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WELCOME TO TUKWILA SCHOOL DISTRICT
We are glad you have joined our team!

Strategic Plan: One student at a time
“Our core purpose is to nurture the potential in
each student so that she or he is well equipped for
a world of infinite possibilities.”
Our district strategic plan declares the intent, shown above, to support the learning of
each student in the district, one at a time, and to nurture their potential for a world of
infinite possibilities. You are a key factor in fulfilling this plan.
This handbook is a collection of selected Tukwila School District policies, compiled
for convenient reference. While some policies, procedures and other
information are included, it is important to understand that this is not meant to be
all-inclusive. The district website contains an extensive amount of information that
will answer your questions more completely. Additionally, district staff will make every
effort to give you additional information as needed – just ask. We look forward to an
enjoyable and productive working relationship with you.
Acknowledgment of receipt: As an employee of Tukwila School District it is your
responsibility to review the enclosed information, and to read and understand all district
policies. Employees are required to sign and submit the acknowledgement form available
on the last page, and to update this statement on an annual basis
If you have any questions about any the contents of this handbook, please consult
the Human Resources Office (206.901.8000).
For complete text of each Policy contained in this Handbook, and all related
Policies and Procedures that provide further guidance on any policy subject, see
www.tukwilaschools.org (under the “Administration” Tab select the drop-down menu
choice “Meetings, Agendas & Minutes (Board Docs Portal)” and click on Access the
BoardDocs Portal link which appears on the page
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EMPLOYEE RESPONSIBILITIES
Hours of Work Schedule
The hours of your scheduled work shift will largely be determined by the operational needs of the
department in which you are assigned. Some departments will have regular schedules, which
rarely change from week to week, and other departments will have schedules that vary to meet
the needs of the department or the Tukwila School District. If an employee has a specific
schedule request, efforts may be made to accommodate that request, taking into account the
operational needs of the department or the Tukwila School District as a whole. However, in all
events, work schedule and schedule changes are determined at the sole discretion of the Tukwila
School District.
Every employee is responsible for knowing and following his or her work schedule, including, but
not limited to, reading the schedule and schedule updates or changes, knowing start and end
times of workdays, shifts, and breaks, complying with such times, and knowing when meetings
are and attending such meetings on time. It is your responsibility to, if applicable, clock in and
out at the designated times on your schedule. Any desired schedule changes must receive prior
approval from your supervisor.

Attendance and Punctuality
When you accept a position with Tukwila School District you assume obligations. One of those
obligations is to perform the duties of your position during the times specified. You are expected
to be punctual and keep absences to a minimum. Failure to report, unjustified or excessive
absence or tardiness may result in discipline, up to and including discharge from employment.
Additionally, punctuality and attendance are factors that may be taken into account when
determining promotions, salary increases and qualification for other benefits.

Absenteeism
Definition of Absence: Absence is any time (other than tardiness described below) that you are
scheduled to work and you fail to be present at the designated work location for all of the
scheduled time or shift, or, if you report to your workstation more than 30 minutes late.
Absenteeism includes time off for sickness, but does not include pre-approved time off for
vacation, or leaves of absence, or for designated holidays when you are not scheduled to work.
Reporting Procedure: In case of an absence, you must first notify your supervisor, department
manager or facility manager. Notification must be given each day you do not report to work at
least one (1) hour prior to the beginning of your scheduled shift. If you must be absent after you
report to work, notification must be given when you first learn that you must leave work, but
(except in an emergency) no later than one hour before you leave work. It is your responsibility
to personally make the contact unless you are physically unable to do so, in which case, you
should have someone else make the contact for you. You must give the reason for your absence
and the expected date of your return.
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One or more unreported or unjustified absences within any 12-month period may result in
disciplinary action, (up to and including termination of employment). If you are absent for two (2)
consecutive days without reporting to work or contacting your supervisor, you will be considered
to have voluntarily resigned without notice at the end of the third day and your position may be
filled.
Note: If you can provide an acceptable explanation, this policy may not apply. Such explanation
may require substantiation and/or verification from sources other than you.
Excessive Absenteeism: Even if an absence is reported, you may be subject to disciplinary
action (up to and including termination of employment) if you miss work too often. Examples of
excessive absenteeism include, but are not limited to:
a. Twelve full or partial days absent, consecutive or not, in any 12-month period.
b. Three full or partial days absent, consecutive or not, in a 30-day period.
c. Five full or partial days absent, consecutive or not, in any 6-month period.
Tukwila School District, in its sole discretion, will determine excessive absenteeism. Unless
determined by Tukwila School District to be an abuse, time off for medical/dental appointments,
school activities (for you or your children), or other personal business will not be counted as
excessive absenteeism if your supervisor approves it at least three business days in advance.
However, this time off will be documented as an absence.

Tardiness
Definition of Tardiness: You are tardy any time you arrive late at your workstation, or
are not appropriately groomed, dressed and ready to work, at the beginning of your
scheduled shift. Tardiness also includes returning late from breaks or meal periods. If you
are more than 30 minutes late, it will be considered an absence.
Reporting Procedure: If you must be late for work, it is your responsibility to personally contact
your supervisor at least one (1) hour prior to the beginning of your scheduled work shift unless
you are physically unable to do so. If you cannot call, have someone call for you. Failure to report
your tardiness will count toward excessive absenteeism or excessive tardiness, as the case may
be.
Excessive Tardiness: Even if tardiness is reported, excessive tardiness will result in disciplinary
action, up to and including termination. Examples of excessive tardiness include, but are not
limited to:
a. Any tardiness on any three days in any 30-day period.
b. Any tardiness on any five days in any 3-month period.
c. Any tardiness on any twelve days in any 12-month period.

Conduct
The maintenance of extremely high standards of honesty, integrity, performance and conduct is
essential to the proper performance of our business, the satisfaction of our clients and the

8

maintenance of our clients’ trust. The Tukwila School District expects its employees to have
careful regard for our standards and avoid even the appearance of dishonesty or
misconduct. Our employees are expected to conduct themselves at all times in a
professional and courteous manner, to exercise good judgment in the discharge of their
responsibilities, and to conduct themselves in a manner that can be supported by
management.
Any misconduct or violation of the policies in this handbook or otherwise of Tukwila School
District may result in disciplinary action up to and including termination of employment.
Following are examples of conduct that may result in such disciplinary action:
a.
b.
c.
d.
e.
f.

g.
h.
i.
j.
k.
l.
m.
n.
o.
p.

Unsatisfactory or careless performance or neglect of duties.
Failure to use or maintain Tukwila School District or client property in a proper manner.
Altering, removing or destroying Tukwila School District or client records and/or property.
Deliberate or careless damage to Tukwila School District or client property.
Inappropriate, malicious, disparaging or derogatory oral or written statements concerning
Tukwila School District, or any of its clients, employees or representatives.
Falsifying personal, client or Tukwila School District records, including any employment
application or other employment information, or any other records or documents related
to the Tukwila School District, its business or any of its clients, employees or
representatives.
Excessive tardiness, absenteeism or abuse of any paid time off policy.
Failure to give proper notice of an expected absence.
Dishonesty of any kind, including theft or misappropriation of property of Tukwila School
District, its employees, or past, current or prospective clients or representatives.
Possession, use or display of any weapon on Tukwila School District premises or while
on Tukwila School District business.
Possession, use or being under the influence of drugs or alcohol on the premises or while
on Tukwila School District business.
Any conduct endangering, or any verbal or nonverbal threat to endanger, property, life,
safety or health.
Disrespect for management, or any supervisor or employee or client of Tukwila School
District, including insubordination, failure to perform any reasonable assignment, or
obscene or abusive language or behavior.
Willful violation of HIPAA privacy laws.
Violations of Tukwila School District harassment policy or any other form of unlawful or
unethical conduct, harassment or discrimination.
Off-duty or pre-employment conduct that reflects or may adversely reflect on Tukwila
School District if the employee were to remain employed.

These examples are not all-inclusive, but merely illustrate the kind of conduct that may be
detrimental to Tukwila School District, its clients or employees. Employees may be discharged
or disciplined for conduct not specifically mentioned in this handbook, as determined in the sole
discretion of the Tukwila School District.

Customer Relations
As an employee, you make a major contribution to our students' success. Your honesty, integrity,
and competence in performing your job are necessary for customer satisfaction. Your ability to
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develop positive customer relations is essential to our job performance. If your duties include a
support role, other employees should be treated as customers.

Telephone Courtesy and Usage
A large portion of Tukwila School District business is conducted over the telephone. All telephone
calls, whether from customers, fellow employees, or outside business associates should be
handled promptly and courteously.
You may make necessary personal telephone calls during the workday as long as they do not
interfere with daily business or your performance of your work. Personal calls must be short in
duration and very limited in number. Please see your building supervisor regarding the use of
personal cell phones during work hours.
Please make note that all telephone calls are subject to monitoring for training, or other Tukwila
School District purposes.

Use of Tukwila School District Equipment
Equipment and resources such as copier, fax, computers, laptops, smart phones, postage
machines, e-mail, internet access, telephone, pagers, and voice mail systems are in place to
facilitate effective day-to-day business operations. Employees may not use Tukwila School
District equipment or resources for personal use or benefit without prior supervisor approval.

Desks, Lockers, and File Cabinets
The Tukwila School District or its clients may from time to time provide office space, desks,
computers or file cabinets for employee use in the performance of employment responsibilities,
or locker space for employee use while at work.
Tukwila School District does not guarantee the security of any locker and employees are
responsible for furnishing their own locks. Any lock will be voluntarily and immediately removed
at the direction of Tukwila School District. Tukwila School District is not responsible for any article
or item placed in any office space, locker, desk, file cabinet or computer, or otherwise brought on
Tukwila School District or client premises or on Tukwila School District business, that is lost,
damaged, stolen or destroyed. Weapons, explosives, alcohol and drugs are prohibited on Tukwila
School District premises, client premises or Tukwila School District business and may not be
placed in any office space, locker, desk or file cabinet.
Employees have no privacy rights in any office space, locker, desk, file cabinet or computer (or
their contents) on Tukwila School District or client property, or provided by the Tukwila School
District or a client of the Tukwila School District, for or on Tukwila School District business. The
Tukwila School District reserves the right to inspect any such office space, locker, desk, file
cabinet, computer, and their contents, and any other place or item on Tukwila School District or
client property, with or without advance notice or consent of any employee. Any person
designated by the company or client may conduct such an inspection. Any employee who, upon
request, fails or refuses to cooperate with any such inspection may be subject to disciplinary
action, up to and including termination of employment.
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Outside Employment
Subject to other policies, including Conflict of Interest, Tukwila School District has no objection to
an employee holding another job (in addition to his or her employment with Tukwila School
District) as long as he or she can effectively meet the performance standards for his or her position
with Tukwila School District. However, we ask employees to think seriously about the effects that
another job may have on their endurance, personal health and wellbeing, performance, and
effectiveness with Tukwila School District. Employees holding another job must remember that
Tukwila School District is the primary employer and is entitled to the loyalty and primary efforts of
the employee while employed with Tukwila School District.
All employees will be held to the same scheduling demands and standards of performance. We
cannot make exceptions for those who also hold outside jobs. If an outside position interferes
with the employee's ability to work for this Tukwila School District, that employee will be subject
to disciplinary action for tardiness and unsatisfactory attendance or work performance in
accordance with normal disciplinary policy.

