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Letter from the Principal 

September 2022 
 

Dear Washington Families, 
 
Welcome to the Washington Elementary 2022-23 school year!  I am excited to welcome 
you back to school.  We have been working hard all summer to prepare for students 
returning this fall. Please review this handbook and return the signature page sent 
home with your child. 
 
As always, partnering with families is essential for success of our students. Please 
consider joining our ATP/PTO to assist with fundraising and student activities.  During 
the year, remember to stay connected with your child’s teacher.  We ask that you 
support your child’s learning by ensuring that they:      
                                                                                                     
 1) Attend school daily and arrive on time  

2) Come to school rested and ready to learn 
 3) Read 20 minutes daily to develop a love for reading 

4) Share school experiences with you so that you are aware of their school life 
 
Student safety is our top priority at Washington Elementary. Please follow our campus 
safety protocols. Only students and staff are allowed on the school grounds from 7:30 
a.m. to 4 p.m.  All visitors to the building must check in at the office. If walking to pick 
up a student please wait in the front of the building. When dropping off or picking up 
students please follow the “Student drop off/pick up Procedures” explained in this 
handbook.  Throughout the school year, I encourage you to stay informed by following 
our Facebook page https://www.facebook.com/WashingtonElementarySchoolKSD/ and 
the district website https://www.ksd.org/ for important school updates and 
information. 
 
Washington Elementary will continue our work to create a safe and nurturing culture 
for all students and staff.  Our teaching team will continue to develop engaging and 
rigorous lessons for all students, while at the same time focusing on your child’s social 
and emotional needs.  I look forward to working with you and your children.  If at any 
time you have questions please email myself, your child’s teacher, or contact the 
office at 222-6200.  Our office hours are 8 a.m. to 4 p.m. 
 
Sincerely, 
 
 
 
Kim Lembeck 
Principal  

https://www.facebook.com/WashingtonElementarySchoolKSD/
https://www.ksd.org/


 

 

Positive Behavioral Intervention and Supports (PBIS) 
 
What is PBIS? 
PBIS is an evidenced-based three-tiered framework to establish and improve the 
social, cultural and behavioral interventions and supports needed in order for 
schools to be effective learning environments for all 
students. 
 
Tier 1: Universal Prevention (All) 
Tier 1 supports serve as the foundation for behavior 
and academics. These universal supports, such as 
Teach-Tos, Tiger Tickets, and Refocuses, are 
provided to all students. For most students, the core 
program gives them what they need to be successful 
and to prevent future problems. 
 
Tier 2: Targeted Prevention (Some) 
Tier 2 practices and systems provide targeted support for students who are not 
successful with Tier 1 supports alone. The focus is on supporting students who 
are at risk for developing more serious problem behaviors before they start. 
These supports can be provided individually or in small groups of students 
with similar targeted needs; providing support to a group of students provides 
more opportunities for practice and feedback while keeping the intervention 
maximally efficient. Check In/Check Out (CICO) is an example of a Tier 2 
support.  
 
Tier 3: Intensive, Individualized Prevention (Few) 
Tier 3 supports are the most resource-intensive due to the individualized 
approach of developing and carrying out interventions. Formal assessments are 
used to determine a student’s needs and to develop an individualized support 
plan. Student plans often include goals related to both academics as well as 
behavior. An example of a Tier 3 support is wrap-around care. 
 
Key Components Across All Tiers 
Each tier has its own set of systems and practices, but some key components 
appear across every level: 

● Practices are organized along a tiered continuum beginning with strong 
universal supports followed by intensified interventions matched to 
student needs 

● Practices are based on evidence 
● Data are collected and used to screen, monitor, and assess student 

progress 
● Resources are allocated to ensure systems and practices are implemented 

with fidelity over time 



 

 

R.O.A.R. Matrix   
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Social-Emotional Learning 
 
Learning is a highly collaborative process; in today’s schools, learning is often 
done in collaboration with peers, teachers, and families.  Therefore, the ability 
to recognize, understand and regulate emotions, cohesively collaborate with 
others, and make good decisions, can either facilitate or impede school success.  
The development of strong social-emotional skills can contribute to stronger 
school attachment including students’ sense of belonging, belief that school has 
value feelings of being supported by school staff, and overall school interest.  
When students are strongly attached to and involved in school, they tend to 
exhibit less disruptive behaviors, stronger academic motivation, increased 
attentiveness in class, stronger academic achievement, and have a decreased 
likelihood of school drop-out. 
 
At Washington Elementary School, we are committed to encouraging and 
embracing student individuality as we work to ensure the academic and 
social-emotional success of every child.  Along with the use of PBIS, the 
school engages and supports students SEL growth through the use of 
daily morning meetings and the Purposefull People curriculum. 
 
 
PurposeFull People 
 
PurposeFull People (PP), the elementary version of Character Strong, is designed 
to support elementary schools in weaving social-emotional learning and 
character education into the daily fabric of everything they do!  The PP 
curriculum focuses on 10 essential character traits: Courage, Respect, 
Perseverance, Gratitude, Honesty, Kindness, Empathy, 
Responsibility, Cooperation, and Creativity. During the 
school year, these traits will be explicitly taught and 
reinforced as staff integrates social-emotional learning 
strategies into their daily work and routines.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

9 
Revised 8/18/22 

Morning Meetings 
 

Morning Meetings are designed to transition kiddos from their home 
environments to school, to welcome and acknowledge them, and build 
stronger social-emotional wellbeing. They are an informal way to 
reacquaint everyone with each other as they enter the classroom 
ecosystem. The goal is to set the tone for respectful learning, establish a 
climate of trust and motivation, create empathy, encourage collaboration, 
and support SEL and academic learning and growth.  
 
During Morning Meetings, the kiddos and teacher gather, usually in a 
circle, for an organized activity that allows students the opportunity to 
develop personal, academic and social skills. The meeting can be as quick 
as 15 minutes or as long as 30. Teachers determine the length of 
meetings based on what kiddos need to successfully start their day.  
 
Developed as part of the Responsive Classroom (RC) model, Morning 
Meetings have four components: 

1. Greeting: Students and teachers greet and welcome one 
another. 

2. Sharing: Students share something about themselves or their 
lives and their peers listen, ask follow-up questions, or offer 
comments. 

3. Activity: The group completes an activity that encourages 
teamwork while emphasizing social and academic skills. 

4. Morning Message: Students read a brief message from their 
teacher, usually describing learning or activities that are 
coming in the day ahead. 
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Bell Schedule  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

School Starts: 8:40 

TK-2 Recess:  10:10 – 10:25 

Grade Level Lunch Recess 

TK-2 11:30 – 12:00 12:00 - 12:30 

3-5 12:00-12:30 12:30-1:00 

3-5 Recess:  2:00-2:15 

Dismissal:  3:17 
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General Information 
 

Contact Information 

Location Phone Number Office Hours 

105 W. 21st Avenue 
Kennewick, WA 99337 

(509) 222-6200 
 

8:00 a.m. – 4:00 p.m. 
 

 
Arrival Time 

Please make sure your child arrives at school as close to 8:40 a.m. as possible; 
there is no playground supervision available prior to 8:30 a.m. 
 

Attendance and Truancy Procedures 
Regular attendance is very important in order to be successful in school. State 
law requires that we be notified of the reason for an absence. Whenever your 
child is absent, you must either call the office letting us know, or send a written 
excuse with him/her. If fifteen excused absences are incurred, each subsequent 
absence is considered unexcused and the steps outlined in Section 2 will be 
followed. 
 
Unexcused absences/truancy is defined as a day, or part of a day, in which a 
student does not attend school and the parent(s)/guardian(s) or the school has 
not given permission for the student to miss school. If unexcused absences 
occur: 

● a warning letter and a conference shall follow two unexcused absences of 
this type in a month. A student’s grade shall not be affected if no graded 
activity is missed during absence. 

● if five unexcused absences in a month occur, a conference shall be held 
between the parents (or guardian), student, teacher, and principal. At this 
conference, all parties involved shall discuss the problem. 

● if seven unexcused absences in a month or ten unexcused absences in a 
year, school shall a petition to the Community Truancy Board or County 
Prosecutor for action as per Washington State Law. 

 
Immunizations 

The State of Washington has laws governing minimum inoculation standards 
for children in grades K-12.  The purpose of the law is to protect every child 
from disease.  Our school nurse will contact you if there are any questions 
about your child’s immunization record.  Children may not be enrolled in 
school if they do not have the required immunizations. 
 

Medications 
Because of recent changes made in the laws by the legislators, our policies 
dealing with students’ medication have been changed. Under normal 
circumstances, prescribed medication should be dispensed before and/or after 
school hours under the supervision of the parent or guardian. If conditions 
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require the student to receive oral medication from an authorized staff member 
during school hours, the parent or legal guardian must submit a written 
request accompanied by authorization with written directions from a licensed 
physician or dentist. The order shall be current and reviewed and updated as 
needed, but in no case shall it remain in effect beyond the current school year. 
At the discretion of authorized school district personnel, over the counter 
medication may be administered to students upon request by the parent or 
legal guardian. Medication must be in the original container, and if prescription 
medication, be labeled by a physician, dentist or pharmacist. 
 
The following lists the procedures regarding medication at school: 

● Under normal circumstances, medication should be dispensed before 
and/or after school hours under the supervision of the parents or 
guardian. 

● The medication request form is to be signed by the parent/guardian and 
physician. 

● All medication must be kept in an original- labeled bottle; envelopes and 
plastic bags are not acceptable. (Request an extra labeled bottle at your 
pharmacy.) 

● Bottles must be labeled with the student’s name, name of contents, 
dosage, and the time of day to be given. 

● All medications are to be kept in the office where they can be locked up 
during non-school hours. 

● Medications are to be dispensed in school office only. Such medication 
may not be administered by untrained school personnel. 

● Students are to assume responsibility for going to the office to obtain 
their medication at a specific time. 

● Only the amount of medication needed during school hours for the 
course of the illness/ condition is to be sent to school, but no more than 
a two-week supply. 

 
Common Diseases of Children 

Chicken Pox  Starts with fever, fatigue and then skin changes on the 
chest and back. Each area of skin begins as a small 
dewdrop-like blister which in 3-4 days leaves a scab.  

− Incubation period: 14-21 days 
− Infection period: 1-2 days before until 6 days after 

spots appear 
− Isolation period: 1 week from time spots appear 

until all are dry and crusted. 

Impetigo Crusted sores at the corner of mouth, nose or at ear lobe. 
Child should see doctor for treatment, but necessity for 
being out of school should not extend over 3-4 days. 

Lice Easily passed through hats, combs, etc., from one child to 
another in school. Contact doctor or pharmacist for 



 

13 
Revised 8/18/22 

medicated shampoo. Absenteeism should not exceed 2-3 
days. It is possible to clean up parasites in 24 hours. 

Measles Begins with 3-4 days of fever, cold symptoms, red eyes 
and cough. Rash then begins around ears and hairline, 
spreading to trunk, arms and thighs. 

Mumps Almost non-existent 

Pinkeye 
(Conjunctivitis) 

A common infectious disease of one or both eyes caused 
by several types of bacteria and viruses. The eye waters 
profusely, appears extremely red and feels irritated. The 
eyelid may be swollen, and the student may complain of 
itching, pain, and sensitivity to light. Vision is usually 
normal. There may be drainage of mucus and pus or clear 
liquid.  It is spread through contact with discharge from 
eye or respiratory passages or through contaminated 
fingers or personal articles such as the eye. We will 
exclude your child from school until infection subsides or 
is under adequate treatment. 

Ringworm Fungus infections on body, which begin as a small red 
patch or bump, which spreads outwards, taking on the 
appearance of a red, scaly outer ring with a clear central 
area. Medication can be obtained at the drug store.  The 
child may stay in school after treatment has started. 

 
Student Dress 

The school board has adopted a policy that forbids students from attending 
school wearing clothing that has pictures or words that show or promote 
tobacco, marijuana, alcohol products or profanity. Please, do not send your 
children to school with clothing that advertises these substances. Students 
should refrain from wearing flip flops, sandals, and shoes that lack support on 
days designated for PE or special athletic events.  
 
All students should be properly dressed for the weather conditions at the time. 
Because of the different duties of teachers, we cannot assume the responsibility 
of students left in the classroom; therefore, all students will be outside during 
recess unless they have a doctor’s excuse. 
 
Students may wear ball caps, beanies, hoods up in classrooms at the teacher’s 
discretion. These items may be worn at recess. Any of these items will remain 
off and in the classroom in common areas, i.e. hallways, specials.  
 

Breakfast Program 
Washington Elementary School participates in Breakfast in the Classroom.  
Every student may eat breakfast for free.  Students will eat breakfast from 8:40-
8:55 a.m. in their classroom.  This eliminates the need for your child to arrive 
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early to school for breakfast.  Please do not have your children arrive before 
8:30 a.m.  There is no playground supervision before school. 
 

School Lunches 
During the 2022-2023 school year, Washington Elementary will participate in 
Community Eligibility Provision (CEP), a federal program that allows qualifying 
schools based on economic information, to provide breakfast and lunch at no 
charge to all students.  Children who attend Washington Elementary will 
participate in the CEP school meal program without submitting an application 
for free or reduced-price meals.  Please note: 

● Students who bring a sack lunch to school and want milk will receive an 
additional snack called a “Fuel Pack” as well at no cost. 

