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HOMELESS STUDENTS: ENROLLMENT RIGHTS AND SERVICES 

 
To the extent practical and as required by law, the North Kitsap School District will work with 

homeless students and their families to provide stability in school attendance and other services. 

Special attention will be given to ensuring the enrollment and attendance of homeless students not 

currently attending school.   

 

 Homeless students will be provided district services for which they are eligible, including Head 

Start and comparable pre-school programs, Title I, similar state programs, special education, 

bilingual education, vocational technical education programs, gifted and talented programs and school 

nutrition programs. 

 
Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, 

including: 

 
A.  Sharing the housing of other persons due to loss of housing or economic hardship; 

 
B.  Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative 

adequate accommodations; 

 
C.  Living in emergency or transitional shelters; 

D.  Are abandoned in hospitals; 

E.   Awaiting foster care placement; 

 
F.   Living in public or private places not designed for or ordinarily used as a regular sleeping 

accommodation for human beings; 

 
G.  Living in cars, parks, public spaces, abandoned buildings, substandard housing, 

transportation stations or similar settings; or 

 
H.  Are migratory children living in conditions described in the previous examples. 

 
The superintendent will designate an appropriate staff person to be the district's liaison for the 

homeless students and their families. 

 
According to the child’s or youth’s best interest, homeless students will continue to be enrolled in 

their school of origin while they remain homeless or until the end of the academic year in which 

they obtain permanent housing.   Instead of remaining in the school of origin, parents or guardians of 

homeless students may request enrollment in the school in which attendance area the student is 

actually living, or other schools.    

 

Attendance options will be made available to homeless families on the same terms as families 

residing in the district, including attendance rights acquired by living in attendance areas, other 

student assignment policies, and intra and inter-district choice options. 

 
If there is an enrollment dispute, the student will be immediately enrolled in the school in which 
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enrollment is sought, pending resolution of the dispute.  The parent or guardian will be informed of 

the district's decision and their appeal rights in writing. The district's liaison will carry out the 

dispute resolution as provided by state rule.  Unaccompanied youth will also be enrolled pending 

resolution of the dispute. 

 
Once the enrollment decision is made, the school will immediately enroll the student, pursuant to 

district policies.  If the student does not have immediate access to immunization records, the 

student will be admitted under a personal exception.  Students and families should be encouraged 

to obtain current immunization records or immunizations as soon as possible, and the district 

liaison is directed to assist.  Records from the student's previous school will be requested from 

the previous school pursuant to district policies.  Emergency contact information is required at 

the time of enrollment consistent with district policies, including compliance with the state's 

address confidentiality program when necessary. 

 
Homeless students are entitled to transportation to their school of origin or the school where they 

are to be enrolled.  If the school of origin is in a different district, or a homeless student is living 

in another district but will attend his or her school of origin in this district, the districts will 

coordinate the transportation services necessary for the student, or will divide the costs equally. 

 
The district's liaison for homeless students and their families will coordinate with local social 

service agencies that provide services to homeless children and youths and their families; other 

school districts on issues of transportation and records transfers; and state and local housing 

agencies responsible for comprehensive housing affordability strategies.  This coordination 

includes providing public notice of the educational rights of homeless students in schools, family 

shelters, and soup kitchens.  The district's liaison will also review and recommend amendments to 

district policies that may act as barriers to the enrollment of homeless students. 

 

The superintendent or designee will:  

 Encourage district staff, including substitute and regular bus drivers, to annually review the video 

posted on OSPI website and identification of student homelessness.  

 Strongly encourage every district-designated homeless student liaison to attend trainings provided 

by the state on identification and serving homeless youth.  

 Ensure that the district includes in materials provided to all students at the beginning of the school 

year or at enrollment, information about services and support for homeless students (i. e. the 

brochure posted on the OSPI website).  

 Use a variety of communications each year to notify students and families about services and 

support available to them if they experience homelessness (e.g., distributing and collecting an 

annual housing intake survey, providing parent brochures directly to students and families, 

announcing the information at school-wide assemblies, posting information on the district’s 

website).  