Supervisors
Questions about your job, pay, benefits, relations with your co-worker, policies and procedures
or the Tukwila School District in general should be directed to your supervisor. Look to your
supervisor for guidance and seek his/her assistance when you encounter difficulties. Cooperation
and communication with your supervisor will promote a mutually beneficial work environment.
Each employee must follow the directions of his/her supervisor. Your supervisor is responsible
for directing your work throughout your shift; evaluating your performance, providing instruction
and guidance in your job, and taking any disciplinary action that may be necessary; though others
at Tukwila School District from time to time also may exercise one or more of these
responsibilities. Disrespect of management or a supervisor, or disregard of the authority of either,
will not be tolerated and may result in disciplinary action, up to and including termination of
employment.

Performance Reviews
Your performance is reviewed in writing by your supervisor at least annually. It may also be
reviewed at any time at your supervisor’s discretion or upon your request. The reviews are
designed to provide an opportunity to discuss your position, review performance, and set goals
and objectives for future performance.

STATE OF WASHINGTON CODE OF PROFESSIONAL CONDUCT
Education Practitioners * Teachers * Educational Staff Associates *
Administrators
WAC 180-87-005 Purpose. The sole purpose of this chapter is to set forth policies and
procedures related to reprimand, suspension, and revocation actions respecting certification of
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education practitioners in the state of Washington for acts of unprofessional conduct. It is
recognized that grounds for the discharge, nonrenewal of contracts, or other adverse change in
contract status affecting the employment contracts of education practitioners are broader than
stated herein. The grounds set forth as unprofessional conduct in this chapter shall not limit
discharge, nonrenewal of contracts, or other employment action by employers of education
practitioners.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-005, filed 1/2/90, effective 2/2/90.]
WAC 180-87-010 Public policy goals of chapter. The public policy goals of this chapter are
as follows:
(1) To protect the health, safety, and general welfare of students within the state of Washington.
(2) To assure the citizens of the state of Washington that education practitioners are accountable
for acts of unprofessional conduct.
(3) To define and provide notice to education practitioners within the state of Washington of the
acts of unprofessional conduct for which they are accountable pursuant to the provisions of
chapter 181-86 WAC.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-010, filed 1/2/90, effective 2/2/90.]
WAC 180-87-015 Accountability for acts of unprofessional conduct. Any educational
practitioner who commits an act of unprofessional conduct proscribed within this chapter may be
held accountable for such conduct pursuant to the provisions of chapter 180-86 WAC.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-015, filed 1/2/90, effective 2/2/90.]

ADMINISTRATIVE PROVISIONS
WAC 180-87-020 Applicability of chapter to private conduct. As a general rule, the
provisions of this chapter shall not be applicable to the private conduct of an education practitioner
except where the education practitioner's role as a private person is not clearly distinguishable
from the role as an education practitioner and the fulfillment of professional obligations.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-020, filed 1/2/90, effective 2/2/90.]
WAC 180-87-025 Exclusivity of chapter. No act, for the purpose of this chapter, shall be
defined as an act of unprofessional conduct unless it is included in this chapter.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-025, filed 1/2/90, effective 2/2/90.]
WAC 180-87-030 Prospective application of chapter and amendments. The provisions of
this chapter shall take effect ninety calendar days after adoption and shall apply prospectively to
acts of unprofessional conduct committed after such effective date. Unless provided to the
contrary, any revision shall take effect six months after adoption and shall apply prospectively
from such effective date.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-030, filed 1/2/90, effective 2/2/90.]
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WAC 180-87-035 Education practitioner - Definition. As used in this chapter, the term
"education practitioner" means any certificate holder licensed under rules of the state board of
education to serve as a certificated employee.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-035, filed 1/2/90, effective 2/2/90.]
WAC 180-87-040 Student - Definition. As used in this chapter, the term "student" means the
following:
(1) Any student who is under the supervision, direction, or control of the education practitioner.
2) Any student enrolled in any school or school district served by the education practitioner.
(3) Any student enrolled in any school or school district while attending a school related activity
at which the education practitioner is performing professional duties.
(4) Any former student who is under eighteen years of age and who has been under the
supervision, direction, or control of the education practitioner. Former student, for the purpose
of this section, includes but is not limited to drop outs, graduates, and students who transfer
to other districts or schools.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-040, filed 1/2/90, effective 2/2/90.]
WAC 180-87-045 Colleague -- Definition. As used in this chapter, the term "colleague" means
any person with whom the education practitioner has established a professional relationship and
includes fellow workers and employees regardless of their status as education practitioners.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-045, filed 1/2/90, effective 2/2/90.]

ACTS OF UNPROFESSIONAL CONDUCT
WAC 180-87-050 Misrepresentation or falsification in the course of professional
practice. Any falsification or deliberate misrepresentation, including omission, of a material fact
by an education practitioner concerning any of the following is an act of unprofessional conduct:
(1) Statement of professional qualifications.
(2) Application or recommendation for professional employment, promotion, certification, or an
endorsement.
(3) Application or recommendation for college or university admission, scholarship, grant,
academic award, or similar benefit.
(4) Representation of completion of in-service or continuing education credit hours.
(5) Evaluations or grading of students and/or personnel.
(6) Financial or program compliance reports submitted to state, federal, or other governmental
agencies.
(7) Information submitted in the course of an official inquiry by the superintendent of public
instruction related to the following:
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(a) Good moral character or personal fitness.
(b) Acts of unprofessional conduct.
(8) Information submitted in the course of an investigation by a law enforcement agency or by
child protective services regarding school related criminal activity.
(9) Assessments leading to certification.
(10) An education practitioner who aids, encourages, and/or abets another educator in any
falsification or deliberate misrepresentation, including omission, of a material fact in conjunction
with the acts listed above commits misrepresentation in the course of professional practice.
[Statutory Authority: Chapter 28A.410 RCW. WSR 12-23-028, § 181-87-050, filed 11/13/12,
effective 12/14/12. WSR 06-02-051, recodified as § 181-87-050, filed 12/29/05, effective 1/1/06.
Statutory Authority: RCW 28A.70.005. WSR 90-02-075, § 180-87-050, filed 1/2/90, effective
2/2/90.]
WAC 181-87-055 Alcohol or controlled substance abuse. Unprofessional conduct includes:
(1) Being under the influence of alcohol or of a controlled substance, as defined in chapter 69.50
RCW, on school premises or at a school-sponsored activity involving students, following:
(a) Notification to the education practitioner by his or her employer of concern regarding
alcohol or substance abuse affecting job performance;
(b) A recommendation by the employer that the education practitioner seek counseling or
other appropriate and available assistance; and
(c) The education practitioner has had a reasonable opportunity to obtain such assistance.
(2) The possession, use, or consumption on school premises or at a school sponsored activity of
a Schedule 1 controlled substance, as defined by the state board of pharmacy, or a Schedule
2 controlled substance, as defined by the state board of pharmacy, without a prescription
authorizing such use.
(3) The consumption of an alcoholic beverage on school premises or at a school sponsored
activity involving students if such consumption is contrary to written policy of the school district
or school building.
(4) The possession of marijuana or marijuana infused product on school premises or at a school
sponsored activity involving students if such possession violates Washington law or is contrary
to written policy of the school district or school building.
(5) The use or consumption of marijuana or marijuana-infused product on school premises or at
a school sponsored activity.
[Statutory Authority: RCW 28A.410.210, 2013 c 3, and 2013 c 19. WSR 14-21-056, § 181-87-055,
filed 10/8/14, effective 11/8/14. WSR 06-02-051, recodified as § 181-87-055, filed 12/29/05,
effective 1/1/06. Statutory Authority: RCW 28A.70.005. WSR 90-02-075, § 180-87-055, filed
1/2/90, effective 2/2/90.]
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WAC 180-87-060 Disregard or abandonment of generally recognized professional
standards. Any performance of professional practice in flagrant disregard or clear abandonment
of generally recognized professional standards in the course of any of the following professional
practices is an act of unprofessional conduct:
(1) Assessment, treatment, instruction, or supervision of students.
(2) Employment or evaluation of personnel.
(3) Management of moneys or property.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-060, filed 1/2/90, effective 2/2/90.]
WAC 180-87-065 Abandonment of contract for professional services. Any permanent
abandonment, constituting a substantial violation without good cause, of one of the following
written contracts to perform professional services for a private school or a school or an educational
service district is an act of unprofessional conduct:
(1) An employment contract, excluding any extracurricular or other specific activity within such
contract or any supplementary contract.
(2) Professional service contract.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-065, filed 1/2/90, effective 2/2/90.]
WAC 180-87-070 Unauthorized professional practice. Any act performed without good
cause that materially contributes to one of the following unauthorized professional practices is an
act of unprofessional practice.
(1) The intentional employment of a person to serve as an employee in a position for which
certification is required by rules of the state board of education when such person does not
possess, at the time of commencement of such responsibility, a valid certificate to hold the
position for which such person is employed.
(2) The assignment or delegation in a school setting of any responsibility within the scope of the
authorized practice of nursing, physical therapy, or occupational therapy to a person not
licensed to practice such profession unless such assignment or delegation is otherwise
authorized by law, including the rules of the appropriate licensing board.
(3) The practice of education by a certificate holder during any period in which such certificate
has been suspended.
(4) The failure of a certificate holder to abide by the conditions within an agreement, executed
pursuant to WAC 180-86-160, to not continue or to accept education employment.
(5) The failure of a certificate holder to comply with any condition, limitation, or other order or
decision entered pursuant to chapter 180-86 WAC.
(6) Provided, That for the purpose of this section, good cause includes, but is not limited to,
exigent circumstances where immediate action is necessary to protect the health, safety, or
general welfare of a student, colleague, or other affected person.
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[Statutory Authority: RCW 28A.410.010. 97-21-075, § 180-87-070, filed 10/17/97, effective
11/17/97. Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-070, filed 1/2/90, effective
2/2/90.]
WAC 180-87-080 Sexual misconduct with students. Unprofessional conduct includes the
commission by an education practitioner of any sexually exploitive act with or to a student
including, but not limited to, the following:
(1) Any sexual advance, verbal or physical;
(2) Sexual intercourse as defined in RCW 9A.44.010;
(3) Indecent exposure as defined in RCW 9A.88.010;
(4) Sexual contact, i.e., the intentional touching of the sexual or other intimate parts of a student
except to the extent necessary and appropriate to attend to the hygienic or health needs of
the student;
(5) Provided, that the provisions of this section shall not apply if at the time of the sexual conduct
the participants are married to each other.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-080, filed 1/2/90, effective 2/2/90.]
WAC 180-87-085 Furnishing alcohol or controlled substance to students. Unprofessional
conduct includes the illegal furnishing of alcohol or a controlled substance, as defined in chapter
69.50 RCW, to any student by an education practitioner.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-085, filed 1/2/90, effective 2/2/90.]
WAC 180-87-090 Improper remunerative conduct. Any deliberate act in the course of
professional practice which requires or pressures students to purchase equipment, supplies, or
services from the education practitioner in a private remunerative capacity is an act of
unprofessional conduct.
[Statutory Authority: RCW 28A.70.005. 90-02-075, § 180-87-090, filed 1/2/90, effective 2/2/90.]
WAC 180-87-093 Failure to assure the transfer of student record information or student
records. The failure of a principal or other certificated chief administrator of a public school
building to make a good faith effort to assure compliance with RCW 28A.225.330 by establishing,
distributing, and monitoring compliance with written procedures that are reasonably designed to
implement the statute shall constitute an act of unprofessional conduct.
[Statutory Authority: RCW 28A.410.010, 28A.225.330(3) and 1995 c 311. 96-08-012, § 180-87093, filed 3/25/96, effective 4/25/96.]
WAC 180-87-095 Failure to file a complaint. The intentional or knowing failure of an
educational service district superintendent, a district superintendent, or a chief administrator of a
private school to file a complaint pursuant to WAC 180-86-110 regarding the lack of good moral
character or personal fitness of an education practitioner or the commission of an act of
unprofessional conduct by an education practitioner is an act of unprofessional conduct.
[Statutory Authority: RCW 28A.70.005. WSR 90-02-075, § 180-87-095, filed 1/2/90, effective
2/2/90.]
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Complaints or request for additional information may be addressed to:
Office of Professional Practices, Superintendent of Public Instruction, Old Capitol Building, PO
Box 47200, Olympia, WA 98504-7200
Excerpt of Policy No. 5006

