleged perpetrator or that the
district not investigate or seek action against the alleged perpetrator, the district will need to determine
whether or not it can honor such a request while still providing a safe and nondiscriminatory environment
for all students, staff and other third parties engaging in district activities, including the person who reported
the sexual harassment. Although a complainant’s request to have his or her name withheld may limit the
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district’s ability to respond fully to an individual allegation of sexual harassment, the district will use other
appropriate means available to address the sexual harassment.
Retaliation
Title IX prohibits retaliation against any individual who files a complaint under these laws or participates in a
complaint investigation. When an informal or formal complaint of sexual harassment is made, the district will
take steps to stop further harassment and prevent any retaliation against the person who made the complaint,
was the subject of the harassment, or against those who provided information as a witness. The district will
investigate all allegations of retaliation and take actions against those found to have retaliated.
Informal Complaint Process
Anyone may use informal procedures to report and resolve complaints of sexual harassment. Informal reports
may be made to any staff member. Staff will always notify complainants of their right to file a formal complaint
and the process for same. Staff will also direct potential complainants to the Title IX Coordinator at the district
office. Additionally, staff will also inform an appropriate supervisor or professional staff member when they
receive complaints of sexual harassment, especially when the complaint is beyond their training to resolve or
alleges serious misconduct.
During the course of the informal complaint process, the district will take prompt and effective steps reasonably
calculated to end any harassment and to correct any discriminatory effects on the complainant. If an
investigation is needed to determine what occurred, the district will take interim measures to protect the
complainant before the final outcome of the district’s investigation (e.g., allowing the complainant to change
academic or extracurricular activities or break times to avoid contact with the alleged perpetrator).
Informal remedies may include:
● An opportunity for the complainant to explain to the alleged harasser that his or her conduct is unwelcome,
offensive or inappropriate, either in writing or face-to-face;
● A statement from a staff member to the alleged harasser that the alleged conduct is not appropriate and
could lead to discipline if proven or repeated;
● A general public statement from an administrator in a building reviewing the district sexual harassment
policy without identifying the complainant;
● Developing a safety plan;
● Separating students; or
● Providing staff and/or student training
Informal complaints may become formal complaints at the request of the complainant, parent/guardian, or
because the district believes the complaint needs to be more thoroughly investigated.
The district will inform the complainant and their parent/guardian how to report any subsequent problems.
Additionally, the district will conduct follow-up inquiries to see if there have been any new incidents or instances
of retaliation, and to promptly respond and appropriately address continuing or new problems. Follow-up
inquiries will follow a timeline agreed to by the district and complainant.
Formal Complaint Process
Level One – Complaint to District
Anyone may initiate a formal complaint of sexual harassment, even if the informal complaint process is being
utilized. At any level in the formal complaint process, the district will take interim measures to protect the
complainant before the final outcome of the district’s investigation.
The following process will be followed:
Filing of Complaint
● All formal complaints will be in writing and will set forth the specific acts, conditions or circumstances
alleged to have occurred and to constitute sexual harassment. The Title IX Coordinator may draft the
complaint based on the report of the complainant for the complainant to review and approve. The
superintendent or Title IX Coordinator may also conclude that the district needs to conduct an investigation
based on information in his or her possession, regardless of the complainant's interest in filing a formal
complaint.
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●