 

Cross References:  Board Policy 3120 

Board Policy 3231 

Board Policy 3413 

Enrollment 

Student Records 

Student Immunization and Life Threatening 

Health Conditions 

 

Legal References:  RCW 28A.225.215 

RCW 28A.320.145 

 

Enrollment of children without legal residence 
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20 U.S.C. 6301 et seq 

42 U.S.C. 11431 e t  s eq . 
 No Child Left Behind Act 

 McKinney-Vento Homeless Assistance Act 
                                              Title I, Part C             No Child Left Behind Act, 2002 

 

 

Management   Policy News   2002 October Issue 

Resources      2004 October Issue 

       2014 December Issue  
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NONDISCRIMINATION 

 
The North Kitsap School District does not discriminate in any programs or activities on the basis of sex, 

race, creed, religion, color, national origin, age, veteran or military status, sexual orientation, gender 

expression or identity, disability, or the use of a trained dog guide or service animal and provides equal 

access to the Boy Scouts and other designated youth groups. Questions or complaints of alleged 

discrimination can be directed to the district’s Title IX/RCW 28A.640 Compliance Officer and ADA 

Coordinator and/or the 504 Coordinator: address - 18360 Caldart Ave NE, Poulsbo WA 98370 and phone - 

(360) 396-3001. 

Conduct against any student that is based on one of the categories listed above that is sufficiently 

severe, persistent or pervasive as to limit or deny the student’s ability to participate in or benefit 

from the district’s course offerings, educational programming or any activity will not be tolerated. 

When a district employee knows, or reasonably should know, that such discriminatory harassment 

is occurring or has occurred, the district will take prompt and effective steps reasonably calculated 

to end the harassment, prevent its recurrence and remedy its effects. 

The district’s nondiscrimination statement will be included in all written announcements, notices, 

recruitment materials, employment applications, and other publications made available to all 

students, parents, or employees. The statement will include: 1) notice that the district will not 

discriminate in any programs or activities on the basis of any of the above-listed categories; 2) the 

name and contact information of the district’s compliance officer designated to ensure compliance 

with this policy; and 3) the names and contact information of the district’s Section 504 and Title IX 

compliance officers. 

The district will annually publish notice reasonably calculated to inform students, students’ 

parents/guardians (in a language that they can understand, which may require language assistance), 

and employees of the district’s discrimination complaint procedure. 

The superintendent will designate a staff member to serve as the compliance officer for this policy. 

The compliance officer will be responsible for investigating any discrimination complaints 

communicated to the district. 

The district will offer or provide training to administrators and certificated and classroom personnel 

regarding their responsibilities under this policy and to raise awareness of and eliminate bias and 

discrimination based on the protected classes identified in this policy. 

 
Cross References:   
 Board Policy 2020 Selection and Adoption of 

Instructional Materials 
 

 Board Policy 2030 Service Animals in Schools 
 

 Board Policy 2140 Guidance and Counseling 
 

 Board Policy 2150 Co-Curricular Program 
 

 Board Policy 2151 Interscholastic Activities 
 

 Board Policy 3211 Transgender Students 
 

 Board Policy 4260 Use of School Facilities 
   

Legal References:   
 RCW 28A.640 Sexual Equality 
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 RCW 28A.642 Discrimination prohibition 
 

 RCW 49.60 Discrimination -  Human 

rights commission. 
 

 WAC 392-190-020 Training-Staff Responsibilities – 

Bias awareness  

 WAC 392-190-060 Compliance - School district 

designation of responsible employee - 

Notification 

 WAC 392-400-215 Student Rights. 
 

 20 U.S.C. §§ 7905 Boy Scouts of America Equal Access 

Act 

 42 U.S.C. §§ 12101-12213 Americans with Disabilities Act 

   

Management Resources:   

 Policy News, August 2007 Washington's Law Against 

Discrimination 

 Policy News, June 2011  

 Policy News, December 2012  

 Policy and Legal News, April 2013  

 Policy and Legal News, December 2014  

 Policy Alert, January 2015  
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STUDENT RECORDS 

 

The district will maintain those student records necessary for the educational guidance and/or 

welfare of students, for orderly and efficient operation of schools and as required by law. All 

information related to individual students shall be treated in a confidential and professional 

manner. The district will use reasonable methods to ensure that teachers and other school 

officials obtain access to only those education records in which they have legitimate educational 

interests. When information is released in compliance with state and federal law the district and 

district employees are immune from civil liability unless they acted with gross negligence or in 

bad faith. Student records are the property of the district but shall be available in an orderly and 

timely manner to students and parents. “Parent” includes the state department of social and 

health services when a minor student has been found dependent and placed in state custody. A 

parent or adult student may challenge any information in a student record believed inaccurate, 

misleading or in violation of the privacy or other rights of the student. 