CERTIFICATION REVOCATION
Staff members are expected to exhibit "good moral character and personal fitness" as they
teach or supervise students. Staff members shall not engage in unprofessional conduct
including:
A. The related acts of immorality and/or intemperance;
B. Violation of written contract;
C. Crime against the state or involving the physical neglect of children;
D. The physical injury of children;
E. Sexual misconduct with children or students;
F. Misrepresentation or falsification in the course of professional practice;
G. Possession, use or consumption or being under the influence of alcohol or of a controlled
substance on school premises or at a school-sponsored activity involving students;
H. Disregard or abandonment of generally recognized professional standards;
I. Abandonment of contract for professional services;
J. Unauthorized professional practice;
K. Illegal furnishing of alcohol or a controlled substance to a student; or
L. Improper remunerative conduct.
END OF EXCERPT
Excerpt of Policy No. 3205

SEXUAL HARASSMENT OF STUDENTS PROHIBITED
This district is committed to a positive and productive education free from discrimination,
including sexual harassment. This commitment extends to all students involved in academic,
educational, extracurricular, athletic, and other programs or activities of the school, whether that
program or activity in in a school facility, on school transportation or at a class or school training
held elsewhere.
Definitions
For purposes of this policy, sexual harassment means unwelcome conduct or communication of
a sexual nature. Sexual harassment can occur adult to student, student to student or can be
carried out by a group of students or adults and will be investigated by the District even if the
alleged harasser is not a part of the school staff or student body. The district prohibits sexual
harassment of students by other students, employees or third parties involved in school district
activities.
Under federal and state law, the term “sexual harassment” may include:
•

acts of sexual violence;
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•
•
•
•
•

unwelcome sexual or gender-directed conduct or communication that interferes with an
individual’s educational performance or creates an intimidating, hostile, or offensive
environment;
unwelcome sexual advances;
unwelcome requests for sexual favors;
sexual demands when submission is a stated or implied condition of obtaining an
educational benefit;
sexual demands where submission or rejection is a factor in an academic, or other
school-related decision affecting an individual.

A “hostile environment” has been created for a student when sexual harassment is sufficiently
serious to interfere with or limit the student’s ability to participate in or benefit from the school’s
program. The more severe the conduct, the less need there is to demonstrate a repetitive series
of incidents. In fact, a single or isolated incident of sexual harassment may create a hostile
environment if the incident is sufficiently severe, violent, or egregious.
Investigation and Response
If the district knows, or reasonably should know, that sexual harassment has created a hostile
environment, it will promptly investigate to determine what occurred and take appropriate steps
to resolve the situation. If an investigation reveals that sexual harassment has created a hostile
environment, the district will take prompt and effective steps reasonably calculated to end the
sexual harassment, eliminate the hostile environment, prevent its recurrence and as appropriate,
remedy its effects. 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. The district will take these steps every time a complaint,
alleging sexual harassment comes to the attention of the district, either formally or formally.
Allegations of criminal misconduct will be reported to law enforcement and suspected child
abuse will be reported to law enforcement or Child Protective Services. Regardless of whether
the misconduct is reported to law enforcement, school staff will promptly investigate to determine
what occurred and take appropriate steps to resolve the situation, to the extent that such
investigation does not interfere with an ongoing criminal investigation. A criminal investigation
does not relieve the district of its independent obligation to investigate and resolve sexual
harassment.
Engaging in sexual harassment will result in appropriate discipline or other appropriate sanctions
against offending students, staff or third parties involved in school district activities. 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 and False Allegations
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.
Staff Responsibilities
The superintendent or their designee 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.
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Any school employee who witnesses sexual harassment or receives a report, informal
complaint, or written complaint about sexual harassment is responsible for informing the district
Title IX or Civil Rights Compliance Coordinator. All staff are also responsible for directing
complainants to the formal complaint process.
Reports of discrimination and discriminatory harassment will be referred to the district’s Title
IX/Civil Rights Compliance Coordinator. Reports of disability discrimination or harassment will
be referred to the district’s Section 504 Coordinator.
END OF EXCERPT
Excerpt of Policy No. 3207

PROHIBITION OF HARASSMENT, INTIMIDATION AND BULLYING
The Board is committed to a safe and civil educational environment for all students, employees,
parents/legal guardians, volunteers and community members that is free from harassment,
intimidation or bullying. “Harassment, intimidation or bullying” means any intentionally written
message or image — including those that are electronically transmitted — verbal, or physical
act, including but not limited to one shown to be motivated by race, color, religion, ancestry,
national origin, gender, sexual orientation including gender expression or identity, mental or
physical disability or other distinguishing characteristics, when an act:
A. Physically harms a student or damages the student’s property;
B. Has the effect of substantially interfering with a student’s education;
C. Is so severe, persistent or pervasive that it creates an intimidating or threatening
educational environment; or
D. Has the effect of substantially disrupting the orderly operation of the school.
Nothing in this section requires the affected student to actually possess a characteristic that is a
basis for the harassment, intimidation or bullying.
“Other distinguishing characteristics” can include but are not limited to physical appearance,
clothing or other apparel, socioeconomic status and weight.
“Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate
impact of the action(s).
Behaviors/Expressions
Harassment, intimidation or bullying can take many forms including, but not limited to, slurs,
rumors, jokes, innuendoes, demeaning comments, drawings, cartoons, pranks, gestures,
physical attacks, threats or other written, oral, physical or electronically transmitted messages or
images.
This policy is not intended to prohibit expression of religious, philosophical, or political views,
provided that the expression does not substantially disrupt the educational environment. Many
behaviors that do not rise to the level of harassment, intimidation or bullying may still be
prohibited by other district policies or building, classroom or program rules.
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Training
This policy is a component of the district’s responsibility to create and maintain a safe, civil,
respectful and inclusive learning community and will be implemented in conjunction with
comprehensive training of staff and volunteers.
Prevention
The district will provide students with strategies aimed at preventing harassment, intimidation
and bullying. In its efforts to train students, the district will seek partnerships with families, law
enforcement and other community agencies.
Interventions
Interventions are designed to remediate the impact on the targeted student(s) and others
impacted by the violation, to change the behavior of the perpetrator, and to restore a positive
school climate.
The district will consider the frequency of incidents, developmental age of the student, and
severity of the conduct in determining intervention strategies. Interventions will range from
counseling, correcting behavior and discipline, to law enforcement referrals.
Retaliation/False Allegations
Retaliation is prohibited and will result in appropriate discipline. It is a violation of this policy to
threaten or harm someone for reporting harassment, intimidation, or bullying.
It is also a violation of district policy to knowingly report false allegations of harassment,
intimidation, and bullying. Students or employees will not be disciplined for making a report in
good faith. However, persons found to knowingly report or corroborate false allegations will be
subject to appropriate discipline.
Compliance Officer
The superintendent will appoint a compliance officer as the primary district contact to receive
copies of all formal and informal complaints and ensure policy implementation. The name and
contact information for the compliance officer will be communicated throughout the district.
The superintendent is authorized to direct the implementation of procedures addressing the
elements of this policy.
END OF EXCERPT
Excerpt of Policy No. 5149

EQUITY IN EDUCATION PRINCIPLES
The Tukwila School District recognizes the increasing complexity of assuring equity and
excellence in education to all students in our schools. Students, school employees, parents and
the community have the right to be treated equitably and to have access to education without
prejudice and discrimination.
Racism is a problem that all school policy-makers, administrators, staff members and
community members must address. Whether by individual actions or institutional practices, the
problems of racism stem from personal attitudes and behaviors or institutional policies and
frameworks influenced by racially biased assumptions. The practices may be overt, but are
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often more subtle. Both lead to unequal outcomes for children of color, and undermine the
notion of equal opportunity.
Where racism continues to affect the lives of children of color, it must be eliminated. The
Tukwila School District is committed to undo racism. Equity is the outcome of fundamental laws
and policies which, when enforced, should guarantee fair treatment and equitable access to
resources and programs for all students. The Tukwila School District is committed to provide
equal access for all students and reduce disparities between the races.
Tukwila schools can play a vital, front-line role in anti-racism efforts. Teachers and staff can
reach children early with the message that all are created equal and are entitled to equal rights.
They can back that up with appropriately high expectations that are based on children’s talents
and performance, not the color of their skin or their accents. Furthermore, teachers must create
a school environment which supports the positive self-esteem needed to enable each student to
make a productive contribution to his or her school, community, country and world. To respond
to issues of equity, Tukwila School District will address the following principles:
1. Students have the right to equitable access to education. Tukwila School District is
committed to undo racism and to eliminate prejudice, bigotry and discrimination in
schools.
2. High expectations for performance and results must be held for all students in order that
all students may achieve their highest potential. Tukwila School District is committed to
eliminate disparities in achievement, in access to academic and school programs that
are aligned with the State’s essential academic learning requirements, and in the
administration of discipline among various groups.
3. Tukwila School District is committed to provide educational experiences which reflect
racial, ethnic, cultural and linguistic diversity. Such efforts should be aimed at preparing
students for an increasingly diverse economy and society in which inter-group relations
and understanding are vitally important.
4. School staff must be prepared to provide an equitable and appropriate education for
each student. Tukwila School District is committed to provide comprehensive training to
school staff in order to respond to the increased diversity of students and parents. In
addition, within statutory parameters, Tukwila School District will recruit and maintain
staff that is reflective of a diverse student population, recognizing that people of color,
women, persons in protected age groups, persons with disabilities, Vietnam-era
veterans and disabled veterans are underrepresented in employment (RCW 49.74.005).
5. Equitable education takes place in a supportive school environment in which each
student has an advocate (e.g. parent, guardian, or extended family member) who is
empowered through school district policies and practices and is appropriately
encouraged and informed to help that student succeed in school. Tukwila School District
is committed to work in full partnership with parents and the community to achieve
student success.
END OF EXCERPT
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Excerpt of Policy No. 5253