The time period for filing a complaint is one year from the date of the occurrence that is the subject matter
of the complaint. However, a complaint filing deadline may not be imposed if the complainant was
prevented from filing due to: 1) Specific misrepresentations by the district that it had resolved the problem
forming the basis of the complaint; or 2) Withholding of information that the district was required to
provide under WAC 392-190-065 or WAC 392-190-005.
● Complaints may be submitted by mail, fax, e-mail or hand-delivery to the district Title IX Coordinator at 364
S. Park Street, Walla Walla, WA 99362; 509-527-3000. Any district employee who receives a complaint that
meets these criteria will promptly notify the Coordinator.
Investigation and Response
● The Title IX Coordinator will receive and investigate all formal, written complaints of sexual harassment or
information in the coordinator’s possession that they believe requires further investigation. The Coordinator
will delegate his or her authority to participate in this process if such action is necessary to avoid any
potential conflicts of interest. Upon receipt of a complaint, the Coordinator will provide the complainant a
copy of this procedure.
● Investigations will be carried out in a manner that is adequate in scope, reliable and impartial. During the
investigation process, the complainant and accused party or parties, if the complainant has identified an
accused harasser(s), will have an equal opportunity to present witnesses and relevant evidence.
Complainants and witnesses may have a trusted adult with them during any district-initiated investigatory
activities. The school district and complainant may also agree to resolve the complaint in lieu of an
investigation. When the investigation is completed, the Coordinator will compile a full written report of the
complaint and the results of the investigation.
Superintendent Response
● The superintendent will respond in writing to the complainant and the alleged perpetrator within thirty (30)
calendar days of receipt of the complaint, unless otherwise agreed to by the complainant or if exceptional
circumstances related to the complaint require an extension of the time limit. In the event an extension is
needed, the district will notify the complainant in writing of the reason for the extension and the anticipated
response date. At the time the district responds to the complainant, the district must send a copy of the
response to the office of the superintendent of public instruction.
● The response of the superintendent or designee will include: 1) a summary of the results of the
investigation; 2) a statement as to whether a preponderance of the evidence establishes that the
complainant was sexually harassed ; 3) if sexual harassment is found to have occurred, the corrective
measures the district deems necessary, including assurance that the district will take steps to prevent
recurrence and remedy its effects on the complainant and others, if appropriate; 4) notice of the
complainant’s right to appeal to the school board and the necessary filing information; and 5) any corrective
measures the district will take, remedies for the complainant (e.g., sources of counseling, advocacy and
academic support), and notice of potential sanctions for the perpetrator(s) (e.g., discipline).
● The superintendent’s or designee’s response will be provided in a language the complainant can understand
and may require language assistance for complainants with limited English proficiency in accordance with
Title VI of the Civil Rights Act of 1964. If the complaint alleges discriminatory harassment by a named party
or parties, the coordinator will provide the accused party or parties with notice of the outcome of the
investigation and notice of their right to appeal any discipline or corrective action imposed by the district.
● Any corrective measures deemed necessary will be instituted as quickly as possible, but in no event more
than thirty (30) days after the superintendent's mailing of a written response, unless the accused is
appealing the imposition of discipline and the district is barred by due process considerations or a lawful
order from imposing the discipline until the appeal process is concluded. Staff may also pursue complaints
through the appropriate collective bargaining agreement process or anti-discrimination policy.
● The district will inform the complainant and their parent/guardian how to report any subsequent problems.
Additionally, the district will conduct follow-up inquiries to see if there have been any new incidents or
instances of retaliation, and to promptly respond and appropriately address continuing or new problems.
Follow-up inquiries will follow a timeline agreed to by the district and complainant.
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Level Two - Appeal to Board of Directors
Notice of Appeal and Hearing
● If a complainant disagrees with the superintendent’s or designee’s written decision, the complainant may
appeal the decision to the district board of directors , by filing a written notice of appeal with the secretary
of the board within ten (10) calendar days following the date upon which the complainant received the
response.
● The board will schedule a hearing to commence by the twentieth (20th) calendar day following the filing of
the written notice of appeal, unless otherwise agreed to by the complainant and the superintendent or for
good cause.
● Both parties will be allowed to present such witnesses and testimony as the board deems relevant and
material.
Board Decision
● Unless otherwise agreed to by the complainant, the board will render a written decision within thirty (30)
calendar days following the filing of the notice of appeal and provide the complainant with a copy of the
decision.
● The decision will be provided in a language that the complainant can understand which may require
language assistance for complainants with limited English proficiency in accordance with Title VI of the Civil
Rights Act.
● The decision will include notice of the complainant’s right to appeal to the Superintendent of Public
Instruction and will identify where and to whom the appeal must be filed. The district will send a copy of the
appeal decision to the office of the superintendent of public instruction.
Level Three - Complaint to the Superintendent of Public Instruction
Filing of Complaint
● If a complainant disagrees with the decision of the board of directors, or if the district fails to comply with
this procedure, the complainant may file a complaint with the superintendent of public instruction.
● A complaint must be received by the Superintendent of Public Instruction on or before the twentieth (20)
calendar day following the date upon which the complainant received written notice of the board of
directors’ decision, unless the Superintendent of Public Instruction grants an extension for good cause.
Complaints may be submitted by mail, fax, electronic mail, or hand delivery.
● A complaint must be in writing and include: 1) A description of the specific acts, conditions or circumstances
alleged to violate applicable anti-sexual harassment laws; 2) The name and contact information, including
address, of the complainant; 3) The name and address of the district subject to the complaint; 4) A copy of
the district’s complaint and appeal decision, if any; and 5) A proposed resolution of the complaint or relief
requested. If the allegations regard a specific student, the complaint must also include the name and
address of the student, or in the case of a homeless child or youth, contact information.
Investigation, Determination and Corrective Action
● Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may initiate an
investigation, which may include conducting an independent on-site review. OSPI may also investigate
additional issues related to the complaint that were not included in the initial complaint or appeal to the
superintendent or board.
● Following the investigation, OSPI will make an independent determination as to whether the district has
failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and will issue a written decision to the
complainant and the district that addresses each allegation in the complaint and any other noncompliance
issues it has identified. The written decision will include corrective actions deemed necessary to correct
noncompliance and documentation the district must provide to demonstrate that corrective action has been
completed.
● All corrective actions must be completed within the timelines established by OSPI in the written decision
unless OSPI grants an extension. If timely compliance is not achieved, OSPI may take action including but not
limited to referring the district to appropriate state or federal agencies empowered to order compliance.
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A complaint may be resolved at any time when, before the completion of the investigation, the district
voluntarily agrees to resolve the complaint. OSPI may provide technical assistance and dispute resolution
methods to resolve a complaint.
Level Four - Administrative Hearing
A complainant or school district that desires to appeal the written decision of the Office of the Superintendent
of Public Instruction may file a written notice of appeal with OSPI within thirty (30) calendar days following the
date of receipt of that office’s written decision. OSPI will conduct a formal administrative hearing in
conformance with the Administrative Procedures Act, Chapter 34.05, RCW.
Other Complaint Options
Office for Civil Rights (OCR), U.S. Department of Education
OCR enforces several federal civil rights laws, which prohibit discrimination in public schools on the basis of race,
color, national origin, sex, disability, and age. File complaints with OCR within 180 calendar days of the date of
the alleged discrimination.
206-607-1600 ǀ TDD: 1-800-877-8339 ǀ OCR.Seattle@ed.gov ǀ www.ed.gov/ocr
Washington State Human Rights Commission (WSHRC)
WSHRC enforces the Washington Law Against Discrimination (RCW 49.60), which prohibits discrimination in
employment and in places of public accommodation, including schools. File complaints with WSHRC within six
months of the date of the alleged discrimination.
1-800-233-3247 ǀ TTY: 1-800-300-7525 ǀ www.hum.wa.gov
Mediation
At any time during the complaint procedure set forth in WAC 392-190-065 through 392-190-075, a district may,
at its own expense, offer mediation. The complainant and the district may agree to extend the complaint
process deadlines in order to pursue mediation.
The purpose of mediation is to provide both the complainant and the district an opportunity to resolve disputes
and reach a mutually acceptable agreement through the use of an impartial mediator. Mediation must be
voluntary and requires the mutual agreement of both parties. It may be terminated by either party at any time
during the mediation process. It may not be used to deny or delay a complainant’s right to utilize the complaint
procedures.
Mediation must be conducted by a qualified and impartial mediator who may not: 1) Be an employee of any
school district, public charter school, or other public or private agency that is providing education related
services to a student who is the subject of the complaint being mediated; or 2) Have a personal or professional
conflict of interest. A mediator is not considered an employee of the district or charter school or other public or
private agency solely because he or she serves as a mediator.
If the parties reach agreement through mediation, they may execute a legally binding agreement that sets forth
the resolution and states that all discussions that occurred during the course of mediation will remain
confidential and may not be used as evidence in any subsequent complaint, due process hearing or civil
proceeding. The agreement must be signed by the complainant and a district representative who has authority
to bind the district.
Training and Orientation
A fixed component of all district orientation sessions for staff, students and regular volunteers will introduce the
elements of this policy. Staff will be provided information on recognizing and preventing sexual harassment.
Staff will be fully informed of the formal and informal complaint processes and their roles and responsibilities
under the policy and procedure.
Certificated staff will be reminded of their legal responsibility to report suspected child abuse, and how that
responsibility may be implicated by some allegations of sexual harassment. Regular volunteers will get the
portions of this component of orientation relevant to their rights and responsibilities.
Students will be provided with age-appropriate information on the recognition and prevention of sexual
harassment and their rights and responsibilities under this and other district policies and rules at student
orientation sessions and on other appropriate occasions, which may include parents.
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As part of the information on the recognition and prevention of sexual harassment staff, volunteers, students
and parents will be informed that sexual harassment may include, but is not limited to:
● Demands for sexual favors in exchange for preferential treatment or something of value;
● Stating or implying that a person will lose something if he or she does not submit to a sexual request;
● Penalizing a person for refusing to submit to a sexual advance, or providing a benefit to someone who does;
● Making unwelcome, offensive or inappropriate sexually suggestive remarks comments, gestures, or jokes; or
remarks of a sexual nature about a person's appearance, gender or conduct;
● Using derogatory sexual terms for a person;
● Standing too close, inappropriately touching, cornering or stalking a person; or
● Displaying offensive or inappropriate sexual illustrations on school property.
Policy and Procedure Review
Annually, the superintendent or designee will convene an ad hoc committee composed of representatives of
certificated and classified staff, volunteers, students and parents to review the use and efficacy of this policy and
procedure. The compliance officer will be included in the committee. Based on the review of the committee, the
superintendent will prepare a report to the board including, if necessary, any recommended policy changes. The
superintendent will consider adopting changes to this procedure if recommended by the committee.