 

The district will retain records in compliance with the current, approved versions of the local 

Government General Records Retention Schedule (CORE) and the School Districts and 

Educational Service Districts Records Retention Schedule, both of which are published on the 

Secretary of State’s website at: www.sos.wa.gov/archives/recordsretentionschedule.aspx.  

 

Student records shall be forwarded to other school agencies upon request. A high school student 

may grant authority to the district which permits prospective employers to review the student’s 

transcript. Parental or adult student consent shall be required before the district may release 

student records other than to a school agency or organization, except as otherwise provided by 

law. 

 

A grades report, transcript, or diploma shall not be released until a student has made restitution 

for damages assessed as a result of losing or damaging school materials or equipment. If a 

student has transferred to another school district that has requested the student’s records, but the 

student has an outstanding fee or fine, only records pertaining to the student’s academic 

performance, special placement, immunization history and discipline actions shall be sent to the 

enrolling school. The content of those records shall be communicated to the enrolling district 

within two school days and copies of the records shall be sent as soon as possible. The official 

transcript will not be released until the outstanding fee or fine is discharged. The enrolling school 

shall be notified that the official transcript is being withheld due to an unpaid fee or fine. 

 

The superintendent shall establish procedures governing the content, management and control of 

student records. 

 

 

Cross References: Board Policy 2100 Educational Opportunities for Military Children 

 Board Policy 3211  Transgender Students 

 Board Policy 3520 Student Fees, Fines, Charges 

 Board Policy 4020 Confidential Communications 

 Board Policy 4040 Public Access to District Records  

Legal References: RCW 28A.225.330 Enrolling students from other districts -- Requests 

http://www.sos.wa.gov/archives/recordsretentionschedule.aspx
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for information and permanent records -- 

Withheld transcripts -- Immunity from liability -- 

Notification to teachers and security personnel -- 

Rules. 

 RCW 28A.195.070 Official transcript withholding-transmittal of 

information. 

 RCW 28A.225.151 Reports 

 RCW 28A.230.180 Educational and career opportunities in the 

military, student access to information on, when. 

 RCW 40.24.030 Address Confidentiality Program- Application-

Certification 

 RCW 28A.600.475 Exchange of information with law enforcement 

and juvenile court officials- Notification of 

parents and students 

 RCW 28A.230.120 High School Diplomas- Issuance-Option to receive 

final transcripts- Notice 

 RCW 28A.635.060 Defacing or injuring school property -- Liability of 

pupil, parent, or guardian -- Suspension and 

restitution -- Voluntary work program as 

alternative -- Rights protected. 

 RCW 40.24.030 Address confidentiality for victims of domestic 

violence, sexual assault, and stalking. 

   

 WAC 181-87-093 Failure to assure the transfer of student record 

information or student records. 

   

 WAC 392-415 Secondary education -- standardized high school 

transcripts. 

 WAC 392-500-025 Pupil tests and records -- Pupil personnel records -- 

School district policy in writing. 

 20 U.S.C. § 1232g Family Education Rights and Privacy 

 CFR34, Part 99 Family Education Rights and Privacy Act 

Regulations 

 WAC 246-105 Immunization of child care and school children 

against certain vaccine-preventable disases 

 WAC 392-172A Rules for the provision of special education 

 WAC 392-182 Student Health Records 

 WAC 392-121-182 Alternative learning experience requirements 

 WAC 392-122-228 Alternative learning experience for juvenile 

students incarcerated in adult jail facilities  

Management 

Resources 

Policy News 2001 April Issue 

2003 December Issue 

2010 February Issue 

2013 February Issue 

2014 December Issue 
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ASSOCIATED STUDENT BODIES 

 
An associated student body (ASB) shall be formed in each school within the district whenever one 