● Staff members, parents, and younger siblings not enrolled at Washington 
must purchase meals. 

 

 Adult Meal Cost 
Breakfast Lunch 

 $2.80 $4.50 

 
Student Records 

Parents/custodial guardians may set up an appointment to review their 
student’s records. 
 

Volunteering/Visiting  
If you would like to volunteer in your child’s classroom, contact our office. All 
volunteers must have fill out the paperwork annually which includes a 
background check.  
 
All volunteers/visitors are required to sign in at the office, where they will be 
given a name tag to wear while they are in the building. The name tag identifies 
those who are in the building and verifies that they have checked in at the 
office before going to any classroom. For the safety of the students there will 
be no exceptions. Your co-operation is appreciated.  
 
Parents/guardians are welcome to visit our school. We’re proud of the learning 
that goes on in our classrooms; more important, active interest by parents 
helps to provide a child with lasting motivation towards school. The following 
suggestions are offered as an aid to making your classroom visit a profitable 
one: 

● Please schedule you visit with your child’s teacher at least twenty-four 
hours in advance. 

● Several short visits of a half-hour duration are usually better than one 
long period. 

● Do not bring small children. Even if well mannered, they usually 
command the attention of curious students. 
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● Always check in with the office before going to the classroom.  
● Look at the following points as indicators for your child’s success at 

school: 
o Ability to listen 
o Independent work habits 
o Success in working with others 
o General attitude 
o Willingness to cooperate and share 

● During your visit, keep in mind that you are observing only a small part 
of a unit of work which may have been in progress for many days, and 
which, no doubt, will continue for several days. Feel free to discuss your 
visit with the teacher.  

● All visitors must wear a face mask at all times in building and maintain 
social distancing as per COVID-19 safety guidelines. 

 
Student Pick-up Procedures 

On occasion, it may be necessary to take a child out of school for dental, 
doctor, or other appointments.  In such instances, please report to our school 
office and check your child out in the student release notebook. For the sake of 
student safety and individual parent convenience, our school secretary will 
report to the individual classroom for the child. Requests for the release of 
students should not be done by written request or by telephone. The child 
should be picked up at school by the authorized adult. In the case of unusual 
circumstances, please contact our school office. If you are picking up your 
child, please use the pick up loop and if your child is not ready please loop 
around the parking lot again (see Student Drop off/Pick up below). Parents will 
not be allowed to pick up children at their classrooms doors and are 
encouraged to use the pick-up loop to ensure the whole schools safety. 
Students will not be released to the parking lot or across the street to your 
vehicle for safety reasons. We want to make sure all students are safe and your 
cooperation in following the pick-up loop will reduce the risks.  
 

Bikes/Scooters 
Riding bikes/scooters to and from school is a great form of exercise, but please 
make sure the students are aware of safety rules and use extra care with traffic 
during the ride. Accidents can happen, so we hope you will encourage the use 
of a helmet whenever your child does ride their bicycle/scooter.  Be careful to 
properly lock the bike/scooter and leave it there until it is time to return home. 
Please note, skateboards and roller skates are not allowed at school and should 
be left home.  
 

Bus Transportation 
Bus riders are expected to conduct themselves in a safe manner on the bus so 
as not to distract the driver.  The following bus rules should be discussed with 
your child: 
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● The driver is in full charge of the bus and students. 
● Students shall only ride their regularly assigned bus. 
● No students shall be permitted to leave the bus except at their regular 

stop, unless written permission is given by the principal or parent.  
● Each student may be assigned a seat which they will be seated in at all 

times. 
● Outside of ordinary conversation, classroom conduct must be observed. 
● No eating or drinking is allowed on the bus. 
● No tobacco, matches, lighters or firearms allowed on the bus. 
● No student will open a window without first receiving permission from 

the driver. 
● No students shall, at any time, extend their head, hands, or arms out of 

any window. 
● Students are not allowed to have anything in their possession that may 

cause injury to another student, such as sticks, breakable containers or 
weapons. 

● Students must remain seated until the bus has come to a complete stop. 
● Students may cross the roadway only in front of the bus and NEVER 

behind it. 
● Students are not to be at the bus stop more than 5 minutes prior to the 

scheduled arrival. 
● Student misconduct on the bus can be reason to discontinue bus rider 

privileges. 
● Parents of students damaging school buses will be responsible for 

reimbursement. 
● No skateboards or scooters allowed on the bus. 
● Be courteous. Use no profane language.   
● All students must wear a face mask at all times while on the bus. 

Including parent volunteers on field trips. 
 

Custody/Restraining Orders 
In order to protect your child/children from unauthorized adults taking them 
from school, we must have a copy on file of any restraining order issued in the 
State of Washington and signed by a judge.  Please contact your lawyer for 
assistance.  If you have questions regarding this, please call the school. 
 

School Closures 
Poor weather and other conditions may necessitate the closing of schools. 
Please do not call the school for this information.  Instead, please listen to local 
radio stations and check www.ksd.org for all announcements regarding school 
operation.  
 

Personal Property and Pets 
Personal property i.e. dolls, playthings, games, playing cards, etc. are not 
allowed at school unless requested by the teacher. Money should not be 

http://www.ksd.org/
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brought to school unless for a school related purpose.  Cell phones should 
never be seen or heard at school. Smart watches (Ex. Apple Watches) are 
allowed, however any use on the watch is prohibited and will follow the same 
protocol as a cellphone. If they are used/seen, they will be taken and returned 
at the end of that day for the first offense.  A parent will have to pick up the 
cell phone/ device on the second offense.   
 
Animals can be a nuisance on the playground no matter how cute they are at 
home. Also, a playground full of children can be a problem for your dog. If a 
dog continually appears on the school grounds, the animal control officer will 
be called. 
 

Lost and Found 
There is a lost and found trunk inside the building located near the office. If 
your child/children are missing items when they get home, please encourage 
them to check the lost and found.  This past school year, as in other years, we 
have given many items of clothing to charitable organizations.  Protect your 
clothing by placing name tags in the coats, sweaters, etc. 
 

Party Invitations 
Birthday parties are delightful and give many pleasant memories to children. 
However, not being invited to a party can be a very unhappy experience for 
children not receiving an invitation. In consideration of the feelings of children 
not receiving invitations, we are requesting that you mail the invitations and 
that no invitations be handed out at school unless each child in the classroom 
is receiving one. 
 

Weapons 
Weapons are not allowed on school property or at a school activity. For the 
safety and protection of all, students are explicitly forbidden from bringing 
weapons or items that are intended to be used (including pocketknives) as a 
weapon to school.  Additionally, students are not allowed to have laser pointers 
on campus. Kennewick School District Policy 3314 Exceptional Misconduct 
explicitly defines the district policy regarding Weapons. The policy states in 
part: 
 

1. Weapons may include, but are not limited to, air, aerosol, gas or 
pump-action chemical agents; air, aerosol, gas or pump-action 
firearms; nun-chu-ka sticks; throwing stars; clubs; knives of all kinds; 
silencers and objects similar in form or use to those listed above. Any 
item used with the intent, or perceived intent to threaten, intimidate, 
or harm another person would be considered a weapon. 

2. Blunt or heavy objects used or displayed during a fight may be 
considered weapons for purposes of enforcing this policy. 
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3. Weapon use, transmission or possession shall result in emergency 
expulsion by building administrators. Such expulsion shall continue 
until appropriate investigation has been made by school and law 
enforcement authorities. 

4. Administrators shall use discretion and may select alternative 
disciplinary measures when investigating incidents involving small 
pocketknives not used or displayed as a weapon. 

 
When, following an investigation, if the principal of a school determines there 
has been a violation of the weapon’s policy, the student shall be placed on 
emergency expulsion status. During the investigation the student shall be 
suspended. All verified weapon incidents will subject the student to an 
expulsion hearing with the School Board. If the student is expelled by the 
Board, the minimum length of the expulsion will be for the remainder of the 
current school year. There will be no automatic return to the school district. 
The student may apply for readmission to a district school no sooner than two 
(2) weeks before the beginning of the new school year.  
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IMPORTANT SAFETY NOTICE FOR STUDENTS 
BEING DROPPED OFF AND / OR PICKED UP 

 
 

 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please remember: 

 Only students and staff allowed on the school grounds 
from 7:30 a.m. to 4 p.m.   

 All visitors must check in at the office. 
 Please do not stop in the drop/pickup loop, continue in the 

loop until you see your student(s). 

 Pull into the pickup lane to pick up students. 
 Please do not block driveways across the street from the 

school. 

 Drop off and pick up at the south side of the parking lot 
 Kids may only cross 21st Ave. at Washington Street. 

 Make a plan to eliminate confusion after school. 

 If walking to pick up a student please wait at the front of the 
building.   

 Teachers walk students to the front of the building.   
 

Remember, your child’s safety is our #1 priority at Washington 
Elementary. 

DOUBLE PARKING OR U-TURNS ON 21st AVE. NOT ALLOWED AT ANY TIME! 
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Release of Student Directory Information 
 
Use of Student Likeness - Denial Form 
 
From time to time, photographs or videos of students are taken during the 
school day for use in district news releases, publications, video productions, 
and the district website. On occasion, television and other news media are 
invited to cover stories in our schools and take photos, video and/or interview 
students. Please sign the form below if you do not wish your child to be 
photographed, videoed, or interviewed. 
 
This form does not cover photos, videos or recordings taken at public, school, 
or district events including, but not limited to school assemblies, plays, 
concerts, or sporting events. This form must be completed annually and is in 
effect from the date signed to the end of the school year. 

 
Complete and return only if you do not want your child to be photographed. 
----------------------------------------------------------------------------------------------------------------------- 
 
I do not allow ________________________to be photographed, recorded, or 
otherwise reproduced in likeness, name, or voice, or to have any project created 
by my child displayed in any public forum or district/school created web site 
during the current school year. 
 
_____________________________   __________________________________________ 
Parent or Guardian Signature   Name of Student 
 
______________________________ _____________ ________________________ 
School My Child is Attending   Date    Daytime Phone No. 
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Section 2:  
State and District Policies and Procedures 
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Notification of Rights under Family Educational Rights and Privacy Act 
(FERPA) for Elementary and Secondary Schools 

 
The Family Educational Rights and Privacy Act (FERPA) affords parents and 
students over 18 years of age ("eligible students") certain rights with respect to 
the student's education records. These rights are: 

1. The right to inspect and review the student's education records within 45 
days of the day the School receives a request for access.  
 
Parents or eligible students should submit to the School principal [or 
appropriate school official] a written request that identifies the record(s) 
they wish to inspect.  The School official will make arrangements for 
access and notify the parent or eligible student of the time and place 
where the records may be inspected.  
 

2. The right to request the amendment of the student’s education records 
that the parent or eligible student believes are inaccurate or misleading. 
 
Parents or eligible students may ask the School to amend a record that 
they believe is inaccurate or misleading.  They should write the School 
principal [or appropriate official], clearly identify the part of the record 
they want changed and specify why it is inaccurate or misleading. If the 
School decides not to amend the record as requested by the parent or 
eligible student, the School will notify the parent or eligible student of 
the decision and advise them of their right to a hearing regarding the 
request for amendment.  Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when 
notified of the right to a hearing.  
 

3. The right to consent to disclosures of personally identifiable information 
contained in the student's education records, except to the extent that 
FERPA authorizes disclosure without consent. 
 
One exception, which permits disclosure without consent, is disclosure to 
school officials with legitimate educational interests.  A school official is 
a person employed by the School as an administrator, supervisor, 
instructor, or support staff member (including health or medical staff 
and law enforcement unit personnel); a person serving on the School 
Board; a person or company with whom the School has contracted to 
perform a special task (such as an attorney, auditor, medical consultant, 
or therapist); or a parent or student serving on an official committee, 
such as a disciplinary or grievance committee, or assisting another school 
official in performing his or her tasks. 
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A school official has a legitimate educational interest if the official needs 
to review an education record in order to fulfill his or her professional 
responsibility. 
[Optional] Upon request, the School discloses education records without 
consent to officials of another school district in which a student seeks or 
intends to enroll.  [NOTE:  FERPA requires a school district to make a 
reasonable attempt to notify the parent or student of the records request 
unless it states in its annual notification that it intends to forward 
records on request.] 
 

4. The right to file a complaint with the U.S. Department of Education 
concerning alleged failures by the School to comply with the 
requirements of FERPA.  The name and address of the Office that 
administers FERPA is: 
 

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC  20202-4605 
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Attendance Procedures 
 
Compulsory Attendance Law 
Every child, eight to eighteen years of age, is required to attend school. Five, six, 
and seven-year-old children who are enrolled in school are also subject to 
compulsory attendance requirements. It is the responsibility of the parent(s)/ 
guardian(s) to cause the child to attend. 
 
General Guidelines 
Attendance at school is key to student success. In order to avoid chronic 
absenteeism, the following guidelines will be used. Exceptions to the guidelines 
will be allowed only in unique circumstances and will be dealt with on an 
individual basis. 
 
