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SCHOOL

Port Townsend School district principals and staff members recognized their responsibilities toward the
substitute and agree that:

1. Each building shall develop a Substitute Teacher's Packet, which will contain all schedules,
duty assignments, Special Services classes, and building procedures that might be of use to the
substitute teacher during his/her assignment.

2. All teacher and classified substitutes are welcomed to the Port Townsend School District and
all staff members will provide whatever help might be needed.

3. Regular teachers who are absent have the responsibility of leaving clear directions for the
substitute teacher, including a seating chart and lesson plans.

WE ARE AN EQUAL OPPORTLTNITY EMPLOYER

NOTE: New employees who will have unsupervised access to children must complete a satisfactory fingerprint check
with the Washington State Patrol and the FBI per RCW 284.400.303.

t

Port Townsend School District No. 50 complies with all federal and state rules and regulations, and
does not discriminate in any programs or activities on the basis of race, creed, religion, color, national
origin, age, honorably discharged veteran or military status, sex, sexual orientation including gender
expression of identity, marital status, the presence of any sensory, mental or physical disability, or the
use of a trained dog guide or service animal by a person with a disability. Fufther, the district will
provide equal access and opportunity to meet the Boy Scouts of America and other designated youth
groups. The following employee(s) have been designated to handle questions and complaints of
alleged discrimination:

r Compliance Coordinator for State Law (RCW 28A.640128A.642):

fStaff or Students: Harassment, Intimidation, or Bullying]
Darrell Thomas
1610 Blaine St, Port Townsend WA 98368
(360) 680-s767

r Title IX Coordinator:

[Staff: Equal Employment Opportunity]

Danell Thomas
1610 Blaine St, Port Townsend WA 98368
(360) 680-s767

r Section 504/ADA Coordinator:

fStudent: Special Education / American Disability Act - Staff or Student needs]

Shelby MacMeekin
1610 Blaine St, Port Townsend WA 98368
(360) 680-s762



School Year 2023 - 2024

School Building - Contact Numbers

The Teachers are also available by email. The district email format is:

1 
s Initial and lastnname@ptschools.org.

Example: Sharon Rockwell : srockwell@ptschools.org

Salish Coast Elementary Office Staff: - Main #(360) 379-4535

Secretary:

Secretary:

Principal:

Dean of Students:

Lainie Saldana-Johnson (360) 680-5706

Ashley Quinn/\licole Hankel (360) 680-5705

Lisa Condran (360) 680-5707

Tracey Gallegos (360) 680-5708

Blue Heron Office Staff: - Main #(360) 37$:[*[0

Secretary: Donna Benson (360) 680-5662

Secretary: Michelle Tipton (360) 680-5661

Principal: Victoria Kalscheuer (360) 680-5666

Asst. Principal: Sean Moss (360) 680-5667

OCEAN Office Staff: - Main #(360) 379-4272

Secretary:

Principal:

Shannon White

Sarah Rubenstein

(360) 680-s7s0

(360) 680-sts4

Port Townsend School Staff: - Main #(360) 379-4520

Secretary: Lisa Anderson (360) 680-5645

Secretary/Attendance: Samantha Massie (360) 680-5630

Principal: Canie Ehrhardt (360) 680-5627

Asst. Principal: Mark Harris (360) 680-5628
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Substitute - Information

PERSONNEL PROCEDURES

A. Applying for a Substitute Teaching Position

Applications for substitute teaching positions are available through the district website at:
www.ptschools.org under the Employment menu option, select Teacher Substitute Positions. For
questions please contact the Personnel Office, 1610 Blaine Street, Port Townsend, WA 98368. The
telephone number is (360) 680-5755.

Applicants are required to have a valid teaching certificate for the State of Washington. A substitute
certificate is valid for teaching in any district in the State of Washington, in a public or private school

The following may apply if you are placed in a long-term substitute assignment:

- Valid for life service as a substitute Teacher P-12: School Districts and Substitute employees must
develop a plan of professional learning with 20 days of the assignment that is to extend beyond 30 days.

- Emergency Substitutes: School Districts and Substitute employees must develop a plan of professional
learning with 20 days of the assignment that is to extend beyond 30 days.

If you need information about applying for a certificate, contact the OESD #I14,105 National Ave N,
Bremerton, WA 98312. Phone (360) 478-6870, email certification@oesdl14.org. Or the Office of
Superintendent of Public Instruction (OSPf at www.kl2.wa.us.

B. Applying for a Classified Substitute Position

Applications for classified substitute ParaEducator, Food Service, Bus Driver, and Custodial positions
are available through the district website at: www.ptschools.org under the Employment menu option,
select Classified Substitutes. For questions please contact the Personnel Office, 1610 Blaine Street,
Port Townsend, WA 98368. The telephone number is (360) 680-5755.

C. Fingerprint Clearance Required

As per WA State law, all Substitutes must have their fingerprints cleared by the Washington State Police
(WSP) and the Federal Bureau of Investigation (FBI). Fingerprint cards are mailed to the Office of
Superintendent of Public Instruction Washington State (OSPD for processing. Substitutes must pay the
$50.00 fee to OSPI a/ the time the fingerprint card is submittedfor submission to OSPL

Fingerprints are done by appointment only at three locations:
o Jefferson County Sheriff s Office: (360) 385-3831 and cost $5.00 - check or exact cash only
o Port Townsend Police Dept: (360) 385-2322 and cost $5.00 - check or exact cash only
. Olympic Education Service District (OESD #lI4): www.oesdl l4.org / Educator Services /

Fingerprinting services - click: Schedule a Fingerprinting Appointment button. OESD charges
$83.00 for the digital fingerprinting - Debit card, Credit card (Visa or Mastercard only).
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D. Compensation and Deductions - Certificated Substitute

Substitute Teacher's new to the district rate of pay for the 2023-24 school year is $ 130.00 per day for a
full day at7.0 hours of work or $65.00 for a half day of 3.5 hours of work. The minimum pay is 3.5
hours. All certificated substitutes are paid in half day or whole day increments.

Substitutes who have been employed thirty (30) work da)'s in a twelve month period shall be paid at
higher rate of $97.00 per half day (3.5 hrs) or $ 194.00 per whole day (7 .0 hrs) inuements and stay at
that level of pay for their remaining time with the District provided there is no break in service.

Substitutes who have been employed twenty (20) consecutive days in one assignment shall be paid at a
per diem rate based upon their appropriate placement on the salary schedule, effective on the twenty-
first day of employment in that assignment.

Payment for service is by Direct Deposit and is paid on the last business day of each month. The pay
period is from the l,6th of one month to the 15th of the next month. Deductions are the standard Federal
Government Income Tax, Social Security tax, and the Washington State Industrial Insurance and Paid
Family Leave taxes.

E. Compensation and Deductions - Classified Substitute

Classified Substitute hourly rate of pay for the 2023-24 school year is dependent on the position you are
subbing for as follows:

r ParaEducator $ 20.72
o Secretary $ 23.13
r Food Service $ 19.07
I Custodial Services $23.82
I Bus Driver $ 24.80

Payment for service is by Direct Deposit and is paid on the last business day of each month. The pay
period is from the llth of one month to the 10th of the next month. Deductions are the standard Federal
Government Income Tax, Social Security tax, and the Washington State Industrial Insurance and Paid
Family Leave taxes.

F. Lunch

Lunch may be purchased in each school. Cost for adult meals the 2023-24 school year is as follows:
r Salish Coast Elementary School $5.00
r Blue Heron Middle School $5.00
I Port Townsend High School $5.00

You must set up a 'Lunch Account' and apply money to your accountfor lunches by contacting the Food
Services Manager at (360) 680-5703 or sminnihan@ptschools.org. Once you have set up your lunch
account, you can also pay exact-cash at the time of purchase, change is not available at any location.
Menus are available in the building offices. If you have food allergies, please make sure to let the Food
Services Department know ahead of time via email or when you order you lunch.
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Lunch @ Salish Coast
o Pre-Order Lunch on the staff lunch sign-in sheet at the building secretary's desk prior to
9:15 am each day.
I Pay for lunch at time of sign-in at the building secretary's desk.
r Pick up lunch at the cafeteria window same as the students do.
r Substitutes eat their lunch in the Staff Room.

Lunch @ Blue Heron Middle School
ePre-Order Lunch on the staff lunch sign-in sheet at the building secretary's desk or add your
lunch to the student lunch count for the day.
r Pay for lunch at time of sign-in at the building secretary's desk.
I Pick up lunch at the cafeteria window same as the students.
e Substitutes eat their lunch in the Staff Room.

Lunch @ OCEAN - *Same as Blue Heron Middle School

Lunch @Port Townsend High School
r Substitutes pay for lunch in the HS lunchroom at lunch time to the cashier
r No need to pre-order, go through the lunch line same as the students.
o Substitutes can eat their lunch in the Staff Room or outside.

SUBSTITUTE CALL SYSTEM

Port Townsend School District uses the Ready Sub - Absence & Substitute system to notify
Substitutes of any open assignments. This system can be accessed at www.ptschools.org \ For Staff \
Staff Logins - Ready Sub or directly at www.readysub.com. You are responsible to view and select

7obs. You can set your preferences in the Ready Sub system to notify you of posted jobs by voicemail,
text andlor email. An instructional guide will be given to the substitute when they sign their final hiring
documents.

When you know in advance that you will not be available for assignments, please block out those dates
on your Ready Sub Calendar that you are not available.

There will be some instances when the open job is at the last minute in which case the Building
Secretaries or Administrators may call you directly. Please keep your phone number and email address
updated in your Ready Sub profile.

When you report to a school building, please check in with the Building Secretary for any last minute
instructions and to sign in on the log sheet for the assignment. And at the end of the assignment - each

dgy - sign out time on the log sheet. The daily log signature and time in/out recorded is what is used
to verify your workfor the payroll department.