or more students in that school engage in money-raising activities with the approval and at the 

direction or under the supervision of the district. An associated student body shall be a formal 

organization of students, including sub-components or affiliated student groups. Each associated 

student body shall submit a constitution and bylaws to the board for approval. The constitution 

and bylaws shall identify how student activities become approved as student body activities and 

establish standards for their supervision, governance and financing. Subject to such approval 

process, any lawful activity which promotes the educational, recreational or cultural growth of 

students as an optional extracurricular or co-curricular activity may be considered for recognition 

as an associated student body activity. Any lawful fund raising practices that are consistent with 

the goals of the district and which do not bring disrespect to the district or its students may be 

acceptable methods and means for raising funds for student body activities. Elementary schools 

are exempt from these requirements. The board of directors may act or delegate the authority to a 

staff member to act as the associated student body for any school which contains no grade higher 

than grade six. 

 
The principal shall designate a staff member as the primary advisor to the ASB and assure that 

all groups affiliated with the ASB have an advisor assigned to assist them. Advisors shall have 

the authority and responsibility to intervene in any activities that are inconsistent with district 

policy, ASB standards, student safety or ordinarily accepted standards of behavior in the 

community. When in doubt, advisors shall consult the principal regarding the propriety of 

proposed student activities. Student activities cannot include support or opposition to any 

political candidate or ballot measure. 

 
Each ASB shall prepare and submit annually a budget for the support of the ASB program to the 

board for approval. All property and money acquired by ASBs, except private non-associated 

student body funds, shall be district funds and shall be deposited and disbursed from the district's 

associated student body program fund. 

 
Money acquired by associated student body groups through fund raising and donations for 

scholarships, student exchanges and charitable purposes shall be private non-associated student 

body fund moneys held in trust in one or more separate accounts by the school district. The 

school district will either withhold an amount to pay for the district’s direct costs in providing the 

service or otherwise be compensated for its cost. 

 
Solicitation of funds for non-associated student body fund purposes must be voluntary and must 

be accompanied by notice of the intended use of the proceeds and the fact that the district will 

hold the funds in trust for their intended purpose.  Non-associated student body fund moneys 

shall be disbursed as determined by the group raising the money. Private non-associated student 

body funds will be held in trust by the district for the purposes indicated during the fund raising 

activities until the student group doing the fund raising requests disbursement of the funds and 

the accounts of the fund raising are complete and reconciled. Charitable purpose does not include 

any activity related to assisting a campaign for election of a person to an office or for the promotion 

or opposition to a ballot proposition. 
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Cross Reference:  Board Policy 4200 Safe and Orderly Learning Environment 

 Board Policy 3515 Student Incentives 

 Board Policy 2150 Co-Curricular Program 

 Board Policy 6020 System of Funds and Accounts 

 
Legal References: 

 
RCW 28A.325.020 

 
 

RCW 28A.325.030 

 
Associated student bodies -- Powers and 

responsibilities affecting-. 
 

Associated student body program fund-- Fund- 

raising activities --Non-associated student body 

  

Chapter 392-138 WAC 

program fund moneys-. 

Finance- Associated student body moneys 

Management 

Resources 
  Policy News  December Issue 
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NONDISCRIMINATION AND AFFIRMATIVE ACTION 

 

Nondiscrimination 

The North Kitsap School District does not discriminate in any programs or activities on the basis 

of sex, race, creed, religion, color, national origin, age, veteran or military status, sexual 

orientation, gender expression or identity, disability, or the use of a trained dog guide or service 

animal and provides equal access to the Boy Scouts and other designated youth groups. 

Questions or complaints of alleged discrimination can be directed to the district’s Title IX/RCW 

28A.640 Compliance Officer and ADA Coordinator and/or the 504 Coordinator: address - 18360 

Caldart Ave NE, Poulsbo WA 98370 and phone - (360) 396-3001. 

The Board will designate a staff member to serve as the compliance officer. 

Affirmative Action 

The district, as a recipient of public funds, is committed to undertake affirmative action which 

will make effective equal employment opportunities for staff and applicants for employment. 