Sexual Harassment (Policy #5011)
The procedure is intended to set forth the requirements of Policy 5011, including the process for a prompt,
thorough, and equitable investigation of allegations of sexual harassment and the need to take appropriate
steps to resolve such situations. If sexual harassment is found to have created a hostile environment, staff must
take immediate action to eliminate the harassment, prevent its reoccurrence, and address its effects.
This procedure applies to sexual harassment (including sexual violence) targeted at district employees carried
out by other students, employees or third parties involved in school district activities. The district has
jurisdiction over these complaints pursuant to Title IX of the Education Amendments of 1972, Chapter 28A.640,
RCW and Chapter 392-190 WAC.
Notice
Information about the district’s sexual harassment policy will be easily understandable and conspicuously
posted throughout each school building, provided to each employee and reproduced in each staff, volunteer and
parent handbook. In addition to the posting and reproduction of this procedure and Policy 5011, the district will
provide annual notice to employees that complaints pursuant to this procedure may be filed at 364 S. Park
Street, Walla Walla, WA 99362.
Staff Responsibilities
In the event of an alleged sexual assault, the school principal will immediately inform: 1) the Title IX/Civil Rights
Compliance Coordinator so that the district can appropriately respond to the incident consistent with its own
grievance procedures; and 2) law enforcement. The principal will notify the targeted district staff person of their
right to file a criminal complaint and a sexual harassment complaint simultaneously.
Confidentiality
If a complainant requests that his or her name not be revealed to the alleged perpetrator or asks that the district
not investigate or seek action against the alleged perpetrator, the request will be forwarded to the Civil
Rights/Title IX Coordinator for evaluation. The Civil Rights/Title IX Coordinator should inform the complainant
that honoring the request may limit its ability to respond fully to the incident, including pursuing disciplinary
action against the alleged perpetrator.
If the complainant still requests that his or her name not be disclosed to the alleged perpetrator or that the
district not investigate or seek action against the alleged perpetrator, the district will need to determine
whether or not it can honor such a request while still providing a safe and nondiscriminatory environment for all
students, staff and other third parties engaging in district activities, including the person who reported the
sexual harassment. Although a complainant’s request to have his or her name withheld may limit the district’s
ability to respond fully to an individual allegation of sexual harassment, the district will use other appropriate
means available to address the sexual harassment.
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Retaliation
Title IX prohibits retaliation against any individual who files a complaint under these laws or participates in a
complaint investigation. When an informal or formal complaint of sexual harassment is made, the district will
take steps to stop further harassment and prevent any retaliation against the person who made the complaint,
was the subject of the harassment, or against those who provided information as a witness. The district will
investigate all allegations of retaliation and take actions against those found to have retaliated.
Informal Complaint Process
Anyone may use informal procedures to report and resolve complaints of sexual harassment. Informal reports
may be made to any staff member. Staff will always notify complainants of their right to file a formal complaint
and the process for same. Staff will also direct potential complainants to the District Civil Rights/Title IX
Coordinator located at 364 S. Park Street, Walla Walla, WA 99362. Additionally, staff will also inform an
appropriate supervisor or professional staff member when they receive complaints of sexual harassment,
especially when the complaint is beyond their training to resolve or alleges serious misconduct.
During the course of the informal complaint process, the district will take prompt and effective steps reasonably
calculated to end any harassment and to correct any discriminatory effects on the complainant. If an
investigation is needed to determine what occurred, the district will take interim measures to protect the
complainant before the final outcome of the district’s investigation (e.g., allowing the complainant to change
academic or extracurricular activities or break times to avoid contact with the alleged perpetrator).
Informal remedies 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.
● Developing a safety plan;
● Separating staff person; or
● Providing staff and/or student training.
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. The district will inform
the complainant how to report any subsequent problems. Additionally, the district will conduct follow-up
inquiries to see if there have been any new incidents or instances of retaliation, and to promptly respond and
appropriately address continuing or new problems. Follow-up inquiries will follow a timeline agreed to by the
district and complainant.
Formal Complaint Process
Level One – Complaint to District
Anyone may initiate a formal complaint of sexual harassment, even if the informal complaint process is being
utilized. At any level in the formal complaint process, the district will take interim measures to protect the
complainant before the final outcome of the district's investigation. The following process will be followed:
Filing of Complaint
● All formal complaints will be in writing and will set forth the specific acts, conditions or circumstances
alleged to have occurred and to constitute sexual harassment. The Title IX Coordinator may draft the
complaint based on the report of the complainant for the complainant to review and approve. The
superintendent or Title IX Coordinator may also conclude that the district needs to conduct an investigation
based on information in his or her possession, regardless of the complainant's interest in filing a complaint.
● The time period for filing a complaint is one year from the date of the occurrence that is the subject matter
of the complaint. However, a complaint filing deadline may not be imposed if the complainant was
prevented from filing due to: 1) Specific misrepresentations by the district that it had resolved the problem
forming the basis of the complaint; or 2) Withholding of information that the district was required to
provide under WAC 392-190-065 or WAC 392-190-005.
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●

