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Communication & Operations

Staff meetings and committee meetings are desifpreds to share information about reseaedfective
classroom strategies, and new ideas. Everyonepected to clear his or her calendars for thesestings:

PLC Meetings
Staf Meetings
CommitteeMeetings

Minutes in all meetings are expected toréeorted.

Information Flow and News Bulletins

The flow of information among staff is the key elamh controlling the success or failure of problsotving
and decision making for the total group. The S@Gdfendar (located on google) will be revised datay.
Every staff member is expected to share informati@t may be vital to the process of decision-mgkand
communication. The Staff Handbook, the studentdhank, and the Daily Bulletin are other vehicfes
information flow.

Master Calendar and Facility Use

The Building Use Coordinator will be responsible $sheduling the use of the building in the everangl
on weekends. A master calendar of outside andensse of the building is processed throughAtietic
Department at PHS. The front office has the resjdity for maintaining the master scheduleschool
activities. When scheduling an activity, a sta#mber must first consult with the Principal, angbn
approval clear the use of the space with main @#taff.

Student Support Services and ELL services
Student Support Services:

Students that require services beyond those pravidiehe classroom or intervention level are refittiothe
Individual Problem Solving Team. The IPST committed#i meet on an as needdxsis.

ELL:

Students that have been identified as ELL will ngleeltered instruction in the regular classrooim.
addition they will receive English Language Devehgmt (ELD)services.

TAG:

TAG plans are completed and implemented by regakchers annually with assistance from TiA&
coordinator.



Site Council

About SiteCouncil

Parkrose Middle School's Council is Responsible for

* Being aware of and tracking the plans to imprtive professional growth of the school's staffl e
improvement of the school's instructiormbgram;

Site Councilmeetings

Meetings are held at 3:00 pm once a month duriegstihool year, and are open to any parent or dlstdf
member.

Communication & Operations

ComplaintProcedures

If the administrators receive a complaint regardanstaff member (whether from a student, paretiter
staff member, or community person), the followinggedures will béollowed:

1. Listen to the person's complaint; paraphrase toragbeir point of view isinderstood.

2. Determine the nature of the complaint; and de of the following based on yojudgment:
. Explain the situation from the school's point @w, or
. Refer the person to the staff member for mutuablem solving.or
. Offer to meet with the person and staff membemfiatual problem solvingor
. Share serious complaints with the staff membeargpfoblemsolving.
. Face to face mutual problem solving is the prefitprocedure, depending on

circumstances
(complaint rescinded or resolvestc.).

Emergency & Security
Closing or Delay ofSchool

In case of hazardous or emergency conditions, upersitendent may alter district atrdnsportation
schedules, as are appropriate to the particuladiton. Such alterations include closure of sthools,
closure of selected schools or grade levels, ddlayeenings of schools and early dismissastaidents.

Due to the possibility of inclement weather, plebsin to the radio, or checkww.parkrose.k12.or.us when
the weather is bad. We will be implementing thevernree if we are given notice to close or dellag
opening of the building. Please make sure thahaxee your current contagtformation.

We have fire drills once a month and earthquakelackdin drills twice a year to prepare and traim &n
actualemergency.

(See Drill Procedures and Safe Tepmtocol)



Keys and Building Alarm System

Sonitrol
After school and weekends the building is monitobgdthe Sonitrol Security Systems. Please doembér
the building during these hours unless you haveat@braccess.

Daily Staff Responsibilities

If you are going to leave during the day for aegson be sure you sign out and back in, in the
mainoffice.

Check your mailbox daily before your first meetiwgh students.
If you are calling in sick, please contact the-&nder system beforé:00.

ALL ABSENCES must be called into sub-finder evéa substitute is natequired

Complete the Following trainings/documents whppropriate.

Electronic Communicationgpolicy)

Attendance and Absencégolicy)

Bloodborne PathogeriBrainings

Child Abuse: Identification& Interventiono  Sexual ConduciStaff-to-Student

Sexual Harassmen8taff-to-Staff
Middle School Staff Handbook (policy)

Teacher Expectations
At the beginning of each new class, teachers ateatth students the routines and expectationtettaher
wishes in that class including but not limitedatttions:

e Independent action vs. permission for talking,rgbaing pencils, getting out of seatraxycle
waste papeetc.

= Method for getting permission for talking, sharipgnpencils, getting out of seat tecycle
waste papeetc.

. How homework and other assignments are to beduiméo the teacher (where,
when).

. What the acceptable noise level is during groupkvamd independenivork.

. The teacher's preferred signal to get stu@étention.

. Appropriate circumstances under which they maes&dthe classroortelephone.
. School wide behavior expectations, late work gohod procedures.

. Expectations regarding having appropriate mateiiatlass



Student Teachers

During the school year, a staff member may be askadpervise a student teacher from varitaacher
training programs. Student teachers are assidmedgh the School Improvement Office. Please abniae
administrator if you are interested in a studieicher.

Computer Labs and Internet-UseRules

All staff members are expected to teach studenpsoppiate expectations regarding student useoafiputers
both in the computer lab and in the classroomadadition teachers are expected to monitor inteamest
networkaccess.

Computer Lab/Mobile Lab/General Computexpectations

= All students will be assigned to a specific congpuh order to identify testing conflict arat
damages that have been done tmmputer.

* The last person using the computer lab is resptn$or shutting down the computers aseturing
thearea.

= Student with parent approveslJPform may use the Internet. A student access list vék\milable
for staff.

e  Absolutely no edibles or drinks will be allowedtime

lab. Reference BoaréPolicy:[IBGA

Substitute Teachers

Staff Absences

Leave request forms must be completed for all atesenPlease give these forms to the secretaryeiméain
office who will give them to an administrator fapproval.

Substitute Teachers
Make all substitute requests through the Sub-firsystem.

Each teacher is expected to provide substitutels avitub folder thahcludes:

. Complete lessoplans

. Seatingcharts

. Location of Emergencylipboard

. SchoolSchedule

. Class list and procedures fattendance
. Procedures for handling safatyills

. Breakfast In the Classroom T&heet



Student Progress and Report CardNVarnings

. Prior to the end of each progress report and ggadariod teachers are required to notify paréhi
their student is receiving a D or afd
. Grades are due by 2:00pm on all progress reporgeadingdays.

Student Make-Up Work

District Policy provides that students who haveused absences including in and out of sclsgpensions,
may make up missed worlt is thestudent'sesponsibility to request work from the teachethdy are
absenfrom class other than in/out of school suspensidihss the teacher's responsibility poovide
homework for students who have been placed in irdbschoolsuspension.

If a student is going to be absent for an extenwi®e (3 or more days), parents may request homewbrk
additional homework is requested and the studestnloh completed or turned in the previassignments
please notify the attendansecretary.

Field Trips

Field trips are an important extension of classrdearning. The staff is encouraged to involve stidin
field trips, even when the field trip may take tima@ay from other classes. Field trips should be
educationally sound and designed as an extensideawfing objectives which are aligned wétate
standards.

Field Trip Process

. Field Trip form must beompleted

i An outline of the objectives that will be taught analsvithey align with state
standards

. A list of activities that students will ®mpleting

. The objectives need to be turned in to the pralcfpr approval

. Complete the field trighecklist

. Completed forms must be turned in two weeks befloevent

School/Room MaintenanceGuidelines

It is important that we model and reinforce respecthe physical building, as well as follow gosdfety
practices. All staff should follow the followinguidelines.

. Report any vandalism to the office immediatelyasiministration can takaction.
- The classroom will be maintained with clear patysvand exits at all times for
safety.

. Classroom decorations and arrangements must mmeétd marshal's guidelines.
. No dogs are allowed on school district propeliggil Policy)

. All computers need to be turned off at the enthefday



Guest Speakers

Outside guest speakers from the community can @uhifisance and relevance to established curricubmd

areencouraged.
Use the followingguidelines:
. Notify the administration about any outsidpeaker
. If the speaker is speaker on a controversial topiify parents irmdvance
. Pre-arrange to meet with the speaker to review matgebeingpresented
. Communicate explicit guidelines with the speakeouabnhat is developmentallpppropriate
for middle schooktudents
. If parents ask for a student to be excused fromattiwity provide ameaningful alternative
activity

Visitors and Volunteers

\olunteer signn:
. Adult volunteers must sign-in in the main officach time they come to tteehool
. All visitors must sign-in in the main office- rexceptions
. All volunteers and visitors must wear the issudehitification tag while in théuilding



MANAGEMENT



Process for Removal of Old Technology/Furnituret$dsom PSD Schools

The first step in the removal of items from a sdhedor the building principal to decide that the
item is no longer useful to the school. Once bdemade that determination, the following steps
should be followed.