Such affirmative action will include a review of programs, the setting of goals and the 

implementation of corrective employment procedures to increase the ratio of aged, persons with 

disabilities, ethnic minorities, women and Vietnam veterans who are under-represented in the job 

classifications in relationship to the availability of such persons having requisite qualifications. 

Affirmative action plans may not include hiring or employment preferences based on gender or 

race, including color, ethnicity or national origin.  Such affirmative action will also include 

recruitment, selection, training, education and other programs. 

The superintendent will develop an affirmative action plan which specifies the personnel 

procedures to be followed by the staff of the district and will ensure that no such procedures 

discriminate against any individual. Reasonable steps will be taken to promote employment 

opportunities of those classes that are recognized as protected groups ─ aged, persons with 

disabilities, ethnic minorities and women, and Vietnam veterans, although under state law racial 

minorities and women may not be treated preferentially in public employment.  

This policy, as well as the affirmative action plan, regulations and procedures developed 

according to it, will be disseminated widely to staff in all classifications and to all interested 

patrons and organizations. Progress toward the goals established under this policy will be 

reported annually to the Board. 

Employment of Persons with Disabilities 

In order to fulfill its commitment of nondiscrimination to those with disabilities, the following 

conditions will prevail: 

A. No qualified person with disabilities will, solely by reason of a disability, be subjected to 

discrimination, and the district will not limit, segregate or classify any applicants for 

employment or any staff member in any way that adversely affects his/her opportunities or 

status because of a disability. This prohibition applies to all aspects of employment from 

recruitment to promotions and includes fringe benefits and other elements of compensation. 

B. The district will make reasonable accommodation to the known physical or mental 

limitations of an otherwise qualified disabled applicant or staff member unless it is clear that 

an accommodation would impose an undue hardship on the operation of the district program. 

Such reasonable accommodations may include: 
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1. Making facilities used by staff readily accessible and usable by persons with disabilities; 

and 

2. Job restructuring, part-time or modified work schedules, acquisition or modification of 

equipment or devices, the provision of readers or interpreters and other similar actions.   

In determining whether or not accommodation would impose an undue hardship on the 

district, factors to be considered include the nature and cost of the accommodation. 

C. The district will not make use of any employment test or criteria that screens out persons 

with disabilities unless: 

 1. The test or criteria is clearly and specifically job-related; and 

2. Alternative tests or criteria that do not screen out persons with disabilities are available. 

D. While the district may not make pre-employment inquiry as to whether an applicant has a 

disability or as to the nature and severity of any such disability, it may inquire into an 

applicant's ability to perform job-related functions. 

E. Any staff member who believes that there has been a violation of this policy or the law 

prohibiting discrimination because of a disability may initiate a grievance through the 

procedures for staff complaints. 

Nondiscrimination for Military Service 

The district will not discriminate against any person who is a member of, applies to be a 

member, or performs, has performed, applies to perform, or has an obligation to perform service 

in a uniformed service, on the basis of that participation in a uniformed service. This includes 

initial employment, retention in employment, promotion, or any benefit of employment. The 

district will also not discriminate against any person who has participated in the enforcement of 

these rights under state or federal law. 

 

Cross Reference: Policy 2030 Service Animals in Schools 

 Policy 5270 Resolution of Staff Complaints 

 Policy 5407 Military Leave 

   

Legal References: RCW 28A.400.310 Law against discrimination applicable to 

districts’ employment practices. 

 RCW 28A.640.020 Regulations, guidelines to eliminate 

discrimination -- Scope -- Sexual 

harassment policies 

 RCW 28A.642 Discrimination prohibition 

 RCW 49.60 Discrimination -- Human rights commission. 