Students are allowed fifteen (15) excused absences in a school year. Each 
absence thereafter is considered unexcused. The principal may make 
exceptions when parents can demonstrate justifiable cause for the excessive 
absences (i.e., long-term illness, etc.). 
 
If a student is absent for twenty (20) consecutive days without notification of 
the cause for the absence given to the school the student will be withdrawn 
from school. 
 
Excused Absences 
The following are valid excuses for absences and lateness: 

● Participation in school-approved activity. To be excused, the principal 
must authorize the absence and the affected teacher must be notified 
prior to the absence unless it is clearly impossible to do so. 

● Absence due to illness, health condition, or family emergency. The 
parent(s)/ guardian(s) is expected to call the school office by 9:00 a.m. on 
the morning of the absence and/or send a signed note of explanation 
with the student upon his/her return to school. After five (5) consecutive 
absences for illness a doctor’s note is required or each absence thereafter 
will be considered unexcused. 

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

● Absence for parental-approved activities: This category of absence shall 
be counted as excused for the purposes agreed to by the principal and 
the parent(s)/ guardian(s). An absence may not be approved if it causes a 
serious adverse effect on the student’s educational progress (i.e., 
participation classes such as PE or music). 
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● Absences resulting from disciplinary actions or short-term suspension. 
As required by law, students who are removed from a class as a 
disciplinary measure or students who have been placed on short-term 
suspension shall have the right to make up assignments or exams missed 
during the time that they were denied entry to the classroom if the effect 
of the missed assignments shall be a substantial lowering of the course 
grade. 

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

● Excused absence for chronic health conditions. A student with a chronic 
health condition which interrupts, regular attendance and participation 
may qualify for placement in a limited attendance and participation 
program. Staff shall be informed of the student’s needs though the 
confidentiality of medical information shall be respected at the request 
of the parent(s)/ guardian(s). 

● Assignments and/ or activities not completed or late because of an 
excused absence may be made up in the manner provided by the teacher. 

 
Unexcused Absences 
Any unexcused absence will be treated as truancies and dealt with under the 
procedures of the Washington Administrative Code for the BECCA truancy law. 
Unexcused absences fall into (3) categories: 

1. Submitting a signed excuse that does not fall into one of the above 
categories or is determined to be inappropriate by the building 
principal. 

2. Failing to contact the school or submit any type of excuse statement 
signed by the parent(s)/ guardian(s) or adult student. (This type of 
absence is also defined as truancy.) The student is truant when absent 
from school without parent/guardian and school permission. 

3. Exceeding the limit of fifteen (15) absences in one school year. 
 
Late Arrival to Class/Early Dismissal 
A student will be considered late if he/ she arrives after the start-up bell. When 
a student’s lateness becomes frequent or disruptive, the student will be 
referred to the counselor or principal. If counseling and conference with 
parent(s)/ guardian(s) are ineffective in changing the student’s attendance 
behavior, he/she may be subject to disciplinary action. 
 
If a student leaves school early on a regular basis, he/she misses important 
information and creates a disruption to the classroom. If a pattern of leaving 
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early persists, the parent(s)/ guardian(s) will be referred to the counselor or 
principal. 
 
Please see Kennewick School Board Policy 3122 for additional information on 
Kennewick School District attendance policy at 
https://www.ksd.org/District/School-Board/Policies-and-Procedures. A hard 
copy of Policy 3122 may also be requested at Washington Elementary School’s 
front office. 
 
  

https://www.ksd.org/District/School-Board/Policies-and-Procedures
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Truancy Process 
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Student Rights and Responsibilities 
(Policy #3200) 

 
Please refer to https://www.ksd.org/District/School-Board/Policies-and-
Procedures for information on Policy 3200.  Hard copies will be provided upon 
request from Washington Elementary School’s front desk.   
 
All students who attend the district's schools shall comply with the written 
policies, rules and regulations of the schools, shall pursue the required course 
of studies, and shall submit to the authority of the teachers of the schools, 
subject to such corrective action or punishment as the school officials 
determine.   

https://www.ksd.org/District/School-Board/Policies-and-Procedures
https://www.ksd.org/District/School-Board/Policies-and-Procedures
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Student Responsibility and Limitations 
(KSD Policy #3240) 

 
 
Please refer to https://www.ksd.org/District/School-Board/Policies-and-
Procedures for information on Policy 3240.  Hard copies will be provided upon 
request from Washington Elementary School’s front desk.   
 
The school district has established rules of conduct that shall be applicable at 
all schools. Individual buildings may distribute written rules of conduct that 
cover additional areas of student behavior. Violations of a rule of conduct may 
result in corrective action or punishment imposed by authorized employees of 
the district. It is the intent of the Kennewick School District to provide a safe, 
productive, positive, and disruptive-free classroom and learning environment.  

https://www.ksd.org/District/School-Board/Policies-and-Procedures
https://www.ksd.org/District/School-Board/Policies-and-Procedures


 

30 
Revised 8/18/22 

Student Exceptional Misconduct 
(KSD Policy #3314) 

 
Please refer to https://www.ksd.org/District/School-Board/Policies-and-
Procedures  for information on Policy 3314.  Hard copies will be provided upon 
request from Washington Elementary School’s front desk.   
 
Exceptional misconduct means misconduct which the school district has judged 
as follows:  
 

a) To be of such frequent occurrence, notwithstanding past attempts of 
district personnel to control such misconduct through the use of other 
forms of corrective action and/or punishment, as to warrant an 
immediate resort to long-term suspension or expulsion, and/or  
 

b) To be so serious in nature and/or serious in terms of the disruptive 
effect upon the operation of the school(s) as to warrant an immediate 
resort to short-term suspension, long-term suspension, or emergency 
expulsion. 

 
  

https://www.ksd.org/District/School-Board/Policies-and-Procedures
https://www.ksd.org/District/School-Board/Policies-and-Procedures


 

31 
Revised 8/18/22 

Harassment, Intimidation, or Bullying Reporting Form 
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Child Abuse and Neglect  

(KSD Policy #3421) 
 
 
Because child abuse and neglect are both a violation of children’s human rights 
and an obstacle to their educational development, all district personnel shall be 
alert for any evidence of such abuse or neglect.  
 
Staff members are legally responsible for reporting all suspected cases of child 
abuse and neglect within 48 hours. For that reason, under state law, school 
personnel are free from liability for reporting instances of abuse or neglect and 
are criminally liable for failure to do so.  
 
Personnel need not verify that a child has, in fact, been abused or neglected. 
Any conditions or information that may reasonably be related to abuse or 
neglect should be reported. Legal authorities have the responsibility for 
investigating each case and taking such action as is appropriate under the 
circumstances.  
 
Staff members receiving information regarding the outcome of reports of 
suspected cases of child abuse shall not disseminate or release it except as 
authorized by state and federal statute.  
 
Sexual harassment by others is a growing concern and will be reported.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: RCW 26.44.030 Reports; Duty and Authority to Make; 
Duty of Receiving Agency; Duty to Notify 
 
 
Adopted: September 8, 1993  
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Sexual Harassment  
(KSD Policy #5013) 

 
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, although staff shall always inform complainants of their 
right to and the process for filing a formal complaint. Staff shall also direct 
potential complainants to an appropriate staff member who can explain the 
informal and formal complaint processes and what a complainant can expect. 
Staff shall also inform an appropriate supervisor or professional staff member 
when they receive complaints of sexual harassment, especially when the 
complaint is beyond their training to resolve or alleges serious misconduct. 
Informal remedies include an opportunity for the complainant to explain to the 
alleged harasser that his/her conduct is unwelcome, offensive or inappropriate, 
either in writing or face-to-face; a statement from a staff member to the alleged 
harasser that the alleged conduct is not appropriate and could lead to 
discipline if proven or repeated; or a general public statement from an 
administrator in a building reviewing the district sexual harassment policy 
without identifying the complainant. Informal complaints may become formal 
complaints at the request of the complainant, parent, guardian, or because the 
district believes the compliant needs to be more thoroughly investigated.  
 
Formal Complaint Process: Anyone may initiate a formal complaint of sexual 
harassment, even if the informal complaint process is being utilized. Potential 
complainants who wish to have the District hold their identity confidential shall 
be informed that the District will almost assuredly face due process 
requirements that will make available all of the information that the District 
has to the accused. The District will, however, fully implement the anti-
retaliation provisions of this policy to protect complainants and witnesses. 
Student complainants and witnesses may have a trusted adult with them during 
any district-initiated investigatory activities. The superintendent or designated 
compliance officer (hereinafter referred to as the compliance officer may 
conclude that the District needs to conduct an investigation based on 
information in his/her possession regardless of the complainant's interest in 
filing a formal complaint. The following process shall be followed: 
 
A. The compliance officer shall receive and investigate all formal, written 

complaints of sexual harassment, or information in the compliance officer's 
possession that the officer believes requires further investigation. 

 
B.   All formal complaints shall:  

1.  be in writing;  
2.  be signed by the complainant; and  
3.  set forth the specific acts, conditions or circumstances alleged to have 

occurred and to constitute sexual harassment. The compliance officer 
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may draft the complaint based on the report of the complainant, for the 
complainant to review and sign.  

 
C.   When the investigation is completed the compliance officer shall compile a 

full written report of the complaint and the results of the investigation. If 
the matter has not been resolved to the complainant's satisfaction, the 
superintendent shall take further action on the report.  

 
D.   The superintendent shall respond in writing to the complainant and the 

accused within thirty (30) days stating:  
1. that the District does/does not have adequate evidence to conclude that 

harassment occurred.                                                              
2. corrective actions that the District intends to take; and/or  
3. that the investigation is incomplete to date and will be continuing.  

 
E.   Corrective measures deemed necessary will be instituted as quickly as 

possible, but in no event more than thirty (30) days after the 
superintendent's written response, unless the accused is appealing the 
imposition of discipline and the District is barred by due process 
consideration or a lawful order from imposing the discipline until the 
appeal process is concluded.  

 
If a student remains aggrieved by the superintendent's response, he or she may 
pursue the compliant as one of sexual discrimination pursuant to Policy No. 
3210, Nondiscrimination. Similarly, staff may pursue complaints further 
through the appropriate collective bargaining agreement process or anti-
discrimination policy.  
 
A fixed component of all district orientation sessions for staff, students and 
regular volunteers shall introduce the elements of this policy. Staff will be 
provided information on recognizing and preventing sexual harassment. Staff 
shall be fully informed of the formal and informal complaint processes and 
their roles and responsibilities under the policy and procedure. Certificated 
staff shall be reminded of their legal responsibility to report suspected child 
abuse, and how that responsibility may be implicated by some allegations of 
sexual harassment. Regular volunteers shall get the portions of this component 
of orientation relevant to their rights and responsibilities.  
 
Students will be provided with age-appropriate information on the recognition 
and prevention of sexual harassment and their rights and responsibilities under 
this and other district policies and rules at student orientation sessions and on 
other appropriate occasions, which may include parents. Parents shall be 
provided with copies of this policy and procedure and appropriate materials on 
the recognition and prevention of sexual harassment. 
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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: 
 

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

 
2. Stating or implying that a person will lose something if he or she does 

not submit to a sexual request;  
 

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

 
4. Making unwelcome, offensive or inappropriate sexually suggestive 

comments, gestures or jokes; or remarks of a sexual nature about a 
person's appearance, gender or conduct; 

 
5. Using derogatory sexual terms for a person;  

 
6. Standing too close, inappropriately touching, cornering or stalking a 

person; or  
 

7. Displaying offensive or inappropriate sexual illustrations on school 
property. 

 
Annually, the compliance officer for sexual harassment, will coordinate staff 
training at each Kennewick School District worksite in order to ensure staff are 
properly informed of the current policies and procedures related to sexual 
harassment.  
 
Annually the superintendent or his/her designee will convene an ad hoc 
committee composed of representatives of certificated and classified staff, 
volunteers, students, and parents to review the use and efficacy of this policy 
and procedure. The compliance officer will be included in the committee. Based 
on the review of the committee, the superintendent shall prepare a report to 
the Board including, if necessary, any recommended policy changed. The 
superintendent shall consider adopting changes to this procedure if 
recommended by the committee. 
 
Amended: January 10, 1996 
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F-1 5013  
Kennewick School District  
Sexual Harassment Complaint Form  
 
Please print:  

Name _____________________________________________________Date______________  

Address _____________________________________________________________________  

Telephone ______________or number where you may be contacted ______________  

during the hours of __________________________________________________________  

 

I wish to register a complaint against:  

Name of person, school (give department) program activity, etc.  

______________________________________________________________________________ 

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

 

Specify your complaint by stating the problem as you see it. Describe the 

incident, participants, background to the incident, and any attempts you have 

made to resolve the problem. Please note relevant dates, times, and places.  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________ 

 
 
 

OVER 
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Indicate if there are other people who could provide more information 
regarding your complaint:  
 
Name     Address      Telephone No.   
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Proposed Solution:  

 

Indicate your opinion on how this problem might be resolved. Be as specific as 

possible.  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

I certify that there is no falsification of the above information and events are 
accurately depicted to the best of my knowledge.  
 

_______________________________________  
Signature of Complainant  

____________  
Date  

 
Please return the original completed form to the Executive Personnel 
Director. A copy of this will be provided to the complainant. 
 