If the item is technology- Fill out a Disposal Foamd submit it to Mary Larson
http://do.parkrose.kl2.or.us/departments/forms/Bess%200ffice/Disposal%20Request%20Form
.pdf and then create a work ticket to have the ($micked up by the IT Dept. They will remove
the item from our barcode system and inventoryd tioé item(s) until approval for removal from
the Board, and upon approval, recycle/disposeeitdm(s) properly.

If the item is furniture- Fill out a Disposabifin and submit it to Mary Larson
(http://do.parkrose.k12.or.us/departments/formsitBass % 200ffiec/disposal%20Request%20For
m.pdf) Then put in a work-order to have the itemoved from your building. We will hold the
items here until the board has approved the disposbithen we will dispose of the items properly,
recycling what we can.

If the item is textbooks- Once a year right afteveol lets out, we will identify one day as text
disposal day. Each school needs to identify a pMuere staff can bring their unneeded books
(cafeteria, library, whatever) as they are cleanipdor the end of school. On the appointed day,
maintenance will come to each school and gathet thlegprincipal is ready to part with. We will
compile and inventory (including filling out the €piosal Fom1) all the texts for disposal here and
bring in a used-text buyer who will cull what sisewilling to pay for and the rest we will recycle.

Reminders/Promising Practices

Please do not drop anything off at IT or Maintdssposal. Fill out a work ticket and they will
happily come get the item(s)

It may work best to have one person in your bugdissigned as Disposal Central so that all the
disposal is handled consistently and properly.

Declaring certain days as "Spring Cleaning" dayemelstaff bring all their unwanted stuff to one
place for documentation and removal may help satks to be better about clearing out junk.



Code: GBG
Adopted: 05-29-2001

Parkrose&school District

Staff Participation in Political Activities

Employees may exercise their right to participatkyfin affairs of public interest on a local,
county, stateand national level on the same basis as any citizencomparable position in public
or privateemployment and within thw.

All district employees are privileged within thenitations imposed by state and federal land
regulations to choose any side of a particular issue asupfmort theirviewpointsas they desire
by vote,discussion or persuading others. Such discussion ensdigsion, however, will not be
carried onduringthe performance of district duties, except in open dsounsduring classroom
lessons thatonsidervarious candidates forarticularoffice or various sides of a particular
political or civil issue.

On all controversial issuegmployeesnust designate that theewpointsthey represent on the
iIssuesarepersonal and are not to be interpreted agdthtrict'sofficial viewpoint.

No employee will use district facilities, equipment or diggpin connectionwith his/her
campaigning,norwill he/she use any time during the working day for cagmwaurposes.

END OF POLICY

Legal Reference(s):

ORS Chaptep44
ORS260.432

Oregon Constitution, Article XV, Sectid.
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.o Code: IIBGA
Parkrose School District 3 Adopted: 2001

= Re-Adopted: 10/06
Re-Adopted2/22/10

Electronic Communications System

The Board is committed to the development and &sketbent of a quality, equitable amwst-effective
electronic communications system. Téestem'sole purpose shall be for the advancenmsamd
promotion of learning anteaching.

Thedistrict'ssystem will be used to provide statewide, natiara global communicationgppmiunities
for staff andstudents.

The superintendent will establish administrativgutations for the use of thaistrict'ssystemincluding
compliance with the following provisions of ti@hildren'sinternet Protectiorct:

1. Technology protection measures, installed and iticoous operation, that protect agaihsernet
access by both adults and minors to visual depistibat are obscene, child pornographywath
respect to the use of the computers by minors, fuhnom minors;

2. Educating minors about appropriate online bigimaincluding cyberbullying awareness
andresponse, and how to interact with other individuah social networking sites and in chat
rooms;

3. Monitoring the online activities @hinors;

4. Denying access by minors to inappropriate maitethe Internet and World Wid&/eb;

5. Ensuring the safety and security of minors whsimg electronic mail, chat rooms and otfams
of direct electroniccommunications;

6. Prohibiting unauthorized access, including albed "hacking" and other unlawful activities by
minors online;

7. Prohibiting unauthorized disclosure, use ars$eatnination of personal informatioegarding
minors;

8. Installing measures designed to restrict minacgess to materials harmful rtonors.
The administrative regulations will be consisterithvéound guidelines as may be provided by the
education service district, the Oregon DepartmériEducation and/or the Government Standeaadd

Practices Commission and will include a complairdgcpdure for reportingiolations.

The superintendent will also establish administeatiegulations for use of thastrict's electronic
communications system to comply with copyridgnv.

Electronic Communications SystemIBGA
1-2



Failure to abide by district policy and administratregulations governing use of thistrict'ssystemmay
result in the suspension and/or revocation of sysiecess. Additionally, student violations wilsudt in
discipline up to and including expulsion. Stafbhtions will also result in discipline up to amttluding
dismissal. Violations of law will be reported & enforcement officials and may result in criminativil
sanctions. Fees, fines or other charges may asognsed.

END OFPOLICY

Legal Referencés):

ORS 30.765 ORS167.090 OAR 581-021-0050
ORS133.739 ORS167.095 OAR 581-021-0055
ORS 163.435 ORS Chaptel92 OAR 584-020-0040
ORS 164.345 ORS332.107 OAR 584-020-0041
ORS 164.365 ORS336.222

ORS 167.060 ORS339.250

ORS 167.065 ORS339.260

ORS 167.070 ORS339.270

ORS 167.080

ORS 167.087

Children'sinternet Protection Act, 47 U.S.C. Sections 254&ijl(l) (2008); 47 CPR Section 54.52Z0001).

Copyrights, Title 17, as amended, United StateseC&8 CPR Part 13@2000).

Oregon Attorney General's Public Records and MegtiManual,pp. 24-26, Appendix H, Departmenf Justice (2001).
Safe and Drug-Free Schools and Communities ActJZC. Section§101-7117.

Drug-Free Workplace Act of 1988, 41 U.S.C. Secti@fdd-707; 34 CPR Pmi 85, Subpéit

Controlled Substances Act, 21 U.S.C. Section 8dRedules | through V, 21 CPR308.11-1308.15 (2000).

Drug-Free Schools and Communities Act Amendmefit$989, P.L. 101-226, 103 St&t928.

Americans with Disabilities Act of 1990, 42 U.S.8ections 12101-12213; 29 CFR Part 1630 (2000); PR ®@art 352000).
Family Educational Rights and Privacy Act, 20 U.SSection 1232g; 34 CPR Part @000).

Oregon Government Standards and Practices Conamjsadvisory Opinion No98A-1003 (July 9,1998).

No Child Left Behind Actof2001,P.L. 107-110, Title I, Sectio2441.

R5/28/091 PH

Electronic Communications SystemIBGA
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Adopted: 6/28/10
Revised: 7/9/12

Parkrose School District

Personal Communication Devices and Social MediaStaff

Staff possession or use of personal communicatasices on district property, in district facilitiekiring
the work day and while the staff is on duty in attence at district-sponsored activities maypbenitted
subject to the limitations set forth in this poliagd consistent with any additional school rulesnag be
established by the superintendent. At no time,tiadreon duty or off duty, will a personebmmunication
device be used in a manner that interferes witth dtsly and responsibility for the supervision sitidents.

A'"personal communication device" is a device, isstied by the district, which emits an audibignal,
vibrates, displays a message or othelwise summodsligers a communication to the possessothef
device. These devices include, but are not limitedvalkie talkies, long- or shO1lt-range portalaelios,
pOltable scanning devices, cellular telephonesergagersonal digital assistants (PDAaptop
computersand similar devices with wireless capability. Thlso includes other digital audio awitleo
devices such as, but not limited to, iPODs, radiodTV.

Personal cellular telephones/pagers and othematligitdio and video devices shall be silendedng
instructional or class time, while on duty or ay ather time where such use of the device wouldseau
disruption of school activities or interfere wittork assignment. Cellular telephones which hines
capability to take photographs or video shall n@tuked for such purposes while on district propetty
while a staff member is on duty in district-sporesbrmctivities, unless as expressly authorizedhby
principal or designee. Laptop computers and PDrsidght to school will be restricted to classroom
instructional-related activities only. The distngill not be liable for loss or damage personal
communication devices brought to district propenty district-sponsoredctivities.