 RCW 49.60.030 Freedom from discrimination -- Declaration of 

civil rights 

 RCW 49.60.180 Unfair practices of employers 

 RCW 49.60.400 Discrimination, preferential treatment 

prohibited 

 RCW 73.16 Employment and re-employment 

 WAC 392-190 Equal Education Opportunity – Unlawful 

Discrimination Prohibited 
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Legal References 

(continued): 

 

WAC 392-190-0592 

 

Public school employment — Affirmative 

action program 

 42 USC 2000e1 – 2000e10 Title VII of the Civil Rights Act of 1964 

 20 USC § 1681-1688 Title IX Educational Amendments of 1972 

 42 USC 12101-12213 Americans with Disabilities Act 

 8 USC 1324   (IRCA)Immigration Reform and Control Act 

of 1986  

 38 USC §§ 4301-4333 Uniformed Services Employment and Re-

employment Rights Act 

 29 USC 794 Vocational Rehabilitation Act of 1973 

 34 CFR §104 Nondiscrimination on the basis of handicap in 

Programs or activities receiving federal 

financial assistance 

 38 USC §4212 Vietnam Era Veterans Readjustment Act of 

1974 (VEVRAA) 

   

Management Resources:  

                  Policy and Legal News, December 2014 

                  Policy and Legal News, June 2013      Adding Legal Reference to Policy 5010 

                  Policy News, June 2011 Laws Against Discrimination Address Equal 

Education Opportunities 

                  Policy News, February 2011 Nondiscrimination 

                  Policy News, August 2007 Washington’s Law Against Discrimination 

                  Policy News, June 2001 State Updates Military Leave Rights 
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SEXUAL HARASSMENT 

 

This district is committed to a positive and productive education and working environment free 

from discrimination, including sexual harassment. The district prohibits sexual harassment of 

students, employees and others involved in school district activities. 

Sexual harassment occurs when: 

A. Submitting to the harasser'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, adult to adult, 

male to female, female to male, male to male and female to female. 

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 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 corroborate 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 reports 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 and volunteers regarding this policy and the 

recognition and prevention of sexual harassment. At a minimum sexual harassment recognition 

and prevention and the elements of this policy will be included in staff, student and regular 
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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, volunteers and 

visitors. The policy will be reproduced in each student, staff, volunteer and parent 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, will be 

included in the report. The superintendent is encouraged to involve staff, students, and volunteers 

and parents in the review process. 

 

 

Cross References:   

 Policy 3207 Prohibition of Harassment, 

Intimidation and Bullying 

 Policy 3210 Nondiscrimination 

 Policy 3240 Student Conduct 

 Policy 3241 Child Abuse, Neglect and Exploitation 

Prevention 

 Policy 5010 Nondiscrimination and Affirmative 

Action 

 Policy 5281 Disciplinary Action and Discharge 

Legal References:   

 RCW 28A.640.020 Regulations, guidelines to eliminate 

discrimination -- Scope -- Sexual 

harassment policies 

 WAC 392-190-056-058 Sexual harassment 

   

Management Resources:   

 Policy News, October 2011 Policy Manual Revisions 

 Policy and Legal News, December 2014 
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Sexual Harassment 

 

Informal Complaint Process: 

Anyone may use informal procedures to report and resolve complaints of sexual harassment. 

Informal reports may be made to any staff member, although staff will always notify 

complainants of their right to file a formal complaint and the process for same. Staff will also 

direct potential complainants to an appropriate staff member who can explain the informal and 

formal complaint processes and what a complainant can expect. Staff will also inform an 

appropriate supervisor or professional staff member when they receive complaints of sexual 

harassment, especially when the complaint is beyond their training to resolve or alleges serious 

misconduct. Informal remedies include: 

 An opportunity for the complainant to explain to the alleged harasser that his or her 

conduct is unwelcome, offensive or inappropriate, either in writing or face-to-face;  

 A statement from a staff member to the alleged harasser that the alleged conduct is not 

appropriate and could lead to discipline if proven or repeated; or  

 A general public statement from an administrator in a building reviewing the district 

sexual harassment policy without identifying the complainant.  

Informal complaints may become formal complaints at the request of the complainant, parent, 

guardian, or because the district believes the complaint needs to be more thoroughly 

investigated. 

  

Formal Complaint Process: 

Level One – Complaint to District  

Anyone may initiate a formal complaint of sexual harassment, even if the informal complaint 

process is being utilized. Potential complainants who wish to have the district hold their identity 

confidential will be informed that the district will almost assuredly face due process 

requirements that will make available to the accused all of the information that the district has 

related to the complaint. The district will, however, fully implement the anti-retaliation 

provisions of this policy to protect complainants and witnesses. Student complainants and 

witnesses may have a trusted adult with them during any district-initiated investigatory activities. 