MAINTAINING PROFESSIONAL STAFF/STUDENT BOUNDARIES
The purpose of this policy is to provide all staff, students, volunteers, and community members
with information regarding their responsibility and role in protecting children from inappropriate
conduct by adults.
The Tukwila School District Board of Directors expects all staff members to maintain the highest
professional, moral, and ethical standards in their interaction with students. Staff members are
required to maintain an atmosphere conducive to learning through consistently and fairly applied
discipline and established and maintained professional boundaries.
The interactions and relationships between staff members and students should be based upon
mutual respect and trust, an understanding of the appropriate boundaries between adults and
students in and outside of the educational setting, and consistency with the educational mission
of the schools.
Staff members are expected to set and maintain appropriate and professional physical and
emotional boundaries with students consistent with each staff member’s duties in the district.
Additionally, staff members are expected to avoid the appearance of impropriety in their own
conduct when interacting with students. Staff will discuss issues with their building administrator
or supervisor whenever they suspect or are unsure whether their own conduct or the conduct of
another staff member is inappropriate or constitutes a violation of this policy.
This policy applies equally to communications that are accomplished through use of technology.
The Tukwila School District Board of Directors supports the use of technology to communicate
for educational purposes. However, in order to ensure that such communications remain
appropriate and subject to accountability, district employees are expected to use Districtprovided resources to accomplish any necessary communications with students. Staff
members, are prohibited from online socializing or from maintaining personal contact with
students on social networking websites except as specifically authorized by the District.
The superintendent or designee will develop staff protocols for reporting and investigating
allegations and develop procedures and training to accompany this policy. Employees whose
conduct violates this policy may face discipline and/or termination, consistent with the district's
policies, acceptable use agreement, and collective bargaining agreements, as applicable.
END OF EXCERPT

DUTY TO REPORT
RCW 28A.400.317 requires both certificated AND classified employees who have knowledge or
reasonable cause to believe a student has been a victim of physical abuse or misconduct by
another school employee to report the abuse or misconduct or shall cause a report to be made to
the school administrator. The administrator is then required to report the abuse to the proper law
enforcement agency in accordance with the mandatory reporting requirements if the administrator
has reasonable cause to believe the abuse or misconduct occurred. A school district must, at the
first opportunity, but in all cases within 48 hours of receiving a report of sexual misconduct by a
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school employee, notify the parents of a student alleged to be the victim, target, or recipient of
the misconduct.
It should be noted that this does not change the previous requirement of certificated school
employees to report to the proper law enforcement agency or the Department of Social and
Health Services (CPS) if the certificated employee has reasonable cause to believe that a child
has suffered abuse or neglect.

PHYSICAL CONTACT WITH STUDENTS
We are committed to the protection of the health, safety and general welfare of each student
and employee.
Physical contact with, or touching, children in an appropriate manner in the school setting has
positive educational aspects. However, touching children carries a risk that the educator may
be accused of improper contact. Thus, an educator must exercise conscious judgment in
determining whether to touch students, and under what circumstances.
To exercise good judgment regarding touching, the educator must consider several factors:
a. Age of the Child
a. Kindergarten thru Second grade: It is virtually impossible to avoid touching students of
this age in a classroom. However, as students grow older, the acceptability of touching
and hugging decreases.
b. Middle Grades: Female children from grades four through nine are extremely conscious
of their sexuality. Numerous accusations of improper touching in the schools occur in
this age group. Females of this age are very sensitive regarding their breasts, and may
view a touch on the shoulder or back as sexual in nature. Girls in this age group are
also extremely sensitive regarding remarks about their clothing and physical
appearance. School employees can get into trouble with this age group when patting
knees, putting arms around shoulders, putting hands on waists, “looking at me funny”, or
snapping or rubbing bra straps.
c. Higher Grades: Very little touching is acceptable with this age group. Educators can get
into trouble with this group when they attempt to counsel troubled children, especially
about sexual or romantic matters. If it is not in your job description to counsel students;
it is best not to do so.
b. Educator’s Sex
Males are perceived as sexual aggressors and most accusations are leveled against male
educators. Male educators must review their behavior very carefully to be certain it cannot
be misinterpreted.
c. Cultural/Personal Factors
a. Individuals in some cultures are very uncomfortable with any sort of touching. Educators
need to be sensitive to students’ individual and cultural preferences.
b. If a student indicates by word or action that he/she is not comfortable with touching, the
educator should avoid physical contact with that student unless such contact is
absolutely necessary for safety reasons.
c. Children who have previously been sexually abused may misperceive a neutral touch as
a sexual touch.

23

d. Borderline Behaviors. Some actions, even if not tainted with improper motives are
common trouble areas. Such actions should be avoided:
a. Repeated one-to-one contact with an individual student. For example, a teacher might
assign a single child (or even two children) to come early to the gym to help set up for
the day’s classes. A better solution is to assign this privilege (chore) to two students,
one male and one female, for a quarter. Two other students should be selected in
subsequent quarters.
b. Social activities with students: Taking a student or two to the movies, inviting students to
the home, visiting students while they baby-sit. If you intend to use an out-of-school
activity as a reward for academic performance or behavior, notify parents and consult
with your principal well in advance in writing of the educational purpose of the reward.
c. Driving students in cars. Students who ride in cars with educators may say they were
molested. A type II School activity driver’s authorization is required for all district
employees to operate a district or private motor vehicle for the purpose of transporting
students to and from school related activities. Coaches, educators and activity advisors
are discouraged from transporting students. If this appears necessary, consult with an
administrator in advance for guidance.
d. Giving gifts to students. If you wish to give gifts to reward students, discuss such gifts
with the principal before-hand. Never give a student an expensive or personal gift such
as perfume or flowers. Notify parents and principal in writing about the reward system
and its educational purpose.
e. Writing cards, notes, or letters to students. Be particularly careful about what is written
in student yearbooks. Use professional, formal name format such as “Thomas Brown”
rather than “Tom” or “Brownie.” Do not tell or write students that you “love” them.
e. Prohibited Conduct.
a. Sexual contact with any student. For employees a “student” includes:
(1) Anyone currently supervised by the educational practitioner,
(2) Anyone currently under the age of 18 whom the educational practitioner has ever
supervised,
(3) Anyone enrolled in any school or district and who is attending an activity at which the
educational practitioner is performing duties.
b. Sexual contact with a former student.
c. Giving alcohol to students or former students under age 21, or lending identification to
underage students so they can obtain alcohol.
d. Bringing pornographic materials to school or sharing pornographic materials with
students is prohibited.
e. Other actions are very difficult to explain and are grounds for discipline:
(1) Any request for affection: “Give me a hug,” “Give me a kiss,” etc.
(2) Any touching except on the shoulders, back and arms. Even this is questionable
with girls at grade 4 or higher.
(3) Any lingering touches, such as shoulder massages.
(4) Requests for dates.
(5) Any sexually suggestive remarks of any sort, even those that are jokes.
(6) Remarks about body parts- e.g. “You have great legs,” “I wish my wife was built like
you,” “I‘m bigger than your boyfriend.”
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(7) Remarks about appearance and dress are also problematic, (e.g. “You’re a pretty
girl,” or “You should wear that sweater more often.”)

SEXUAL HARASSMENT
Sexual Harassment is a form of illegal discrimination that violates the Washington State Law
Against Discrimination, RCW 49.60, and Title VII of the Civil Rights Act of 1964. It is illegal for an
employer to subject an employee to unwelcome sexual advances, comments or conduct when
submission to such conduct is made an implicit or explicit term or condition of employment or
used as the basis of employment decisions, or when such conduct has the purpose or effect of
unreasonably interfering with an individual’s work performance, or creating an intimidating,
hostile, or offensive work environment.
Some examples of conduct that is prohibited, and that the supervisor has a duty to take action in
order to prevent occurrences:
•
•
•

A supervisor tells an employee that in order to stay employed or earn a promotion, the
employee must give in to the supervisor’s sexual demands.
An employee repeatedly comments on a coworker’s appearance and makes requests for
dates, although it was made clear that the comments were unwelcome and there was no
interest in dating.
A client who regularly visits the employer’s place of business tells sexually explicit jokes,
flirts with staff, makes sexist comments and uses demeaning terms when referring to
one particular gender.

In the event a supervisor fails to take action, employees are directed to report instances of
sexual harassment to the Human Resources office.
Excerpt of Policy No. 5010

NONDISCRIMINATION AND AFFIRMATIVE ACTION
Nondiscrimination
The District shall provide equal employment opportunity and treatment for all applicants and
staff in recruitment, hiring, retention, assignment, transfer, promotion and training. Such equal
employment opportunity shall be provided without discrimination with respect to age, race,
creed, color, national origin (including language), religion, gender, marital status, sexual
orientation (including gender expression or identity), honorably discharged veteran or military
status, non-program-related physical, sensory or mental disabilities, or the use of a trained dog
guide or service animal by a person with a disability.
The Superintendent is authorized to designate a staff member to serve as the person
responsible for affirmative action and nondiscrimination compliance.
Affirmative Action
The District, as a recipient of public funds, is committed to undertake affirmative action which
shall make effective equal employment opportunities for staff and applicants for employment.
Such affirmative action shall include a review of programs, the setting of goals and the
implementation of corrective employment procedures to increase the ratio of aged,
handicapped, ethnic minorities, women, and Military Service veterans who are under-
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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 shall also include recruitment, selection, training, education and other
programs.
The Human Resources Director shall develop an affirmative action plan which specifies the
personnel procedures to be followed by the staff of the District and shall ensure that no such
procedures discriminate against any individual. Reasonable steps shall be taken to promote
employment opportunities of those classes that are recognized as protected groups--aged,
handicapped, ethnic minorities and women and Military Service 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, shall be disseminated widely to staff in all classifications and to all interested
patrons and organizations. Progress toward the goals established under this policy shall 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 shall prevail:
A. No qualified person with disabilities shall, solely by reason of a disability, be subjected to
discrimination, and the district shall 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 shall 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:
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 shall 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.
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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 in
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.
END OF EXCERPT

SMOKING
Per RCW 28A.210.310 use of tobacco products on school property is prohibited.
Excerpt of Policy No. 5201

DRUG-FREE SCHOOLS, COMMUNITY AND WORKPLACE
The Board has an obligation to staff, students and citizens to take reasonable steps to assure
safety in the workplace and to provide safety and high quality performance for the students that
the staff serves.
“Workplace” is defined to mean the site for the performance of work done in connection with a
federal grant. That includes any school building or any school premises; any school-owned
vehicle or any other school-approved vehicle used to transport students to and from school or
school activities; off school property during any school-sponsored or school-approved activity,
event or function, such as a field trip or athletic event, where students are under the jurisdiction
of the school District where work on a federal grant is performed.
Prohibited Behavior
To help maintain a drug-free school, community, and workplace, the following behaviors will not
be tolerated:
A. Reporting to work under the influence of alcohol, illegal chemical substances including
marijuana (cannabis) and anabolic steroids.
B. Using, possessing, transmitting alcohol, illegal chemical and/or controlled substances
including marijuana (cannabis) and anabolic steroids, in any amount or in any manner
on District property at any time or when involved in a School District activity on or off
School District property.
C. Any staff member convicted of a felony attributable to the use, possession, or sale of
illegal and/or controlled substances including marijuana (cannabis) and anabolic steroids
will be subject to disciplinary action, including immediate termination.
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D. Using District property or the staff member's position within the District to make or traffic
alcohol, illegal and/or controlled substances, including marijuana (cannabis) and
anabolic steroids.
E. Using, possessing or transmitting illegal substances or controlled substances, including
marijuana (cannabis) and anabolic steroids. (Use of cannabis is not federally lawful)
Notification Requirements
Any staff member who is taking prescribed or over-the-counter medications will be responsible
for consulting the prescribing physician and/or pharmacist to ascertain whether the medication
may interfere with the safe performance of his/her job. If the use of a medication could
compromise the safety of the staff member, other staff members, students or the public, it is the
staff member’s responsibility to use appropriate personnel procedures (e.g., use leave, request
change of duty, or notify his/her supervisor of potential side effects) to avoid unsafe workplace
practices. If a staff member notifies his/her supervisor that the use of medication could
compromise the safe performance of his/her job, the supervisor, in conjunction with the district
[insert district department/office (e.g. human resources)], then will determine whether the staff
member can remain at work and whether any work restrictions will be necessary.
As a condition of employment, each employee shall notify his or her supervisor of a conviction
under any criminal drug statute violation occurring in the workplace as defined above. Such
notification shall be provided no later than five (5) days after such conviction. The District shall
inform the federal government within ten (10) days of such conviction, regardless of the source
of the information.
Disciplinary Action
Each employee shall be notified of the District's policy and procedures regarding employee drug
activity at work. Any staff member who violates any aspect of this policy may be subject to
disciplinary action, which may include termination. As a condition of eligibility for reinstatement,
an employee may be required to satisfactorily complete a drug and/or alcohol rehabilitation or
treatment program approved by the Board, at the employee's expense. Nothing in this policy
shall be construed to guarantee reinstatement of any employee who violates this policy, nor
does the school District incur any financial obligation for treatment or rehabilitation ordered as a
condition of eligibility for reinstatement.
Other actions such as notification of law enforcement agencies may be taken in regard to a staff
member violating this policy at the District's discretion, as it deems appropriate.
END OF EXCERPT
Excerpt of Policy No. 5203