Staff members, while on duty and off duty, willliz# social network sites (e.g., Facebook, MySpacd
Twitter), public websites and blogs, judiciously figpt posting confidential information about studestaff
or district business. Staff members, while on dartg off duty, will treat fellow employees, studeahd
thepublic with respect while posting in order to preveubstantial disruption in scho@ommunication
with students using personal communication dewa#se appropriate and professional. Communigatio
with students using personal communication dewviegarding non-school-related matterpishibited
during work hours and strongly discouraged at tileotimes. If communicating with student
electronically regarding school-related matteraff thould use district e-mail using mailitigts

to a group of students rather than individual stsle Texting students during work hourgiscouraged.
Texting students while off duty is strongliyscouraged.

Exceptions to the prohibitions set forth in thidippmay be made for health, safety or emergeregsons
with superintendent or designapproval.

Staff are subject to disciplinary action up to amduding dismissal for using a persomammunication
device in any manner that is illegal or violates thrms of this policy. Staff actions on soaaltwork
sites, public websites, blogs and other social meahile on or off duty, which disrupt tlsehool
environment, are subject to disciplinary actiontejand including dismissal. "Alisruption”for purposes

Personal Communication Devices and Sobladia- Staff-GCAB
1-2



of this policy includes but is not limited to, one more parent threatens to remove their childremfa
particular class or particular school, actual wigdvadal of a student or students from a particulassbr
particular school and/or a threatened or actuahtiag impact on the learning environment. Taking,
disseminating, transferring or sharing of obscgr@nographic or otherwise illegal imagesptiotographs,
whether by electronic data transfer or otherwisenfmonly called texting, sexting, emailing etmpay
constitute a crime under state and/or federal Kmy person taking, disseminating, transferringslaring
obscene, pornographic or otherwise illegal imaggshotographs, will be reported kaw

Enforcement and/or other appropriate state or &dmgencies.

The superintendent shall ensure that this poliavalable to alemployees.

END OFPOLICY

Legal Reference(s):

ORS167.054 ORS163.686 ORS163.700
ORS167.057 ORS 163.688 ORS326.011
ORS 163.432 ORS163.689 ORS326.051
ORS163.433 ORS163.693 ORS 332.D72
ORS163.684 ORS163.687 ORS332.107

U.S.CONST.amend. XVIII, § 1466A

U.S.CONST.amend.XVIII,§ 1470

U.S.CONST.amend. XX,§ 7906

U.S.CONST.amend. XX,8 6777

Copyrights, Title 17, as amended, United StateseC&8 CFR Part 133 (20D.

Melzer v. Bd.Of Educ.,City of New York, 336 F.3d 185 (2d C003).

Ross v. Springfield Sch. Dist., No. FDA 80-4ff'd, 56 Or. App. 197, rev'd and remanded, 294 Or. 3982}, order omemand
(1983), aff'd, 71 Or. App.1ll (1984), rev'd and remanded, 300 Or. 507 (1986)erooth second remand (1987), revisederon
second reman1988).

HR2/16/12IHP

Personal Communication Devices and Social Med@taff- GCAB
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Parkrose School District
Reviewed:03113/00

INSTRUCTIONAL TECHNOLOGY
The instructional technology plan for the distrrtvisions thdollowing:

From their instructional sites all students andheas will be abldo:

1. Access information and manipulate it in meaninghdys that result in

learning;

2. Generate and create information related toidisnstructional ancturriculum
goals;

3. Use technology as a tool for productive leagnine., tutorialselectronically

assisted instruction, remediation, long distaneenlieg, ITV, etc.).

The district recognizes that technology will bemffiag; therefore, a continual review tbie
district's technological plan which includes apations, fiscal and human resourcssff
development needs, equipment and supplies witldmelucted.

END OFPOLICY

Legal References:
OAR 581-022-1030

Copyrights, Title 17, as amended, United StateseCa8 CFR Part 13@001).

IIBG: Instructional Technology
1-1



Request Number
(Office useonly)

REQUEST FOR OFF-AIR VIDEQAPING

I, the undersignedhaving requested the <District) to videotape following program{s) within thparametersft he policy set folthy the Board, (Date)am
aware of said policy, have reviewed district pplandadministrativeregulations and agree to accept responsibilitytderuse and erasure of tmsaterial
prevent anynflingcmentof copyright lawin lieu of expressed writteapproval of the copylightproprietor.

Title of Programto beCopied:

Date of Program: Date Program is needed:

Time of Program:

Statian or Channel:

Lengthof Program:

Special Instructions
.Name _ Location
Requestor's I Pleaseprift —~—~~ "~
Signature: Depaltment:
PREVIEW AND EVALUATION
Yes doyou want the videotape of this program retaimedl informationregarding the sale, lease, free Joan or rentdiisfmaterialis
obtained?
INSTRUCTIONAL QUALITY (circle the appropriateaumber on the rating scalelow)
Criteria Suggested Guidelindsr Rating Scale
Instructional Design Well-organizedgontent-load appropliatc, maturity level consisteith thecontent. 5 4 3 2 | 0
Content Accurate,authenticgurrent, thoroughrelevant. 5 4 3 2 | 0
Curriculum Match Supportswhat is commonly taught in this subject at thisdgrievel. 5 4 3 2 | 0
Interest Supportoor enhancecommunicatiorof content. 5 4 3 2 | 0
S=Exemplar 4=Desirabl (very good) 3=Desirabldgood) 2=Fair 1=Poor O=Unacceptable
OVERALL (AVERAGE) RATING OF QUALITY:

Yes (High Priority) Yes (Low Priority) Ndo you recommend acquisition of ttpsogram?
SENSITIVE CONTENTS nudity, excessive violencglamorizationof drugs/dangerous substancg®fanity and/or @exualnature preserin this program?
Yes No IF YES,please verify by circling the topigzresent.
ADDITIONAL INFORMATION Ability
Subject Area(s) Gradevel Level J—
Yes No Prﬁl\gewed?
Yes Uncertain Do presently owned materials adequatelyer the subjecarea?

OVERALL EVALUATION (SUMMARY, USE,ETC) AND/OR REASON$OR REQUESTING RETENTION OF THISAPE:

VIDEOTAPE STATUS- OFFICBJSE ONLY

AVAILABLE: Format: I6mm 3/4" 1/2"VHS Other(Specify) -
Price:

May be retainedndefinitely

Guidelines for the Use of Copyrighted MateriaBSAAA-AR
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May be kept on amdefinitebasis pending updateddformationon theprogram'suture availability

May be keptpermanentlyn a licensed basis Must be erased
immediately

SAMPLE LETTER:
REQUEST FORPERMISSIONTO COPY

Author, Publisher oDistributor Date:
PermissionDepartment

| am requestingpermissiorto copy anduse:

Title: Author/Editor; Yearpublished; Number ofopies:---

Will copies be sold? (Circle)YES NO

Description ofmaterialsto becopied (Photocopyenclosed), @

Intendel useof materials:

Typeof reproduction;

A self-addressedtamped envelope is enclosed for yoanvenienceén replying to this request. Should ybeunable to autholize this request, plefmavard
this letter to the propeperson/agency.

Sincerely,

Permission granted _ Date;

Conditiong(if any);

SAMPLE PRODUCERINQUIRY LETTER: REQUEST FOR INFORMATIONDF AGENCY HOLDING RIGHTS TO ATV BROADCAST
AND PERMISSIONTO RETAIN PROGRAM IFITIS NOT FOR SALE, RENT OREASE.

Network Address (ABC, NBGZBSot affiliate)
PermissionDepartment

lam requestinginformationon theavailabilityand retention of the followingrogram:

Title:

Air date:

Can a copy of this program be retained for classrasse? (Circle) YESNO

Is this program available for sal¢Circle) YES NO

If Yes,specifyagencydistributingthis program:
Specify format Cost (if known):

Enclosed is aelf-addressedtamped envelope for yosonveniencén replying to this request. Should you be ueablauthorize this request, or provite
aboveinformation,please forward this letter to the progmrson/agency.