Complaints may be submitted by mail, fax, e-mail or hand-delivery to the Title IX Coordinator, Liz Campeau,
Director of Human Resources at Walla Walla Public Schools, 364 S. Park St, Walla Walla, WA 99362;
509-526-6712; lcampeau@wwps.org. Any district employee who receives a complaint that meets these
criteria will promptly notify the Coordinator.
Investigation and Response
● The Title IX Coordinator will receive and investigate all formal, written complaints of sexual harassment or
information in the coordinator’s possession that they believe requires further investigation. The Coordinator
will delegate his or her authority to participate in this process if such action is necessary to avoid any
potential conflicts of interest. Upon receipt of a complaint, the Coordinator will provide the complainant a
copy of this procedure.
● Investigations will be carried out in a manner that is adequate in scope, reliable and impartial. During the
investigation process, the complainant and accused party or parties, if the complainant has identified an
accused harasser(s), will have an equal opportunity to present witnesses and relevant evidence.
Complainants and witnesses may have a trusted adult with them during any district-initiated investigatory
activities. The school district and complainant may also agree to resolve the complaint in lieu of an
investigation.
● When the investigation is completed, the Coordinator will compile a full written report of the complaint and
the results of the investigation.
Superintendent Response
● The superintendent will respond in writing to the complainant and the alleged perpetrator within thirty (30)
calendar days of receipt of the complaint, unless otherwise agreed to by the complainant or if exceptional
circumstances related to the complaint require an extension of the time limit. In the event an extension is
needed, the district will notify the complainant in writing of the reason for the extension and the anticipated
response date. At the time the district responds to the complainant, the district must send a copy of the
response to the Office of the Superintendent of Public Instruction.
● The response of the superintendent or designee will include: 1) a summary of the results of the
investigation; 2) a statement as to whether a preponderance of the evidence establishes that the
complainant was sexually harassed ; 3) if sexual harassment is found to have occurred, the corrective
measures the district deems necessary, including assurance that the district will take steps to prevent
recurrence and remedy its effects on the complainant and others, if appropriate; 4) notice of the
complainant’s right to appeal to the school board and the necessary filing information; and 5) any corrective
measures the district will take, remedies for the complainant (e.g., sources of counseling, advocacy and
other support), and notice of potential sanctions for the perpetrator(s) (e.g., discipline).
● The superintendent’s or designee’s response will be provided in a language the complainant can understand
and may require language assistance for complainants with limited English proficiency in accordance with
Title VI of the Civil Rights Act of 1964. If the complaint alleges discriminatory harassment by a named party
or parties, the coordinator will provide the accused party or parties with notice of the outcome of the
investigation and notice of their right to appeal any discipline or corrective action imposed by the district.
● Any corrective measures deemed necessary will be instituted as quickly as possible, but in no event more
than thirty (30) days after the superintendent's mailing of a written response, unless the accused is
appealing the imposition of discipline and the district is barred by due process considerations or a lawful
order from imposing the discipline until the appeal process is concluded. Staff may also pursue complaints
through the appropriate collective bargaining agreement process or anti-discrimination policy.
● The district will inform the complainant how to report any subsequent problems. Additionally, the district
will conduct follow-up inquiries to see if there have been any new incidents or instances of retaliation, and
to promptly respond and appropriately address continuing or new problems. Follow-up inquiries will follow
a timeline agreed to by the district and complainant.
Level Two -Appeal to Board of Directors
Notice of Appeal and Hearing
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●