The superintendent or designated compliance officer may conclude that the district needs to 

conduct an investigation based on information in his or her possession, regardless of the 

complainant's interest in filing a formal complaint. The following process will be followed: 

 The compliance officer will receive and investigate all formal, written complaints of 

sexual harassment, or information in the compliance officer's possession that the officer 

believes requires further investigation. Upon receipt of a complaint, the compliance 

officer will provide the complainant a copy of this procedure.  

 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 

compliance officer may draft the complaint based on the report of the complainant for the 

complainant to review and approve. 

 The time period for filing a complaint is one year from the date of the occurrence that is 

the subject matter of the complaint.  However, a complaint filing deadline may not be 

imposed if the complainant was prevented from filing due to: 1) Specific 

misrepresentations by the district that it had resolved the problem forming the basis of the 
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complaint; or 2) Withholding of information that the district was required to provide 

under WAC 392-190-065 or WAC 392-190-005.  

 Complaints may be submitted by mail, fax, e-mail or hand-delivery to any district, school 

or to the district compliance officer responsible for investigating sexual harassment 

complaints. Any district employee who receives a complaint that meets these criteria will 

promptly notify the compliance officer. 

 The district is prohibited by law from intimidating, threatening, coercing or 

discriminating against any individual for the purpose of interfering with their right to file 

a complaint under this policy and procedure and from retaliating against an individual for 

filing such a complaint.  The school district and complainant may agree to resolve the 

complaint in lieu of an investigation.  However, the compliance officer will investigate 

the allegations within thirty (30) calendar days.  

 When the investigation is completed the compliance officer will compile a full written 

report of the complaint and the results of the investigation. If the matter has not been 

resolved to the complainant's satisfaction, the superintendent will take further action on 

the report. 

 The superintendent will respond in writing to the complainant and the accused 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 the district has failed to comply with 

sexual harassment laws; 3) if non-compliance is found, corrective measures the district 

deems necessary to correct it; and 4)   notice of the complainant’s right to appeal to the 

school board and the necessary filing information.  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. 

 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. 

  

Level Two - Appeal to Board of Directors 

If a complainant disagrees with the superintendent’s or designee’s written decision, the 

complainant may appeal the decision to the district board of directors , by filing a written notice 

of appeal with the secretary of the board within ten (10)   calendar days following the date upon 

which the complainant received the response.  
  

The board will schedule a hearing to commence by the twentieth (20th) calendar day following 

the filing of the written notice of appeal, unless otherwise agreed to by the complainant and the 
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superintendent or for good cause.   Both parties will be allowed to present such witnesses and 

testimony as the board deems relevant and material. 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 

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. 
  

1. 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. 
  

2. A complaint must be in writing and include: 1) A description of the specific acts, 

conditions or circumstances alleged to violate applicable anti-sexual harassment laws; 2) 

The name and contact information, including address, of the complainant; 3) The name 

and address of the district subject to the complaint; 4) A copy of the district’s complaint 

and appeal decision, if any; and 5) A proposed resolution of the complaint or relief 

requested. If the allegations regard a specific student, the complaint must also include the 

name and address of the student, or in the case of a homeless child or youth, contact 

information. 
  

3. Upon receipt of a complaint, the Office of the Superintendent of Public Instruction may 

initiate an investigation, which may include conducting an independent on-site review. 

OSPI may also investigate additional issues related to the complaint that were not 

included in the initial complaint or appeal to the superintendent or board. Following the 

investigation, OSPI will make an independent determination as to whether the district has 

failed to comply with RCW 28A.642.010 or Chapter 392-190, WAC and will issue a 

written decision to the complainant and the district that addresses each allegation in the 

complaint and any other noncompliance issues it has identified.  The written decision will 

include corrective actions deemed necessary to correct noncompliance and 

documentation the district must provide to demonstrate that corrective action has been 

completed. 
  