Sincerely,

Permission to retain off-air copy on a free basis: Date;

Conditions(if any):

Guidelines for the Use of Copyrightédaterials-EGAAA-AR
10-10



Code:JBA/GBN

I Parkrose School District3/1 Adopted: 10-23-

Revised:3-13-2000
Reviewed: 10-2004

Sexual Harassment

The Board is committed to the elimination of seixbarassment in district schools amttivities.
Sexualharassment is strictly prohibited and shall netdlerated. This includes sexual harassment
of studentsor staff by other students, staff, Board members od tharties. "Third parties"
include, but are ndimited to, school volunteers, parents, school visitors, sereontractoror
others engaged in distrittusinesssuch as employees blisinessesr organizations participating
in cooperativavork programs witlthedistrict and others not directly subject to ddticontrol at
inter-district and intra-districathletic

competitionsor other school events'District” includes district facilities, district premisesdan
non-districtproperty if the student egmployesds at anydistrict-sponsored, district-approved
district-related

activity or function, such as field trips or athtetvents where students are under the contrdhef
districtor where the employee is engaged in distoasiness.

Sexual harassment of students and staff shdlidec¢ but is not limited to, unwelcome sexual
advancestequests for sexual favors and other verbal, ndraleor physical conduct of a sexual
naturewhen:

I.  The conduct ocommunicatiorhas the purpose or effect of demanding sexual auor
exchangefor benefits;

2. Submission to or rejection of the conductc@mmunications used as the basis
for educationatecisions affecting a student or employment sigasnent ofstaff;

3. The conduct ocommunicatioris so severe, persistent or pervasive that it hagptirpose or
effect

of unreasonablyinterferingwith a student's educational performance or &ithemployee's
ability to perform his/her job; or creates amimidating,offensive or hostile educational or
working environment.Relevant factors to be considered will includat bot be limited to,

did theindividual view theenvironments hostile; was it reasonable to view émvironment
as hostile; the naturef the conduct; how often the conduct occurred and long it

continued; age and sex tifecomplainantwhether the alleged harasser was in a position of
power over the student staff membersubjected to the harassment; number of indivedua
involved; age of the allegetiarassenyvhere the harassmemtccurredand other incidents of
sexual harassment at the school involvthgsame or other students staff.



Examples of sexudharassmenhay include, but not be limited to, physical touchor graffiti of
asexualnature, displaying or distributing of sexually agpl drawings, pictures and written
materials, sexual



gestures or obscene jokes, touching oneself sgxaallalking aboubne'ssexuality in front of
othersor spreading rumors about or rating other studentstluers as to appearance, sexual activity
or performance.

All complaints about behavior that may violate tpdicy shall be promptly investigated. Any
studentor employee who has knowledge of conduct in violatérthis policy or feels he/she is a
victim of sexualharassment must immediately report his/her comscésrthe building principal,
compliance officeror superintendentyho have overall responsibility for all investigeats. A
student may also reparbncerngo a teacher, counselor or school nurse, who widhptly notify
the appropriate district officialThestudent and the student's parents or staff memhber w
initiated the complaint shall be notified wfefindings of the investigation and, if appropriatbat
remedial action has be¢aken.

The initiation of a complaint in good faith abouwthavior that may violate this policy shall not
adverselyaffect the educational assignments or study enment of a student complainant or
any termsor conditions of employment or work environment of staff complainant. There
shall be no retaliation by the district against @eyson who, in good faith, reports, files a
complaint or otherwise participates aninvestigation or inquiry of sexudiarassment.

It is the intent of the Board that appropriate cdivecaction will be taken by the district to stdpet
sexualharassment, prevent its recurrence and addresgiveegonsequences. Students in violation
of this policy shall be subject to discipline up to and includingusion and/or counseling or
sexualharassmerawareness training, as appropriate. The age andityabiithe student(s)

involved and otherelevantfactors will be considered ideterminingappropriate action.

Employees in violation of this policy shdlesubject to discipline, up to and including dismissal
and/or additional sexual harassment awaretr@ssing,as appropriate. Other individuals whose
behavior is found to be in violatioaf thispolicy shall besubject 6 appropriate sanctions as
determined and imposed by the superintenderBoard.

Additionally, the district may report individuals in violation of this polity law enforcement
officials. Licensed staff and thogmarticipatingin practicum programs, as specified by Oregon
AdministrativeRules, shall be reported to the Teacher Standard$?eardicesCommission.

The superintendent shall ensure appropriate periodicakdrarassment training awareness or
informationis provided to all supervisors, staff and students andativaally, the name and
position ofdistrict officials responsible for accepting and managing sexual hasagscomplaints,
business phonaumbersaddresses or other necessary contact informatioraddyevailable.
This policy as well as theomplaintprocedure will be made available to all students, pareh
students and staff. The district's policy shall be postedl stlaools. Such posting shall be by a
sign of at least 8.5 bil inches.



The superintendent will establish a process pbntng incidents of sexual

harassmenEND OFPOLICY

Cross Reference Policies: GBN/JIBS&BN/JBA-AR andAC-AR
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Legal Reference(s):

ORS243.706
ORS 342.700
ORS342.704
ORS 342.708
ORS342.850
ORS342.865
ORS659.850
ORS659A.006
ORS659A.029
ORS659A.030

OAR 581-021-0038
OAR 584-020-0040
OAR 584-020-0041

Title VI of the Civil Rights Actof 1964, as amerje12 U.S.C. SectioB000(d).

Title VIl of the Civil Rights Act of 1964, as amead), 42 U.S.CSection200(g).

Title IX of the Education Amendments of 1972, 2BIC. Sections 1681-1683; 34 CFR Part (B800).
Davis v. Monroe County BoarofEducation526 U.S. 6291999).

Gebser v. Lago Vista Independent School Distrigd §.S. 2741998).

3-3



Parkrose School District 3

Code AA
Adopted: 11/23/92
Revised: 6.24.13
Revised: 6.23.14

Racial Equity Policy: A Roadmap for Closing the Gap

The mission of the Parkrose School District iséach student to reach high levels of reading aitidadr
thinking, graduating college and career ready wéaoine contributing members of society. Our visgthat
our students’ successful future is not determingethbir race. We believe that every student hagpttential to
achieve, and it is the responsibility of our schdistrict to give each student the access, oppiytand
support to meet his or her highest potential. Weebe that equity of opportunity and equity of ass¢o all of
our educational programs, services, and resoureexiéical to the achievement of successful outesifior all
of the children whom we serve.
The Board acknowledges that some groups in ther®aglcommunity are treated inequitably because of
individual and systemic biases based on race,joaligulture, ethnicity, gender, sexual orientatidisability
and socio economic status. The Board further razegrihat such inequitable treatment leads to euiunzd,
social, and career outcomes that do not accuregéict abilities, experiences and contribution®of
students. This inequitable treatment, based onistens educational data, has led to a persistemagive,
institutional and systemic achievement gap betwdgte and Asian students, and other students @fr ¢golour
school district.* The responsibility for these disities rests with the adults, and not the students
For the district to meet its mission, the achievehgap must close. Race, gender, sexual orieniatidture,
ethnicity, disability and socio economic statusraarcontinue to be the predictor of student acadesuccess
in our district. In order to close this persistanhievement gap, students, teachers, staff andiégameed to
work together to grow and support each studendividual determination to reach high levels of azadt
achievement. Furthermore, the Parkrose Schooli&istill work actively to remove any barriers to
achievement that prevent students from reachirig filléest potential, including barriers of institonal racism.
The Board of Education welcomes and empowers aluofamilies, including underrepresented familes,
essential partners in their students’ educatiompsicplanning and district decision-making. We bed that
communities, teachers and community-based orgamisahave unique and important solutions to imprgvi
outcomes for all of our students. Our work will pie successful if we are able to truly partneivtiite
community, engage with respect, authentically tistad have the courage to share decision-makimgrato
and resources.
The Board of Education of the Parkrose School Ristlirects the superintendent to convene, on athipn
basis, a Racial Equity and Data Team composedobad variety of membership. The superintendent imil
conjunction with the Equity Team, create Administr@ Rules corresponding to this policy that previd
actionable steps to reaching the Board’s missiariasing the achievement gap. The superintenddht wi
present measurable indicators of success in tlisavor to the school board each year in the mdnithay.
Finally, the superintendent is directed to contitmiprovide staff training on culturally responsitdducational
practices such as restorative justice, culturasponsive teaching practice, and AVID (Advancernvéat
Individual Determination).
END OF POLICY

*Asian and White are terms used by the State of@rs Assessment System. Parkrose School Distdltires that the terms
"Asian" and "White" are used broadly as there are many eitias involved in each designation.