If a complainant disagrees with the superintendent’s or designee’s written decision, the complainant may
appeal the decision to the district board of directors, by filing a written notice of appeal with the secretary of
the board within ten (10) calendar days following the date upon which the complainant received the
response. :
● The board will schedule a hearing to commence by the twentieth (20th) calendar day following the filing of
the written notice of appeal, unless otherwise agreed to by the complainant and the superintendent or for
good cause.
● Both parties will be allowed to present such witnesses and testimony as the board deems relevant and
material.
Decision
● Unless otherwise agreed to by the complainant, the board will render a written decision within thirty (30)
calendar days following the filing of the notice of appeal and provide the complainant with a copy of the
decision.
● The decision will be provided in a language that the complainant can understand which may require
language assistance for complainants with limited English proficiency in accordance with Title VI of the Civil
Rights Act.
● The decision will include notice of the complainant’s right to appeal to the Superintendent of Public
Instruction and will identify where and to whom the appeal must be filed. The district will send a copy of the
appeal decision to the office of the superintendent of public instruction.
Level Three - Complaint to the Superintendent of Public Instruction
Filing of Complaint
● If a complainant disagrees with the decision of the board of directors, or if the district fails to comply with
this procedure, the complainant may file a complaint with the Superintendent of Public Instruction.
● A complaint must be received by the Superintendent of Public Instruction on or before the twentieth (20)
calendar day following the date upon which the complainant received written notice of the board of
directors’ decision, unless the Superintendent of Public Instruction grants an extension for good cause
complaints may be submitted by mail, fax, electronic mail, or hand delivery.
● A complaint must be in writing and include: 1) A description of the specific acts, conditions or circumstances
alleged to violate applicable anti-sexual harassment laws; 2) The name and contact information, including
address, of the complainant; 3) The name and address of the district subject to the complaint; 4) A copy of
the district’s complaint and appeal decision, if any; and 5) A proposed resolution of the complaint or relief
requested. If the allegations regard a specific student, the complaint must also include the name and
address of the student, or in the case of a homeless child or youth, contact information.
Investigation, Determination and Corrective Action
● Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may initiate an
investigation, which may include conducting an independent on-site review. OSPI may also investigate
additional issues related to the complaint that were not included in the initial complaint or appeal to the
superintendent or board.
● Following the investigation, OSPI will make an independent determination as to whether the district has
failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and will issue a written decision to the
complainant and the district that addresses each allegation in the complaint and any other noncompliance
issues it has identified. The written decision will include corrective actions deemed necessary to correct
noncompliance and documentation the district must provide to demonstrate that corrective action has been
completed.
● All corrective actions must be completed within the timelines established by OSPI in the written decision
unless OSPI grants an extension. If timely compliance is not achieved, OSPI may take action including but
not limited to referring the district to appropriate state or federal agencies empowered to order compliance.
A complaint may be resolved at any time when, before the completion of the investigation, the district
voluntarily agrees to resolve the complaint. OSPI may provide technical assistance and dispute resolution
methods to resolve a complaint.
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Level Four - Administrative Hearing
A complainant or school district that desires to appeal the written decision of the Office of the Superintendent
of Public Instruction may file a written notice of appeal with OSPI within thirty (30) calendar days following the
date of receipt of that office’s written decision. OSPI will conduct a formal administrative hearing in
conformance with the Administrative Procedures Act, Chapter 34.05, RCW.
Other Complaint Options
Office for Civil Rights (OCR), U.S. Department of Education
OCR enforces several federal civil rights laws, which prohibit discrimination in public schools on the basis of race,
color, national origin, sex, disability, and age. File complaints with OCR within 180 calendar days of the date of
the alleged discrimination.
206-607-1600 ǀ TDD: 1-800-877-8339 ǀ OCR.Seattle@ed.gov ǀ www.ed.gov/ocr
Washington State Human Rights Commission (WSHRC)
WSHRC enforces the Washington Law Against Discrimination (RCW 49.60), which prohibits discrimination in
employment and in places of public accommodation, including schools. File complaints with WSHRC within six
months of the date of the alleged discrimination.
1-800-233-3247 ǀ TTY: 1-800-300-7525 ǀ www.hum.wa.gov
Mediation
At any time during the complaint procedure set forth in WAC 392-190-065 through 392-190-075, a district may,
at its own expense, offer mediation. The complainant and the district may agree to extend the complaint
process deadlines in order to pursue mediation.
The purpose of mediation is to provide both the complainant and the district an opportunity to resolve disputes
and reach a mutually acceptable agreement through the use of an impartial mediator. Mediation must be
voluntary and requires the mutual agreement of both parties. It may be terminated by either party at any time
during the mediation process. It may not be used to deny or delay a complainant’s right to utilize the complaint
procedures.
Mediation must be conducted by a qualified and impartial mediator who may not: 1) Be an employee of any
school district, public charter school, or other public or private agency that is providing education related
services to a student who is the subject of the complaint being mediated; or 2) Have a personal or professional
conflict of interest. A mediator is not considered an employee of the district or charter school or other public or
private agency solely because he or she serves as a mediator.
If the parties reach agreement through mediation, they may execute a legally binding agreement that sets forth
the resolution and states that all discussions that occurred during the course of mediation will remain
confidential and may not be used as evidence in any subsequent complaint, due process hearing or civil
proceeding. The agreement must be signed by the complainant and a district representative who has authority
to bind the district.
Training and Orientation
A fixed component of all district orientation sessions for staff, students and regular volunteers will introduce the
elements of this policy. Staff will be provided information on recognizing and preventing sexual harassment.
Staff will be fully informed of the formal and informal complaint processes and their roles and responsibilities
under the policy and procedure.
Certificated staff will be reminded of their legal responsibility to report suspected child abuse, and how that
responsibility may be implicated by some allegations of sexual harassment. Regular volunteers will get the
portions of this component of orientation relevant to their rights and responsibilities.
Students will be provided with age-appropriate information on the recognition and prevention of sexual
harassment and their rights and responsibilities under this and other district policies and rules at student
orientation sessions and on other appropriate occasions, which may include parents. As part of the information
on the recognition and prevention of sexual harassment staff, volunteers, students and parents will be informed
that sexual harassment may include, but is not limited to:
● Demands for sexual favors in exchange for preferential treatment or something of value;
● Stating or implying that a person will lose something if he or she does not submit to a sexual request;
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●
●

Penalizing a person for refusing to submit to a sexual advance, or providing a benefit to someone who does;
Making unwelcome, offensive or inappropriate sexually suggestive remarks comments, gestures, or jokes; or
remarks of a sexual nature about a person's appearance, gender or conduct;
● Using derogatory sexual terms for a person;
● Standing too close, inappropriately touching, cornering or stalking a person; or
● Displaying offensive or inappropriate sexual illustrations on school property.
Policy and Procedure Review
Annually the superintendent or designee will convene an ad hoc committee composed of representatives of
certificated and classified staff, volunteers, students and parents to review the use and efficacy of this policy and
procedure. The Title IX/Civil Rights Compliance Coordinator will be included in the committee. Based on the
review of the committee, the superintendent will prepare a report to the board including, if necessary, any
recommended policy changes. The superintendent will consider adopting changes to this procedure if
recommended by the committee.