November 1996 



 

39 
Revised 8/18/22 

Discipline Range of Corrective Action 
 
The following guidelines are in effect to establish a range of corrective actions 
which may be imposed as a consequence of exceptional misconduct. Parents 
will be contacted for all violations. Police will be contacted on all violations that 
warrant an expulsion. An Ad Hoc Committee has met to define the areas of 
misconduct and the range of action to be taken. 
 

EXCEPTIONAL 

MISCONDUCT 

RANGE OF 

CORRECTIVE ACTION 

ACTION THAT MAY  

BE TAKEN 

Weapons-Firearms and 

Explosives 

Minimum 

Maximum 

Expulsion for one calendar year 

Indefinite expulsion 

Weapons-General Minimum 

Maximum 

Emergency expulsion/ Short term 

suspension 

Expulsion 

Intimidation by Threat of 

Force or Violence 

Minimum 

Maximum 

Short-term suspension 

Expulsion 

Harassment Minimum 

Maximum 

Short-term suspension 

Expulsion 

Extortion, Assault, or Causing 

Physical Injury 

Minimum 

Maximum 

Short-term suspension 

Expulsion 

Substantial Disruption of 

School Day 

Minimum 

Maximum 

Short-term suspension 

Expulsion 

Damage or Theft of Property Minimum 

Maximum 

Short-term suspension 

Expulsion 

Alcohol/ Narcotics Minimum 

Maximum 

Short-term suspension 

Expulsion 

Repeated Misconduct Minimum 

Maximum 

Short-term suspension 

Expulsion 

Forgery Minimum 

Maximum 

Short-term suspension 

Expulsion 

Criminal Acts Minimum 

Maximum 

Short-term suspension 

Expulsion 

Lewd Conduct Minimum 

Maximum 

Short-term suspension 

Long-term suspension 

Gambling Minimum 

Maximum 

Short-term suspension 

Expulsion 

Cheating Minimum 

Maximum 

Short-term suspension 

Long-term suspension 

False Accusation Minimum 

Maximum 

Short-term suspension 

Expulsion 

Cigarettes Minimum 

Maximum 

Short-term suspension 

Long-term suspension 

Computer Misuse Minimum 

Maximum 

Short-term suspension 

Expulsion 
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Student Computer Use 
 
The Kennewick School District provides the opportunity for each student to 
utilize computer technologies and to have Internet access as resources to help 
reach curriculum goals.  This utilization and access are conditional, however, 
and requires responsibility on the part of the user.  Students are not permitted 
to use or trespass into the files, folders, logins and/or passwords of others.  
Material that is offensive, inappropriate, harassing, insulting to or attacking 
others, or sexually explicit is not to be sent, received, accessed, or displayed.  
Laws, policies, and regulations regarding copyright and plagiarism are to be 
followed at all times.  School computer resources are not to be used for 
personal gain, commercial, and/or fraudulent purposes. Students are not to 
seek or provide unauthorized or illegal access to school computer resources, 
nor damage, modify, or destroy computer hardware and/or software.  
Violations of computer usage policies and procedures will result in school 
disciplinary action, and may have civil, and/or criminal consequences. The 
Kennewick School District supports and respects each family’s right to 
determine an appropriate level of computer usage and internet access.  Parents 
or guardians may request that their student(s) be restricted from access to 
school computers and/or the Internet. 
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Non-Discrimination Policy 
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Privacy Act 
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Asbestos and Pest Management Plan 
 
June 17, 2014 
 
To:   Kennewick School District Students, Parents, and Staff 
From:  Keith Colee 
  Building and Grounds Manager 
 
Re:  Asbestos Management Notification / 2014 – 2015 School Year 
 
Every year the Kennewick School District notifies the parents of all district 
staff, students and parents of our Asbestos Management Plan.  The district has 
established an Asbestos Management Plan (AMP) for each school and building 
within the district.   
 
Every three years our facilities are re-inspected by an accredited asbestos 
inspector.  Our most recent three-year inspection was conducted in July of 
2010, the results of which are posted on our District web site.  Asbestos 
containing materials still remaining within the district are 9 “x 9” floor tile, 
floor tile mastic, fire doors, chalk boards and cement asbestos board in the 
Fruitland Building, Administration Building, Old Annex Gym, and some vinyl 
flooring in the restrooms at the Alternative Education Center.  Several other 
buildings have floor tile mastic which contains asbestos under non-asbestos 
floor tile.  
 
Copies of the updated AMP are available for review in each of the buildings, or 
the MTS Building at 622 N. Kellogg Street during normal working hours.  Any 
questions regarding asbestos containing materials in KSD buildings should be 
directed to Keith Colee at 222-5867.  Thank you. 
 
Integrated Pest Management Program 2014 – 2015 Annual Notification 

During the 2001 legislative session Senate Bill 5533 was passed and signed by 
Governor Lock requiring the posting and notification of pesticide applications 
at schools and day-care centers.  The bill took effect July 1, 2002 and requires 
that written notification be given annually or upon enrollment to parents or 
guardians of students and employees describing the school’s pest control 
policy and methods including notification requirements.   
 
Maintaining a safe and healthy learning environment for our students and staff 
is very important to the Kennewick School District. As part of our commitment 
to this goal, the district has implemented an Integrated Pest Management (IPM) 
program throughout the district to keep the district free of pests such as 
noxious weeds, harmful insects, rodents and vermin.  IPM emphasizes 
prevention and common-sense strategies rather than responding to a pest 
nuisance with pesticides.  Through IPM the district focuses on non-chemical 
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means of pest control.  At times, the use of a pesticide may be required to 
control a pest. 
 
Pesticides when required can either be applied by school district employees, 
custodians, grounds and maintenance personnel or a contracted commercial 
pesticide applicator.  Typical applications of pesticides during the school year 
may be the use of Roundup or equal to control weeds around building, parking 
lots, along fence lines and to mark athletic fields.  Commercially available 
materials may be used to control ants, bees, wasps and or yellow jackets in and 
around buildings.  Contracted services are normally used when products 
available to us simply will not control or eliminate the pest or pests.  
 
When the use of pesticides is necessary notification to parents, guardians and 
staff members is required 48 hours prior to the application.  A notification 
notice will be posted in a prominent location, usually on the main entrance to 
the school.  The notice will include, as a minimum, the product name of the 
pesticide to be applied, the intended date and time of application, the location 
to which the pesticide will be applied, the pest to be controlled and the name 
and phone number of the contact person at the school.  If a parent, guardian or 
staff member requests individual notification of a pesticide application, they 
will need to fill out a registration form available at the school office.  Whenever 
a pesticide application is necessary, a notice will be sent home prior to the 
application.   
 
Pre-notification requirements do not apply if the application is made when the 
school will not be occupied by students for at least two consecutive days after 
the application.  An application made on Friday evening after students have left 
does not require pre-notification.  Additionally, an application of an anti-
microbial pesticide such as disinfectants, cleansers, bleaches or the placement 
of insect or rodent baits that are not accessible to children, do not require 
notification.  Pre-notification requirements do not apply to any emergency 
application for the control of any pest that poses immediate human health or 
safety threat, such as an application to control stinging insects.  When an 
emergency application is made notification shall occur as soon as possible after 
the application. 
 
The IPM program includes records of applications made within school facilities.  
Additional information concerning IPM can be obtained by calling the KSD 
Buildings & Grounds Department at 222-5867.  Annual report of pesticide 
usage is available in September of each year for the preceding year.  The 
District’s Buildings and Grounds Manager shall serve as the IPM coordinator.  
He/She will coordinate any modifications or changes in the program. 
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	Section 1:  About Washington Elementary School 
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	Letter from the Principal 
	September 2022 
	Figure
	 
	Dear Washington Families, 
	 
	Welcome to the Washington Elementary 2022-23 school year!  I am excited to welcome you back to school.  We have been working hard all summer to prepare for students returning this fall. Please review this handbook and return the signature page sent home with your child. 
	 
	As always, partnering with families is essential for success of our students. Please consider joining our ATP/PTO to assist with fundraising and student activities.  During the year, remember to stay connected with your child’s teacher.  We ask that you support your child’s learning by ensuring that they:      
	                                                                                                     
	 1) Attend school daily and arrive on time  
	2) Come to school rested and ready to learn 
	 3) Read 20 minutes daily to develop a love for reading 
	4) Share school experiences with you so that you are aware of their school life 
	 
	Student safety is our top priority at Washington Elementary. Please follow our campus safety protocols. Only students and staff are allowed on the school grounds from 7:30 a.m. to 4 p.m.  All visitors to the building must check in at the office. If walking to pick up a student please wait in the front of the building. When dropping off or picking up students please follow the “Student drop off/pick up Procedures” explained in this handbook.  Throughout the school year, I encourage you to stay informed by fo
	Student safety is our top priority at Washington Elementary. Please follow our campus safety protocols. Only students and staff are allowed on the school grounds from 7:30 a.m. to 4 p.m.  All visitors to the building must check in at the office. If walking to pick up a student please wait in the front of the building. When dropping off or picking up students please follow the “Student drop off/pick up Procedures” explained in this handbook.  Throughout the school year, I encourage you to stay informed by fo
	https://www.facebook.com/WashingtonElementarySchoolKSD/
	https://www.facebook.com/WashingtonElementarySchoolKSD/

	 and the district website 
	https://www.ksd.org/
	https://www.ksd.org/

	 for important school updates and information. 

	 
	Figure
	Washington Elementary will continue our work to create a safe and nurturing culture for all students and staff.  Our teaching team will continue to develop engaging and rigorous lessons for all students, while at the same time focusing on your child’s social and emotional needs.  I look forward to working with you and your children.  If at any time you have questions please email myself, your child’s teacher, or contact the office at 222-6200.  Our office hours are 8 a.m. to 4 p.m. 
	 
	Sincerely, 
	 
	 
	 
	Kim Lembeck 
	Principal  
	Positive Behavioral Intervention and Supports (PBIS) 
	 
	What is PBIS? 
	PBIS is an evidenced-based three-tiered framework to establish and improve the social, cultural and behavioral interventions and supports needed in order for schools to be effective learning environments for all students. 
	Figure
	 
	Tier 1: Universal Prevention (All) 
	Tier 1 supports serve as the foundation for behavior and academics. These universal supports, such as Teach-Tos, Tiger Tickets, and Refocuses, are provided to all students. For most students, the core program gives them what they need to be successful and to prevent future problems. 
	 
	Tier 2: Targeted Prevention (Some) 
	Tier 2 practices and systems provide targeted support for students who are not successful with Tier 1 supports alone. The focus is on supporting students who are at risk for developing more serious problem behaviors before they start. These supports can be provided individually or in small groups of students with similar targeted needs; providing support to a group of students provides more opportunities for practice and feedback while keeping the intervention maximally efficient. Check In/Check Out (CICO) 
	 
	Tier 3: Intensive, Individualized Prevention (Few) 
	Tier 3 supports are the most resource-intensive due to the individualized approach of developing and carrying out interventions. Formal assessments are used to determine a student’s needs and to develop an individualized support plan. Student plans often include goals related to both academics as well as behavior. An example of a Tier 3 support is wrap-around care. 
	 
	Key Components Across All Tiers 
	Each tier has its own set of systems and practices, but some key components appear across every level: 
	● Practices are organized along a tiered continuum beginning with strong universal supports followed by intensified interventions matched to student needs 
	● Practices are organized along a tiered continuum beginning with strong universal supports followed by intensified interventions matched to student needs 
	● Practices are organized along a tiered continuum beginning with strong universal supports followed by intensified interventions matched to student needs 

	● Practices are based on evidence 
	● Practices are based on evidence 

	● Data are collected and used to screen, monitor, and assess student progress 
	● Data are collected and used to screen, monitor, and assess student progress 

	● Resources are allocated to ensure systems and practices are implemented with fidelity over time 
	● Resources are allocated to ensure systems and practices are implemented with fidelity over time 


	R.O.A.R. Matrix   
	Figure
	Social-Emotional Learning 
	 
	Learning is a highly collaborative process; in today’s schools, learning is often done in collaboration with peers, teachers, and families.  Therefore, the ability to recognize, understand and regulate emotions, cohesively collaborate with others, and make good decisions, can either facilitate or impede school success.  The development of strong social-emotional skills can contribute to stronger school attachment including students’ sense of belonging, belief that school has value feelings of being supporte
	 
	At Washington Elementary School, we are committed to encouraging and embracing student individuality as we work to ensure the academic and social-emotional success of every child.  Along with the use of PBIS, the school engages and supports students SEL growth through the use of daily morning meetings and the Purposefull People curriculum. 
	 
	 
	PurposeFull People 
	 
	PurposeFull People (PP), the elementary version of Character Strong, is designed to support elementary schools in weaving social-emotional learning and character education into the daily fabric of everything they do!  The PP curriculum focuses on 10 essential character traits: Courage, Respect, Perseverance, Gratitude, Honesty, Kindness, Empathy, Responsibility, Cooperation, and Creativity. During the school year, these traits will be explicitly taught and reinforced as staff integrates social-emotional lea
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Morning Meetings 
	 
	Morning Meetings are designed to transition kiddos from their home environments to school, to welcome and acknowledge them, and build stronger social-emotional wellbeing. They are an informal way to reacquaint everyone with each other as they enter the classroom ecosystem. The goal is to set the tone for respectful learning, establish a climate of trust and motivation, create empathy, encourage collaboration, and support SEL and academic learning and growth.  
	 