EMPLOYEE ASSISTANCE PROGRAM
It is recognized that a wide range of problems, which are not directly associated with an
employee's job function, may affect an employee's job performance. These problems may result
from alcohol abuse or alcoholism; other drug abuse; physical, mental, or emotional illness; or
personal problems such as marital, family, financial, or legal difficulties; or any combination of
these problems.
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The Employee Assistance Program will provide professional and confidential assistance to staff
members and their families seeking assistance.
END OF EXCERPT
Excerpt of Policy No. 5211

TRANSFERS
Voluntary Transfer
Vacancies shall be posted in each school building. The District shall provide an opportunity
for a staff member to apply for a transfer to another position. Factors considered in transfers
shall include, but are not limited to:
A. The staff member's background and preparation for the position;
B. The instructional requirements and best interests of the District;
C. The availability of other equally or better qualified applicants from within or outside
the District;
D. The desires and welfare of the applicant; and,
E. The staff member's length of service in the District and in the position presently held.
Negotiated collective bargaining agreements may supersede provisions of this policy
when they prescribe conditions enumerated in or affected by this policy.
Involuntary Transfers or Reassignments
Notice of an involuntary transfer or reassignment shall be given the staff member as soon as
practical.
When an involuntary transfer becomes necessary, decisions shall be based upon the staff
member's area of experience, training, length of service with the District, and any relevant
state and federal statutes and regulations.
Opportunity shall be given for the staff member to discuss the proposed transfer or
reassignment with the Superintendent. When the staff member believes that the transfer or
reassignment would be unjustified or unfair, he/she may appeal in compliance with
established procedures.
END OF EXCERPT
Excerpt of Policy No. 5251

CONFLICTS OF INTEREST
It is the purpose and intent of this policy to promote and support ethical practices by staff
members in the course of performing their duties and responsibilities. Staff members are
entrusted to operate in good faith, with reason and an earnest desire to be of service in
accordance with the District's mission, values and operating principles. Staff members are
expected to devote full-time to their assigned job duties and responsibilities.
Staff members shall not engage in nor have a direct financial interest in any activity which
conflicts with his/her duties and responsibilities. (A conflict of interest may be identified as a
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situation where an entangling interest, economic or otherwise, interferes with an employee's
ability to carry out his or her assigned duties.) Employees shall not make contacts at the work
place or during on duty time for the purpose of promoting personal gain or gain for immediate
family members. Employees shall not engage in outside employment in such a manner that will
interfere with their efficiency or infringe on their on-duty time for which compensation is paid by
the District. Such activities where a conflict of interest may exist include but are not limited to:
A. Receiving economic benefit from selling or promoting the sale of goods or services to the
students or their parents where the knowledge of the staff member's relationship to the
District is in any way utilized to influence the sale.
B. Receiving economic benefit from the sale of instructional and training materials and/or
equipment where the District has specifically engaged a staff member(s) to develop such
materials or equipment. In such instances, the District shall retain a proprietary interest.
C. Encouraging a student who is enrolled in one or more of the teacher's classes to take private
lessons or to engage tutoring for fee from the staff member.
D. Using or providing for others a list of names and home addresses obtained from school
records or school-related contacts for purposes of identifying potential client or customer
contacts.
E. Participating in any way in the selection process for materials, books or equipment when an
item developed by or authored by the staff member or a member of his/her family is under
consideration for approval for District use.
F. Being involved in the selection of an applicant or in the appointment, evaluation or
supervision of any other staff member who is a family member.
G. Using the interschool mail to promote sales of a product in which a staff member has a
financial interest.
H. Providing a staff or student directory for use in promoting sales of a product or service.
I. Purchasing or otherwise acquiring surplus District property, where the staff member was
involved in or had influence in the process of declaring the item(s) as surplus.
J. Receiving economic benefit in connection with a contract of purchase of goods or services
made by, through, or under the supervision of said staff member(s) and paid for from school
district funds.
K. Receiving economic benefit in connection with the sale of items produced by using school
district equipment.
L. No school district employee may employ or use any person, money, or school property under
the employee’s official control or direction for the private gain of that employee or another.
However, a district employee may use public resources to benefit others as part of the
employee’s official duties, if the expenditure is of de minimus value (of little or no value; no
impact on public funds) and is purchased with the consent of his/her supervisor.
M. Engaging in outside employment which involves rendering services or expending on-duty
time for which compensation is being paid by the school district.
Written permission from the Superintendent or Principal is necessary when:
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A. A certificated staff member wishes to tutor or give private lessons for a fee to any student
who is enrolled in one or more of the teacher's classes;
B. A certificated staff member such as speech language pathologists, specialists, psychologists,
or specialized music teachers, wishes to give private instruction for a fee to any student who
is concurrently being served by that individual in the regular school program.
END OF EXCERPT
Excerpt of Policy No. 5270

RESOLUTION OF STAFF COMPLAINTS
The Board recognizes the importance of establishing reasonable and effective means for
resolving difficulties which may arise among staff, to reduce potential areas of grievances and to
establish and maintain recognized two-way channels of communication between supervisory
personnel and staff.
The Board intends to expedite the process for all concerned parties. Staff are urged to use the
administrative procedures whenever they feel that a District action has aggrieved them. The
procedures are established to secure a proper and equitable solution to a complaint at the
lowest possible supervisory level and to facilitate an orderly procedure within which solutions
may be pursued.
A complaint may be a claim by a staff member based upon alleged violation, misinterpretation
or a misapplication of existing District policies or administrative procedures.
All documents, communications and records dealing with the processing of a grievance shall be
maintained in a separate file and shall not be kept in the personnel file of the aggrieved.
Excerpt of Policy No. 5404

FAMILY AND MEDICAL LEAVE
The conditions on the use of the Family and Medical Leave (FMLA) as authorized by this policy
are to be construed in a manner consistent with any applicable collective bargaining
agreements and relevant state and federal law.
1. General
Eligible employees shall be entitled to a total of twelve (12) workweeks of uncompensated
leave during any twelve (12) month period measured backward from the date leave is first
used for one or more of the following:
(a) Childbirth leave: Because of the birth of a son or daughter of the employee, and in
order to care for such newborn son or daughter;
(b) Adoption/Foster Care Leave: Because of the placement of a son or daughter with the
employee for adoption, or state-placed foster care;
(c) Family Care Leave: In order to care for a spouse, son, daughter, or parent of the
employee, if such spouse, son, daughter, or parent has a serious health condition;
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(d) Personal Disability Leave: Because of a serious health condition which makes the
employee unable to perform the functions of the employee's position. The twelve (12)
week entitlement shall include weeks within which a holiday occurs but shall not include
periods of time for which the District’s activities have temporarily ceased and employees
are not expected to report for work for one or more weeks (i.e., spring break or summer
vacation for school-year employees).
END OF EXCERPT
Excerpt of Policy No. 5406

LEAVE SHARING
The District shall establish and administer a leave sharing plan in which eligible employees may
donate excess leave for use by a staff member who is suffering from, or has a relative or
household member suffering from, an extraordinary or severe illness, injury, impairment or
physical or mental condition, or who has been called to service in the uniform services.
Such a program is intended to extend leave benefits to a staff member who otherwise would
have to take leave without pay or terminate his or her employment with the District.
The Superintendent is directed to establish procedures to donate leave for staff members who
accrue annual leave and sick leave and staff members who accrue leave to be used for
illnesses, injuries or emergencies. The Superintendent is directed to administer the leave
sharing plan in a manner consistent with state law and applicable collective bargaining
agreements.
END OF EXCERPT
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SAFETY
Tukwila School District wants every employee to enjoy a safe workplace. Employees must comply
with all safety rules and policies (and rules and policies of clients when on client premises) and
all requirements of OSHA- the Occupational Safety and Health Act.
In accordance with applicable law, Tukwila School District has established a safety committee to
constitute and have such duties as defined by applicable state law. Employee members of the
safety committee will be paid for their time while attending committee meetings or while otherwise
engaged in committee duties. Employees must comply with the injury prevention program
adopted by the safety committee.
Please observe Tukwila School District safety rules in every phase of your work, with particular
emphasis on proper lifting techniques when handling heavy objects. You are required to
participate in the safety effort of Tukwila School District by working safely and attending safety
sessions when offered. Incidents involving personnel are reviewed on a regular basis to identify
safety hazards. If you should have an incident or injury or observe an unsafe condition, report it
to your supervisor immediately, no matter how insignificant it may seem. Your particular job
requirements may include additional specific safety guidelines, which you are required to observe
and practice with no exceptions. You will not be subject to reprisal or retaliation for reporting
unsafe conditions to management or outside enforcement authorities.
The following guidelines have been established as a part of Tukwila School District’s safety policy:
-

The safe way is the right way to do each job. Shortcuts are not the way.
Know your job procedures. If in doubt, ask your supervisor.
Operate equipment only as authorized and with all safety guards in place.
Report unsafe acts to your supervisor before someone is injured.
Report unsafe conditions immediately to your supervisor.
Report unsafe equipment to your supervisor right away. Do not attempt repairs no
matter how skilled you feel you are.
Report any incident right away (even if no injury) to your supervisor.
At the scene of an incident, be helpful, courteous, and avoid argument or discussion
of the situation. Get your supervisor immediately (documenting conditions helps us
help you).
Get medical aid even for small injuries. Delay can make it worse.
Arrive at work rested, clean, and in good health. Be able to give full attention to your
job.
Report infections to your supervisor (which can be evidenced by conditions such as:
skin eruption, boil, sore throat, vomiting, fever, etc.).
If you feel ill at work, report to your supervisor. Get medical aid to protect yourself and
others. Keep health tests up to date.
Follow guidelines for health in the prevention of communicable diseases. These
guidelines are for your health and safety and those with whom you work.
Warning signs help you prevent incidents. Obey them! Remind others, too.
If using chemicals, read labels carefully to follow safety warnings, mixing instructions,
etc.
Horseplay is NOT allowed. Practical jokes can cause serious injury.
You are required to observe all safety notices posted and any specific safety
requirements for your particular job.
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-

Violent acts in the workplace, including threats and intimidation are NOT allowed. This
includes all threats, verbal or physical. Any such occurrences should be immediately
reported to management.