CODE OF PROFESSIONAL CONDUCT
CHAPTER 181-87 WAC
WAC 181-87-005 PURPOSE
The sole purpose of this chapter is to set forth policies and procedures related to reprimand, suspension, and
revocation actions respecting certification of education practitioners in the state of Washington for acts of
unprofessional conduct. It is recognized that grounds for the discharge, nonrenewal of contracts, or other
adverse change in contract status affecting the employment contracts of education practitioners are broader
than stated herein. The grounds set forth as unprofessional conduct in this chapter shall not limit discharge,
nonrenewal of contracts, or other employment action by employers of education practitioners.
WAC 181-87-010 PUBLIC POLICY GOALS OF CHAPTER
The public policy goals of this chapter are as follows:
(1)
To protect the health, safety, and general welfare of students within the state of Washington.
(2)
To assure the citizens of the state of Washington that education practitioners are accountable for
acts of unprofessional conduct.
(3)
To define and provide notice to education practitioners within the state of Washington of the acts of
unprofessional conduct for which they are accountable pursuant to the provisions of chapter 181-86 WAC.
PROFESSIONAL ACCOUNTABILITY
WAC 181-87-015 ACCOUNTABILITY FOR ACTS OF UNPROFESSIONAL CONDUCT
ANY EDUCATIONAL PRACTITIONER WHO COMMITS AN ACT OF UNPROFESSIONAL CONDUCT PROSCRIBED
ACCOUNTABLE FOR SUCH CONDUCT PURSUANT TO THE PROVISIONS OF CHAPTER 181-86 WAC.

WITHIN THIS CHAPTER MAY BE HELD

ADMINISTRATIVE PROVISIONS
WAC 181-87-020 APPLICABILITY OF CHAPTER TO PRIVATE CONDUCT
As a general rule, the provisions of this chapter shall not be applicable to the private conduct of an education
practitioner except where the education practitioner's role as a private person is not clearly distinguishable
from the role as an education practitioner and the fulfillment of professional obligations.
WAC 181-87-025 EXCLUSIVITY OF CHAPTER
No act, for the purpose of this chapter, shall be defined as an act of unprofessional conduct unless it is included
in this chapter.
WAC 181-87-030 PROSPECTIVE APPLICATION OF CHAPTER AND AMENDMENTS
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The provisions of this chapter shall take effect ninety calendar days after adoption and shall apply
prospectively to acts of unprofessional conduct committed after such effective date. Unless provided to the
contrary, any revision shall take effect six months after adoption and shall apply prospectively from such
effective date.
WAC 181-87-035 EDUCATION PRACTITIONER DEFINITION
As used in this chapter, the term "education practitioner" means any certificate holder licensed under rules
of the Professional Educator Standards Board to serve as a certified employee.
WAC 181-87-040 STUDENT-DEFINITION
As used in this chapter, the term "student" means the following:
(1)
Any student who is under the supervision, direction, or control of the education practitioner.
(2)
Any student enrolled in any school or school district served by the education practitioner.
(3)
Any student enrolled in any school or school district while attending a school related activity at which
the education practitioner is performing professional duties.
(4)
Any former student who is under eighteen years of age and who has been under the supervision,
direction, or control of the education practitioner. Former student, for the purpose of this section, includes
but it not limited to drop outs, graduates, and students who transfer to other districts or schools.
WAC 181-87-045 COLLEAGUE-DEFINITION
As used in this chapter, the term "colleague" means any person with whom the education practitioner has
established a professional relationship and includes fellow workers and employees regardless of their status
as education practitioners.

ACTS OF UNPROFESSIONAL CONDUCT
WAC 181-87-050 MISREPRESENTATION OR FALSIFICATION IN THE COURSE OF PROFESSIONAL
PRACTICE
Any falsification or deliberate misrepresentation, including omission, of a material fact by an education
practitioner concerning any of the following is an act of unprofessional conduct:
(1) Statement of professional qualifications.
(2)
Application or recommendation for professional employment, promotion, certification, or an
endorsement.
(3)
Application or recommendation for college or university admission, scholarship, grant, academic
award, or similar benefit.
(4)
Representation of completion of in-service or continuing education credit hours.
(5)
Evaluations or grading of students and/or personnel.
(6)
Financial or program compliance reports submitted to state, federal, or other governmental
agencies.
(7)
Information submitted in the course of an official inquiry by the superintendent of public instruction
related to the following:
(a)
Good moral character or personal fitness.
(b)
Acts of unprofessional conduct.
(8)
Information submitted in the course of an investigation by a law enforcement agency or by child
protective services regarding school related criminal activity.
(9) Assessments leading to certification.
(10) An education practitioner who aids, encourages, and/or abets another educator in any falsification or
deliberate misrepresentation, including omission, of a material fact in
conjunction
with
professional practice.

the

acts

listed

above commits
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misrepresentation in the course of