	During Morning Meetings, the kiddos and teacher gather, usually in a circle, for an organized activity that allows students the opportunity to develop personal, academic and social skills. The meeting can be as quick as 15 minutes or as long as 30. Teachers determine the length of meetings based on what kiddos need to successfully start their day.  
	 
	Developed as part of the Responsive Classroom (RC) model, Morning Meetings have four components: 
	1. Greeting: Students and teachers greet and welcome one another. 
	1. Greeting: Students and teachers greet and welcome one another. 
	1. Greeting: Students and teachers greet and welcome one another. 

	2. Sharing: Students share something about themselves or their lives and their peers listen, ask follow-up questions, or offer comments. 
	2. Sharing: Students share something about themselves or their lives and their peers listen, ask follow-up questions, or offer comments. 

	3. Activity: The group completes an activity that encourages teamwork while emphasizing social and academic skills. 
	3. Activity: The group completes an activity that encourages teamwork while emphasizing social and academic skills. 

	4. Morning Message: Students read a brief message from their teacher, usually describing learning or activities that are coming in the day ahead. 
	4. Morning Message: Students read a brief message from their teacher, usually describing learning or activities that are coming in the day ahead. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Bell Schedule  
	 
	 
	School Starts: 8:40 
	School Starts: 8:40 
	School Starts: 8:40 
	School Starts: 8:40 
	School Starts: 8:40 


	TK-2 Recess:  10:10 – 10:25 
	TK-2 Recess:  10:10 – 10:25 
	TK-2 Recess:  10:10 – 10:25 



	Grade Level 
	Grade Level 
	Grade Level 
	Grade Level 

	Lunch 
	Lunch 

	Recess 
	Recess 


	TK-2 
	TK-2 
	TK-2 

	11:30 – 12:00 
	11:30 – 12:00 

	12:00 - 12:30 
	12:00 - 12:30 


	3-5 
	3-5 
	3-5 

	12:00-12:30 
	12:00-12:30 

	12:30-1:00 
	12:30-1:00 


	3-5 Recess:  2:00-2:15 
	3-5 Recess:  2:00-2:15 
	3-5 Recess:  2:00-2:15 


	Dismissal:  3:17 
	Dismissal:  3:17 
	Dismissal:  3:17 




	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	General Information 
	 
	Contact Information 
	Location 
	Location 
	Location 
	Location 
	Location 

	Phone Number 
	Phone Number 

	Office Hours 
	Office Hours 


	105 W. 21st Avenue 
	105 W. 21st Avenue 
	105 W. 21st Avenue 
	Kennewick, WA 99337 

	(509) 222-6200 
	(509) 222-6200 
	 

	8:00 a.m. – 4:00 p.m. 
	8:00 a.m. – 4:00 p.m. 
	 




	 
	Arrival Time 
	Please make sure your child arrives at school as close to 8:40 a.m. as possible; there is no playground supervision available prior to 8:30 a.m. 
	 
	Attendance and Truancy Procedures 
	Regular attendance is very important in order to be successful in school. State law requires that we be notified of the reason for an absence. Whenever your child is absent, you must either call the office letting us know, or send a written excuse with him/her. If fifteen excused absences are incurred, each subsequent absence is considered unexcused and the steps outlined in 
	Regular attendance is very important in order to be successful in school. State law requires that we be notified of the reason for an absence. Whenever your child is absent, you must either call the office letting us know, or send a written excuse with him/her. If fifteen excused absences are incurred, each subsequent absence is considered unexcused and the steps outlined in 
	Section 2
	 will be followed. 

	 
	Unexcused absences/truancy is defined as a day, or part of a day, in which a student does not attend school and the parent(s)/guardian(s) or the school has not given permission for the student to miss school. If unexcused absences occur: 
	● a warning letter and a conference shall follow two unexcused absences of this type in a month. A student’s grade shall not be affected if no graded activity is missed during absence. 
	● a warning letter and a conference shall follow two unexcused absences of this type in a month. A student’s grade shall not be affected if no graded activity is missed during absence. 
	● a warning letter and a conference shall follow two unexcused absences of this type in a month. A student’s grade shall not be affected if no graded activity is missed during absence. 

	● if five unexcused absences in a month occur, a conference shall be held between the parents (or guardian), student, teacher, and principal. At this conference, all parties involved shall discuss the problem. 
	● if five unexcused absences in a month occur, a conference shall be held between the parents (or guardian), student, teacher, and principal. At this conference, all parties involved shall discuss the problem. 

	● if seven unexcused absences in a month or ten unexcused absences in a year, school shall a petition to the Community Truancy Board or County Prosecutor for action as per Washington State Law. 
	● if seven unexcused absences in a month or ten unexcused absences in a year, school shall a petition to the Community Truancy Board or County Prosecutor for action as per Washington State Law. 


	 
	Immunizations 
	The State of Washington has laws governing minimum inoculation standards for children in grades K-12.  The purpose of the law is to protect every child from disease.  Our school nurse will contact you if there are any questions about your child’s immunization record.  Children may not be enrolled in school if they do not have the required immunizations. 
	 
	Medications 
	Because of recent changes made in the laws by the legislators, our policies dealing with students’ medication have been changed. Under normal circumstances, prescribed medication should be dispensed before and/or after school hours under the supervision of the parent or guardian. If conditions 
	require the student to receive oral medication from an authorized staff member during school hours, the parent or legal guardian must submit a written request accompanied by authorization with written directions from a licensed physician or dentist. The order shall be current and reviewed and updated as needed, but in no case shall it remain in effect beyond the current school year. At the discretion of authorized school district personnel, over the counter medication may be administered to students upon re
	 
	The following lists the procedures regarding medication at school: 
	● Under normal circumstances, medication should be dispensed before and/or after school hours under the supervision of the parents or guardian. 
	● Under normal circumstances, medication should be dispensed before and/or after school hours under the supervision of the parents or guardian. 
	● Under normal circumstances, medication should be dispensed before and/or after school hours under the supervision of the parents or guardian. 

	● The medication request form is to be signed by the parent/guardian and physician. 
	● The medication request form is to be signed by the parent/guardian and physician. 

	● All medication must be kept in an original- labeled bottle; envelopes and plastic bags are not acceptable. (Request an extra labeled bottle at your pharmacy.) 
	● All medication must be kept in an original- labeled bottle; envelopes and plastic bags are not acceptable. (Request an extra labeled bottle at your pharmacy.) 

	● Bottles must be labeled with the student’s name, name of contents, dosage, and the time of day to be given. 
	● Bottles must be labeled with the student’s name, name of contents, dosage, and the time of day to be given. 

	● All medications are to be kept in the office where they can be locked up during non-school hours. 
	● All medications are to be kept in the office where they can be locked up during non-school hours. 

	● Medications are to be dispensed in school office only. Such medication may not be administered by untrained school personnel. 
	● Medications are to be dispensed in school office only. Such medication may not be administered by untrained school personnel. 

	● Students are to assume responsibility for going to the office to obtain their medication at a specific time. 
	● Students are to assume responsibility for going to the office to obtain their medication at a specific time. 

	● Only the amount of medication needed during school hours for the course of the illness/ condition is to be sent to school, but no more than a two-week supply. 
	● Only the amount of medication needed during school hours for the course of the illness/ condition is to be sent to school, but no more than a two-week supply. 


	 
	Common Diseases of Children 
	Chicken Pox  
	Chicken Pox  
	Chicken Pox  
	Chicken Pox  
	Chicken Pox  

	Starts with fever, fatigue and then skin changes on the chest and back. Each area of skin begins as a small dewdrop-like blister which in 3-4 days leaves a scab.  
	Starts with fever, fatigue and then skin changes on the chest and back. Each area of skin begins as a small dewdrop-like blister which in 3-4 days leaves a scab.  
	− Incubation period: 14-21 days 
	− Incubation period: 14-21 days 
	− Incubation period: 14-21 days 

	− Infection period: 1-2 days before until 6 days after spots appear 
	− Infection period: 1-2 days before until 6 days after spots appear 

	− Isolation period: 1 week from time spots appear until all are dry and crusted. 
	− Isolation period: 1 week from time spots appear until all are dry and crusted. 




	Impetigo 
	Impetigo 
	Impetigo 

	Crusted sores at the corner of mouth, nose or at ear lobe. Child should see doctor for treatment, but necessity for being out of school should not extend over 3-4 days. 
	Crusted sores at the corner of mouth, nose or at ear lobe. Child should see doctor for treatment, but necessity for being out of school should not extend over 3-4 days. 


	Lice 
	Lice 
	Lice 

	Easily passed through hats, combs, etc., from one child to another in school. Contact doctor or pharmacist for 
	Easily passed through hats, combs, etc., from one child to another in school. Contact doctor or pharmacist for 
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	medicated shampoo. Absenteeism should not exceed 2-3 days. It is possible to clean up parasites in 24 hours. 
	medicated shampoo. Absenteeism should not exceed 2-3 days. It is possible to clean up parasites in 24 hours. 


	Measles 
	Measles 
	Measles 

	Begins with 3-4 days of fever, cold symptoms, red eyes and cough. Rash then begins around ears and hairline, spreading to trunk, arms and thighs. 
	Begins with 3-4 days of fever, cold symptoms, red eyes and cough. Rash then begins around ears and hairline, spreading to trunk, arms and thighs. 


	Mumps 
	Mumps 
	Mumps 

	Almost non-existent 
	Almost non-existent 


	Pinkeye (Conjunctivitis) 
	Pinkeye (Conjunctivitis) 
	Pinkeye (Conjunctivitis) 

	A common infectious disease of one or both eyes caused by several types of bacteria and viruses. The eye waters profusely, appears extremely red and feels irritated. The eyelid may be swollen, and the student may complain of itching, pain, and sensitivity to light. Vision is usually normal. There may be drainage of mucus and pus or clear liquid.  It is spread through contact with discharge from eye or respiratory passages or through contaminated fingers or personal articles such as the eye. We will exclude 
	A common infectious disease of one or both eyes caused by several types of bacteria and viruses. The eye waters profusely, appears extremely red and feels irritated. The eyelid may be swollen, and the student may complain of itching, pain, and sensitivity to light. Vision is usually normal. There may be drainage of mucus and pus or clear liquid.  It is spread through contact with discharge from eye or respiratory passages or through contaminated fingers or personal articles such as the eye. We will exclude 


	Ringworm 
	Ringworm 
	Ringworm 

	Fungus infections on body, which begin as a small red patch or bump, which spreads outwards, taking on the appearance of a red, scaly outer ring with a clear central area. Medication can be obtained at the drug store.  The child may stay in school after treatment has started. 
	Fungus infections on body, which begin as a small red patch or bump, which spreads outwards, taking on the appearance of a red, scaly outer ring with a clear central area. Medication can be obtained at the drug store.  The child may stay in school after treatment has started. 




	 
	Student Dress 
	The school board has adopted a policy that forbids students from attending school wearing clothing that has pictures or words that show or promote tobacco, marijuana, alcohol products or profanity. Please, do not send your children to school with clothing that advertises these substances. Students should refrain from wearing flip flops, sandals, and shoes that lack support on days designated for PE or special athletic events.  
	 
	All students should be properly dressed for the weather conditions at the time. Because of the different duties of teachers, we cannot assume the responsibility of students left in the classroom; therefore, all students will be outside during recess unless they have a doctor’s excuse. 
	 
	Students may wear ball caps, beanies, hoods up in classrooms at the teacher’s discretion. These items may be worn at recess. Any of these items will remain off and in the classroom in common areas, i.e. hallways, specials.  
	 
	Breakfast Program 
	Washington Elementary School participates in Breakfast in the Classroom.  Every student may eat breakfast for free.  Students will eat breakfast from 8:40-8:55 a.m. in their classroom.  This eliminates the need for your child to arrive 
	early to school for breakfast.  Please do not have your children arrive before 8:30 a.m.  There is no playground supervision before school. 
	 
	School Lunches 
	During the 2022-2023 school year, Washington Elementary will participate in Community Eligibility Provision (CEP), a federal program that allows qualifying schools based on economic information, to provide breakfast and lunch at no charge to all students.  Children who attend Washington Elementary will participate in the CEP school meal program without submitting an application for free or reduced-price meals.  Please note: 
	● Students who bring a sack lunch to school and want milk will receive an additional snack called a “Fuel Pack” as well at no cost. 
	● Students who bring a sack lunch to school and want milk will receive an additional snack called a “Fuel Pack” as well at no cost. 
	● Students who bring a sack lunch to school and want milk will receive an additional snack called a “Fuel Pack” as well at no cost. 

	● Staff members, parents, and younger siblings not enrolled at Washington must purchase meals. 
	● Staff members, parents, and younger siblings not enrolled at Washington must purchase meals. 


	 
	 
	 
	 
	 
	 

	Adult Meal Cost 
	Adult Meal Cost 


	TR
	Breakfast 
	Breakfast 

	Lunch 
	Lunch 


	 
	 
	 

	$2.80 
	$2.80 

	$4.50 
	$4.50 




	 
	Student Records 
	Parents/custodial guardians may set up an appointment to review their student’s records. 
	 