FIRE EMERGENCY PROCEDURES
The most frequent causes of fires are chemicals, grease, and careless smoking. In these
conditions, a major fire can be only three minutes away from the ''flashover'' It is vital that you
utilize the three major tactics: RESCUE, CONFINE, AND ALERT!
-

First, RESCUE anyone in the immediate path of a fire.
Second, CONFINE the fire. Shut doors and/or windows in the room or area where the
fire is erupting. This will keep it from spreading into other areas, etc.
Third, ALERT. Utilize your fire alarm system to tell the fire department about the fire.

After you have completed the above steps, only then can you consider fighting the fire. Make
sure you use the correct extinguisher for the type of fire that you are fighting. Do not place your
safety in jeopardy. If you cannot RESCUE, CONFINE or ALERT without unreasonable danger or
risk, then don’t!

SEVERE WEATHER / NATURAL DISASTER
In the event of severe weather or a severe weather warning, or in the event of a natural disaster
(such as earthquake or tornado) take shelter in a designated severe weather shelter. Ensure
that you are aware of the location of designated shelter areas.
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Introduction
The Employee Safety and Health Handbook is
offered to familiarize employees with the District’s
Accident Prevention Program. This program was
developed to establish a safe and healthy work
environment. The elements of this program cover a
broad spectrum of areas; all are designed to prevent
accidents and injuries.

Safety Rules
Safety rules are established to
reduce the frequency and
severity of accidental injuries.

Taken individually, the program elements have
minimal effect, but as an integrated program, and
with the support of employees at all levels, it can
reduce the frequency and severity of job-related
injuries to district employees.

✓

All accidents are preventable.
It is your responsibility to follow all safety rules
pertaining to your job.

✓

✓
It is required that you take some time to read
through this information. After reading this
handbook, ask your supervisor to answer any
questions you might have.
Responsibilities
The employer is responsible for providing a safe and
healthy workplace free from recognized hazards:
➢ Establish, supervise, and enforce safety rules.
➢ Provide the required safety training to all
employees.
➢ Ensure that personal protective equipment
(PPE) is worn when tasks dictate.
➢ Conduct an investigation of all accidents,
regardless of severity.
The employee is required to:
➢ Know and comply with all safety rules and
procedures.
➢ Immediately report all accidents to your
supervisor.
➢ Identify and report all potential hazards and
play an active role in creating a safe and
healthy workplace.
➢ Take personal responsibility for working safely
and use common sense while performing your
job.
Nothing we do is worth getting injured!
Safety Policy
This district is dedicated to providing a
safe and healthful work environment
for all district personnel. It is our goal
to reduce the frequency and severity of accidental
injuries by providing our employees with safety
information and appropriate safety training as a
means of protecting employee welfare.

Please ask your supervisor about specific safety
rules that pertain to your job.
All safety rules pertain to employees using
common sense and being aware of the hazards
of their work environment.
Failure to follow safety rules could result in
disciplinary action.

Accident Reporting and
Investigation
Report all accidents and near
misses from hazardous
conditions to your supervisor.
If you are injured on the job, you are required to fill
out an Accident/Incident Report form.
If you are injured on the job and seek medical attention
by a physician, please request the workers’
compensation claim information from your site
supervisor. You will need to file a Self-Insurer Accident
Report (SIF-2). Visit our website, www.pswct.org, to
begin the electronic filing of your SIF-2.
Generally, you are not required to report minor,
incidental injuries (cuts, bruises, and abrasions). If
you are unclear whether an accident should be
reported, discuss it with your supervisor.
First Aid Requirements
The district will provide first aid
training to a sufficient number of
employees. The law requires
that districts provide at least one CPR/First Aid
qualified person per site. Please check with your site
supervisor for the qualified person in your area.
General first aid guidelines provide that “First Aid
Kits” will be available for employee use. Please
check with your site supervisor for the location of
your kit.
Safety Committee
The district has a safety committee composed of
management appointed and employee-elected
members.
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The main function of this committee is to monitor
the effectiveness of the Accident Prevention
Program.
It accomplishes this by:

This type of accident is commonly called a “near
miss.” A “near miss” should be reported to your
supervisor immediately. Your supervisor will
investigate the incident and assess for corrective
actions.

✓

It’s your responsibility!

✓
✓
✓

Reviewing inspection reports from outside
agencies.
Reviewing accident investigations to ensure
corrective actions have been taken.
Investigating any hazards reported to them by
employees.
Providing safety information and safety meeting
minutes to be posted on all district safety
bulletin boards.

Safety and Health Training
On-going safety and health education programs will
be provided for all employees in an effort to increase
awareness of accident causation factors, improve
morale by demonstrating management’s concern for
the safety of their employees, and promote
acceptance of safety and health regulations by
presenting accident prevention as a positive,
desirable, and integral part of all activities.
Emergency Actions
All employees will be provided
training on emergency actions
during the employees’ safety
orientation or transfer to a new
site. The emergency action
plans developed for each location will be used as a
training guide.
Here are some important points to remember:
✓ Know your escape route in the event of an
emergency (fire, earthquake, etc.). Learn your
emergency evacuation procedures and
participate in fire and emergency evacuation
drills
✓ Know the location of emergency equipment (fire
extinguishers, fire alarm pull boxes, natural
disaster kits).
✓ Become familiar with the district’s Emergency
Preparedness Plan (EPP) that addresses a variety
of perils and actions to take in the event of an
emergency or natural disaster.
✓ Please check with your supervisor for the location
of your posted emergency escape route.
Hazard Reporting
A hazard is an accident waiting to
happen! Please take some time to
think about the hazards that you
encounter at work on a daily basis.
Sometimes an accident does not result in an injury.

✓

✓
✓

✓

It is the employee’s right and responsibility to
report any unsafe act, condition, or procedure
that they encounter.
Report all hazards to your supervisor in writing
or by email.
If possible, all hazards will be corrected at the
site level. Some hazards may require further
assistance from your maintenance department
for resolution.
Hazard reporting forms are available on your
Safety Bulletin Board.

Personal Protective Equipment
All employees whose positions
require the use of personal
protective equipment (PPE) will be
provided instruction on use of that
PPE by their supervisor. The instruction will include:
✓
✓

✓

The requirement for use, care, and maintenance
of PPE.
The issuance of PPE will be provided free of
charge to each employee whose job requires its
use.
Performing any job without the use of the
required PPE could result in disciplinary action.

Safety Bulletin Board
The Safety Bulletin Board is used
to communicate safety-related
information to employees.
Know the location of your Safety
Bulletin Board. The Safety
Bulletin Board will contain:
✓
✓
✓
✓
✓
✓

Names of Safety Committee Members.
Names of First Aid certified personnel.
Emergency phone numbers.
Safety Committee meeting minutes.
WISHA/DOSH required posters.
Hazard reporting forms.

Find out where the Safety Bulletin Board is located
at your site.
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DISTRICT SAFETY PROGRAMS

Hazard Communication Program
The Hazard Communication
Program was developed to ensure
that employees are informed of the
chemical hazards associated with
products used in their work areas. These are in
compliance with the new Globally Harmonized
System (GHS) labeling requirements to ensure
chemicals are consistently and clearly identified.
This is known as the “Workers’ Right to Understand”
standard for chemicals in the workplace. This
standard states that:
✓

✓

✓

Employees will have access to SDS (Safety Data
Sheet) information for all chemicals used in the
workplace.
Employees will be trained on proper use of
personal protective equipment (PPE) associated
with the chemicals they are using.
Required PPE will be provided free of charge.

Please Note: Employees are discouraged from
bringing household chemicals to work. Please check
with your supervisor before using any consumer
formulated cleaning product at work.
Science Laboratory Safety Program
The scope of this program is to
ensure that employees working with
hazardous chemicals in laboratories
are informed of hazards, know the
proper hazard evaluation methods, and know how
to protect themselves from exposure to chemicals.
The district will designate a Chemical Hygiene Officer
(CHO) to develop a written Chemical Hygiene Plan
and provide yearly training to employees who work
with chemicals in labs.
Lockout-Tagout Program
This program establishes the
requirements for the lockout or
tagout of energy sources.
It is used to ensure that machines or equipment are
isolated from all potentially hazardous energy, and
locked-out or tagged-out before employees perform
any servicing or maintenance activities where the
unexpected energization, start-up, or release of
stored energy could cause injury.

Affected employees will be given specific training on
the lockout or tagout procedures during their initial
job safety training conducted by their supervisor.
Each new or transferred employee, and other
employees, whose work operations are or may be in
the area, shall be instructed on the lockout or tagout
procedures.
Hearing Conservation Program
This program was developed to
protect employees from
potential hearing loss due to
exposure to high occupational
noise levels.
The district identifies all areas that exceed
designated noise levels, and takes preventive
measures to reduce that exposure depending upon
the noise levels.
Outdoor Heat Exposure Program
(Heat Stress)
All employees whose positions
require them to work outdoors in
hot weather can result in serious
illness or even death. Workers
exposed to extreme heat may experience symptoms
of heat-related illnesses (HRI), such as heat cramps,
heat rash, heat exhaustion, fainting, heat stroke, and
other symptoms.
Heat-related illness is also linked to injuries from
falls, equipment operation accidents, and other onthe-job incidents. The Outdoor Heat Exposure rule
applies from May 1 through September 30, every
year, when employees are exposed to outdoor heat
at or above applicable temperature levels.
Employees are encouraged to frequently consume
water or other acceptable beverages to ensure
hydration and understand the signs and symptoms
of heat-related illness, how it affects their health,
and how it can be prevented.

Respirator Program
This program establishes the
requirement for the proper use of
respirators, types of filters, fit
testing and training for employees who may be
exposed to airborne toxins during performance of
their jobs.
Affected employees will receive medical screening
and specialized training prior to being required to
wear a respirator.
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Asbestos Management Program
Asbestos in schools is regulated by
the Asbestos Hazard Emergency
Response Act (AHERA).

Do not enter a confined space or break the plane of
entry with any part of your body if you are not
trained in and have not fully implemented the
confined space entry procedure.

AHERA requires school districts to have a properly
accredited asbestos manager, perform inspections of
the schools for asbestos-containing building
materials, prepare a management plan, and provide
asbestos related notifications to parents, teachers,
and employee organizations.

Bloodborne Pathogens Exposure Control Plan
This program provides requirements
to protect employees from exposure
to blood or other potentially
infectious materials (OPIM) that
may contain bloodborne pathogens.

Fall Protection Program
This program was developed to
protect district employees who
may be required to perform
tasks or operations ten feet or
more above a lower level. Affected employees will
receive specialized training for fall protection.

Examples of bloodborne pathogens are the human
immunodeficiency virus (HIV) and hepatitis B virus
(HBV). Employees who have occupational exposure
to blood or other potentially infectious materials will
receive further training.

Following these guidelines can prevent falls:
✓
✓

✓
✓

✓
✓

Always use handrails when using stairs.
Use caution when walking on surfaces that
contain ice, snow, rock, oil, water, or other
adverse or unstable material or condition.
Immediately clean up spills.
Prevent fall hazards by keeping stairs, walkways,
aisles, and walk areas clear of boxes, loose
materials, wires, and other objects.
Select shoes for comfort and safety that are
compatible with your work environment.
Do not stand or climb on a desk, chair, or other
unstable surface to reach for an object. Use a
ladder!