All corrective actions must be completed within the timelines established by OSPI in the written 

decision unless OSPI grants an extension.  If timely compliance is not achieved, OSPI may take 

action including but not limited to referring the district to appropriate state or federal agencies 

empowered to order compliance. 
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A complaint may be resolved at any time when, before the completion of the investigation, the 

district voluntarily agrees to resolve the complaint.  OSPI may provide technical assistance and 

dispute resolution methods to resolve a complaint. 

  

Level Four - Administrative Hearing  

A complainant or school district that desires to appeal the written decision of the Office of the 

Superintendent of Public Instruction may file a written notice of appeal with OSPI within thirty 

(30) calendar days following the date of receipt of that office’s written decision. OSPI will 

conduct a formal administrative hearing in conformance with the Administrative Procedures Act, 

Chapter 34.05, RCW. 

  

Mediation 

At any time during the complaint procedure set forth in WAC 392-190-065 through 392-190-

075, a district may, at its own expense, offer mediation.  The complainant and the district may 

agree to extend the complaint process deadlines in order to pursue mediation. 
  

The purpose of mediation is to provide both the complainant and the district an opportunity to 

resolve disputes and reach a mutually acceptable agreement through the use of an impartial 

mediator. Mediation must be voluntary and requires the mutual agreement of both parties.  It 

may be terminated by either party at any time during the mediation process. It may not be used to 

deny or delay a complainant’s right to utilize the complaint procedures. 
  

Mediation must be conducted by a qualified and impartial mediator who may not: 

1) Be an employee of any school district, public charter school, or other public or private agency 

that is providing education related services to a student who is the subject of the complaint being 

mediated; or 2) Have a personal or professional conflict of interest. A mediator is not considered 

an employee of the district or charter school or other public or private agency solely because he 

or she serves as a mediator. 
  

If the parties reach agreement through mediation, they may execute a legally binding agreement 

that sets forth the resolution and states that all discussions that occurred during the course of 

mediation will remain confidential and may not be used as evidence in any subsequent 

complaint, due process hearing or civil proceeding.  The agreement must be signed by the 

complainant and a district representative who has authority to bind the district.  

  

Training and Orientation 

A fixed component of all district orientation sessions for staff, students and regular volunteers 

will introduce the elements of this policy. Staff will be provided information on recognizing and 

preventing sexual harassment. Staff will be fully informed of the formal and informal complaint 

processes and their roles and responsibilities under the policy and procedure. Certificated staff 

will be reminded of their legal responsibility to report suspected child abuse, and how that 

responsibility may be implicated by some allegations of sexual harassment. Regular volunteers 

will get the portions of this component of orientation relevant to their rights and responsibilities. 

Students will be provided with age-appropriate information on the recognition and prevention of 

sexual harassment and their rights and responsibilities under this and other district policies and 

rules at student orientation sessions and on other appropriate occasions, which may include 
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parents. Parents will be provided with copies of this policy and procedure and appropriate 

materials on the recognition and prevention of sexual harassment. 

A copy of the district’s sexual harassment policy must be included in any publication of the 

district or of a school that sets forth the rules, regulations, procedures, and standards of conduct 

for the school or school district.  The policy must also be conspicuously posted in each school 

district, and provided to each employee, volunteer, and student. 
  

As part of the information on the recognition and prevention of sexual harassment staff, 

volunteers, students and parents will be informed that sexual harassment may include, but is not 

limited to: 

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

 Stating or implying that a person will lose something if he or she does not submit to a 

sexual request; 

 Penalizing a person for refusing to submit to a sexual advance, or providing a benefit to 

someone who does; 

 Making unwelcome, offensive or inappropriate sexually suggestive remarks comments, 

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

conduct; 

 Using derogatory sexual terms for a person; 

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

 Displaying offensive or inappropriate sexual illustrations on school property. 
 

Annually the superintendent or designee will convene an ad hoc committee composed of 

representatives of certificated and classified staff, volunteers, students and parents to review the 

use and efficacy of this policy and procedure. The compliance officer will be included in the 

committee. Based on the review of the committee, the superintendent will prepare a report to the 

board including, if necessary, any recommended policy changes. The superintendent will 

consider adopting changes to this procedure if recommended by the committee. 

 

Management Resources:  Policy and Legal News, March 2014  
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