	Volunteering/Visiting  
	If you would like to volunteer in your child’s classroom, contact our office. All volunteers must have fill out the paperwork annually which includes a background check.  
	 
	All volunteers/visitors are required to sign in at the office, where they will be given a name tag to wear while they are in the building. The name tag identifies those who are in the building and verifies that they have checked in at the office before going to any classroom. For the safety of the students there will be no exceptions. Your co-operation is appreciated.  
	 
	Parents/guardians are welcome to visit our school. We’re proud of the learning that goes on in our classrooms; more important, active interest by parents helps to provide a child with lasting motivation towards school. The following suggestions are offered as an aid to making your classroom visit a profitable one: 
	● Please schedule you visit with your child’s teacher at least twenty-four hours in advance. 
	● Please schedule you visit with your child’s teacher at least twenty-four hours in advance. 
	● Please schedule you visit with your child’s teacher at least twenty-four hours in advance. 

	● Several short visits of a half-hour duration are usually better than one long period. 
	● Several short visits of a half-hour duration are usually better than one long period. 

	● Do not bring small children. Even if well mannered, they usually command the attention of curious students. 
	● Do not bring small children. Even if well mannered, they usually command the attention of curious students. 


	● Always check in with the office before going to the classroom.  
	● Always check in with the office before going to the classroom.  
	● Always check in with the office before going to the classroom.  

	● Look at the following points as indicators for your child’s success at school: 
	● Look at the following points as indicators for your child’s success at school: 
	● Look at the following points as indicators for your child’s success at school: 
	o Ability to listen 
	o Ability to listen 
	o Ability to listen 

	o Independent work habits 
	o Independent work habits 

	o Success in working with others 
	o Success in working with others 

	o General attitude 
	o General attitude 

	o Willingness to cooperate and share 
	o Willingness to cooperate and share 




	● During your visit, keep in mind that you are observing only a small part of a unit of work which may have been in progress for many days, and which, no doubt, will continue for several days. Feel free to discuss your visit with the teacher.  
	● During your visit, keep in mind that you are observing only a small part of a unit of work which may have been in progress for many days, and which, no doubt, will continue for several days. Feel free to discuss your visit with the teacher.  

	● All visitors must wear a face mask at all times in building and maintain social distancing as per COVID-19 safety guidelines. 
	● All visitors must wear a face mask at all times in building and maintain social distancing as per COVID-19 safety guidelines. 


	 
	Student Pick-up Procedures 
	On occasion, it may be necessary to take a child out of school for dental, doctor, or other appointments.  In such instances, please report to our school office and check your child out in the student release notebook. For the sake of student safety and individual parent convenience, our school secretary will report to the individual classroom for the child. Requests for the release of students should not be done by written request or by telephone. The child should be picked up at school by the authorized a
	 
	Bikes/Scooters 
	Riding bikes/scooters to and from school is a great form of exercise, but please make sure the students are aware of safety rules and use extra care with traffic during the ride. Accidents can happen, so we hope you will encourage the use of a helmet whenever your child does ride their bicycle/scooter.  Be careful to properly lock the bike/scooter and leave it there until it is time to return home. Please note, skateboards and roller skates are not allowed at school and should be left home.  
	 
	Bus Transportation 
	Bus riders are expected to conduct themselves in a safe manner on the bus so as not to distract the driver.  The following bus rules should be discussed with your child: 
	● The driver is in full charge of the bus and students. 
	● The driver is in full charge of the bus and students. 
	● The driver is in full charge of the bus and students. 

	● Students shall only ride their regularly assigned bus. 
	● Students shall only ride their regularly assigned bus. 

	● No students shall be permitted to leave the bus except at their regular stop, unless written permission is given by the principal or parent.  
	● No students shall be permitted to leave the bus except at their regular stop, unless written permission is given by the principal or parent.  

	● Each student may be assigned a seat which they will be seated in at all times. 
	● Each student may be assigned a seat which they will be seated in at all times. 

	● Outside of ordinary conversation, classroom conduct must be observed. 
	● Outside of ordinary conversation, classroom conduct must be observed. 

	● No eating or drinking is allowed on the bus. 
	● No eating or drinking is allowed on the bus. 

	● No tobacco, matches, lighters or firearms allowed on the bus. 
	● No tobacco, matches, lighters or firearms allowed on the bus. 

	● No student will open a window without first receiving permission from the driver. 
	● No student will open a window without first receiving permission from the driver. 

	● No students shall, at any time, extend their head, hands, or arms out of any window. 
	● No students shall, at any time, extend their head, hands, or arms out of any window. 

	● Students are not allowed to have anything in their possession that may cause injury to another student, such as sticks, breakable containers or weapons. 
	● Students are not allowed to have anything in their possession that may cause injury to another student, such as sticks, breakable containers or weapons. 

	● Students must remain seated until the bus has come to a complete stop. 
	● Students must remain seated until the bus has come to a complete stop. 

	● Students may cross the roadway only in front of the bus and NEVER behind it. 
	● Students may cross the roadway only in front of the bus and NEVER behind it. 

	● Students are not to be at the bus stop more than 5 minutes prior to the scheduled arrival. 
	● Students are not to be at the bus stop more than 5 minutes prior to the scheduled arrival. 

	● Student misconduct on the bus can be reason to discontinue bus rider privileges. 
	● Student misconduct on the bus can be reason to discontinue bus rider privileges. 

	● Parents of students damaging school buses will be responsible for reimbursement. 
	● Parents of students damaging school buses will be responsible for reimbursement. 

	● No skateboards or scooters allowed on the bus. 
	● No skateboards or scooters allowed on the bus. 

	● Be courteous. Use no profane language.   
	● Be courteous. Use no profane language.   

	● All students must wear a face mask at all times while on the bus. Including parent volunteers on field trips. 
	● All students must wear a face mask at all times while on the bus. Including parent volunteers on field trips. 


	 
	Custody/Restraining Orders 
	In order to protect your child/children from unauthorized adults taking them from school, we must have a copy on file of any restraining order issued in the State of Washington and signed by a judge.  Please contact your lawyer for assistance.  If you have questions regarding this, please call the school. 
	 
	School Closures 
	Poor weather and other conditions may necessitate the closing of schools. Please do not call the school for this information.  Instead, please listen to local radio stations and check 
	Poor weather and other conditions may necessitate the closing of schools. Please do not call the school for this information.  Instead, please listen to local radio stations and check 
	www.ksd.org
	www.ksd.org

	 for all announcements regarding school operation.  

	 
	Personal Property and Pets 
	Personal property i.e. dolls, playthings, games, playing cards, etc. are not allowed at school unless requested by the teacher. Money should not be 
	brought to school unless for a school related purpose.  Cell phones should never be seen or heard at school. Smart watches (Ex. Apple Watches) are allowed, however any use on the watch is prohibited and will follow the same protocol as a cellphone. If they are used/seen, they will be taken and returned at the end of that day for the first offense.  A parent will have to pick up the cell phone/ device on the second offense.   
	 
	Animals can be a nuisance on the playground no matter how cute they are at home. Also, a playground full of children can be a problem for your dog. If a dog continually appears on the school grounds, the animal control officer will be called. 
	 
	Lost and Found 
	There is a lost and found trunk inside the building located near the office. If your child/children are missing items when they get home, please encourage them to check the lost and found.  This past school year, as in other years, we have given many items of clothing to charitable organizations.  Protect your clothing by placing name tags in the coats, sweaters, etc. 
	 
	Party Invitations 
	Birthday parties are delightful and give many pleasant memories to children. However, not being invited to a party can be a very unhappy experience for children not receiving an invitation. In consideration of the feelings of children not receiving invitations, we are requesting that you mail the invitations and that no invitations be handed out at school unless each child in the classroom is receiving one. 
	 
	Weapons 
	Weapons are not allowed on school property or at a school activity. For the safety and protection of all, students are explicitly forbidden from bringing weapons or items that are intended to be used (including pocketknives) as a weapon to school.  Additionally, students are not allowed to have laser pointers on campus. Kennewick School District Policy 3314 Exceptional Misconduct explicitly defines the district policy regarding Weapons. The policy states in part: 
	 
	1. Weapons may include, but are not limited to, air, aerosol, gas or pump-action chemical agents; air, aerosol, gas or pump-action firearms; nun-chu-ka sticks; throwing stars; clubs; knives of all kinds; silencers and objects similar in form or use to those listed above. Any item used with the intent, or perceived intent to threaten, intimidate, or harm another person would be considered a weapon. 
	1. Weapons may include, but are not limited to, air, aerosol, gas or pump-action chemical agents; air, aerosol, gas or pump-action firearms; nun-chu-ka sticks; throwing stars; clubs; knives of all kinds; silencers and objects similar in form or use to those listed above. Any item used with the intent, or perceived intent to threaten, intimidate, or harm another person would be considered a weapon. 
	1. Weapons may include, but are not limited to, air, aerosol, gas or pump-action chemical agents; air, aerosol, gas or pump-action firearms; nun-chu-ka sticks; throwing stars; clubs; knives of all kinds; silencers and objects similar in form or use to those listed above. Any item used with the intent, or perceived intent to threaten, intimidate, or harm another person would be considered a weapon. 

	2. Blunt or heavy objects used or displayed during a fight may be considered weapons for purposes of enforcing this policy. 
	2. Blunt or heavy objects used or displayed during a fight may be considered weapons for purposes of enforcing this policy. 


	3. Weapon use, transmission or possession shall result in emergency expulsion by building administrators. Such expulsion shall continue until appropriate investigation has been made by school and law enforcement authorities. 
	3. Weapon use, transmission or possession shall result in emergency expulsion by building administrators. Such expulsion shall continue until appropriate investigation has been made by school and law enforcement authorities. 
	3. Weapon use, transmission or possession shall result in emergency expulsion by building administrators. Such expulsion shall continue until appropriate investigation has been made by school and law enforcement authorities. 

	4. Administrators shall use discretion and may select alternative disciplinary measures when investigating incidents involving small pocketknives not used or displayed as a weapon. 
	4. Administrators shall use discretion and may select alternative disciplinary measures when investigating incidents involving small pocketknives not used or displayed as a weapon. 


	 
	When, following an investigation, if the principal of a school determines there has been a violation of the weapon’s policy, the student shall be placed on emergency expulsion status. During the investigation the student shall be suspended. All verified weapon incidents will subject the student to an expulsion hearing with the School Board. If the student is expelled by the Board, the minimum length of the expulsion will be for the remainder of the current school year. There will be no automatic return to t
	  
	IMPORTANT SAFETY NOTICE FOR STUDENTS 
	Figure
	BEING DROPPED OFF AND / OR PICKED UP 
	 
	 
	 
	   
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	DOUBLE PARKING OR U-TURNS ON 21st AVE. NOT ALLOWED AT ANY TIME! 
	DOUBLE PARKING OR U-TURNS ON 21st AVE. NOT ALLOWED AT ANY TIME! 
	 

	 
	 
	Please remember: 
	 Only students and staff allowed on the school grounds from 7:30 a.m. to 4 p.m.   
	 Only students and staff allowed on the school grounds from 7:30 a.m. to 4 p.m.   
	 Only students and staff allowed on the school grounds from 7:30 a.m. to 4 p.m.   

	 All visitors must check in at the office. 
	 All visitors must check in at the office. 

	 Please do not stop in the drop/pickup loop, continue in the loop until you see your student(s). 
	 Please do not stop in the drop/pickup loop, continue in the loop until you see your student(s). 

	 Pull into the pickup lane to pick up students. 
	 Pull into the pickup lane to pick up students. 

	 Please do not block driveways across the street from the school. 
	 Please do not block driveways across the street from the school. 

	 Drop off and pick up at the south side of the parking lot 
	 Drop off and pick up at the south side of the parking lot 
	 Drop off and pick up at the south side of the parking lot 
	Figure


	 Kids may only cross 21st Ave. at Washington Street. 
	 Kids may only cross 21st Ave. at Washington Street. 

	 Make a plan to eliminate confusion after school. 
	 Make a plan to eliminate confusion after school. 

	 If walking to pick up a student please wait at the front of the building.   
	 If walking to pick up a student please wait at the front of the building.   

	 Teachers walk students to the front of the building.   
	 Teachers walk students to the front of the building.   


	 
	Remember, your child’s safety is our #1 priority at Washington Elementary. 
	Release of Student Directory Information 
	 
	Use of Student Likeness - Denial Form 
	 
	From time to time, photographs or videos of students are taken during the school day for use in district news releases, publications, video productions, and the district website. On occasion, television and other news media are invited to cover stories in our schools and take photos, video and/or interview students. Please sign the form below if you do not wish your child to be photographed, videoed, or interviewed. 
	 
	This form does not cover photos, videos or recordings taken at public, school, or district events including, but not limited to school assemblies, plays, concerts, or sporting events. This form must be completed annually and is in effect from the date signed to the end of the school year. 
	 
	Complete and return only if you do not want your child to be photographed. 
	----------------------------------------------------------------------------------------------------------------------- 
	 
	I do not allow ________________________to be photographed, recorded, or otherwise reproduced in likeness, name, or voice, or to have any project created by my child displayed in any public forum or district/school created web site during the current school year. 
	 