RESPONSIBILITIES OF A SUBSTITUTE

A.
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The District requires that substitute teachers adhere to the same arrival and departure time that applies to
the regular teachers unless otherwise stated in the job posting. Please refer to the school bell schedule
for starting and dismissal times. DON'T FORGET TO SIGN-IN and SIGN-OUT at the front desk
every day.

There will be times when you will not receive a call until after 7:30 am. It will be difficult, if not
impossible, for a substitute to always arrive by the time indicated. This is understood and accepted as
unavoidable. Please understand however, that each substitute is on call and, if you are called, you
should make every effort to arrive according to the starting time schedule.

The substitute teacher is required to report directly to the school building administrative offrce. He or
she will be given any additional instructions, keys, or other pertinent materials needed for their
assignment. Please also pick up a substitute packet with a laptop or Chromebook for your assignment.
This will allow you to access the teacher's playbook and instructional materials. You will be issued a
district email address for access to the district software platform.

B. Aruival and Departure Time: Classified Substitute

The District requires that substitutes adhere to the same arrival and departure time that applies to the
employee they are subbing for unless otherwise noted in the job posting. Please refer to the school bell
schedule for starting and dismissal times. DON'T FORGET TO SIGN-IN and SIGN-OUT at the front
desk every day.

There will be times when you will not receive a call until after 7:30 am. It will be difficult, if not
impossible, for a substitute to always arrive by the time indicated. This is understood and accepted as
unavoidable. Please understand however, that each substitute is on call and, if you are called, you
should make every effort to arrive according to the starting time schedule.

C School 2023-24 Time Schedule

r Salish Coast Elementary School (K-5, OPEPO): Class Start: 8:15 am - Class End: 2:50 pm
Office Hours: 7:30 am- 3:30 pm

r Blue Heron Middle School (6-8)
Office Hours: 7:30 am- 3:30 pm

Class Start: 8:25 am - Class End: 3:05 pm

. OCEAN (K-12):
Office Hours: 8:00 am - 12:30 pm

Class Start (M,T,R):
Class Start (W):
No Class Fridays

8:30 am - Class End: 3:00 pm
8:30 am - Class End: 1:00 pm

r Port Townsend High School (9-12):
Office Hours: 7:00 am- 3:30 pm

Class Starl: 8:20am - Class End: 3:10pm

D. LESSON PLANS AND MATERIALS

Lesson plans are usually found in the absent teacher's classroom or in the school office. Some teachers
will upload their lesson plans directly into the Ready Sub job assignment. However, since it is
impossible always to anticipate illness, and since lessons plans change with the regular teacher from day
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to day it is advisable for the substitute to develop short units and activities to use when suitable. When
lesson plans are provided, substitutes are to follow them. Many of the lesson plans and/or student
instructions are in the teacher's playbook. The playbooks are accessible through the district Google
platform. If you find no plans, please report to the principal immediately so that he/she may follow up
with the teacher or suggest alternatives for you.

Lesson plans may be prepared for the Classified Substitute depending on the employees' duties. Check
with the supervising teacher for any special instructions. Some classified staff will upload their lesson
plans directly into the Ready Sub job assignment. However, since it is impossible always to anticipate
illness, and since lessons plans change from day to day it is advisable for the substitute to check with the
supervising teacher for any updates. When lesson plans are provided, substitutes are to follow them.

E. ROOM CARE

The care of the room is up to the substitute. It should be left clean, orderly, and in good condition.
Chairs should be in their proper places, paper picked up and windows closed. This is not however, to
suggest that the substitute teacher is expected to do the picking up; he or she should see that it is done by
the students.

F. CLASSROOM CULTURE

Promoting positive student behavior can be a major problem for a substitute. A few simple suggestions
will help you establish good class routine, provide for an efficient learning situation, and establish
mutual respect of teacher and students.

1. Be Patient - it is natural for a class to test a substitute. You represent a change for them. Patience,
understanding, firmness and respect will diminish distrust.

2. Expect Good Behavior - children tend to respond to whatever we expect of them. A positive
approach is worth a hundred negative rules.

3. Be Fair and Consistent - your success in classroom control will depend to a great extent on your
degree of fairness and consistent treatment. Children must know what to expect of you and what you
expect of them. Uncertainty is a breeder of misbehavior.

4. Be Ready - materials and plans for the day are a must. This is another reason for getting in early and
insuring that you know what you want the class to being doing during the day.

5. Leave Time - especially on the secondary level when classes change each period. Leave enough
time at the end of each period for the class to gather materials together and for you to prepare for the
next group. Go to the doorway to supervise the halls.

6. Keep your Sense of Humor!

G. TEACHING THE CLASS

The substitute teacher has the prime responsibility to teach as well as possible what the regular teacher
has outline. The following suggestions are offered:
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1. Be Prepared - through plans and materials left by the regular teacher or through the use of short
units of your own.

2. Be on Time - do not give the class time to develop restlessness and disinterest. Begin immediately
and get the students involved.

3. Introduce Yourself - explain why you are there and emphasize that class will be conducted as usual
according to the regular teacher's instructions. Write your name on the board.

4. Make Clear Presentations - what the children gain from the lesson will depend on how well you
present it.

5. Provide for Child Involvement - in areally good lesson, children should have an active part - in
discussion, planning, questioning, and decision making. Be sure that directions are clear and
supervision is provided.

H. ACCIDENTS AND INJURIES

1. Do not leave the injured student. Attend to the injury and send to the office or nearest staff member
for help. Particular attention to preventing accidents or injuries must be give when supervising
playground areas, physical education classes, and in shop and science classes.

2. The Port Townsend School Dstrict has a standard accident form that must be filled out when an
accident or injury occurs to any student. Forms are available in each Building Administrative Office

3. Students who become sick either in the classroom or on the playground, should not be sent to the
office or restroom alone. Either send a reliable child with him/her or get help from another staff
member.

I. RESOURCE MATERIALS

Every school in the Port Townsend School District has a library and a staff member who is in charge of
materials and resources. They can help you to assist students in finding resources as needed.

J. ENDING THE DAY

The substitute teacher, like the regular teacher, is required to complete a full school day. Besides
leaving the room in good otder, a substitute should have completed the grading of any assigned papers,
prepared for the next day's classes (to the extent heishe is able), attend any building meetings (unless
excused by the principal), and returned to the office any equipment, materials or building keys handed
out to the substitute.

We also require that the substitute teacherleave a brief written comment on each class or subject if
he/she is not to return the next day. Note any assignments or activities the class covered, particularly in
reference to the lesson plans left by the regular teacher. You have a definite and important part in the
education of children. To emphasizethat impofiance in the eyes of the regular teacher, it is most helpful
to have a list of the work accomplished by the substitute. Leaving your name and phone number in the
event a follow-up call if desired by the regular teacher is also helpful.
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K. PROFESSIONAL ETHICS

All substitutes are expected to maintain the same ethical standards as regular employees. Speaking
negatively of other teachers to students, family members, or other staff members is detrimental. Discuss
any problems or concerns you may have with the building principal.

L. RELEASE OF STUDENTS

No substitute teacher will ever release a student class without soecific authorization from the
school office. Any parents or visitors to a building must report to the office first before visiting any
classrooms and obtain an appropriate pass.

M. TIPS FOR PROFESSIONAL SUBBING

r Remember that substitutes are held up to the same ethical and legal standards as regular employees.
Think about it like this: if you were a parent and a babysitter did something unethical, unsafe, or illegal
with your child - you would certainly hold that caregiver responsible. Subbing is no different. Be safe,
ethical, and legal.

o Get to know each school's building administrative secretary - they are your friend. Please sign-in and
sign-out daily. This is the verification for your monthly payroll upload.

r Say "yes" as often as possible, especially during your first months on the substitute roster

I If you want to work often, make yourself known at each district school building administrative office.
Ensure that each secretary knows that you are on the Ready Sub system and that you keep your
telephone and email address up-to-date in your Ready Sub profile. Check the Ready Sub program
frequently for any new open jobs posted. You can set your Ready Sub preferences to text and/or email
you posted jobs.

I Get to know each school's rules and expectations as soon as possible. Keep notes on individual
teacher's rules or copies of class rule sheets.

r Make notes to yourself about each teacher andlor paraeducator - whether he/she leaves a sub folder,
whether he/she leaves lesson plans, what his/her classroom behavior expectations are, how you
interacted with the teacher, and how the class behaved. This will help you to understand each job
assignment and know what to expect next time you work this assignment.

o Form solid working relationships with regular classroom teachers and paraeducators. Follow their
rules, and leave their classrooms neat - and you will be requested over and over.

o Consistently follow any notes or instructions from the teacher or paraeducator you are subbing for.
Form working relationships with other teachers and paraEducators. Be available to work and you will
be requested over and over.
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Observable Problem Behavior

Classroom Olfice

Administrator contacts
parents and informs
referring teacher of

the consequence (via

referral form)
Note: Consequence

may be linked to
having a restorative
conversation with
referring teacher

*lf behavior
constitutes immediate

removal from class,

complete the
Classroom Exclusion
Form and notify the
office to expect the

student.

!
o

PORT TOWNSEND
School District
LEARNING TFIROUGH A SENSE OF PTACE

4. Student may have
some space in the

hallway before
re-entering class

Was the behavior
resolved?

ls the

or office
Teacher

Teacher Managed
Minor lnfractions

Office Managed
Major Infractions

Versus

1. Use management
strategies to correct
behavior (proximity,

redirection, expectation
reminders, etc.)