WAC 181-87-055 ALCOHOL OR CONTROLLED SUBSTANCE ABUSE
Unprofessional conduct includes:
(1)
Being under the influence of alcohol, marijuana or of a controlled substance, as defined in chapter
69.50 RCW, on school premises or at a school-sponsored activity involving students, following:
(a)
Notification to the education practitioner by his or her employer of concern regarding alcohol or
substance abuse affecting job performance;
(b)
A recommendation by the employer that the education practitioner seek counseling or other
appropriate and available assistance; and
(c)
The education practitioner has had a reasonable opportunity to obtain such assistance.
(2)
The possession, use, or consumption on school premises or at a school sponsored activity of a
Schedule 1 controlled substance, as defined by the state pharmacy quality assurance commission, or a
Schedule 2 controlled substance, as defined by the state pharmacy quality assurance commission, without a
prescription authorizing such use.
(3)
The consumption of an alcoholic beverage on school premises or at a school sponsored activity
involving students if such consumption is contrary to written policy of the school district or school building.
(4)
The possession of marijuana or marijuana-infused product on school premises or at a school
sponsored activity involving students if such possession violates Washington law or is contrary to written
policy of the school district or school building.
(5)
The use or consumption of marijuana or marijuana-infused product on school premises or at a school
sponsored activity.
WAC 181-87-060 DISREGARD OR ABANDONMENT OF GENERALLY RECOGNIZED PROFESSIONAL
STANDARDS
Any performance of professional practice in flagrant disregard or clear abandonment of generally recognized
professional standards in the course of any of the following professional practices is an act of unprofessional
conduct:
(1) Assessment, treatment, instruction, or supervision of students.
(2) Employment or evaluation of personnel.
(3) Management of moneys or property.
WAC 181-87-065 ABANDONMENT OF CONTRACT FOR PROFESSIONAL SERVICES
Any permanent abandonment, constituting a substantial violation without good cause, of one of the
following written contracts to perform professional services for a private school or a school or an educational
service district is an act of unprofessional conduct:
(1)
An employment contract, excluding any extracurricular or other specific activity within such contract
or any supplementary contract.
(2) Professional service contract.
WAC 181-87-070 UNAUTHORIZED PROFESSIONAL PRACTICE
Any act performed without good cause that materially contributes to one of the following unauthorized
professional practices is an act of unprofessional practice.
(1)
The intentional employment of a person to serve as an employee in a position for which certification
is required by rules of the Professional Educator Standards Board when such person does not possess, at the
time of commencement of such responsibility, a valid certificate to hold the position for which such person is
employed.
(2)
The assignment or delegation in a school setting of any responsibility within the scope of the
authorized practice of nursing, physical therapy, or occupational therapy to a person not licensed to practice
such profession unless such assignment or delegation is otherwise authorized by law, including the rules of
the appropriate licensing board.
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(3)
The practice of education by a certificate holder during any period in which such certificate has been
suspended.
(4)
The failure of a certificate holder to abide by the conditions within an agreement, executed pursuant
to WAC 181-86-160, to not continue or to accept education employment.
(5)
The failure of a certificate holder to comply with any condition, limitation, or other order or decision entered
pursuant to chapter 181-86 WAC.
(6)
Provided, That for the purpose of this section, good cause includes, but is not limited to, exigent
circumstances where immediate action is necessary to protect the health, safety, or general welfare of a
student, colleague, or other affected person.
WAC 181-87-080 SEXUAL MISCONDUCT WITH STUDENTS
Unprofessional conduct includes the commission by an education practitioner of any sexually exploitive act
with or to a student including, but not limited to, the following:
(1) Any sexual advance, verbal or physical;
(2) Sexual intercourse as defined in RCW 9A.44.010;
(3) Indecent exposure as defined in RCW 9A.88.010;
(4)
Sexual contact, i.e., the intentional touching of the sexual or other intimate parts of a student except
to the extent necessary and appropriate to attend to the hygienic or health needs of the student;
(5)
Provided, That the provisions of this section shall not apply if at the time of the sexual conduct the
participants are married to each other.
WAC 181-87-085 FURNISHING ALCOHOL OR CONTROLLED SUBSTANCE TO STUDENTS
Unprofessional conduct includes the illegal furnishing of alcohol or a controlled substance, as defined in
chapter 69.50 RCW, to any student by an education practitioner.
WAC 181-87-090 IMPROPER REMUNERATIVE CONDUCT
Any deliberate act in the course of professional practice which requires or pressures students to purchase
equipment, supplies, or services from the education practitioner in a private remunerative capacity is an act
of unprofessional conduct.
WAC 181-87-093 FAILURE TO ASSURE THE TRANSFER OF STUDENT RECORD INFORMATION OR STUDENT
RECORDS
The failure of a principal or other certificated chief administrator of a public school building to make a good
faith effort to assure compliance with RCW 28A.225.330 by establishing, distributing, and monitoring
compliance with written procedures that are reasonably designed to implement the statute shall constitute
an act of unprofessional conduct.
WAC 181-87-095 FAILURE TO FILE A COMPLAINT
The intentional or knowing failure of an educational service district superintendent, a district superintendent,
or a chief administrator of a private school to file a complaint pursuant to WAC 181-86-110 regarding the lack
of good moral character or personal fitness of an education practitioner or the commission of an act of
unprofessional conduct by an education practitioner is an act of unprofessional conduct.

WAC 81-86-013 GOOD MORAL CHARACTER AND PERSONAL FITNESS-DEFINITION
As used in this chapter, the terms "good moral character and personal fitness" means character and personal
fitness necessary to serve as a certificated employee in schools in the state of Washington, including
character and personal fitness to have contact with, to teach, and to perform supervision of children. Good
moral character and personal fitness includes, but is not limited to, the following:
(1) No conviction of any felony crime involving:
(a) The physical neglect of a child under chapter 9A.42 RCW;
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(b) The physical injury or death of a child under chapter 9A.32 or 9A.36 RCW, excepting motor vehicle
violations under chapter 46.61 RCW;
(c) The sexual exploitation of a child under chapter 9.68A RCW;
(d) Sexual offenses where a child is the victim under chapter 9A.44 RCW;
(e) The promotion of prostitution of a child under chapter 9A.88 RCW;
(f) The sale or purchase of a child under RCW 9A.64.030;
(g) Provided, That the general classes of felony crimes referenced within this subsection shall include
equivalent federal and crimes in other states committed against a child;
(h)
Provided further, That for the purpose of this subsection "child" means a minor as defined by the
applicable state or federal law;
(i)
Provided further, That for the purpose of this subsection "conviction" shall include a guilty plea.
(2)
No conviction of any crime within the last ten years, including motor vehicle violations, which would
materially and substantially impair the individual's worthiness and ability to serve as a professional within the
public and private schools of the state. In determining whether a particular conviction would materially and
substantially impair the individual's worthiness and ability to practice, the following and any other relevant
considerations shall be weighed:
(a)
Age and maturity at the time the criminal act was committed;
(b)
The degree of culpability required for conviction of the crime and any mitigating factors, including
motive for commission of the crime;
(c)
The classification of the criminal act and the seriousness of the actual and potential harm to persons
or property;
(d)
Criminal history and the likelihood that criminal conduct will be repeated;
(e)
The permissibility of service as a professional educator within the terms of any parole or probation;
(f)
Proximity or remoteness in time of the criminal conviction;
(g)
Any evidence offered which would support good moral character and personal fitness;
(h)
If this subsection is applied to a person certified under the laws of the state of Washington in a
suspension or revocation action, the effect on the education profession, including any chilling effect, shall be
weighed; and
(i)
In order to establish good moral character and personal fitness despite the criminal conviction, the
applicant or certificate holder has the duty to provide available evidence relative to the above
considerations. The superintendent of public instruction has the right to gather
and present additional evidence which may corroborate or negate that provided by the applicant or
certificate holder.
(3)
No behavioral problem which endangers the educational welfare or personal safety of students,
teachers, or other colleagues within the educational setting.
(4)
No practice within the state of Washington within the previous five school years with an expired,
lapsed, suspended, surrendered, or revoked certificate in a professional position for which certification is
required under the rules of the professional educator standards board.
WAC 181-86-014 GOOD MORAL CHARACTER AND PERSONAL FITNESS-CONTINUING REQUIREMENT
The good moral character and personal fitness requirement of applicants for certification under the laws of
the state of Washington is a continuing requirement for holding a professional educational certificate under
regulations of the professional educator standards board.
WAC 181-86 ACTIONS BY THE OFFICE OF SUPERINTENDENT OF PUBLIC INSTRUCTION FOR ACTS OF
UNPROFESSIONAL CONDUCT AND/OR LACK OF GOOD MORAL CHARACTER AND PERSONAL FITNESS
Order of Dismissal: The Office of Superintendent of Public Instruction will take no disciplinary actions; the
case is dismissed without prejudice
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Order of Reprimand: Orders the certificate holder not to continue or repeat the conduct or lack good moral
character or personal fitness. The certificate remains valid unless expires/lapses.
Order of Suspension: Suspends the educations practitioner from practicing for a stated period of time. Such
order may contain a requirement that the certificate holder fulfill certain conditions precedent to resuming
professional practice and certain conditions subsequent to resuming professional practice.
Order of Revocation: An order revoking the certificate(s) of the education practitioner.
Voluntary Surrender: A holder of a certificate who has not received a final order for revocation may
voluntarily surrender their certificate to the Office of Superintendent of Public Instruction if the certificate
holder believes they might be ineligible to hold a certificate for any reason which is or might constitute
grounds for a revocation of the certificate other than a conviction of a felony crime states within WAC
181-86-013(1).
Denial Order: A conclusion of law that the applicant does not qualify for the certificate, including renewal and
reinstatement, or endorsement request.
WAC 181-86-170 BURDEN AND STANDARD OF PROOF
The following burden and standard of proof shall be applicable:
(1)
If an application for certification or reinstatement has been denied for lack of good moral character
or personal fitness, the evidence submitted by the applicant must prove by clear and convincing evidence
that he or she is of good moral character and personal fitness or the application will be denied.
(2)
In a suspension or revocation proceeding, the superintendent of public instruction must prove by
clear and convincing evidence that the certificate holder is not of good moral character or personal fitness or
has committed an act of unprofessional conduct.
(3)
In all other proceedings, including reprimand, the standard of proof shall be a preponderance of
evidence.
WAC 181-86-145 APPEAL PROCEDURE
Any person may appeal any of the above orders by filing written notice with the superintendent of public
instruction within thirty calendar days following the date of receipt of such order.