Legal References: ORS 329.025
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PARKROSE DISTRICT WELLNESS POLICY

The district's comprehensive age-appropriate natrit
program will be implemented in district schools in
accordance with the following requirements:

Definitions:

1. “Competitive foods” means any food or drink sald
competition with the National School Lunch

Program (NSLP) and/or School Breakfast Program [SBP
food service areas during the meal periods;

2. “Dietary Guidelines for Americans” means thereut set of
recommendations of the federal

government that are designed to help people chdiete that
will meet nutrient requirements, promote

health, support active lives and reduce chroniealis risks;
3. “Nutrition education” means a planned sequential
instructional program that provides knowledge and
teaches skills to help students adopt and mairlifeiong
healthy eating habits;

4. "Foods of minimal nutritional value (FMNV)” mean

a. In the case of artificially sweetened foods,oadf which
provides less than five percent of the

Reference Daily Intakes (RDI) for each of eight Gfied
nutrients per serving; and

b. In the case of all other foods, a food whichvpes less
than five percent of the RDI for each of

eight specified nutrients per 100 calories and kbss five
percent of the RDI for each of eight

specified nutrients per serving. The eight nutsetd be
assessed for this purpose are - protein,

vitamin A, vitamin C, niacin, riboflavin, thiaminealcium and
iron;

c. Food that is classified into four categories:

(1) Carbonated soft drinks;

(2) Chewing gum;

(3) Water ices; and

(4) Certain candies made predominantly from swestesuch
as hard candy, licorice, jelly

beans, gum drops, marshmallows, fondant, cottomlycamd
candy-coated popcorn.

5. “Food service area” means any area on schoohipes
where NSLP or SBP meals are both served and

eaten, as well as any areas in which NSLP or SB&lsvage
either served or eaten;

6. “Meal period” means the period(s) during whialedkfast
or lunch meals are served and eaten, and as

identified on the school schedule.



Nutrition Education

Nutrition education shall focus on students’ eatb@aviors,
be based on theories and methods proven

effective by research and be consistent with stae local
district health education standards. Nutrition

education at all levels of the district’s curricoiwshall include,
but not be limited to, the following essential

components designed to help students learn:

1. Age-appropriate nutritional knowledge, includintpe
following:

« Benefits of healthy eating;

* Essential nutrients;

* Nutritional deficiencies;

« Principles of healthy weight management;

* The use and misuse of dietary supplements;

» Safe food preparation;

» Handling and storage; and,

« Cultural diversity related to food and eating.

2. Age-appropriate nutrition-related skills, inciag, but not
limited to the following:,

* Planning a healthy meal;

« Understanding and using food labels;

« Critically evaluating nutrition information, misfiormation
and commercial food

advertising; and age-appropriate advertisement§rmed
consumerism, warn against false

advertising about food.

3. How to assess one’s personal eating habitsgeas for
improvement and achieve those goals.

In order to reinforce and support district nutnmitieducation
efforts, the building principal is responsible

for ensuring:

1. Nutrition instruction is closely coordinated wihe school’s
nutrition and food services operation

and other components of the school health program t
reinforce messages on healthy eating and

includes social learning techniques. To maximizasstoom
time, nutrition concepts shall be

integrated into the instruction of other subjecées where
possible;

2. Links with nutrition service providers (e.g.,aljfied public
health and nutrition professionals) are

established to: provide screening, referral andnseling for
nutritional problems; inform families

about supplemental nutritional services available the
community (e.g., food stamps, local food

pantries, summer food services program, child ahdtaare
food program), and implement

nutrition education and promotion activities foreol staff,
Board members and parents;

3. In keeping with the district’s nutrition progragoals, the
school district will strive to provide

alternatives for the use of food as a reward orngiument in
the classroom. When food is provided by

the school as part of a celebration, the principi#ll approve
foods provided, and healthy options will be



included (i.e., all foods served fit in a healthyetd as
recommended in the Dietary Guidelines for

Americans, and contribute to the development oéldifig
healthy eating habits for the district’'s

students). The district will ensure that all sclso@lind raising
efforts support healthy eating choices.4. Food iSesv Staff
support nutrition education by marketing healthyalseand
providing nutrition

information to students and families. This inforioatwill be
provided in print and on the district web

site.

Physical Activity

In order to insure students are afforded the opitst to
engage in physical activity in the school settittg,

following guidelines apply:

1. Physical education will be a course of study fthauses on
students’ development of motor skills,

movement forms, and health related fitness;

2. Physical education courses will be the envirominvehere
students learn, practice and are assessed on
developmentally appropriate motor skills, teamiagd good
principles of sportsmanship;

3. All physical education classes will be taught highly
qualified physical education instructors;

4. A daily recess period will be provided;

5. Schools will promote opportunities for activartsportation
and encourage students to walk or bike to

school if safe to do so;

6. Classroom teachers will provide short physicataks
between lessons or classes as appropriate, and

offer physical activity opportunities in the classm
throughout the school day.

7. Teachers and other school personnel will not pisgsical
activity (e.g. running laps, push-ups) as

punishment in the classroom.

8. Teachers and other school personnel will avattihelding
opportunities for physical activity (e.g.

recess, physical education) as punishment.

9. Recess is provided to give students an oppdytéoi social
interaction, vigorous physical activity, time

to develop rules for play, and a chance to praaiicese skills
developed in physical education class.

10. Video media will only be used during instruc@b hours
when the content is related to the curriculum.

11. For additional guidance regarding use of etettrdevices
during the school day, please see Personal
Communication Devices and Social Media, Board Rolic
JFCB-AR.

12. Alternative exercise choices such as yoga nmeayahght
and practiced.

Drinking Water

The district recognizes that children need an amgoiater
supply to keep their bodies functioning optimally,

and to avoid dehydration which can interfere witademic
performance. Therefore, the district will promote



the consumption of water as an essential nutrigat plays a
role in overall health, and will provide all studen

and employees with access to clean, safe and pkdata
drinking water free of charge at all district fétods (i.e.

in the cafeteria/eating areas, hallways, play yaads faculty
lounges), throughout the school day and during
extra-curricular activities as much as possible.

Students of elementary schools will be encouragedatry
and use water bottles. The district will encouralje

school administrators, educators and building stafmodel
healthy consumption of drinking water. The district

will regularly perform required maintenance on ahter
fountains in the school setting.

Nutrition Guidelines and Food Services Operation

In order to support the school’s nutrition and fosetvices
operation as an essential partner in the educéationa
mission of the district and its role in the distdc
comprehensive nutrition program, the building pipat is
responsible for ensuring:

1. The school encourages all students to partieipatthe
school’s NSLP and SBP meal opportunities;

2. The school notifies families of need-based paiowy for free
or reduced-price meals and encourages

eligible families to apply. There will be multip@portunities
to apply, applications posted on

bulletin boards and on the district and school itebs

3. The school's NSLP/SBP maintains the confideityiabf
students and families applying for or

receiving free or reduced-priced meals in accordasith the
National School Lunch Act;

4. The school's NSLP/SBP operates to meet nutrition
standards in accordance with the Healthy Meals

for Healthy Americans Act of 1994, as amended, and
applicable state laws and regulations;

5. The school sells or serves varied and nutritfoos choices
consistent with the applicable federal

government Dietary Guidelines for Americans. School
contracting out the food service part of their

NSLP and SBP shall form a wellness advisory conamitt
comprised of teachers, students and

parents to assist in menu planning. Cultural noramsl
preferences will be considered and honored

by incorporating culturally appropriate food iterit#o the
weekly menu rotation;

6. Food prices set by the district are communicédestudents
and parents. District pricing strategies

will encourage students to purchase full meals amgitious
items;

7. Procedures are in place for providing to farajlien request,
information about the ingredients and

nutritional value of the foods served;

8. Modified meals are prepared for students witbcsd food
needs:

a. The district will provide substitute foods taudénts with
disabilities upon written parental



permission and a medical statement by a Nationdlo&c
Lunch Program (NSLP) approved

medical source that identifies the following:

Student’s disability;

States why the disability restricts the studenies;d

Identifies the major life activity affected by thesability; and,
States the food or foods to be omitted and the fmodhoice
of foods that must be

substituted;

b. Such food substitutions will be made for studenithout
disabilities on a case-by-case basis

when the parent submits a signed request that daslua
medical statement signed by a National

School Lunch Program (NSLP) medical source. Theicadd
statement must state the medical

condition or special dietary need that restricesdtudent’s diet
and provide a list of food(s) that

may be substituted in place of the lunch or brestkfaenu
being served.

9. Food service equipment and facilities meet apblie local
and state standards concerning health,

safe food preparation, handling and storage, dnkivater,
sanitation and workplace safety;

10. Meals will include healthy foods from regioraaid local
sources to the greatest extent practicable,

by supporting partnerships with food suppliers. kRase
schools will pursue opportunities to offer regidpagrown
foods at every location in the school sight wheredfis sold,
and at all school-sponsored events and activities.