2. Have a quiet and brief
conversation requesting
the undesired behavior

to stop

3, Have a conversation in
the hallway; reinforcing

the classroom
expectations & talk with

the student to try to
determine the root cause

of behavior

Examples lnclude:
. Talking in class
. Being out of seat at

inappropriate times
. Being loud, rude, making

unnecessary noises
. Disturbing others
. Being inattentive and/or

distractive in class
. Refusing to follow instructions
. Using inappropriate language
. Disrespect
. Misuse of technology
. Sleeping in class
. Cheating/plagiarism (multiple

i nstances wou ld constitute
major infraction)

Examples include:
. Tardies (6+), unexc. absences
. Theft/Arson/BombThreats
. Gang Violation (affiliation)
. Fighting/physicalabuse
. Possession/use of weapons
. Unsafe Behavior
. Use/threat of physical force
. Forgery
. Bullying/harassment/threats
. Cyberbullying
. Sexual Harassment
. Defiance
. Behavior prevents teacher from

leading instruction
. Out of control behavior
. Leaving classroom without

permission/leaving early
. Defacing property/vandalism
. Alcohol or drug use- possess,

distribute, including tobacco,
vape/prod ucts, parapherna lia

. Dress code violations

. lnappropriate display of
affection

Other: 5 Minor behavior incidents in a week = Major;
Staff will follow established Cell Phone Violation procedures

Teacher writes Office
Discipline Referral*

Administrator gives

restorative reflection,
determines the

consequences, other
supports that may be

needed (i.e.

counseling, SEL)

Document
lntervention u

eduClimber for

pra
Yes!

colleagues

Dean/admin of
issue, ask for

help if needed
(immediately)

Notify

5. Call home to parents to inform
them of problem behavior and steps
taken to correct behavior, ask parent
for support, document conversation
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Email and Cell Phone Protocol

The purpose of this memorandum is to help employees gain clarity on the appropriate use of email
and cell phones while at work. This is not intended to be a comprehensive document. This is
intended to provide guidance in an effort to maintain a professional work/school environment
with a focus on student supervision, safety, and attention to work responsibilities.

EMAIL: The purpose of email is to facilitate effective and brief professional communication. In
the Port Townsend School District, we expect appropriate use of email including the following:

o Read mail regularly (daily, excluding weekends and vacations) to be sure you are well-informed
and able to provide your input as needed or desired.

o Staff members are responsible for information shared, a request for information made through
email, and a request to meet made by the principal and office staff.

o In most cases, give the recipient of your email up to two school/work days to respond. Please be
forgiving if there are occasions when it takes the recipient longer, as it can be difficult to be
prompt when an employee has a full school day and a number of after school meetings.

. Provide a response within two school/work days, even if it's to tell the sender you need more
time to get back to him/her.

. Make your subject line clear and concise.
o Don't "reply all" unless "all" truly needs to be included in the reply.
o The CC: on the message header means courtesy copy and that this recipient is not expected to

reply.
o Do not add CC: unless you are the message originator. Exceptions would be to explicitly note

the addition of a CC: when that person can contribute information to the communication.
o BCC: means blind carbon copy and should be used sparingly. Please use BCC: when emailing

to large groups and/or the need to keep email addresses confidential. And please include a
comment to not 'reply to all' if inappropriate to do so.

o An email is best kept as a very brief communication. Longer, more complex communications
are best done in person. Do your very best not to send difficult or sensitive information via
email that would be more appropriately communicated in person.

o Keep email conversations professional. Remember that all school emails are subiect to public
records requests.

o Adhere and maintain digital communication etiquette rules in all electronic communications.

Rev: 9-01 -2020

1610 Blaine Street, Port Townsend, WA 98368 | Phone: (360) 680-5759 | Fax: (360) 385-3617 | www.ptschools.org 
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CELL PHONES: Staff may bring cell phones to schooll however, the purpose of this guidance is
to regulate their use so that such use does not interfere with instruction, safety, or work for which
the individual has been hired. This is not intended to be a comprehensive list, but is intended to
establish general direction. Exceptions would include when used as part of instruction, to
photograph student work, etc.

Please be mindful of your cell phone use at school and keep your cell phone on silent to
minimize distractions to others while at work. In general, cell phones should be out of view and
silenced when engaged in the supervision of students or doing the work of a normal employment
day.

Talking or texting on cell phones should be limited to duty free lunches, breaks, or before/after
the work day, except in the event of an emergency.
If you need to be available for a phone call on a specific occasion due to family emergency or
because you are awaiting an important call, such as a health care provider needing to get back to
you, please let your direct supervisor know of this need, so he or she can accommodate this.
Please use school phones and email for professional communication with families and others.
Do not share your personal cell phone number with students andlor their families.
It is understood that cell phones are at times used for instructional tasks in the classroom, such as
timers or taking photos of student work. Please consider when using cell phones for instructional
tasks that if it takes a lot of your attention to use it for the particular application, it very well may
be distracting to your supervision of students and probably is best done another way.

a

a

o

a

o

1610 Blaine Street Port Townsend, WA 98368 | Phone: (360) 680-5759 | Fax: (360) 385-3617 
I
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PORT TOWNSEND SCHOOL DISTRICT
Staff Protocols

For All Personnel in Dealine with Inappropriate Behavior by Adults with Students

The purpose of this protocol is to provide all staff members with information regarding what is deemed
appropriate and inappropriate behaviors in regards to student interactions, and to increase staff awareness of
their role in protecting children from inappropriate conduct and sexual abuse by adults.

Since it may not be possible to detennine whether boundary invasion behaviors are in fact sexual grooming
until it is too late, boundary invasions behaviors engaged in by school employees, which are inappropriate or
have questionable educational benefit, are prohibited.

Waslrington State Law, RCW 284..400.317 Physical abuse or sexual misconduct by school employees "Duty
to Report" Training states that: A certificated or classified school employee who has knowledge or reasonable
cause to believe that a student has been a victirn of physical abuse or sexual misconduct by another school
employee, shall report such abuse or misconduct to the appropriate school administrator.

If you become aware of an adult engaging in behavior with children at school which may be construed as

inappropriate boundary invasion, or "sexual grooming behavior" yov must repoft the matter immediately to
your principal or the District Title IX Officer if the principal is somehow involved in the conduct.

APPLICABLE LAW

I Taking an undue interest in a student
(e.g.: having a "special" friend or a "special relationship"
with a particular student).

o Favoring certain students by giving them special
privileges.

r Intentionally allowing the student to get away with
inappropriate behavior.

I Hugging, kissing, or other physical contact including
when the student does not want this attention,

. Engaging in peer-like behavior with students. o Touching students for no educational or health reasons
(e.g.: being overly "touchy").

I Giving gifts or money to the student. o Having personal secrets with a student.

r Initiating or extending contact with students beyond
the school day and school approved activities.

r Taking the student on outings, away from protective
adults, including personal outings.

I Visiting the student's home without supervisor's
approval.

r Inviting individual students to the teacher's personal
home.

o Being alone with the student behind closed doors at
school.

o Talking to the student about the educational
practitioner's personal problems.

o Talking to the student about the student's personal
problems to the extent that the adult becomes a confidant
of the student when it is not the adult's job to do so.

I Using email, text-messaging, social networking sites,
or instant messaging to contact and/or discuss personal
topics or interests with students.

I Giving students rides in staff member's personal
vehicle in a non-emergency situation.

r Talking with a student about sexual topics that are not
related to a specific curriculum.

o Showing pornography to the student. r Telling sexualjokes to students.

r Engaging in talk with students containing sexual
innuendo or banter.

o Invading the student's privacy
(e.g.: walking in on the student in the bathroom).

The follow behaviors ofactions m be deemed ina boun invasion behavior:

Or any combinations of the above or similar contluct.
13
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This list is not an exhaustive list. If a staff member engages in such behaviors, there may be great cause for concern based
on the profiles of educators who became sexual abusers. The bottom line is that such behaviors cross the line from
professional and caring into personal and dangerous and with rare exceptions are not acceptable.

Staff members who observe such conduct must understand that such behaviors are inappropriate and take action, in doing
so they protect children, the staff member, and the profession.

Your role in preventing sexual abuse of students is two-fold: first, to avoid engaging in behaviors which could be mistaken
for grooming behaviors; and second, to report situations where such behaviors take place.

Do not engage in the behaviors described above or behaviors like them. Keep your interactions with students on
a professional level. If the students' needs are not met in the classroom, consult the building MTSS protocols for
direction on how to obtain help for the student. Staff can be caring while maintaining an appropriate level of
professional decorum.

Report the Concern: If a staff member observes any adult engaging in the behaviors described above with
students, or in other behaviors which raise concerns, inform your principal or the appropriate person at the District
Office at your earliest opportunity.

a. Do not wait or mull things over or attempt to determine for yourself whether the behavior you have observed
has a plausible, innocent explanation. You may not understand the entire situation, and allowing the conduct to
continue could be bad for both the staff member and students.

b. DO NOT confront or discuss the matter with the suspected individual. Do not inform the person of your
concern, unless it is a situation where immediate intervention is necessary to protect a child.

Maintain Confidentiality. Failure to do so may impede official investigations and foster untrue rumors. You
owe a legal duty of confidentiality to students on matters which a reasonable person would want to remain
confidential. Therefore, you are directed not to tell your concerns to anyone other than the appropriate
administrator, Child Protective Services or the police. If approached by anyone other than the appropriate
administrator, CPS or the police, or a person conducting an official investigation on behalf of the District, you
may not discuss the matter unless otherwise permitted in writing by the administrator in charge of the matter.

c. If you desire, and it is possible and appropriate, confidentiality will be maintained about the report to
administration.

d. Document who you notified, where and when, and what you reported for your own records.

RCW 26.44 Mandatory Reporting Duties for Educators: Washington law requires educators to ensure that a
report is made to the proper law enforcement agency of any situation where the educator has reasonable cause to
believe that a child has suffered abuse or neglect.

o Failure to make such a repoft may constitute a gross misdemeanor and be punishable under law.
o Failure to report child abuse may also result in disciplinary action by the District.