WAC 181-86-185 PUBLIC NOTICE AND REPORT
The superintendent of public instruction shall notify all other states whenever an applicant has been denied a
certificate for failure to
possess good moral character or personal fitness or whenever a certificate has been suspended, surrendered,
or revoked and shall provide the full name and certificate number, if applicable, to the agency responsible for
certification in each state. The superintendent of public instruction shall notify appropriate public or private
school officials within the state the name and certification number of all certificate holders whose certificates
have been suspended, surrendered, or revoked.
HOW TO FILE A COMPLAINT AGAINST A SCHOOL EMPLOYEE
A written complaint must first be filed with the school district superintendent, educational service district
superintendent, or the private school administrator, stating the grounds and factual basis for the complaint.
The Office of Superintendent of Public Instruction has authority to investigate certificated school district
employees for acts of unprofessional conduct or lack of good moral character or personal fitness. When an
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educational service district superintendent, school district superintendent, or the chief administrator of an
approved private school possess sufficient reliable information to believe a certificated employee within such
educational service district, school district or private school is not of good moral character or personally fit or
has committed an act of unprofessional conduct (WAC 181-87), such superintendent or chief administrator,
within a reasonable period of time after making such determination, shall file a written complaint with the
Office of Superintendent of Public Instruction.
COMPLAINTS ALLEGING PHYSICAL ABUSE OR SEXUAL MISCONDUCT RCW 28A.410.090 (2)
A parent or another person may file a written complaint with the superintendent of public instruction
alleging physical abuse or sexual misconduct by a certificated school employee if:
(1)
The parent or other person has already filed a written complaint with the educational service district
superintendent concerning that employee;
(2)
The educational service district superintendent has not caused an investigation of the allegations and has not
forwarded the complaint to the superintendent of public instruction for investigation; and
(3)
The written complaint states the grounds and factual basis upon which the parent or other person
believes an investigation should be conducted.
WAC 181-86-110 DUTY OF ESD SUPERINTENDENT, DISTRICT SUPERINTENDENT AND PRIVATE SCHOOL
ADMINISTRATOR TO FILE COMPLAINTS
When an educational service district superintendent, a district superintendent, or the chief administrative
officer of an approved private school possesses sufficient reliable information to believe that a certificated
employee within such district or approved private school is not of good moral character or personally fit or
has committed an act of unprofessional conduct, such superintendent or chief administrative officer, within a
reasonable period of time of making such determination, shall file a written complaint with the
superintendent of public instruction: Provided, That if an educational service district or school district is
considering action to discharge an employee of such district, the educational service district or school district
superintendent need not file such complaint until ten calendar days after making the final decision to serve
or not serve formal notice of discharge.

MANDATORY REPORTING (RCW 26.44.030)
When any professional school personnel has reasonable cause to believe that a child has suffered abuse or
neglect, he or she SHALL report such incident or cause a report to be made to the proper law enforcement
agency or to the Department of Social and Health Services within 48 hours.
DUTY TO REPORT PHYSICAL ABUSE OR SEXUAL MISCONDUCT BY SCHOOL EMPLOYEES (RCW28A.400.317)
A certificated or classified school employee who has knowledge or reasonable cause to believe that a student
has been a victim of physical
abuse or sexual misconduct by another school employee, shall report such abuse or misconduct to the
appropriate school administrator. The school administrator shall cause a report to be made to the proper law
enforcement agency if he or she has reasonable cause to believe that the misconduct or abuse has occurred
as required under RCW
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26.44.030. During the process of making a reasonable cause determination, the school administrator shall
contact all parties involved in the complaint.
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