Confined Space Program
Under this program, all locations
that meet the WISHA/DOSH
definition of a confined space are
identified and classified based upon
any hazardous conditions they may present.
A confined space is a space that is large enough for
an employee to enter or break the plane of entry,
has restricted means of entry or exit, has
unfavorable natural ventilation and is not designed
for continuous employee occupancy.
Examples of confined spaces include, but are not
limited to: tanks, tunnels, trenches, vaults, manholes
sewers, and/or silos.
Districts shall identify all confined spaces and
maintain a confined space entry policy and
procedure.

WORKPLACE SAFETY GUIDELINES
Safe Lifting
Most back injuries result from improper lifting.
Protect your back by practicing proper lifting and
carrying techniques. Remember: It’s easier to
prevent a back injury than to recover from one!
Prepare the lift - think about the load you'll be
lifting. Ask yourself:
✓
✓
✓
✓

Can I lift it alone?
Do I need mechanical help such as a cart or
dolly?
Is it too awkward for one person to handle?
Should I ask a co-worker for help, or split the
load into several smaller ones?

If you decide you can manage the load by yourself,
follow the next steps:
Tuck your pelvis - Tighten your stomach muscles and
tuck your pelvis. Tightening the stomach muscles
automatically helps to support the lower back.
Bend your knees - Always bend your knees when
lifting anything. This helps maintain your center of
balance and lets the strong muscles in your legs do
the work of lifting while protecting your back.
Hug the load - Bring the object you are lifting as
close to your body as possible. Keep your back
upright as you lift. Gradually straighten your legs to a
standing position to lift the load.
Pick up the load - Make sure your feet, knees, and
torso are pointed toward the load when you lift.
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Come to an upright position then pivot using your
feet. As you carry the load, change direction with
your feet, not by twisting your body. Twisting and
lifting at the same time can overload your spine.
When you are ready to set the load down, have your
feet pointed toward the load.

✓

Put the load down - If possible, choose a place other
than the floor to set down the load, so the load will
be easier to pick up if it must be moved again. Avoid
lifting above your shoulder height.

✓

Office Ergonomics
There is no denying that
computers have forever
changed the workplace.
They have made organization and complicated tasks
much easier for millions of workers each day.

✓

Monitor

✓
✓

✓
✓

While computers are helpful, they can also pose
ergonomic risks. Repetitive Strain Injury (RSI) can
happen from repetitive motion of the hands and
arms. Also, improper posture and positioning can
cause back, neck, and eye strain.
These injuries happen far too often in the workplace.
Most of the time we think of on-the-job injuries from
very physical activities, but the truth is that even the
most common office tasks can lead to injury. Taking
a few precautions could save you from pain and
suffering. Here are some simple guidelines to help
prevent RSI in the workplace.
Chair
✓ Set the height of your chair to allow support of
your feet with a footrest, or if your workstation
height allows, place your feet flat on the floor.
✓ Make sure the angle between your torso and
legs is greater than 90°.
✓ Allow 2-4 inches of space between the waterfall
front of the seat and the back of your knee.
✓ Relax your shoulders.
✓ Support your forearms while keeping your
elbows and wrists in a neutral position with your
wrists at or below elbow height.
✓ Position the backrest nearly upright, or slightly
reclined if you have head support.
✓ Fine tune the backrest to provide full support of
your lumbar curve.
Keyboard
✓

Adjust the keyboard to keep your arms, wrists,
and hands in a straight line. Your hands should be
slightly lower than your elbows.

Place the mouse and keyboard at the same
height with the mouse close to the keyboard.
Allow sufficient clearance below the keyboard for
your knees and legs to move (at least 1-2 inches).

Place directly in front of the keyboard (centered
on "g/h" split of the keyboard) with the top of
the screen at or below eye level (at least 24"
from your eyes).
Adjust the screen angle to eliminate glare.
Use a document holder to place documents as
close to the monitor as possible, preferably at
the same height and viewing distance as your
monitor.
Illuminate your documents properly with direct
task lighting.
To reduce eyestrain, avert your eyes from the
monitor periodically and focus on distant
objects.

Slips, Trips and Falls
Slips, trips and falls have been a
major cause of injury over the
years in workers' compensation
insurance programs.
During a typical policy year approximately 25% of all
reported injuries can be attributed to various types
of slips, trips, and falls. We hope by reviewing the
following important safety guidelines, school
employees will be better prepared to recognize,
evaluate, and control these hazards.
To avoid slips, trips, and falls, follow these general
guidelines:
✓
✓
✓
✓

Environmental Awareness – Pay attention to
where you are walking.
Take your time – You are more likely to take
short cuts and be inattentive when in a hurry.
Use handrails – Particularly on steps and ramps.
Wear proper footwear – Slip resistant shoes that
are flat, rubber-soled, with wide tread designs
are best.
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Many fall hazards occur on wet or icy surfaces.
These areas can be found around bathrooms,
around water fountains, and in cafeterias.
✓
✓
✓

Take your time – Walk slowly and carefully.
Avoid areas that are wet or icy – Take a safer
route to your destination.
During cold or rainy weather, be especially
careful of walking areas where ice can
accumulate.

In addition to wet, icy, and slippery surfaces, school
district employees have encountered trip hazards
with the following situations:
✓
✓
✓
✓
✓

✓

Boxes of office equipment – Keep boxes and
storage items out of walkways.
Electrical cords – Computer and appliance cords
must be managed properly to avoid trip hazards.
Mats and carpets – Be sure mats and carpets are
secured and are not rolled up on the edges.
Desk and filing cabinet drawers – Keep desk and
file drawers closed when not in use.
Speed bumps and bumper stops in parking lots –
Speed bumps and bumper stops should be
painted for visibility. They are still hard to see
when it is dark.
Holes and uneven sidewalks – Report holes and
uneven surfaces to maintenance so they can be
fixed.

Please take some time to evaluate your work area
for any fall hazards that you may encounter.
Ladder Safety
Ladder safety is often an overlooked
lesson. Over 500,000 people each
year are injured by falls involving
ladders. Most of these incidents occur because the
victims violate the basic rules of ladder safety.
Portable ladders are used at our school district sites
in a wide variety of settings: maintenance, academic,
and administrative. Misuse of portable ladders can
result in serious injuries from falls, or in some cases,
death.
It is our goal to provide safety information to our
school district members to reduce the potential for
injury.

Please follow these ladder safety guidelines.
✓

✓

✓

✓

✓
✓

✓

Use a ladder of proper length to reach the
height you need. Chairs, boxes, and desks are
not ladders and are unsafe to stand on.
Make sure you choose the right ladder to
support your weight for the job you are about to
perform.
Inspect the ladder BEFORE you use it. Check the
rungs, spreaders, and side rails before use.
Never use a damaged ladder.
Place the feet of the ladder on firm, even
ground. The bottom of the ladder should be
about 1 foot away from the wall for every 4 feet
that the ladder rises. The upper and lower
sections of an extension ladder should overlap
to provide stability.
Face the ladder and hold on with BOTH hands
while climbing. Stay in the center of the rails.
Do not lean over the side of the ladder. Your
belt buckle should not be further than the side
rail. Tools should be carried on a tool belt or
raised and lowered using a hand line
On single or extension ladders, never stand
above the third rung from the top and never
climb above the point where the ladder touches
the wall or vertical support.
Workers’ Compensation Claims Filing - Online
I have been injured on the job and
need to see a doctor. What do I
do next?
Notify your supervisor of your injury. Visit our
website, www.pswct.org, to begin the
electronic filing of your injury claim (SIF-2). The
online claim form should only be completed if
your injury needs medical attention.
Once the online form has been completed, your
district claims administrator will receive a copy.
Upon completion of the form online, you will be
provided paperwork to take to your doctor. A
Claims Manager from Puget Sound Workers’
Compensation Trust will be in contact with you
to discuss your claim.
For addition questions please contact Puget
Sound Workers’ Compensation Trust at
(425) 917-7667.
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Workers’ Compensation Filing Information
IF A WORKPLACE INJURY OR DISEASE OCCURS
The Tukwila School District is subject to Washington State industrial insurance laws
and has been approved by the state to cover its own workers’ compensation benefits. Selfinsured employers must provide all benefits required by the law. The Department of Labor
and Industries regulates your employer’s compliance with these laws. If you become
injured on the job or develop an occupational disease, you will be entitled to industrial
insurance benefits. Your claim will be handled and your benefits paid by your employer.
IN CASE OF INJURY OR DISEASE
REPORT YOUR INJURY OR DISEASE to your supervisor (listed below).
Your employer will provide you with a “Self Insured Accident Report” (SIF-2). You must
complete this form with your employer if you seek medical treatment.
GET MEDICAL CARE. You have the right to go to the doctor of your choice.
Complete a “Physician’s Initial Report” form at your doctor’s office. Have your doctor
mail this form to your employer’s claims administration address listed below. The
claims administrator will evaluate your claim for benefits. All medical bills that result
from an allowable on-the-job injury or occupational disease will be paid by your
employer. You may be entitled to wage replacement or other benefits. Your employer
will explain this to you.
IMPORTANT
Your employer cannot deny you the right to file a claim, and your employer cannot penalize you
or discriminate against you for filing a claim. Every worker is entitled to workers’ compensation
benefits for any injury or illness, which results from his/her job.
Any false claim filed by a worker may be prosecuted to the full extent of the law.
If you have any questions or concerns, contact your employer’s representative at the claims
administration address or phone number below, or call the Department of Labor and Industries,
Self-Insurance Section (360) 902-6901.
EMPLOYER MUST COMPLETE THE FOLLOWING:
Report your injury to:
Your Supervisor or Site Manager
& Michelle Hill Payroll & Benefits Specialist
4640 S 144th St
Tukwila WA 98168
(206) 901-8015

Claims administration address:
Puget Sound Workers’ Compensation Trust
800 Oakesdale Ave SW
Renton WA 98057-5221
(425) 917-7667
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WORKER’S COMPENSATION FILING INFORMATION
Please Remember to E-Sign your form.
If you have any questions or require assistance please contact:
Michelle Hill 206-901-8015 / hillm@tukwila.wednet.edu
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Treatment of On-the-Job Injuries in WA State
Important -- Effective January 1, 2013
As of January 1, 2013, employees seeking medical attention for an on-the-job injury must seek
care from physicians participating in the new Medical Provider Network.
The medical provider network is part of the historic 2011 workers' comp reforms designed to
improve outcomes for injured workers and cut costs.
Anyone can check to see if their doctor is in the medical provider network by visiting
www.FindADoc.Lni.wa.gov , an online directory that is updated daily.
Workers can find more information at www.NetworkInfo.Lni.wa.gov
Have questions? Please call: Puget Sound Workers Compensation Trust 253-778-7667
Hints for completing the claim process online:
•

•

•
•

Once you access the claim process you have a total of three hours to complete it. Be sure to
have all the information necessary prior to beginning so you don’t get “logged out”. If you do
not complete the process within the three hours you will have to start over.
DO NOT click on the red “X” on the upper left of your screen – this will close the screen and
you will not have actually filed a claim. Also, if you do click on the red “X” you will have to
start the process over as the system does not save the information until the claim is actually
submitted.
Be sure to actually sign the claim form and provide your email address. Employees are
encouraged to use their district email, especially if they do not have a private email account.
This process can be completed from any computer. Employees who do not have access to
a computer or printer at home can use a district computer and printer.