Child abuse may include physical injury, sexual abuse, sexual exploitation, or negligent treatment or
maltreatment. The report must be made at the educator's first opportunity, but in no case later than within 48
hours. Generally report intra-family abuse to Child Protective Services (866) 363-4276 (24-hr/7-day call center)
and other abuse to law enforcement.

Please note that educators must also report the situation to an appropriate administrator and document action
which has been taken to the Title IX Officer.

Ifyou observe misconduct between students, you shall take appropriate action to intervene. "They are not my
students," "It's my lunch time," "It is the duty monitor's or principal's job," or "I am in a hurry" are unacceptable
excuses for not intervening.

4

STAFF DUTIBS
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Any questions about anything related to this process may be referred to your site principal or the following:

r Compliance Coordinator for State Law (RCW 28A.640)
Darrell Thomas
1610 Blaine St, Port Townsend WA 98368
(360) 680-s767

r Title IX Coordinator:
Danell Thomas
1610 Blaine St, Port Townsend WA 98368
(360) 680-s767

Additional information can be found at any of the following external agencies:

- Washington State Commission for Human Rights: http://www.hum.wa.gov

- Director of the Office for Civil Rights, Dept. of Ed: http://www.ed.gov/about/offices/list/ocr/index.html

- Department of Health and Human Services: http://www,hhs.gov/ocr/index.html

Any student, staff or community member who violates this policy by engaging in conduct defined above that directly or
indirectly causes intimidation, harassment or physical harm to another student or staff member, on a school campus or at
a school activity, will be subject to appropriate disciplinary action.

Policy: 525315253P - Adopted: June 20, 2019

Rev: 09-2020
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STUDENTS

Medication at School

Under notmal circurnstances, all student medications, both prescription and over-the-counter
(OTC) medications, should be administered before and/or after school hours under supervision
of the parentlgtardian. When it is necessary for a student to receive prescription or OTC oral
medication, topical medication, eye drops, ear drops, or nasal spray at school or at
school-sponsored events, the parent/guardian must submit a written parental request and a
written authorization form from a licensed healthcare practitioner (LHP), prescribing within the
scope of their prescriptive authority. If the medication will be administered for more than 15
consecutive days, the LHP must also provide written, current and unexpired instructions for the
administration of the medication.

Procedures
The superintendent will establish procedures for required and proper:

A. Designating staff members who may administer medication to students;

B. Training, delegation, and supervision of staff members in the administration medication to
students by a registered nurse (RN), including oral medication, topical medication, eye drops,
ear drops, and/or nasal spray;

C. Obtaining signed and dated parcntlguardian and LHP requests and authorization for the
administration of medications, including instructions from the LHP if the medication is to be
given for more than 15 days;

D. Transporting medications to and from school;

E. Storing medication in a locked or limited access area;

F. Labeling medication;

G. Administering of medication, including identification of student and medication'

H. Documenting administration of medication, including errors, reactions, or side effects;

I. Disposing of medications;

J. Maintaining records pertaining to the administration of medication;

K. Maintaining student confidentiality;

L. Permitting, as appropriate possession and self-administration of medications necessary for
sfudent school attendance;

M. Permitting possession and self-administration of over-the-counter topical sunscreen products
(see Sunscreen section below); and
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N. Reviewing and evaluating of medication practices and documentation.

School District Policy and Procedure 3419 - Self-Administration of Asthma and Anaphylaxis
Medication and School District Policy and Procednre 3420 - Anaphylaxis Prevention and
Response govern the use of injectable medication for the treatment of anaphylaxis.

Except for limited situations, no school staff other than a RN or licensed practical nurse (LPN)
may administer suppositories, rectal gels, or injections (except for emergency injections for
students with anaphylaxis, as stated in School District Policy and Procedure 3419
Self-Administration of Asthma and Anaphylaxis Medication and School District Policy and
Procedure 3420 - Anaphylaxis Prevention and Response). In some situations, a parent
designated adult (PDA) may administer certain injections.

Sunscreen
Over-the-counter topical sunscreen products may be possessed and used by students,
parents/guardians, and school staff without a written prescription or note from a licensed health
care provider if the following conditions are met:

A. The product is regulated by the US Food and Drug administration as an over-the-counter
sunscreen product; and

B. If possessed by a student, the product is provided to the student by a parent/guardian.

Discontinuins Medication
If the district decides to discontinue administering a student's medication, the superintendent or
designee must provide notice to the student's parentlguardian orally and in writing prior to the
discontinuance, There must be a valid reason for the discontinuance that does not compromise
the health of the student or violate legal protections for the disabled.

Required Notification of EMS
After every administration of any legend (prescribed) drug or controlled substance by nasal spray
to a student, Emergency Medical Services (91 I ) will be summoned as soon as practicable.

Medical Marijuana
Washington State law (RCW 69.514.060) pennits the use of medical marijuana, however,
federal law (Title IV-Part A-Safe and Drug Free Schools and Communities and the Controlled
Substances Act (CSA) (21 U.S.C. $ 811) prohibits the possession and use of marijuana on the
premises of recipients of federal funds including educational institutions, School nurses may not
administer medical marijuana. See 3423 - Parental Administration of Marijuana for Medical
Purposes, regarding parental administration of medical marijuana on school grounds, school bus,
and school-sponsored activities.

Policy 3419

Policy 3420
Pohcy 3423

Self-Administration of Asthma and
Anaphylaxis Medications
Anaphylaxis Prevention and Response
Parental Administration of Marijuana

Cross References
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for Medical Purposes

Legal References RCW 28A.210.260 Public and Private Schools -
Administration of Medication by -
Conditions
Public and Private Schools -
Administration of Medication by -
Immunity from Liability -
Discontinuance, procedure

RCW 284.210.270

Management Resources Policy News, July 2019
Policy News, August 2018
Policy News, July 2017
Policy News, Feb 2014

Policy News, Aug2012

Nasal spray added to the list of
medications that may be administered by
school personnel
"Medication" Defi nition Expanded

Policy News, Feb 2001 Oral Medication Definition Expanded

Date: llll2l88; 10/27197; 7126199; 9ll0/01; t0128102; 5123105; 3/27117; 6121118; SllS/19.

PORT TOWNSEND SCHOOL DISTRICT NO. 50
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STUDENTS

Child Abuse" Neglect. and Exploitation- Prevention

Child abuse, neglect and exploitation are violations of children's human rights and an obstacle to
their educational development. The Board directs that staff shall be alert for any evidence of
child abuse, neglect or exploitation.

For purposes of this policy, the term "child" means anyone under the age of 18 and/or any current
student of the district, including home-schooled students or any other person classified as a
student in the district's database.

"Child abuse, neglect, or exploitation" means:

A. Inflicting physical injury on a child by other than accidental means, causing death,
disfigurement, skin bruising, impairment of physical or emotional health, or loss or
impairment of anybodily function;

B. Creating a substantial risk of physical harm to a child's bodily functioning;

C. Attempting, committing, or allowing any sexual offense against a child as defined in the
criminal code. This definition also includes any communications with a child for immoral
purposes or viewing, possessing, or distributing any sexually explicit images of a child. It
also includes intentionally contacting, directly or through the clothing, the genitals, anus
or breasts ofa child unless the contact is necessary for the child's hygiene or health care.
This also includes a child's intentional or coerced contact with anyone's genitals, anus, or
breasts;

D. Committing acts that are cruel or inhumane regardless of observable injury. These acts
may include, but are not limited to, instances of extreme discipline demonstrating a
disregard of a child's pain or mental suffering;

E. Assaulting or criminally mistreating a child as defined by the criminal code;

F. Failing to provide food, shelter, clothing, supervision or health care necessary to a child's
health or safety;

G. Engaging in actions or omissions resulting in a substantial risk to the physical or mental
health or development of a child; or

H. Failing to take reasonable steps to prevent the occurrence of the preceding actions.

Children (including other students), family members, and any other adult can engage in child
abuse, neglect, or exploitation, This may include incidents of student on student misconduct.
Staff should report all incidents of abuse regardless of the age of the person who engages in it.

Subject to the definition above, staff should not focus'on a person's mental status to determine if
she or he has committed child abuse, neglect, or exploitation. The law governing mandated
reporting does not allow for exceptions for people with medical conditions that may mitigate the
intent for committing child abuse, neglect, or exploitation.

When feasible, the district will provide community education programs for prospective parents,
foster parents and adoptive parents on parenting skills and on the problems of child abuse and
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methods to avoid child abuse situations. The district will also encourage staff to participate in in-
service programs that address the issues surrounding child abuse.

The Superintendent will develop reporting procedures and provide them to all staff on an annual
basis. The purpose is to identify and timely report all evidence of child abuse, neglect or
exploitation to the proper authorities. Staff will receive training regarding reporting obligations
during their initial orientation and every three years after initial employment.

All staff are responsible for reporting all suspected cases of child abuse, neglect, and exploitation
to the proper authorities andlor the appropriate school administrator. Under state law, staff are
free from liability for reporting a reasonable suspicion of child abuse, neglect, or exploitation.
However, failing to report the incident may result in criminal liability regardless of whether the
authorities determine the incident is provable in a subsequent legal proceeding.

Staff need not verifz a report that a child has been abused, neglected, or exploited. Any
conditions or information that may be reasonably related to abuse, neglect, or exploitation should
be reported. Legal authorities have the responsibility for investigating each case and taking
appropriate action under the circumstances.