11. Students are provided adequate time and spacetto ea
meals in a pleasant and safe enviornment.

School dining areas will be reviewed to ensure:

a. Tables and chairs are of the appropriate sizstfolents;

b. Seating is not overcrowded;

c. Students have a relaxed environment;

d. Noise is not allowed to become excessive;

e. Rules for safe behavior are consistently entyrce

f. Tables and floors are cleaned between meal g&rio

g. The physical structure of the eating area igood repair;

h. Appropriate supervision is provided;

i. School lunch programs are designed to enhangeéest
learning and increase positive behaviors

(e.g. recess before lunch, breakfast in the clagsyo

12. To the extent possible and with every effooipds will
contain as little high fructose corn syrup as

possible. Food will be less packaged and leastgsseEd as
possible. Fresh foods will be served as

much as possible.

13. The guidelines for reimbursable school meaddl stot be
less restrictive than regulations and

guidance issued by the Secretary of Agriculturespant to
subsections (a) and (b) of section 10 of

the Child Nutrition Act (42 U.S.C. 1779) and sen809(f)(1)
and 17(a) of the Richard B. Russell

National School Lunch Act (42 U.S.C. 1758(f)(1) 667a)), as
those regulations and guidance apply to schools



Other School Based Activities

The district may provide the following activitiend will
encourage healthy practices which promote local

wellness such as:

1. Scoliosis screenings;

2. Intramural sports;

3. Foodless Fundraisers;

4. Monthly/Weekly school walks;

5. Assemblies which focus on wellness issues sacbbasity
and obesity related diseases, healthy

eating, and the benefits of physical exercise;

6. The use of alternates to food as rewards ihssroom;

7. Limit the amount of foods with no nutritionallua that are
sold in vending machines; and

8. Support groups for students with issues aboighe

Marketing and Promotion

School based marketing will be consistent with itiotr
education and health promotion. As such, schodls wi

limit food and beverage marketing to the promotidrfoods
and beverages that meet nutrition standards for

meals or for foods sold individually. School-basedrketing
of brands promoting predominantly foods and bewesagf
minimal nutritional value (FMNV) is discouraged. &h
promotion of healthy foods, including

fruits, vegetables, whole grains, low-fat dairy gwots and
low-fat proteins is encouraged. Attractive, current
nutritional education materials will be prominentisplayed
in the dining area, and changed periodically thimug the
year.

Foods of Minimal Nutritional Value (FMNV) and

Competitive Food Sales

In keeping with federal regulations, the districdntrols the
sale of FMNV and all competitive foods.

Federal regulations permit FMNV to be sold in fosetvice
areas before and after school meal periods, and

outside of food service areas at any time. Howeslistrict
schools are directed to prohibit or to minimizeflsuc

sales on district premises and at district-sports@neents by
requiring that at least 50% of all food items and

beverages sold by any organization or entity atlaogtion on
district premises and at district-sponsored events

meet applicable Dietary Guidelines for Americanse(s
appendix). Examples of such food include vending
machine offerings, food served in student storeboasl or
district events, food sales at activity/athletieets,

etc. The superintendent will strive to ensure thatritious
foods are available as an option whenever food is

sold or served on district property or at distrigionsored
events.

The sale of all other foods, other than FMNV, inmgetition
with the district's NSLP/SBP meals shall be

permitted in school food service areas during sthmeal
periods only when all income from the food sales

accrues to the benefit of the district's nutriti@md food
services operation or school or student organinai



approved by the Board.
Other Foods Offered or Sold Must Comply with

H.B. 2650 (see appendix)

Foods offered in classrooms or school-sponsoraditées and
food and beverages sold as part of approved

school fund-raising events shall be nutritious fods
determined by the district's wellness committea an

focus on healthy offerings.

Staff Development

Professional development training opportunities staff will
be encouraged. Staff responsible for nutrition

education will be encouraged to participate in @ssfonal
development activities to effectively deliver the

nutrition education program as planned. Nutritiard &ood
services personnel receive opportunities to

participate in professional development activitieat address
strategies for promoting healthy eating behavior,

food safety, maintaining safe, orderly and pleasaating
environments and other topics directly relevarthto
employee’s job duties. The building principal ispensible to
ensure such training is made available including,

but not limited to, the following:

1. Personnel management;

2. Financial management and record keeping;

3. Cost- and labor-efficient food purchasing angparation;
4. Sanitation and safe food handling, preparatimhsiorage;
5. Planning menus for students with special needsstudents
of diverse cultural backgrounds;

6. Customer service and student and family involeetn

7. Marketing healthy meals; and

8. Principles of nutrition education, including eskd
curriculum content and innovative nutrition teachin
strategies;

9. Assessment by staff of their own eating prastiead
increased awareness of behavioral messages staff
provide as role models.

Family and Community Involvement

In order to promote family and community involverhen
supporting and reinforcing nutrition education e t

schools, the building principal is responsibledasuring:

1. Nutrition education materials and cafeteria mentes a
sent home with students;

2. Parents are encouraged to send healthy snaclds/ree
school,

3. Schools will provide families a list of foodsathmeet the
district’s snack standards, as well as ideas for

healthy treats for celebrations and parties.

4. Parents and other family members are invitgaetaodically
eat with their student in the cafeteria;

5. Families are invited to attend exhibitions afdgnt nutrition
projects or health fairs;

6. Nutrition education workshops and screeningisesvare
offered;

7. Nutrition education homework that students canwdth
their families is assigned (e.g., reading an



interpreting food labels, reading nutrition-relateewsletters,
preparing healthy recipes, etc.);

8. School staff are encouraged to cooperate witherot
agencies and community groups to provide

opportunities for student volunteer or paid workated to
nutrition, as appropriate;

9. School staff encourages and provides supporpéoental
involvement in their children’s physical

education;

10. Materials promoting physical activity are séome with
students; and

11. Physical activity is a planned part of schammunity
events as often as possible.

12. Twice annually, the superintendent will meethwihe
Parent Advisory Council to discuss school food

programs nutrition.

Program Evaluation

In order to evaluate the effectiveness of the lowmallness
program in promoting healthy eating, increased

physical activity among students and to implememigmam
changes as necessary to increase its effectiveness,

the superintendent or designee is responsible Hfeureng as
many evaluation measures as possible are

implemented:

1. Board policy and this administrative regulaticare
implemented as written;

2. All building, grade-level nutrition education rcigula and
materials are assessed for accuracy,

completeness, balance and consistency with stadelaoal
district educational goals and standards;

3. Nutrition education is provided throughout theident’s
school years as part of the district’s age

appropriate, comprehensive nutrition program;

4. Teachers deliver nutrition education through -age
appropriate, culturally relevant, participatoryieities

that include social learning strategies and adtisjt

5. Teachers and school nutrition and food servipEsonnel
have undertaken joint project planning and

action;

6. Teachers have received curriculum-specific ingin

7. Families and community organizations are invojvi® the
extent practicable, in nutrition education;

8. One or more persons within the local educatiaggncy or
at each school, as appropriate, will be

charged with the operational responsibility of emggyithat the
policy and administrative regulations are

followed and will develop an evaluation plan to bsed to
assess the district’s level of compliance with

the requirements;

9. Teachers provide physical activity instructiordgrograms
that meet the needs and interests of all

students;

10. District developed survey of “Healthy Wellndasctices”
given annually;

11. Each building will be encouraged to develop and
implement a wellness goal each year.
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Guidelines for the Use of Copyrighted Materials

The superintendent is responsible for the estabksnt of practices which will ensure compliancehwvine
provisions of the U.S. Copyright law as they afféwd district and itemployees.

1. GeneralResponsibilities

a.

The building principal will be designated witke responsibility for disseminatingnd
interpreting copylight regulations at the buildiegel. He/She will provide employédeaining
as needed, distribute and review district poling administrative regulations wigmployees,
control the approval process and maintain writiecords regarding permissions, response to
requests and license agreements, as mayebessary.

b. The building principal will ensure that budgetommendations include appropriate fufms
the purchase of multiple copies of neededtware.