It is extremely important that employees submit a copy of the completed Activity
Prescription Form (or whatever paperwork the medical provider gives you) to Human
Resources immediately after receiving treatment. This document can be faxed to the
Human Resources at 206.901.8016 or scanned and emailed to vollemaricha@tukwila.wednet.edu
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IMMIGRATION LAW COMPLIANCE
Tukwila School District is required by federal immigration laws to verify the identity and work
authorization of all new employees. In keeping with the obligation, documentation that shows
each person's identity and legal authority to work must be inspected. Each new employee must
also attest to his/her identity and legal authority to work on an I-9 Form provided by the federal
government. This verification must be completed as soon as possible after an offer of
employment is made and in no event more than three (3) business days after an individual is hired
and before the individual begins work. A copy of this form will be provided to you for your
completion. All offers of employment with Tukwila School District are conditioned upon furnishing
evidence of identity and legal authority to work in the United States in compliance with the federal
law. Providing falsified documents of identity and eligibility to work in the United States will result
in cancellation of your consideration for employment or dismissal if employed. Every rehired
employee must also satisfy this requirement. It is the employee's responsibility to ensure that
the work authorization on file is current. The Department of Homeland Security recommendation
is to apply for renewed authorization a minimum of ninety (90) days in advance of expiration.
Inability to provide renewed authorization on or prior to the expiration date of the original
document will result in the employee's immediate termination.

HEALTH REQUIREMENTS
All employees shall be of sufficient good health to properly discharge their duties. Employees
who have an infectious disease shall not be permitted to work for the duration of communicability.
If an employee becomes ill or injured while on duty, it is his/her responsibility to report such
illness or injury to his/her supervisor immediately. Failure to do so may result in a loss of potential
benefits for that illness or injury. If an employee has excessive absences from work due to illness,
his/her physical condition may be reviewed to determine the ability to continue in that position,
and a physician's release that he/she is able to work may be required.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99)
is a Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of Education.
FERPA gives parents certain rights with respect to their children's education records. These
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond
the high school level. Students to whom the rights have transferred are "eligible students."
•

•

Parents or eligible students have the right to inspect and review the student's education
records maintained by the school. Schools are not required to provide copies of records
unless, for reasons such as great distance, it is impossible for parents or eligible
students to review the records. Schools may charge a fee for copies.
Parents or eligible students have the right to request that a school correct records which
they believe to be inaccurate or misleading. If the school decides not to amend the
record, the parent or eligible student then has the right to a formal hearing. After the
hearing, if the school still decides not to amend the record, the parent or eligible student
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has the right to place a statement with the record setting forth his or her view about the
contested information.
•

Generally, schools must have written permission from the parent or eligible student in
order to release any information from a student's education record. However, FERPA
allows schools to disclose those records, without consent, to the following parties or
under the following conditions (34 CFR § 99.31):
School officials with legitimate educational interest;
Other schools to which a student is transferring;
Specified officials for audit or evaluation purposes;
Appropriate parties in connection with financial aid to a student;
Organizations conducting certain studies for or on behalf of the school;
Accrediting organizations;
To comply with a judicial order or lawfully issued subpoena;
Appropriate officials in cases of health and safety emergencies; and
State and local authorities, within a juvenile justice system, pursuant to specific
State law.

Schools may disclose, without consent, "directory" information such as a student's name,
address, telephone number, date and place of birth, honors and awards, and dates of
attendance. However, schools must tell parents and eligible students about directory information
and allow parents and eligible students a reasonable amount of time to request that the school
not disclose directory information about them. Schools must notify parents and eligible students
annually of their rights under FERPA. The actual means of notification (special letter, inclusion
in a PTA bulletin, student handbook, or newspaper article) is left to the discretion of each
school.
For additional information, you may call 1-800-USA-LEARN (1-800-872-5327) (voice).
Individuals who use TDD may use the Federal Relay Service.
Or you may contact us at the following address:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-8520

CONFIDENTIALITY OF INFORMATION
Confidential information of Tukwila School District, of any nature and in any form whatsoever,
including, but not limited to, all data or information that is competitively sensitive or is not
generally known or available to the public, client lists and files, and personnel records and data,
shall be kept confidential and private and shall not be removed from Tukwila School District
premises without prior written authorization of Tukwila School District. Such confidential
information shall only be used for the benefit of Tukwila School District and its interests.

EMPLOYEE INVESTIGATIONS
Tukwila School District recognizes the importance of employees who are honest, trustworthy,
qualified, and reliable. For purposes of furthering these concerns and interests, before hiring an
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individual, Tukwila School District reserves the right to investigate the individual's prior
employment history, personal and/or business references, educational background, and or other
relevant information that is reasonably available. In hiring for certain positions, Tukwila School
District may review an applicant's credit report and criminal background, if any. Consistent with
these practices, all job applicants will be asked to sign a Release of Information Authorization,
which will include a release of liability for disclosure of information by a third party. To the extent
permitted by law, Tukwila School District reserves the right to exclude any applicant from
consideration for employment, where the applicant refuses to sign the Release of Information
Authorization form as requested.
In addition, Tukwila School District may find it necessary from time-to-time to investigate current
employees, where behavior or other relevant circumstances raise legitimate questions concerning
work performance, reliability, honesty, trustworthiness, or potential threat to the safety of coemployees or others. Where appropriate, these investigations may include credit reports and
criminal records, including appropriate inquiries about any criminal investigation or arrest that is
pending further proceedings. Employees subject to such investigations are required to
reasonably cooperate with Tukwila School District to obtain relevant information, and may be
subject to disciplinary action, up to and including termination, for failure to do so.
All employees are strongly encouraged to immediately report any incidents of potentially
threatening, harmful, or criminal behavior of co-employees, supervisors, customers, clients,
vendors, or visitors.

GENERAL PAYROLL INFORMATION
Payroll
Tukwila School District employees are paid on a monthly basis on the last business day of the
month. In addition, direct deposit of your payroll check is available and is required.
Payroll Deductions
Certain deductions are required by law to be taken from everyone’s pay while others are employee
authorized. Deductions required by law include federal withholding tax, social security and
Medicare contributions, and in most states, state withholding tax. Deductions from pay also will
be made in accordance with any legally binding order or garnishment. Employees also may
voluntarily elect to make certain deductions from pay for certain employee benefits offered from
time to time by Tukwila School District. Employee authorized deductions are those which may
include premium payments for benefits.
Change of Personal Status
Notify Human Resources of any changes in your name, address, telephone number, or marital
status. This insures your benefit and employment records are current.
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BENEFITS
See Human Resources for information regarding benefits.
Holidays
The following holidays are observed by Tukwila School District and its offices and work-sites will
normally be closed:
New Year’s Day
Martin Luther King, Jr.’s Birthday
Presidents’ Day
Memorial Day
Independence Day
Labor Day

Thanksgiving
Friday after Thanksgiving
Christmas Eve Day
Christmas Day
New Year’s Eve
New Year’s Day

Holidays falling on a Saturday or Sunday will be observed on either the preceding Friday or
following Monday as directed by the superintendent.

TECHNOLOGY USE AGREEMENT
Tukwila school district staff may access technology such as computer hardware, computer
software, electronic communications and internet access as part of their professional duties.
The smooth operation of these technologies depends upon the proper conduct of the users
who must understand and follow the policies and procedures for their use. These policies and
procedures are provided so that staff has a clear understanding of their responsibilities
regarding technology used in the school setting. This agreement indicates that the employee
and the employer agree to abide by the terms and conditions herein.
Terms and Conditions
1. Confidentiality – District staff may use electronic mail (e-mail) or other electronic
communications that contain personally identifying information of a student only for the
promotion of legitimate educational interests and consistent with the Family Educational
Rights Privacy Act, 20 U.S.C. § 1232g (“FERPA"). All confidential information pertaining to
other staff members or to students should be marked as “confidential” and should be
designated as for the recipient’s eyes only. Confidential information should only be sent to
other District staff members with a need to know the information. District staff should not
distribute confidential information pertaining to students or other District staff members to
individuals who are not employed by the District, unless such individuals are authorized to
receive such information. Individuals authorized to receive such information may include
students whose confidential information is being transmitted, attorneys working with the
District, and other individuals authorized to receive such information by FERPA.
2. Privacy – All of the hardware and software comprising the District’s computer system is the
property of the District and should be used for District purposes only. Users should not
expect that files stored on District computers or servers will be private. All information, data
and communication on District equipment will be monitored and may be removed at the
discretion of the District.
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3. District Policy and Legal Issues – The use of District-owned or operated technology must be
in support of education and research consistent with the educational objectives and mission
of the Tukwila School District. The District recognizes, however, that some personal use is
inevitable, and that incidental and occasional personal use that is infrequent or brief in
duration is permitted so long as it occurs on personal time, does not interfere with District
business, and is not otherwise prohibited by District policy or procedures. Transmission or
use of any material in violation of federal or state laws or regulations, or District policy is
prohibited. For example, District staff may not use District computers to download or to copy
music, software, videos or other copyrighted materials in violation of state and federal
copyright laws. District staff must also refrain from sending threatening, harassing, or vulgar
material over the network. Use of the network for political lobbying is prohibited. All software
installed on District equipment must be licensed by the District. The use of illegal or
unlicensed software on District equipment is not allowed and will result in removal of the
software and may result in discipline and/or prosecution. For the purposes of preserving the
security, integrity, and resources of the District’s computer network, the District may review
the contents of any e-mail message that is received or sent through the District’s e-mail
server. The District may take steps to eliminate or block unsolicited mass e-mail
communications (otherwise known as SPAM).
4. Security – All District technology resources are public resources used for a broad variety of
educational, record keeping and business operations. Security and dependability of these
resources is critical. Attempting to violate the security, harming or destroying equipment,
modifying or misusing another user’s information, or attempting to gain unauthorized access
to another individual’s account violates District policy and will not be tolerated.
5. Policies – All District staff will abide by the terms and conditions of the Technology Use
Agreement as well as provisions described in the Electronic Information System and Internet
Safety, Policy and Procedure Numbers 2022 and 2022P.
6. Questions – District staff with questions or concerns regarding the use of District technology
should direct them to the Executive Director of Data and Technology Services. If concerns
are not addressed satisfactorily, a written request for review may be submitted to the District
Superintendent. A meeting will generally be scheduled with the Superintendent or designee
as soon as practicable.
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM
By my signature below, I acknowledge that I have received the Employee Handbook for Tukwila
School District, that I have been given the adequate opportunity to ask questions and receive
clarification, regarding policy information contained in the Employee Handbook, and that I have
an obligation to read its contents, and if I do not understand any part, that I have an obligation to
seek clarification from the Human Resources office.
I further understand that I am required to abide by, and agree to abide by, all of Tukwila School
District’s policies as adopted or implemented by the district from time to time. I understand that
there are policies and procedures that are not included in the Employee Handbook, yet are in
effect and available on the district website for my review, and I agree to abide by those policies
and procedures.
I understand that neither this handbook nor any provision herein constitutes an employment
contract, an offer to enter a contract of employment or part of an employment contract, or confers
any contract rights.
I understand that Tukwila School District may rescind, modify, change, or deviate from the
Employee Handbook or any of its policies or procedures at any time, and any such rescission,
modification, change, or deviation may become effective regardless whether the Employee
Handbook has been revised or I have been notified.
I understand that this signed acknowledgement will be inserted in my personnel file.

Employee Signature

Date

Print Employee Name

55