Cross References: Policy 4310 Relations with the Law Enforcement and Child
Protective Agencies
Relevance of failure to cause juvenile to attend school
as evidence under neglect petition
Definitions
Reports - Duty and authority to make - Duty of
receiving agency - Duty to notify - Case planning and
consultation - Penalty for unauthorized exchange of
information - Filing dependency petitions -
Investigations - Interviews of children - Records -
Risk assessment process
Purposes
Restrictions -Classes on parenting skills and child
abuse prevention encouraged
Background checks - Access to children or vulnerable
persons - Definitions
Alleged sexual misconduct by school employee -
Parental notification - Information on public records
act.
Physical abuse or sexual misconduct by school
employees - Duty to report - Training
What is child abuse or neglect?
Children - Child Abuse - Reporting by School
Officials - Alleged Abuse by Student

Legal References: RCW 13.34.300

Management
Resources:

Policy News, April 2010

Policy News, June 2015
Policy Ncws, February
2007
Policy News, Jwe 7999

P(CW 26.44.020
RCW 26.44.030

RCW 2BA. 620.010
RCW 28A. 620.020

RCW 43.43.830@

RCW 284.320.160

RCW 28A.400.317

wAC 388-1s-009
AGO 1987, No. 9

Physical Abuse and Sexual Misconduct Notice
Requirements
23Vo of districts out-of-compliance on child abuse
policies
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Date: 4123170; lll17l88; 12120199; 10128102; 5123105; l019l07; 4l24ll7

PORT TOWNSEND SCHOOL DISTRICT NO. 50
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STUDENTS

Child Abuse. Neslect. Exoloitation Prevention

Each school principal shall develop and implement an instructional program that will teach
students:

A. How to recognize the factors that may cause people to abuse, neglect, or exploit children;
B. How one may protect oneself from incurring these forms of maltreatment; and,

C. What resources are available to assist an individual who does or may encounter an abuse
situation.

To facilitate such a program, staff development activities may include such topics as:

A. Child growth and development;

B. Identification of child abuse, neglect, and exploitation;
C. Effects of child maltreatment on child growth and development;

D. Personal safety as it relates to potential child abuse, neglect, and exploitation;
E. Parenting and supervision skills;
F. Life situations/stressors which may lead to child maltreatment; or
G. Substance abuse.

Reportine Responsibilities

Staff are expected to repoft every instance of suspected child abuse, neglect, or exploitation.
Since protection of children is the paramount concem, staff should discuss any suspected
evidence with the principal, nurse, or supervisor regardless of whether the condition is listed
among the indicators of abuse or neglect.

Staff are reminded of their obligation as district employees to report suspected child abuse,
neglect, or exploitation. Professional staff are reminded of their legal obligation to report these
incidents. Staff are also reminded of their immunity from potential liability for doing so. The
following procedures are to be used in reporting instances of suspected child abuse, neglect, or
exploitation:

A. When there is reasonable cause to believe that a student has suffered abuse, neglect, or
exploitation staff or the principal will immediately contact the nearest office of the Child
Protective Services (CPS) of the Department of Social and Health Services (DSHS), If
the situation is urgent and CPS cannot immediately respond, staff will immediately
contact the local law enforcement agency. This contact must be made within forty-eight
(48) hours. Staff will also advise the principal or supervisor regarding instances of
suspected abuse, neglect, or exploitation as well as reports that have been made to CPS or
law enforcement. In his/her absence the report will be made to the nurse or counselor.

A staff member may contact CPS to determine if a report should be made. The Child
Protective Service has the responsibility of determining the fact of child abuse or
neglect. Any doubt about the child's condition will be resolved in favor of making the
report.
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A written report shall be submitted promptly to the agency to which the report was

made. The report will include:

L The name, address and age of the child;

2. The name and address of the parent or person having custody of the child;

3. The nature and extent of the suspected abuse or neglect;

4. Any evidence of previous abuse or any other information that may relate to the
cause or extent ofthe abuse or neglect; and

5. The identity, if known, of the person accused of inflicting the abuse.

C When the district receives a report that a school employee has committed an act of
sexual misconduct, it will notify the parents of the alleged victim within forty-eight
(48) hours.

Abuse Indicators

Physical abuse indicators:
A. Bilateral bruises, extensive bruises, bruises of different ages, pattems of bruises caused by

a particular instrument (belt buckle, wire, straight edge, coat hanger, etc.) or unreasonable
use of force (grabbing, pinching, dragging, andlor otherunapproved forms ofrestraint);

B. Burn patterns consistent with forced immersion in a hot liquid (a distinct boundary line
where the burn stops), burn patterns consistent with a spattering by hot liquids, patterns
caused by a particular kind of implement (electric iron, etc.) or instrument (circular
cigarette burns, etc.);

C. Lacerations, welts, abrasions;

D. Injuries inconsistent with information offered by the child;
E. Injuries inconsistent with the child's age; or
F. Injuries that regularly appear after absence or vacation.

Emotional Abuse Indicators:
A. Lags in physical development;

B. Extreme behavior disorder;

C. Fearfulness of adults or authority figures; or
D. Revelations of highly inappropriate adult behavior, i.e., being enclosed in a dark

closet, forced to drink or eat inedible items.

Sexual Abuse Indicators :

Sexual abuse, whether physical injuries are sustained or not, is any act or acts involving
intentional sexual contact, conduct, or communication with a child. Beyond direct evidence of
this kind of abuse, indicators may include, but are not limited to:

A. A child's developmentally inappropriate sexual conduct, regardless of the child's own
mental status or development;

B. Child engaging in "sex talk", drawings, or attempting to access pornography;

C. Child's disclosure of "grooming behaviors" or inappropriate conduct that does not
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necessarily rise to a specific sexual act;

An adult's attempt to form a secret or unreasonable special relationship with a child;
Venereal disease in a child of any age;

Evidence of physical trauma or bleeding to the oral, genital, or anal areas; or
Pregnancy.

Physical Neglect Indicators:
A. Lack of basic needs (food, clothing, safety, shelter);
B. Inadequate supervision;

C. Lack of essential health care and high incidence of illness;
D. Poor hygiene on a regular basis;

E. Inappropriate clothing in inclement weather; or
F. Abandonment.

Some Behavioral Indicators of Abuse:
A. Wary of adult contact;

B. Frightened of parents;

C. Afraid to go home;

D. Habitually truant or late to school;

E. Arrives at school early and remains after school later than other students;
F. Wary of physical contact by adults;
G. Shows evidence of overall poor care;

H. Parents or caretakers describe child as "difficult" or "bad";

I. Inappropriately dressed for the weather -no coat or shoes in cold weather or long sleeves

and high necklines in hot weather (possibly hiding marks of abuse); or

J. Exhibit behavioral extremes: crying often or never, unusually aggressive or withdrawn
and fearful.

NOTE: Indicators in and of themselves do not necessarily prove that abuse, neglect, or
exploitation has occured. However, they still may waffant a referral to CPS or law enforcement.
When in doubt, staff should consult with CPS about making a report.

Child abuse as defined by the statutes can be inflicted "by any person" and may include student-
on-student abuse. These cases also require reporting to CPS, or law enforcement.

Staff mernbers are advised to complete form 3421F for their own records.

Date:4/23179;llll7/88l 12120/99;10128102;5123/05;1019107;4124117;1130/19.

PORT TOWNSEND SCHOOL DISTRICT NO.50
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PERSONNEL
SEXUAL HARASSMENT

The District is comrnitted to a positive and productive education and working environment free
from discrimination, including sexual harassment. The District prohibits sexual harassment of
students, employees and others involved in school district activities.

Sexual harassment occurs when:

A. Submitting to the harasset's sexual demands is a stated or implied condition of obtaining
an education or work opportunity or other benefit;
B. Submission to or rejection of sexual demands is a factor in an academic, work or other
school-related decision affecting an individual; or
C. Unwelcome sexual or gender-directed conduct or communication interferes with an
individual's performance or creates an intimidating, hostile or offensive environment.

Sexual harassment can occur adult-to-student, student-to-adult, student-to-student, adulrto-adult.

The District will take prompt, equitable, and remedial action within its authority on reports,
complaints, and grievances alleging sexual harassment that come to the attention of the District,
either formally or informally. Allegations of criminal misconduct will be reported to law
enforcement and suspected child abuse will be reported to law enforcement or Child Protective
Services. Persons found to have been subjected to sexual harassment will have appropriate school
district services made reasonably available to them and adverse consequences of the harassment
shall will be reviewed and remedied, as appropriate.

Engaging in sexual harassment will result in appropriate discipline or other appropriate sanctions
against offending students, staff, and contractors. Anyone else who engages in sexual harassment
on school property or at school activities will have their access to school property and activities
restricted, as appropriate.

Retaliation against any person who makes or is a witness in a sexual harassment complaint is
prohibited and will result in appropriate discipline. The District will take appropriate actions to
protect involved persons from retaliation.

It is a violation of this policy to knowingly report false allegations of sexual harassment. Persons
found to knowingly report or coruoborate false allegations will be subject to appropriate discipline.

The superintendent will develop and implement formal and informal procedures for receiving,
investigating, and resolving complaints or repofts of sexual harassment. The procedures will
include reasonable and prompt time lines and delineate staff responsibilities under this policy. All
staff are responsible for receiving informal complaints and reports of sexual harassment and
informing appropriate District personnel of the complaint or report for investigation and resolution.
All staff are also responsible for directing complainants to the formal complaint process.

The superintendent will develop procedures to provide age-appropriate information and education
to district staff, students, parents/guardians and volunteers regarding this policy and the
recognition and prevention of sexual harassment. At a minimum, sexual harassment recognition
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and prevention and the elements of this policy will be included in staff, student, and regular
volunteer orientation. This policy and the procedure, which includes the complaint process, will
be posted in each district building in a place available to staff, students, parents/guardians,
volunteers, and visitors. The policy and procedure will be reproduced in each student, staff,
volunteer, and parent/guardian handbook.