C. The building principal will ensure that appriape warning notices are posted to educate and
warn individuals using district equipment of thepbgable provisions of the copyright law.
Warning notices will be posted &sllows:

D) On or near altopiers;

(2) On all forms used to request

copying services{3)  On all videorecorders;

(4) On allcomputers;

(5) At the library or other places where interdibr loan orders for copies of materiase
accepted.

d. The building principal will ensure that buildircomputers and computer labs are uselg
with proper supervision to help protect againsauthorizedcopying.

e. The building principal will annually inspectettibrary/media center and any video

collections
to ensure all copies are acquired and maintaimealccordance with applicable provisiook
the copyrightlaw.

f. All computer software license agreements mssigned by the businessanager.

g. The employee reproducing a copyrighted work détermine whether copying is permittbyg
law in accordance with district policy and admirasive regulations.

h. The employee will obtain Written permissionréproduce material from theopyright
holder(s) whenever copying does not fall within tfer use" guidelines of copyrighaw.
Permission forms, as provided by the district, Wwilused.

1. The employee using emerging technology will be oesfble to ensure that the intended

use

of the media does not conflict with copyright laBuch technology includes, but is riotited
to, digital video, videodisk, satellite transmissidistance learning, CD-ROM, on-limata
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bases (and their down-loading), informational nekscand other emerginglectronic
information which can be manipulated into new cagytable forms oexpression.

In the absence of clearly granted rights, the eggdamust contact the copyrighblder
in writing for permission to manipulate or use #ng¢schnologies in alternativeays.

Any contract provided by the distributor of suclehteology must be submitted to the
business manager fapproval.

Fair Use
2. PrintedMaterials
a. Permissiblaus e sdistrict employeesnay:
(1) Make a single copy of the following for use in tieig or in preparation to
teach eclass:
(@) A chapter from &00k;
(b) An article from a periodical anewspaper;
(c) A short story, shodssay or short poem, whether or not from
a collectivework; (d) A chart, graph, diagram, drawing, cartoon or pietirom a
book, periodicalor
newspaper.
(2) Make multiple copies for classroom use (noexoeed one copy per student
in acourse)
from thefollowing:
(@) A complete poem, if it has fewer than 250 vgoathd does not exceed tywdnted
pages inength;
(b) A complete article, story or essay lessthan 2,500words;
(c) Prose excerpts not to exceed 10 percent ofemrol,000 words, whichevas
less;
(d) One chart, graph, diagram, cartoon or picpee book or per
issue of geriodical;
(e) An excerpt from a children's book containingto 10 percent of the wordeund
in thetext.
b. All permitted copying must bear an appropriegterence. References should
include theauthor, title,elateand any other peltinemformation.
C. Prohibited usesdistrictemployees mayot:
Q) Copy more than one work or two excerpts framsingle author during one
classterm;(2) Copy more than three works from a collectiverkvor periodical volume
during one
class term;
(3) Copy more than nine sets of multiple copiesdistribution to students in oreass
term;
(4) Copy to create or replace or substitute fdhalogies or collectivevorks;
(5) Copy"consumabletvorks, such as workbooks, exercises, standardiests andanswer
sheets;

(6) Copy the same work from termterm;
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(7) Copy the same material for more than p@eticularcourse being offered (may
not copyevery time garticularcourse is offered) unless pelmission is obtained
from thecopyrightowner.

d.  All sound recordings, includingghonograph recordsaudiotapesgompact disks and
laserdisks, will be treated under the same provisions thategthd use of print
materialsunlessasmay otherwisebe excepted byegulations governinthe
reproductiorof works for libraries/media centers.

3. Sheet and Recordddusic
a. Permissiblausesdistrict employees may:

m Make emergencyopies to replacgurchaseaopies which for
any reason areotavailablefor animminent performancprovided purchased
replacementopies will be substitutedn due course;

(2) Make, foracademic purposesher thanperformance, multipleopies

(one perstudent)
of excerpts notonstitutingan entireperformanceinit such as a section,
movement oaria, but in any case no more thaf percent of the wholevork;

3) Make, foracademic purposexsher than performance, a single
copy of anentireperformableunit such as a sectioomovemenor aria if
confirmedby thecopyrightholder to be out of print or tHanit" is unavailable
except in a larger work. Theopymay be made solely for thmurposeof
scholarlyresearch or irpreparatiornto teachaclass;

(ﬁ) o Edit orsimplify printed copies which have beeunrchasegrovided

that the
fundamental charactef the work is not distorted or the lyrics, if any, atkror
lyrics added if noneexist;

(5) Copycompleteworks which are out of print arnavailable
except in large workeandused forteaching purposes;

(6) Make a single copy of a recordgerformancéy students to be retained by the
schoolor individual teacher foevaluationor rehearsalpurposes;

(7) Make a single copy of a soumdcordingsuch as a tape, disk or

cassetteof copyrighted
music owned by the school or an individual teachercéostructingaural

exercises oexaminationsnd retained for the sanmurposes.

b. Prohibited usesdistrict employeesnay not:
Q) Copy to create or replace substitutdor anthologies, compilations
or collective worksj2) Copy works intended to Beonsumable,Such as

workbooks, exercises, standardized

tests and answesheets;
3) Copy for thepurposeof performanceexcept as noted above
(a.(1))in emergencieg4) Copy tosubstitutdor purchase of music except as
noted above (a. (1), (2) an@®)); (5) Copy withoutinclusionof the copyright notice
on thecopy.

4. Television Off-the-AirTaping



Pelmissiblauses-districemployees may:
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() Record a broadcast program off-air simultarsdpwith the broadcadransmission,
including simultaneous cable or satellite retragsion, and retain the recording for a
period not to exceed the first 45 consecutive niide days after the date tie
recording.

A limited number of copies may be reproduced franheoff-air recording to meehe
legitimate needs of teachers. Each additional asiiybe subject to alprovisions
governing the originatecording.

Unless authorized by the library/media supervistithe conclusion of thestention
period, all off-air recordings shall be erased esttbyedimmediately.

Individuals who wish to retain programs beyond 4Beday period need to complete and
return the preview portion of the Request for Oif-Xideo Taping form tahe
library/media supervisor for each program videothp&he library/mediasupervisor

will coordinate requests for permission to useebain copyrighted televisioprograms
beyond the 45-day retentigueriod.

(2) Retain videotapes of commercial programs amth written approval ohppropriate
copyright holders;

(3) Use off-air recordings once for each clasghancourse of relevant teachiagtivities
and repeat once only when instructional reinforeeiris necessary and only withine
first 10 consecutive school days of the 45-consecutitendar day retentiomperiod;

(4) Use off air recordings for evaluation purposesy, after the firstLO consecutive

school
days up to the end of the 45-consecutive calendgrretention periodEvaluation
purposes may include use to determine whether bronoclude the broadcagrogram
in the teachingcurriculum;

(5) Use off-air recordings made from a sateltlish if they conform to the
45-consecutivealendar day retention period established for brastdor cable
programming andrenot subscriptionchannels;

(6) Use copies of off-air recordings, as stipulate these guidelines, only if trepies
include the copyright notice on the broadcasigram;
(7) Request that a library/media center recom ratain for research purposes

commerciakelevision news programs from local, regional otioral networks;
interviewsconcerning current events; and on-the-spot covechgews events.
Documentary, magazine-formand public affairs broadcasts, however, are nduded
in thedefinition of daily newscasts of major events o day.

Requests for retention of programs recorded wiltliected tahe
producers of those programs directly through thevoek (notaffiliate).

b. Prohibiteduses-districemployees mayot:

() Tape off-air programs in anticipation of aducator's requests;
(2) Request that a broadcast program be recortfear anore than once for theame
educator, regardless of the number of times thgrarm may béroadcast;

(3) Use the recording for instruction after 45 sscutive calendadays;

Guidelines for the Use of Copylightbthterials-EGAAA-AR
4-10



5.

a.

(4) Hold the recording for weeks or indefinitely because:
(a) Units needing the program concepts are not taugtvine
45-day use period; (b)  An interruption or technical peois delayed its user
(e) Another teacher wishes to use it, or any other sqgubp"legitimate” educational
reason.

(5) Record programs off-air without written permissionnirthe author/producer/distributor
when a special notice is provided specifically prohibitieyyroduction of any kind;

(6) Alter off-air programs from their original conterBroadcast
recordings may ndbe physically or electronically combined or merged to constitute
teaching anthologiesr derivative works.

Off-air recordings, however, need not be used in direty.

(7) Exchange program(s) with schools in the districttbeoschool districts withouhe
approval of the library/media supervisor.

Programs will be used for the specific curriculum applicetto which the
request was intended. No other curriculum applicationtrsoazed.

(8) Use the recording for public or commercial viewing

(9) Copy or use subscription programs transmitted viacsipi®n television cable services,
such as HBO or Showtime. Such programs arc licersautif/ate home use only and
cannot be used in publschools.