	_____________________________   __________________________________________ 
	Parent or Guardian Signature   Name of Student 
	 ______________________________ _____________ ________________________ 
	School My Child is Attending   Date    Daytime Phone No. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Section 2:  State and District Policies and Procedures 
	 
	 
	Figure
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Notification of Rights under Family Educational Rights and Privacy Act (FERPA) for Elementary and Secondary Schools 
	 
	The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age ("eligible students") certain rights with respect to the student's education records. These rights are: 
	1. The right to inspect and review the student's education records within 45 days of the day the School receives a request for access.   Parents or eligible students should submit to the School principal [or appropriate school official] a written request that identifies the record(s) they wish to inspect.  The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected.  
	1. The right to inspect and review the student's education records within 45 days of the day the School receives a request for access.   Parents or eligible students should submit to the School principal [or appropriate school official] a written request that identifies the record(s) they wish to inspect.  The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected.  
	1. The right to inspect and review the student's education records within 45 days of the day the School receives a request for access.   Parents or eligible students should submit to the School principal [or appropriate school official] a written request that identifies the record(s) they wish to inspect.  The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected.  


	 
	2. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate or misleading.  Parents or eligible students may ask the School to amend a record that they believe is inaccurate or misleading.  They should write the School principal [or appropriate official], clearly identify the part of the record they want changed and specify why it is inaccurate or misleading. If the School decides not to amend the record as requested by the parent or e
	2. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate or misleading.  Parents or eligible students may ask the School to amend a record that they believe is inaccurate or misleading.  They should write the School principal [or appropriate official], clearly identify the part of the record they want changed and specify why it is inaccurate or misleading. If the School decides not to amend the record as requested by the parent or e
	2. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate or misleading.  Parents or eligible students may ask the School to amend a record that they believe is inaccurate or misleading.  They should write the School principal [or appropriate official], clearly identify the part of the record they want changed and specify why it is inaccurate or misleading. If the School decides not to amend the record as requested by the parent or e


	 
	3. The right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that FERPA authorizes disclosure without consent.  One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the School as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit per
	3. The right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that FERPA authorizes disclosure without consent.  One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the School as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit per
	3. The right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that FERPA authorizes disclosure without consent.  One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the School as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit per


	 A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility. [Optional] Upon request, the School discloses education records without consent to officials of another school district in which a student seeks or intends to enroll.  [NOTE:  FERPA requires a school district to make a reasonable attempt to notify the parent or student of the records request unless it states in its annual notification that i
	 A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility. [Optional] Upon request, the School discloses education records without consent to officials of another school district in which a student seeks or intends to enroll.  [NOTE:  FERPA requires a school district to make a reasonable attempt to notify the parent or student of the records request unless it states in its annual notification that i
	 A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility. [Optional] Upon request, the School discloses education records without consent to officials of another school district in which a student seeks or intends to enroll.  [NOTE:  FERPA requires a school district to make a reasonable attempt to notify the parent or student of the records request unless it states in its annual notification that i


	 
	4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA is: 
	4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA is: 
	4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA is: 


	 
	Family Policy Compliance Office 
	U.S. Department of Education 
	400 Maryland Avenue, SW 
	Washington, DC  20202-4605 
	 
	  
	Attendance Procedures 
	 
	Compulsory Attendance Law 
	Every child, eight to eighteen years of age, is required to attend school. Five, six, and seven-year-old children who are enrolled in school are also subject to compulsory attendance requirements. It is the responsibility of the parent(s)/ guardian(s) to cause the child to attend. 
	 
	General Guidelines 
	Attendance at school is key to student success. In order to avoid chronic absenteeism, the following guidelines will be used. Exceptions to the guidelines will be allowed only in unique circumstances and will be dealt with on an individual basis. 
	 
	Students are allowed fifteen (15) excused absences in a school year. Each absence thereafter is considered unexcused. The principal may make exceptions when parents can demonstrate justifiable cause for the excessive absences (i.e., long-term illness, etc.). 
	 
	If a student is absent for twenty (20) consecutive days without notification of the cause for the absence given to the school the student will be withdrawn from school. 
	 
	Excused Absences 
	The following are valid excuses for absences and lateness: 
	● Participation in school-approved activity. To be excused, the principal must authorize the absence and the affected teacher must be notified prior to the absence unless it is clearly impossible to do so. 
	● Participation in school-approved activity. To be excused, the principal must authorize the absence and the affected teacher must be notified prior to the absence unless it is clearly impossible to do so. 
	● Participation in school-approved activity. To be excused, the principal must authorize the absence and the affected teacher must be notified prior to the absence unless it is clearly impossible to do so. 

	● Absence due to illness, health condition, or family emergency. The parent(s)/ guardian(s) is expected to call the school office by 9:00 a.m. on the morning of the absence and/or send a signed note of explanation with the student upon his/her return to school. After five (5) consecutive absences for illness a doctor’s note is required or each absence thereafter will be considered unexcused. 
	● Absence due to illness, health condition, or family emergency. The parent(s)/ guardian(s) is expected to call the school office by 9:00 a.m. on the morning of the absence and/or send a signed note of explanation with the student upon his/her return to school. After five (5) consecutive absences for illness a doctor’s note is required or each absence thereafter will be considered unexcused. 

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

	● Absence for parental-approved activities: This category of absence shall be counted as excused for the purposes agreed to by the principal and the parent(s)/ guardian(s). An absence may not be approved if it causes a serious adverse effect on the student’s educational progress (i.e., participation classes such as PE or music). 
	● Absence for parental-approved activities: This category of absence shall be counted as excused for the purposes agreed to by the principal and the parent(s)/ guardian(s). An absence may not be approved if it causes a serious adverse effect on the student’s educational progress (i.e., participation classes such as PE or music). 


	● Absences resulting from disciplinary actions or short-term suspension. As required by law, students who are removed from a class as a disciplinary measure or students who have been placed on short-term suspension shall have the right to make up assignments or exams missed during the time that they were denied entry to the classroom if the effect of the missed assignments shall be a substantial lowering of the course grade. 
	● Absences resulting from disciplinary actions or short-term suspension. As required by law, students who are removed from a class as a disciplinary measure or students who have been placed on short-term suspension shall have the right to make up assignments or exams missed during the time that they were denied entry to the classroom if the effect of the missed assignments shall be a substantial lowering of the course grade. 
	● Absences resulting from disciplinary actions or short-term suspension. As required by law, students who are removed from a class as a disciplinary measure or students who have been placed on short-term suspension shall have the right to make up assignments or exams missed during the time that they were denied entry to the classroom if the effect of the missed assignments shall be a substantial lowering of the course grade. 

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

	● Excused absence for chronic health conditions. A student with a chronic health condition which interrupts, regular attendance and participation may qualify for placement in a limited attendance and participation program. Staff shall be informed of the student’s needs though the confidentiality of medical information shall be respected at the request of the parent(s)/ guardian(s). 
	● Excused absence for chronic health conditions. A student with a chronic health condition which interrupts, regular attendance and participation may qualify for placement in a limited attendance and participation program. Staff shall be informed of the student’s needs though the confidentiality of medical information shall be respected at the request of the parent(s)/ guardian(s). 

	● Assignments and/ or activities not completed or late because of an excused absence may be made up in the manner provided by the teacher. 
	● Assignments and/ or activities not completed or late because of an excused absence may be made up in the manner provided by the teacher. 


	 
	Unexcused Absences 
	Any unexcused absence will be treated as truancies and dealt with under the procedures of the Washington Administrative Code for the BECCA truancy law. 
	Unexcused absences fall into (3) categories: 
	1. Submitting a signed excuse that does not fall into one of the above categories or is determined to be inappropriate by the building principal. 
	1. Submitting a signed excuse that does not fall into one of the above categories or is determined to be inappropriate by the building principal. 
	1. Submitting a signed excuse that does not fall into one of the above categories or is determined to be inappropriate by the building principal. 

	2. Failing to contact the school or submit any type of excuse statement signed by the parent(s)/ guardian(s) or adult student. (This type of absence is also defined as truancy.) The student is truant when absent from school without parent/guardian and school permission. 
	2. Failing to contact the school or submit any type of excuse statement signed by the parent(s)/ guardian(s) or adult student. (This type of absence is also defined as truancy.) The student is truant when absent from school without parent/guardian and school permission. 

	3. Exceeding the limit of fifteen (15) absences in one school year. 
	3. Exceeding the limit of fifteen (15) absences in one school year. 


	 
	Late Arrival to Class/Early Dismissal 
	A student will be considered late if he/ she arrives after the start-up bell. When a student’s lateness becomes frequent or disruptive, the student will be referred to the counselor or principal. If counseling and conference with parent(s)/ guardian(s) are ineffective in changing the student’s attendance behavior, he/she may be subject to disciplinary action. 
	 
	If a student leaves school early on a regular basis, he/she misses important information and creates a disruption to the classroom. If a pattern of leaving 
	early persists, the parent(s)/ guardian(s) will be referred to the counselor or principal. 
	 
	Please see Kennewick School Board Policy 3122 for additional information on Kennewick School District attendance policy at 
	Please see Kennewick School Board Policy 3122 for additional information on Kennewick School District attendance policy at 
	https://www.ksd.org/District/School-Board/Policies-and-Procedures
	https://www.ksd.org/District/School-Board/Policies-and-Procedures

	. A hard copy of Policy 3122 may also be requested at Washington Elementary School’s front office. 

	 
	  
	Truancy Process 
	Figure
	Student Rights and Responsibilities (Policy #3200) 
	 
	Please refer to 
	Please refer to 
	https://www.ksd.org/District/School-Board/Policies-and-Procedures
	https://www.ksd.org/District/School-Board/Policies-and-Procedures

	 for information on Policy 3200.  Hard copies will be provided upon request from Washington Elementary School’s front desk.   

	 
	All students who attend the district's schools shall comply with the written policies, rules and regulations of the schools, shall pursue the required course of studies, and shall submit to the authority of the teachers of the schools, subject to such corrective action or punishment as the school officials determine.   
	Student Responsibility and Limitations (KSD Policy #3240) 
	 
	 
	Please refer to 
	Please refer to 
	https://www.ksd.org/District/School-Board/Policies-and-Procedures
	https://www.ksd.org/District/School-Board/Policies-and-Procedures

	 for information on Policy 3240.  Hard copies will be provided upon request from Washington Elementary School’s front desk.   

	 
	The school district has established rules of conduct that shall be applicable at all schools. Individual buildings may distribute written rules of conduct that cover additional areas of student behavior. Violations of a rule of conduct may result in corrective action or punishment imposed by authorized employees of the district. It is the intent of the Kennewick School District to provide a safe, productive, positive, and disruptive-free classroom and learning environment.  
	Student Exceptional Misconduct (KSD Policy #3314) 
	 
	Please refer to 
	Please refer to 
	https://www.ksd.org/District/School-Board/Policies-and-Procedures
	https://www.ksd.org/District/School-Board/Policies-and-Procedures

	  for information on Policy 3314.  Hard copies will be provided upon request from Washington Elementary School’s front desk.   

	 
	Exceptional misconduct means misconduct which the school district has judged as follows:  
	 
	a) To be of such frequent occurrence, notwithstanding past attempts of district personnel to control such misconduct through the use of other forms of corrective action and/or punishment, as to warrant an immediate resort to long-term suspension or expulsion, and/or  
	a) To be of such frequent occurrence, notwithstanding past attempts of district personnel to control such misconduct through the use of other forms of corrective action and/or punishment, as to warrant an immediate resort to long-term suspension or expulsion, and/or  
	a) To be of such frequent occurrence, notwithstanding past attempts of district personnel to control such misconduct through the use of other forms of corrective action and/or punishment, as to warrant an immediate resort to long-term suspension or expulsion, and/or  


	 
	b) To be so serious in nature and/or serious in terms of the disruptive effect upon the operation of the school(s) as to warrant an immediate resort to short-term suspension, long-term suspension, or emergency expulsion. 
	b) To be so serious in nature and/or serious in terms of the disruptive effect upon the operation of the school(s) as to warrant an immediate resort to short-term suspension, long-term suspension, or emergency expulsion. 
	b) To be so serious in nature and/or serious in terms of the disruptive effect upon the operation of the school(s) as to warrant an immediate resort to short-term suspension, long-term suspension, or emergency expulsion. 


	 
	  
	Harassment, Intimidation, or Bullying Reporting Form 
	Figure
	 
	Figure
	 
	Child Abuse and Neglect  (KSD Policy #3421) 
	 
	 
	Because child abuse and neglect are both a violation of children’s human rights and an obstacle to their educational development, all district personnel shall be alert for any evidence of such abuse or neglect.  
	 
	Staff members are legally responsible for reporting all suspected cases of child abuse and neglect within 48 hours. For that reason, under state law, school personnel are free from liability for reporting instances of abuse or neglect and are criminally liable for failure to do so.  
	 
	Personnel need not verify that a child has, in fact, been abused or neglected. Any conditions or information that may reasonably be related to abuse or neglect should be reported. Legal authorities have the responsibility for investigating each case and taking such action as is appropriate under the circumstances.  
	 