The superintendent will make an annual report to the board reviewing the use and efficacy of this
policy and related procedures. Recommendations for changes to this policy, if applicable, shall
will be included in the report. The superintendent is encouraged to involve staff, students, and
volunteers and parents/guardians in the review process.

Cross References Policy 3200
Policy 3207

Student Rights and Responsibilities
Prohibition of Harassment, Intimidation and
Bullying
Nondiscrimination
Student Conduct
Child Abuse and Neglect
Nondiscrimination and Affirmative Action
Disciplinary Action and Discharge
Regulations, guidelines to eliminate discrimination

- Scope - Sexual harassment policies
Sexual harassment

Legal References:

Policy 3210
Policy 3240
Policy 3421
Policy 5010
Policy 5281
RCW 284.640.020

wAC 392-190-058
Policy News

Management Resources October 2010
December 2014

Date: 6l17l93; ll25l99; 2ll2l0l; lll24l03; ll24lll; 4127ll5; 4120123.

PORT TOWNSEND SCHOOL DISTRICT NO. 50
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PERSONNEL

Sexual Harassment of District Staff Prohibited

The procedure is intended to set forth the requirements of Policy 501 l, including the process for
a prompt, thorough, and equitable investigation of allegations of sexual harassment and the need
to take appropriate steps to resolve such situations. If sexual harassment is found to have created
a hostile environment, staff must take immediate action to eliminate the harassment, prevent its
reoccuffence, and address its effects.

This procedure applies to sexual harassment (including sexual violence) targeted at district
employees carried out by other students, employees or third parties involved in school district
activities. The District has jurisdiction over these complaints pursuant to Title lX of the
Education Amendments of 1972, Chapter 28A.640, RCw and Chapter 392-190 wAC.

Notice
Information about the District's sexual harassment policy will be easily understandable and
conspicuously posted throughout each school building, provided to each employee and
reproduced in each staff, volunteer, and parent handbook. In addition to the posting and
reproduction of this procedure and Policy 501 1, the District will provide annual notice to
employees that complaints pursuant to this procedure may be filed at I 61 0 Blaine Street, Port
Townsend, V[/A.

Staff Responsibilities
In the event of an alleged sexual assault, the school principal will immediately inforrn: 1) the
Title IX/Civil Rights Compliance Coordinator so that the District can appropriately respond to
the incident consistent with its own grievance procedures; and 2) law enforcement. The principal
will notify the targeted district staff person of their right to file a criminal complaint and a sexual
harassment complaint simultaneously.

Confidentiality
If a complainant requests that their name not be revealed to the alleged perpetrator or asks that
the District not investigate or seek action against the alleged perpetrator, the request will be
forwarded to the Civil Rights Coordinator for evaluation. The Civil Rights Coordinator should
inform the complainant that honoring the request may limit its ability to respond fully to the
incident, including pursuing disciplinary action against the alleged perpetrator.

If the complainant still requests that heir name not be disclosed to the alleged perpetrator or that
the District not investigate or seek action against the alleged perpetrator, the District will need to
determine whether or not it can honor such a request while still providing a safe and
nondiscriminatory environment for all students, staff and other third parties engaging in District
activities, including the person who reported the sexual harassment. Although a complainant's
request to have their withheld may limit the District's ability to respond fully to an individual
allegation of sexual harassment, the District will use other appropriate means available to address
the sexual harassment.
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Retaliation
Title IX prohibits retaliation against any individual who files a cornplaint under these laws or
participates in a complaint investigation. When an informal or formal complaint of sexual
harassment is made, the District will take steps to stop further harassment and prevent any
retaliation against the person who made the complaint, was the subject of the harassment, or
against those who provided information as a witness. The District will investigate all allegations
of retaliation and take actions against those found to have retaliated.

Informal Complaint Process
Anyone may use informal procedures to repoft and resolve complaints of sexual harassment.
Informal reports may be made to any staff member. Staff will always notify complainants of
their right to file a formal complaint and the process for same. Staff will also direct potential
complainants to -Title IX Coordinator, 1610 Blaine St, Port Townsend WA 98368,
360.379.4511. Additionally, staff will also inform an appropriate superuisor or professional staff
member when they receive complaints of sexual harassment, especially when the complaint is
beyond their training to resolve or alleges serious misconduct.

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

Informal remedies may include:

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

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

' A general public statement from an administrator in a building reviewing the district
sexual harassment policy without identifying the complainant.
. Developing a safety plan;
. Separating staffperson; or
o Providing staff and/or student training.

Informal complaints may become formal complaints at the request of the complainant, parent
or guardian, or because the district believes the complaint needs to be more thoroughly
investigated. The District will inform the complainant how to report any subsequent
problems. Additionally, the District will conduct follow-up inquiries to see if there have been
any new incidents or instances of retaliation, and to promptly respond and appropriately address
continuing or new problems. Follow-up inquiries will follow a timeline agreed to by the district
and complainant.
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Formal Complaint Process

Level One - Complaint to District
Anyone may initiate a fornal complaint of sexual harassment, even if the informal complaint
process is being utilized. At any level in the formal complaint process, the District will take
interim measures to protect the complainant before the final outcome of the District's
investigation. The following process will be followed:

Filing of Complaint

' All formal complaints will be in writing and will set forth the specific acts, conditions or
circumstances alleged to have occurred and to constitute sexual harassment. The Title IX
Coordinator may draft the complaint based on the report of the complainant for the complainant
to review and approve. The superintendent or Title IX Coordinator may also conclude that the
District needs to conduct an investigation based on information in their possession, regardless of
the complainant's interest in filing a complaint.
o The time period for filing a complaint is one year from the date of the occurrence that is
the subject matter of the complaint. However, a complaint filing deadline may not be imposed if
the complainant was prevented from filing due to: 1) Specific misrepresentations by the District
thatit had resolved the problem forming the basis of the complaint; or 2) Withholding of
information that the District was required to provide under WAC 392-190-065 or WAC 392-
190-005.
t Complaints may be submitted by mail, fax, e-mail or hand-delivery to the Title IX
Coordinator, 1610 Blaine St, Port Townsend WA 98368, 360.319.4511. Any District employee
who receives a complaint that meets these criteria will promptly notify the Coordinator.

Investigation and Response

o The Title IX Coordinator will receive and investigate all formal, written complaints of
sexual harassment or infotmation in the coordinator's possession that they believe requires
further investigation. The Coordinator will delegate their authority to participate in this process if
such action is necessary to avoid any potential conflicts of interest. Upon receipt of a complaint,
the Coordinator will provide the complainant a copy of this procedure.
r Investigations will be carried out in a manner that is adequate in scope, reliable and
impartial. During the investigation process, the complainant and accused party or parties, if the
complainant has identified an accused harasser(s), will have an equal opportunity to present
witnesses and relevant evidence. Complainants and witnesses may have a trusted adult with them
during any District-initiated investigatory activities. The school district and complainant may
also agree to resolve the complaint in lieu of an investigation.
t When the investigation is completed, the Coordinator will compile a full written report of
the complaint and the results of the investigation.
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Superintendent Response

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

' The response of the superintendent or designee will include: 1) a summary of the results
of the investigation;2) a statement as to whether a preponderance of the evidence establishes that
the complainant was sexually harassed ; 3) if sexual harassment is found to have occurred, the
corrective measures the District deems necessary, including assurance that the District will take
steps to prevent recurence and remedy its effects on the complainant and others, if appropriate;
4) notice of the complainant's right to appeal to the school board and the necessary filing
information; and 5) any corective measures the District will take, remedies for the complainant
(e.g., sources ofcounseling, advocacy and other support), and notice ofpotential sanctions for
the perpetrator(s) (e.g., discipline).

' The superintendent's or designee's response will be provided in a language the
complainant can understand and may require language assistance for complainants with limited
English proficiency in accordance with Title VI of the Civil Rights Act of 1964.If the complaint
alleges discriminatory harassment by a named party or parties, the coordinator will provide the
accused party or parties with notice of the outcome of the investigation and notice of their right
to appeal any discipline or coffective action imposed by the District.
t Any corrective measures deemed necessary will be instituted as quickly as possible, but
in no event more than thirty (30) days after the superintendent's mailing of a written response,
unless the accused is appealing the imposition of discipline and the District is barred by due
process considerations or a lawful order from imposing the discipline until the appeal process is
concluded. Staff may also pursue complaints through the appropriate collective bargaining
agreement process or anti-discrimination policy.
. The District will inform the complainant how to report any subsequent
problems. Additionally, the District will conduct follow-up inquiries to see if there have been
any new incidents or instances of retaliation, and to promptly respond and appropriately address
continuing or new problems. Follow-up inquiries will follow a timeline agreed to by the district
and complainant.

Level Two -Appeal to Board of Directors

Notice of Appeal and Hearing

' If a complainant disagrees with the superintendent's or designee's written decision, the
complainant may appeal the decision to the District board of directors, by filing a written notice
of appeal with the secretary of the board within ten ( I 0) calendar days following the date upon
which the complainant received the response.
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following the filing of the written notice of appeal, unless otherwise agreed to by the
complainant and the superintendent or for good cause.o Both parties will be allowed to present such witnesses and testimony as the board deems
relevant and material.

Decision

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

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

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

Level Three - Complaint to the Superintendent of Public Instruction

Filing of Complaint

o If a complainant disagrees with the decision of the board of directors, or if the District
fails to comply with this procedure, the complainant may file a complaint with the
Superintendent of Public Instruction.

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

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

Investigation, Determination and Corrective Action

t Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may
initiate an investigation, which may include conducting an independent on-site review. OSPI
may also investigate additional issues related to the complaint that were not included in the
initial complaint or appeal to the superintendent or board.
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' Following the investigation, OSPI will make an independent determination as to whether
the District has failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and will
issue a written decision to the complainant and the District that addresses each allegation in the
complaint and any other noncompliance issues it has identified. The written decision will
include corrective actions deemed necessary to comect noncompliance and documentation the
district must provide to demonstrate that corrective action has been completed.

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

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

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

Other Complaint Options
Officefor Civil Rights (OCR), U.S. Department of Education
OCR enforces several federal civil rights laws, which prohibit discrimination in public schools
on the basis of race, color, national origin, sex, disability, and age. File complaints with OCR
within 180 calendar days of the date of the alleged discrimination.
206-607 -l 600 I TDD : I - 800- 877-83 3 9 I OCR. S eattle@ed.gov I www. ed. gov/ocr

Washington State Human Rights Commission (WSHRC)
WSHRC enforces the Washington Law Against Discrimination (RCW 49.60), which prohibits
discrimination in employnent and in places of public accommodation, including schools. File
complaints with WSHRC within six months of the date of the alleged discrimination.
1-800-233-3247 I TTY : 1-800-300-7525 I www.hum.wa.gov

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

The purpose of mediation is to provide both the complainant and the District an opportunity to
resolve disputes and reach a mutually acceptable agreement through the use of an impartial
mediator. Mediation must be voluntary and requires the mutual agreement of both parties. It
may be terminated by either pafty at any time during the mediation process. It may not be used to
deny or delay a complainant's right to utilize the complaint procedures.
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Mediation must be conducted by a qualified and impartial mediator who may not: 1) Be an
employee of any school district, public charter school, or other public or private agency that is
providing education related services to a student who is the subject of the complaint being
rnediated; or 2) Have a personal or professional conflict of interest. A mediator is not considered
an employee of the district or charter school or other public or private agency solely because he
or she serves as a mediator.

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

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

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

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

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

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

' Stating or implying that a person will lose something if they do not submit to a sexual
request;

' Penalizing a person for refusing to submit to a sexual advance, or providing a beneht to
someone who does;

' Making unwelcome, offensive or inappropriate sexually suggestive remarks comments,
gestures, orjokes; or remarks ofa sexual nature about a person's appearance, gender or conduct;
. Using derogatory sexual terms for a person;

' Standing too close, inappropriately touching, comering or stalking a person; or

' Displaying offensive or inappropriate sexual illustrations on school property.
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Policy and Procedure Review
Annually, the superintendent or designee will convene an ad hoc committee composed of
representatives ofcertificated and classified staff, volunteers, students and -parents/guardians to
review the use and efficacy of this policy and procedure. The Title IX/Civil Rights Compliance
Coordinator will be included in the committee. Based on the review of the committee, the
superintendent will prepare a report to the board including, if necessary, any recommended
policy changes. The superintendent will consider adopting changes to this procedure if
recommended by the committee.

Management Resources: Policy News, Jul 2015
Policy News,Mar 2014

Date: 31181161' 4120123.

PORT TOWNSEND SCHOOL DISTRICT NO. 50
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PERSONNEL

Maintainin g Profes sional Staff/Student B oundaries

Purpose
The purpose of this policy is to provide all staff, students, volunteers and community members
with information about their role in protecting children from inappropriate conduct by adults.
This policy applies to all district staff and volunteers. For purposes of this policy and its
procedure, the tenns "district staff," "staff member(s)," and "staff'also include volunteers.

General Standards

The Board expects all district staff to maintain the highest professional standards when they
interact with students. District staff are required to rnaintain an atmosphere conducive to
learning, by consistently maintaining professional boundaries.

Professional stafVstudent boundaries are consistent with the legal and ethical duty of care that
district employees have for students.

The interactions and relationships between district staff and students should be based upon
mutual respect, trust, and commitment to the professional boundaries between staff and students
in and outside of the educational setting, and consistency with the educational mission of the
district.

District staff will not intrude on a student's physical and emotional boundaries unless the
intrusion is necessary to serve demonstrated educational purpose. An educational purpose is one
that relates to the staff member's duties in the district. lnappropriate boundary invasions can
take various forms. Any type of sexual conduct with a student is an inappropriate boundary
invasion.

Additionally, staff members are expected to be aware of the appearance of impropriety in their
own conduct and the conduct of other staff when interacting with students. Staff members will
notify and discuss issues with their building administrator or supervisor whenever they suspect
or question whether their own or another staff member's conduct is inappropriate or constitutes a
violation of this policy.

The Board recognizes that staff may have familial and pre-existing social relationships with
parents or guardians and students. Staff members should use appropriate professional
judgement when they have a dual relationship with students to avoid violating this policy, the
appearance of impropriety, and the appearance of favoritism. Staff members will pro-actively
discuss these circumstances with their building administrator or supervisor.

Use of Technology

The school board supports the use of technology to communicate for educational purposes.
However, when the communication is unrelated to school work or other legitimate school
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business district staff are prohibited from communicating with students by phone, e-mail, text,
instant lnessenger, or other forms of electronic or written communication. District staff
members are prohibited frorn engaging in any conduct on social networking websites that
violates the law, district policies or procedures, or other generally recognized professional
standards. This prohibition includes prohibiting staff from "friending" andlor "following"
students on social media.

Staff whose conduct violates this policy may face discipline and/or termination, consistent with
the district's policies and procedures, acceptable use agreement and collective bargaining
agreements, as applicable. The superintendent/designee will develop protocols for reporting and
investigating allegations and develop procedures and training to accompany this policy.

The superintendent/designee will develop protocols for reporting and investigating allegations
and develop procedures and training to accompany this policy.

Cross References

Legal References:

Policy 3205

Policy 3207

Policy 3210

Pohcy 3245

Policy 3421

Title IX
RCW 9A,44
RCW 9A..88
RCW 284.400.320

RCW 28A405.470

RCW 28A.405.475

Sexual Harassment of Students
Prohibited
Prohibition of Harassment,
Intimidation and Bullying
Nondiscrimination

Students and Telecommunications
Devices
Child Abuse, Neglect and
Exploitation Prevention

Education Amendments of 7972
Sex Offenses
Indecent exposure - Prostitution
Crimes against children -
Mandatory termination of
classified employees - Appeal -
Recovery of salary or
compensation by district
Crimes against children -
Mandatory termination of
certificated employees - Appeal -
Recovery of salary or
compensation by district
Termination of certificated
employee based on guilty plea or
conviction of certain felonies -
Notice to superintendent of public
instruction - Record of notices
Revocation or suspension ofRCW 284.410.090
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RCW 284.410.09s

RCW 284.410.100

RCW 28A.640
RCW 28A.642
RCW 49.60

wAC 181-87

wAC 181-88

PolicyNews, March 2019
PolicyNews, Oct 2015
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certificate or permit to teach -
Crirninal basis - Complaints -
Investigation - Process
Violation or noncompliance -
Investigatory powers of
superintendent of public
instruction - Requirements for
investigation of alleged sexual
misconduct towards a child -
Court orders - Contempt - Written
findings required
Revocation of authority to teach -
Hearings
Sexual Equality
Discrimination Prohibition
Washington State Law Against
Discrimination
Professional Certification - Acts of
unprofessional conduct
Definitions of sexual misconduct,
verbal and physical abuse -
Mandatory disclosure - Prohibited
agreements

Management Resources:

12 I t3 I l0; l2l l4l 15; 6120 I 19.

PORT TOWNSEND SCHOOL DISTRICT NO.50
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PERSONNEL

Maintainin g Profes sional S tafflStudent B oundaries

The purpose of this procedure is to provide all staff, students, volunteers and community
members with information to increase their awareness of their role in protecting children from
inappropriate conduct by adults.

Many educators or volunteers who cross the line of professional boundaries may not consciously
begin with a predatory motivation in mind. Instead, they allow themselves to develop a special
relationship with a student that results in situations where their professionalism is compromised,
Sometimes, this leads to sexual misconduct. All of this can be prevented by maintaining
professional boundaries with students.

Educators, volunteers, students, parents, and other concemed adults are the key to stopping
unprofessional conduct against students. Hence, the following information and guidance will
help you protect students, the school, and the profession.

Reporting Violations
All school staff members or volunteers must promptly notify the supervisor of a staff member or
volunteer suspected of engaging in boundary invasion toward a student.

Staff members should:
o Not wait before reporting suspicious behavior or try to determine whether there is an

innocent explanation;
o Not confront or discuss the matter with the staff member at issue with anyone else, but

maintain confidentiality to protect privacy and avoid rumors; and
. Document for their own records that they notified an administrator, including to whom

and what they reported.

Students and their parents/guardians are strongly encouraged to notify the principal (or other
administrator) if they believe a staff member or volunteer may be engaging in inappropriate
boundary invasion conduct with a student.