	Staff members receiving information regarding the outcome of reports of suspected cases of child abuse shall not disseminate or release it except as authorized by state and federal statute.  
	 
	Sexual harassment by others is a growing concern and will be reported.  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Legal Reference: RCW 26.44.030 Reports; Duty and Authority to Make; 
	Duty of Receiving Agency; Duty to Notify 
	 
	 
	Adopted: September 8, 1993  
	Sexual Harassment  (KSD Policy #5013) 
	 
	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, although staff shall always inform complainants of their right to and the process for filing a formal complaint. Staff shall also direct potential complainants to an appropriate staff member who can explain the informal and formal complaint processes and what a complainant can expect. Staff shall also inform an appropriate supervisor or profe
	 
	Formal Complaint Process: Anyone may initiate a formal complaint of sexual harassment, even if the informal complaint process is being utilized. Potential complainants who wish to have the District hold their identity confidential shall be informed that the District will almost assuredly face due process requirements that will make available all of the information that the District has to the accused. The District will, however, fully implement the anti-retaliation provisions of this policy to protect compl
	 
	A. The compliance officer shall receive and investigate all formal, written complaints of sexual harassment, or information in the compliance officer's possession that the officer believes requires further investigation. 
	 
	B.   All formal complaints shall:  
	1.  be in writing;  
	2.  be signed by the complainant; and  
	3.  set forth the specific acts, conditions or circumstances alleged to have occurred and to constitute sexual harassment. The compliance officer 
	may draft the complaint based on the report of the complainant, for the complainant to review and sign.  
	 
	C.   When the investigation is completed the compliance officer shall compile a full written report of the complaint and the results of the investigation. If the matter has not been resolved to the complainant's satisfaction, the superintendent shall take further action on the report.  
	 
	D.   The superintendent shall respond in writing to the complainant and the accused within thirty (30) days stating:  
	1. that the District does/does not have adequate evidence to conclude that harassment occurred.                                                              
	1. that the District does/does not have adequate evidence to conclude that harassment occurred.                                                              
	1. that the District does/does not have adequate evidence to conclude that harassment occurred.                                                              

	2. corrective actions that the District intends to take; and/or  
	2. corrective actions that the District intends to take; and/or  

	3. that the investigation is incomplete to date and will be continuing.  
	3. that the investigation is incomplete to date and will be continuing.  


	 
	E.   Corrective measures deemed necessary will be instituted as quickly as possible, but in no event more than thirty (30) days after the superintendent's written response, unless the accused is appealing the imposition of discipline and the District is barred by due process consideration or a lawful order from imposing the discipline until the appeal process is concluded.  
	 
	If a student remains aggrieved by the superintendent's response, he or she may pursue the compliant as one of sexual discrimination pursuant to Policy No. 3210, Nondiscrimination. Similarly, staff may pursue complaints further through the appropriate collective bargaining agreement process or anti-discrimination policy.  
	 
	A fixed component of all district orientation sessions for staff, students and regular volunteers shall introduce the elements of this policy. Staff will be provided information on recognizing and preventing sexual harassment. Staff shall be fully informed of the formal and informal complaint processes and their roles and responsibilities under the policy and procedure. Certificated staff shall be reminded of their legal responsibility to report suspected child abuse, and how that responsibility may be impl
	 
	Students will be provided with age-appropriate information on the recognition and prevention of sexual harassment and their rights and responsibilities under this and other district policies and rules at student orientation sessions and on other appropriate occasions, which may include parents. Parents shall be provided with copies of this policy and procedure and appropriate materials on the recognition and prevention of sexual harassment. 
	 
	As part of the information on the recognition and prevention of sexual harassment staff, volunteers, students and parents will be informed that sexual harassment may include, but is not limited to: 
	 
	1. Demands for sexual favors in exchange for preferential treatment or something of value; 
	1. Demands for sexual favors in exchange for preferential treatment or something of value; 
	1. Demands for sexual favors in exchange for preferential treatment or something of value; 


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


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


	 
	4. Making unwelcome, offensive or inappropriate sexually suggestive comments, gestures or jokes; or remarks of a sexual nature about a person's appearance, gender or conduct; 
	4. Making unwelcome, offensive or inappropriate sexually suggestive comments, gestures or jokes; or remarks of a sexual nature about a person's appearance, gender or conduct; 
	4. Making unwelcome, offensive or inappropriate sexually suggestive comments, gestures or jokes; or remarks of a sexual nature about a person's appearance, gender or conduct; 


	 
	5. Using derogatory sexual terms for a person;  
	5. Using derogatory sexual terms for a person;  
	5. Using derogatory sexual terms for a person;  


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


	 
	7. Displaying offensive or inappropriate sexual illustrations on school property. 
	7. Displaying offensive or inappropriate sexual illustrations on school property. 
	7. Displaying offensive or inappropriate sexual illustrations on school property. 


	 
	Annually, the compliance officer for sexual harassment, will coordinate staff training at each Kennewick School District worksite in order to ensure staff are properly informed of the current policies and procedures related to sexual harassment.  
	 
	Annually the superintendent or his/her designee will convene an ad hoc committee composed of representatives of certificated and classified staff, volunteers, students, and parents to review the use and efficacy of this policy and procedure. The compliance officer will be included in the committee. Based on the review of the committee, the superintendent shall prepare a report to the Board including, if necessary, any recommended policy changed. The superintendent shall consider adopting changes to this pro
	 
	Amended: January 10, 1996 
	  
	F-1 5013  
	Kennewick School District  
	Sexual Harassment Complaint Form  
	 
	Please print:  
	Name _____________________________________________________Date______________  
	Address _____________________________________________________________________  
	Telephone ______________or number where you may be contacted ______________  
	during the hours of __________________________________________________________  
	 
	I wish to register a complaint against:  
	Name of person, school (give department) program activity, etc.  
	______________________________________________________________________________ 
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	 
	Specify your complaint by stating the problem as you see it. Describe the incident, participants, background to the incident, and any attempts you have made to resolve the problem. Please note relevant dates, times, and places.  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________ 
	 
	 
	 
	OVER 
	Indicate if there are other people who could provide more information regarding your complaint:  
	 
	Name     Address      Telephone No.   
	________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
	 
	Proposed Solution:  
	 
	Indicate your opinion on how this problem might be resolved. Be as specific as possible.  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	______________________________________________________________________________  
	I certify that there is no falsification of the above information and events are accurately depicted to the best of my knowledge.  
	 
	_______________________________________  
	Signature of Complainant  
	____________  
	Date  
	 
	Please return the original completed form to the Executive Personnel Director. A copy of this will be provided to the complainant. 
	 
	November 1996 
	Discipline Range of Corrective Action 
	 
	The following guidelines are in effect to establish a range of corrective actions which may be imposed as a consequence of exceptional misconduct. Parents will be contacted for all violations. Police will be contacted on all violations that warrant an expulsion. An Ad Hoc Committee has met to define the areas of misconduct and the range of action to be taken. 
	 
	EXCEPTIONAL 
	EXCEPTIONAL 
	EXCEPTIONAL 
	EXCEPTIONAL 
	EXCEPTIONAL 
	MISCONDUCT 

	RANGE OF 
	RANGE OF 
	CORRECTIVE ACTION 

	ACTION THAT MAY  
	ACTION THAT MAY  
	BE TAKEN 



	Weapons-Firearms and Explosives 
	Weapons-Firearms and Explosives 
	Weapons-Firearms and Explosives 
	Weapons-Firearms and Explosives 

	Minimum 
	Minimum 
	Maximum 

	Expulsion for one calendar year 
	Expulsion for one calendar year 
	Indefinite expulsion 


	Weapons-General 
	Weapons-General 
	Weapons-General 

	Minimum 
	Minimum 
	Maximum 

	Emergency expulsion/ Short term suspension 
	Emergency expulsion/ Short term suspension 
	Expulsion 


	Intimidation by Threat of Force or Violence 
	Intimidation by Threat of Force or Violence 
	Intimidation by Threat of Force or Violence 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Harassment 
	Harassment 
	Harassment 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Extortion, Assault, or Causing Physical Injury 
	Extortion, Assault, or Causing Physical Injury 
	Extortion, Assault, or Causing Physical Injury 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Substantial Disruption of School Day 
	Substantial Disruption of School Day 
	Substantial Disruption of School Day 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Damage or Theft of Property 
	Damage or Theft of Property 
	Damage or Theft of Property 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Alcohol/ Narcotics 
	Alcohol/ Narcotics 
	Alcohol/ Narcotics 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Repeated Misconduct 
	Repeated Misconduct 
	Repeated Misconduct 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Forgery 
	Forgery 
	Forgery 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Criminal Acts 
	Criminal Acts 
	Criminal Acts 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Lewd Conduct 
	Lewd Conduct 
	Lewd Conduct 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Long-term suspension 


	Gambling 
	Gambling 
	Gambling 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Cheating 
	Cheating 
	Cheating 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Long-term suspension 


	False Accusation 
	False Accusation 
	False Accusation 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 


	Cigarettes 
	Cigarettes 
	Cigarettes 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Long-term suspension 


	Computer Misuse 
	Computer Misuse 
	Computer Misuse 

	Minimum 
	Minimum 
	Maximum 

	Short-term suspension 
	Short-term suspension 
	Expulsion 




	Student Computer Use 
	 
	The Kennewick School District provides the opportunity for each student to utilize computer technologies and to have Internet access as resources to help reach curriculum goals.  This utilization and access are conditional, however, and requires responsibility on the part of the user.  Students are not permitted to use or trespass into the files, folders, logins and/or passwords of others.  Material that is offensive, inappropriate, harassing, insulting to or attacking others, or sexually explicit is not to
	  
	Non-Discrimination Policy 
	 
	 
	Figure
	  
	Privacy Act 
	 
	 
	Figure
	  
	Asbestos and Pest Management Plan 
	 
	June 17, 2014 
	 
	To:   Kennewick School District Students, Parents, and Staff 
	From:  Keith Colee 
	  Building and Grounds Manager 
	 
	Re:  Asbestos Management Notification / 2014 – 2015 School Year 
	 
	Every year the Kennewick School District notifies the parents of all district staff, students and parents of our Asbestos Management Plan.  The district has established an Asbestos Management Plan (AMP) for each school and building within the district.   
	 
	Every three years our facilities are re-inspected by an accredited asbestos inspector.  Our most recent three-year inspection was conducted in July of 2010, the results of which are posted on our District web site.  Asbestos containing materials still remaining within the district are 9 “x 9” floor tile, floor tile mastic, fire doors, chalk boards and cement asbestos board in the Fruitland Building, Administration Building, Old Annex Gym, and some vinyl flooring in the restrooms at the Alternative Education
	 
	Copies of the updated AMP are available for review in each of the buildings, or the MTS Building at 622 N. Kellogg Street during normal working hours.  Any questions regarding asbestos containing materials in KSD buildings should be directed to Keith Colee at 222-5867.  Thank you. 
	 
	Integrated Pest Management Program 2014 – 2015 Annual Notification 
	During the 2001 legislative session Senate Bill 5533 was passed and signed by Governor Lock requiring the posting and notification of pesticide applications at schools and day-care centers.  The bill took effect July 1, 2002 and requires that written notification be given annually or upon enrollment to parents or guardians of students and employees describing the school’s pest control policy and methods including notification requirements.   
	 
	Maintaining a safe and healthy learning environment for our students and staff is very important to the Kennewick School District. As part of our commitment to this goal, the district has implemented an Integrated Pest Management (IPM) program throughout the district to keep the district free of pests such as noxious weeds, harmful insects, rodents and vermin.  IPM emphasizes prevention and common-sense strategies rather than responding to a pest nuisance with pesticides.  Through IPM the district focuses o
	means of pest control.  At times, the use of a pesticide may be required to control a pest. 
	 
	Pesticides when required can either be applied by school district employees, custodians, grounds and maintenance personnel or a contracted commercial pesticide applicator.  Typical applications of pesticides during the school year may be the use of Roundup or equal to control weeds around building, parking lots, along fence lines and to mark athletic fields.  Commercially available materials may be used to control ants, bees, wasps and or yellow jackets in and around buildings.  Contracted services are norm
	 
	When the use of pesticides is necessary notification to parents, guardians and staff members is required 48 hours prior to the application.  A notification notice will be posted in a prominent location, usually on the main entrance to the school.  The notice will include, as a minimum, the product name of the pesticide to be applied, the intended date and time of application, the location to which the pesticide will be applied, the pest to be controlled and the name and phone number of the contact person at
	 
	Pre-notification requirements do not apply if the application is made when the school will not be occupied by students for at least two consecutive days after the application.  An application made on Friday evening after students have left does not require pre-notification.  Additionally, an application of an anti-microbial pesticide such as disinfectants, cleansers, bleaches or the placement of insect or rodent baits that are not accessible to children, do not require notification.  Pre-notification requir
	 
	The IPM program includes records of applications made within school facilities.  Additional information concerning IPM can be obtained by calling the KSD Buildings & Grounds Department at 222-5867.  Annual report of pesticide usage is available in September of each year for the preceding year.  The District’s Buildings and Grounds Manager shall serve as the IPM coordinator.  He/She will coordinate any modifications or changes in the program. 
	 