Boundary Invasion
A boundary invasion is an act or pattern of behavior by a staff member or volunteer that does not
have a bonafide health, safety, or educational purpose for the student. Such situations are the
opposite of maintaining professional boundaries with students. Staff members and volunteers
will not engage in boundary invasions of students, which include, but are not limited to, the
following:

. Any type of inappropriate physical or sexual conduct with a student or any other conduct
that violates the Board's policies regarding student welfare, the educational environment,
or conduct toward current or former students. Inappropriate physical conduct includes
hugging, kissing, or being "overly touchy" with students without any legitimate
educational or professional purpose ;
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Showing intimate or unduly revealing photos to a student or asking a student to provide
intimate or unduly revealing photos; taking inappropriate photographs of a sfudent, or
taking an inordinate number of photographs of a student;

a

a

a

a

a

Any kind of flirtatious or sexual communications with a student;

Singling out a particular student or students for personal attention and friendship beyond
the professional staff/student relationship. This includes, but is not limited to, favoring
one or more students with special privileges, allowing them to remain in the classroom
during non-class times, unilaterally removing a student from another class or activity, or
engaging in "peer like" behavior with one or more students;

Providing alcohol, drugs or tobacco to students or failing to report their use of these
substances;

For non-guidance/counseling staff, allowing or encouraging students to confide their
personal or family problems andlor relationships. If a student initiates such discussions,
staff mernbers will refer the student to appropriate guidance/counseling staff. In either
case, staff involvement should be limited to a direct connection to the student's school
performance;

Sending students on personal errands unrelated to any educational purpose;

Banter, allusions, jokes or innuendos of a sexual nature with students;

Favorably commenting on a student's appearance if it is unduly revealing or if the
comments have no educational value;

Disclosing personal, sexual, family, employment concerns, or other private matters to one
or more sfudents;

Addressing students, or permitting students to address staff members or volunteers with
personalized terms of endearment, pet names, or otherwise in an overly familiar manner;

Maintaining personal contact (including "friending" or "following") with a student on
any social networking application or device;

Sending phone, e-mail, text, digital messaging, or other forms of written or electronic
communication to students when the communication is unrelated to school work or other
legitimate school business. If staff members have educational or legitimate school
business to conduct, they will include aparentlguardian and a school administrator in the
communication. If staff members receive a student's communication, the staff member
will reply by including the student's parent/guardian and an administrator. Staff
members should use school e-mail addresses and phone numbers and the
parents'/guardians' phone numbers for communications with students, except in an

o

a

o

a

a

a
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Exchanging or providing-personal gifts, cards or letters with an individual student;

Socializing or spending time with students (including but not lirnited to activities such as
going out for beverages, meals or movies, shopping, traveling, and recreational activities)
outside of school-sponsored events, except as participants in organized community
activities;

Giving a student a ride alone in a vehicle in a non-emergency situation or failing to
tirnely report that occurrence;

Providing a student with information or views about other students or staff members
without a legitimate professional purpose;

Asking a student to keep a secret or not to disclose any inappropriate communications or
conduct;

Unnecessarily invading a student's privacy, (e.g. walking in on the student in the
bathroom or a hotel room on a field trip);

a

o

Being alone with an individual student out of the view of others;andlor

Any home visits unless other adults are present, the student(s) are invited for an activity
related to school, and the student's parent/guardian and an administrator are informed and
have consented.

Investisation and Documentation
When an administrator receives information that a boundary invasion has occurred or might have
occurred, the administrator must document, in writing, the concern and provide a copy of the
documentation to the director of human resources. The director of human resources will see that
the matter is investigated and documented, and if boundary invasions have occurred without a
legitimate educational or safety purpose, that appropriate action is taken and documented. The
director of human resources will maintain a file documenting reports, letters of direction, and
discipline relating to professional boundary investigations.

Rerninder About Reporting Sexual Abuse
In some situations, the person engaging in boundary invasions with a student may also have
engaged in child abuse or sexual abuse, which is defined in Board Policy 3421 Chlld Abuse,
Neglect, and Exploitation Prevention. Remember that according to law (RCW 26.44.020) and
Board Policy 3427, all school personnel who have reasonable cause to believe that a student has
experienced sexual abuse by an adult or student are required to make a report to Child Protective
Services and/or law enforcement. (See Board Policy 3421.) Reporting suspected abuse to the
building principal or supervisor does not relieve professional school personnel from their
reporting responsibilities and timelines.

a

a

a

a

a

a
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Disciplinarlz Action
Staff member or volunteer violations of this policy may result in disciplinary action up to and
including dismissal. Violations of this policy may occur by ignoring professional boundaries as
well as failing to report another staff member or volunteer who is ignoring professional
boundaries. ln any disciplinary situation, the Superintendent should consider whether the
conduct violates the Code of Professional Conduct in Chpt. WAC 181-87 and whether a report to
the Office of Professional Practices is warranted. Violations involving sexual or other abuse will
also result in referral to Child Protective Services and/or law enforcement in accordance with the
board's policy on Reporting Child Abuse and Neglect.

Training
All new staff members and volunteers will receive training on appropriate staff /student
boundaries within three months of employment or beginning of service. Such initial training may
be on-line training. Site adrninistration and classified employee supervisors will see to it that
more detailed, live training covering this entire procedure will occur every two (2) years for all
schools and work sites. Site administration and classified employee supervisors will also address
professional boundaries at staff meetings early in the year.

Dissemination of Policy and Reporting Protocols
This policy and procedure will be included on the district website and in all employee, student
and volunteer handbooks. Annually, all administrators and staff will receive copies of the
district's reporting protocol. The district will also provide a copy of this policy and procedure to
shrdents and their parents/guardians during each school year.

Date: l2ll3ll0; 6120119.

PORT TOWNSEND SCHOOL DISTRICT NO. 50
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Su bstitute's Appl ication
for Service Credit

_ .Departmenrot This form is for substitutes to use to request
Retirement Svstems

service credit for the time periods worked.

Important Information

When: To avoid paying interest on the contributions, submit this application between September and
Februaryof the schoolyearfollowing the one in which you worked. For example, if you worked during
the 2016-17 school year, submit your application between September and February of the 2017-18
school year. If your payment is received after the last day of February, you will be charged interest on the
employer contributions. (Plan 2 members must also pay interest on the member contributions.)

Applicant Information

Your Social Security. number is needed so DRS can report to the IRS any funds paid to you. DRS will not disclose your
Social Security number unless required to do so by law. See IRC sections 6041(a) and 6109.

Send completed form to:
Department of Retirement Systems
PO Box 48380 . Olympia, WA 98504-8380

www.d rs.wa.gov . 800.547.6657
360.664.7000 . TTY: 711

Name (Last, First, Middle) Social Security Number

Mailing Address City State ZIP

Email Address Phone Number

Retirement System

f] School Employees' Retirement System (SERS) ! Teachers' Retirement System (TRS)

School Year(s) Applying For

Applicant Signature
The statements in this application and any accompanying documentation, including my full name and Social Security number,
are correct. I understand that my employer(s) will be asked to verify the information I provide.

Signature Date

DRS MS 245 6117

I lllliluilH 
ill{ qlililx rilJililluill 

llll
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'fr^
Member Information Form
for Substitutes
This form is for members of the School
Employees' Retirement System (SERS) and
Teachers' Retirement System (TRS) to select a
plan, contribution rate and investment program

Send completed form to:
Department of Retirement Systems
PO Box 48380
Olympia, WA 98504-8380

w w w. d rs.wa. g ov. 800.5 47.6657
360.664.7000 . TTY: 711

WA S H IN G I O N S I A I T

Department of
Retirement Systems

choosing a plan? Visit drs.wa.govlchoice for info to help you decide.

Member Status

! New Member
Choosing Plan 2: Complete sections 1, 2 and 3
Choosing Plan 3:Complete sections 1,2,3 and4

! Returning Plan 1 or Plan 2 Member
Complete section 1 only

! Returning Plan 3 Member
Complete sections 1, 3 and 4

System

n rRs
Teachers' Retirement System

fl sERs
School Employees' Retirement System

Member Status and System

Section 1: Personal Information

Section 2: Retirement Plan Selection (new members)

Choose your plan. Your selection is permanent. If your employer does not receive this form within 90
calendar days of your hire date, you will be permanently assigned to plan 2.

! Plan 2

! Plan 3

Section 3: Si ure uired (new and returnin members)

Name (Last, First, Middle) Social Security Number

Mailing Address City State AP

Bi rthdate (mm / dd /yyyy) Gender (optional)

nv Er [x
Phone Number

Email Address

This form confirms your active enrollment in a Department of Retirement Systems PERS, TRS or SERS
retirement plan. sign and date this form the day you submit it to your employer.

New member: I have chosen the retirement plan marked in Section 2.1understand my retirement plan
selection is permanent. If I selected Plan 3, I have also completed section 4.

Returning Plan 3 member: I have completed Section 4 on the back of this form. I also understand that if
I do not select a contribution rate within 90 days, I will be assigned a rate of 5%.

Signature Date

DRS MS 14412/21
I llllilUIru 
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Plan 3 contribution rate: The percentage of your pay that will go toward your retirement account. If
you don't choose, your default rate will be Option A. You can only change your rate when you change
employers (or by purchasing optional service credit from work as a substitute teacher).

Option

! option A

! Option B (age based)

! Option C (age based)

I option D

I Option E

! Option F

Your Contribution Rate

5.0%

5.0% up to age 35
6.00/o aQes 35lo 44
7.5% age 45 and older

6.00/o up to age 35
7.5% age 35 to 44
8.5% age 45 and older
7.0o/o

10.0%

15.0%

Plan 3 investment. Choose one, You can change your investment selections at any time.

! Use the target date fund for my age (SELF Program)
This option places you in the target date fund that assumes you'll begin withdrawing funds at age 65
No additional action is needed if you choose this option.

! I will choose my own investments (SELF Program)
If you choose this option, your Plan 3 account will need to be created before you can select
investments. Once you submit this form and receive a letter that confirms your plan choice,
visit drs.wa.govllogin to choose your investments (or call BB8-327-5596). If you do not choose
investments, your contributions will be invested in the target date fund that assumes you'll begin
withdrawing funds at age 65.

I Washington State Investment Board TAP (WSIB Program)
This one-step fund is not adjusted based on your age, but is managed in the same way the state
pension fund is invested. No additional action is needed if you choose this option.

For more information about Plan 3, including a complete list of available investments, visit drs.wa,govllogin
or call BBB-327-5596.

Section 4: Plan 3 Contribution Rate and Investment Selection

Your Social Security number is needed so DRS can report to the IRS any funds paid to you. DRS will not disclose your
Social Security number unless required to do so by law. See IRC sections 6041(a) and 6109.
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