"Pay" programs received via satellite dish are also sutgehbese
prohibitions.

Rental, Purchase and Useé/afeotapes

Permissibleises district employees may:

(1) Use purchased or rented videotapes such as featuseaflpart of a systematic coucse
instruction, in accordance with district policy. Such sisall be for direcinstruction
and must take place in a classroom or similar area dettestruction;

(2) Use only rented lawfully-made videotapes;
(3) Arrange for the local school to transmit videotapes their closed circuit
television

systems for direahstruction;
4) Use off-air videotapes made at home for classrogtruction and only in
accordance

with television off-air guidelines and district policy.
Prohibited uses - district employees may not:

(2) Use rented or purchased videotapes where a weitginact specifically prohibits such
use in the classroom or direct teaclsitgation;

Guidelines for the Use of Copyrighted Mateli&#&AAA-AR
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(2) Use rented or purchased videotapes such agdeflms for assemblies, fungising,
entertainment or other applications outside theaaaf direct instruction withoupublic

performancerights.
ComputerSoftware
a. Permissible usedistrict employeesnay:
(2) Make a copy of an original computer prograsn the purpose of

maintaining the availability of the program should it be damagedirfyiuse. Either the
copy ortheoriginal may be retained in archives. Only onéhegi the original or the
copy, maybeused at any one time;
(2) Make a copy of a program as an essential istejsing the computer program
as longas
it is used in conjunction with the machine and ;mmathermanner;
(3) Make a new copy from the archival programha event that the program in use
damaged odestroyed;
(4) Use a purchased program sent farmanufacturer labelé@rchival®
simultaneously
with the original copy of the program provided uise is permitted (not excluded) the
terms of the saleagreement;
(5) Make an archival copy of a rightfully-ownedsklithat is labeled "archival" e
softwaremanufacturer;
(6) Load a software program froasingle disk into a distribution network or to
individual
stand-alone computers for simultaneous use whenlistrébution network ionly
accessible to the owner-user if not otherwise fitddl by terms of a saleggreement;
(7) Adapt a copyrighted program from one languameanother for which it is not
commercially available or add features to a progtarbetter meet localeeds.

b. Prohibitedus e sdistrict employees manot:

() Load the contents of one disk into multiple computat the same time in the absenfe
a license permitting the user to €o;

(2) Load the contents of one disk into local netwvor disk-sharing systems in
theabsence

of a license permitting the user to go;
(3) Make or use illegal copies of copyrighted pergs on districequipment;

(4) Allow any student to surreptitiously or illdyaduplicate computer software access
any data base or electronic bullebioard;

(5) Make copies of software provided by a softwpublisher for preview
or approval;(6) Make multiple copies of copyrighted software & locally produced
adaptationor
modification) even for use within the school district;
(7) Make replacement copies from an archival akhap copy;
(8) Make copies of copyrighted software (or a llyeproduced adaptation or

modification)
to be sold, leased, loaned, transmitted or eveangaway to otheusers;

(9) Make multiple copies of the printed documentatthat accompaniesopyrighted
software.



C. With permission from the copyright holder, pimtions may be significantly modifiedr
removedaltogether.
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7. Reproduction of Works for Libraries/Med@enters
a. Permissiblaus esdistrict employeesmay:

()  Arrange for interlibrary loans of photocopiesworks requested by users, provided that
copying is not done to substitute for a subscriptio or purchase of work;
(2) Make for a requesting entity, within any calan year, five copies of any

article or
articles published in a given periodical within tast five years prior to the date tbfe

request for thenaterial,
3) Make single copies of articles or sound rerasl or excerpts of longer

works for a
student making a request, provided the materiabines the property of the studdat

private study, scholarship oesearch;
(4) Make a copy of an unpublished work for purosé preservation, of a

publishedwork
to replace a damaged copy of an out-of-print wdrt tannot be obtained at a faiice;

(5) Make off-the-air recordings of daily televisimews broadcasts for limited

distribution
to researchers and scholars for reseatutposes;

(6) Make one copy of a musical work, pictorialagiic, sculptural work, motion pictui
other audiovisual work if theopy owned by the library/media centerdamaged,
deteriorated, lost or stolen; and it has been deterd that an unusecbpycannot be

obtained at a faiprice.
b. Prohibiteduse sdistrict employees mayot:
()  Make copies for studeni$ thereis reason to suspect that the students have been

instructed to obtain copigadividually;
(2) Copy without including a notice of copyright the reproducednaterial.

8. Performances
a. Permissiblaus e sdistrict employeesmust:

(1) Contact the copyright holder in writing forrpgssion whenever copyrighted worksch
as plays and musical numbers are tpédormed.

This is particularly important if admission is te bharged or recordings of the
performance are to sold.
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NOTICES

Text of warning notice to be posted on or near @mpi Itis recommended that type be at least 18 poinsszit

NOTICE:

THE COPYRIGHTLAW OF THE UNITED STATES (TITLE 17 U.S. CODE) GOVERNS EHVIAKING OF
PHOTOCOPIESOR OTHERREPRODUCTIONSOF COPYRIGHTED MATERIAL. THE PERSON USINGHIS
EQUIPMENTIS LIABLE FOR ANY INFRINGEMENT.

Text of warning notice to be displayed at placeengtorders for copies of materials are acceptelibbaries/media
centers or archives. Type must be at least 1&pairsize; the notice printed on heavy paper bemdurable
material and displayed prominently within the imriag¢el vicinity of the place where orders aacepted.

The warning is also required on any form that isdu® request copying service. There are no speeifjuirements
for type size on reque$orms.

NOTICE WARNING CONCERNING COPYRIGHT RESTRICTIONS

THE COPYRIGHTLAW OF THE UNITED STATES (TITLE 7, UNITED STATES CODE) GOVERNS THMAKING
OF PHOTOCOPIESOR OTHER REPRODUCTIONSOF COPYRIGHTED MATERIAL.

UNDER CERTAIN CONDITIONS SPECIFIEDIN THE LAW, LIBRARIES AND ARCHIVES ARE AUTHORIZEDTO
FURNISH A PHOTOCOPY OR OTHEREPRODUCTION.ONE OF THESE SPECIFIC CONDITIONS IS THATHE
PHOTOCOPYOR REPRODUCTION IS NOT TO BE "USED FORNY PURPOSE OTHER THAN PRIVATESTUDY,
SCHOLARSHIPOR RESEARCH." IF A USER MAKES A REQUEST FOR, OR LATER USES, APHOTOPY OR
REPRODUCTIONFOR PURPOSESN EXCESS OF "FAIR USE," THAT USER MAY BE LIABLE GR COPYRIGHT
INFRINGEMENT.

THIS INSTITUTION RESERVES THE RIGHT TO REFUSE TO ACCEPT ACOPYINQRIER IF, IN ITSJUDGMENT,
FULFILLMENT OF THE ORDER WOULD INVOLVE VIOLATION OFCOPYRIGHT LAW.

Text of warning notice to be affixed to video redens and computers. (There is no specific requrgnfiortype
size.):

NOTICE:

MANY VIDEOTAPED MATERIALS AND COMPUTER PROGRAMS ARE PROTECTED BY COPYRIGHTITLE 17
U.S. CODE). UNAUTHORIZED COPYING MAY BE PROHIBITEDBY LAW.

Text of warning notice to be affixed to packagataming the copy of a computer program subjedbém. The
notice must be printed in such a manner as todslgl legible, prominently displayed and durabliactied tathe
copies or to a box, reel, cartridge, cassette lwrotontainer used as a permanent receptacle daroghy ofthe
computerprogram:

WARNING: THIS COMPUTER PROGRAM ISROTECTEDUNDER THE COPYRIGHTLAW. MAKING ACOPY OF
THIS PROGRAM WITHOUT PERMISSIONOF THE COPYRIGHT OWNER I®ROHIBITED. ANYONE COPYING
THIS PROGRAM WITHOUTPERMISSIONOF THE COPYRIGHTOWNER MAY BE SUBJECT TO PAYMENTOF
$150,000 OR MORE IN DAMAGE®ND, IN SOME CASES,IMPRISONMENTFOR-ONE YEAR OR MORE.

Guidelinedor the Use ofCopyrighted Materials- EGAAA-AR
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Confidentiality Pamphlet DiscussionQuestions:

(The following will assist school administratdrsthe discussion question portion of their staff niag
on confidentiality of student informationlt accompanies the "Confidentiality of Student Infotiord
training pamphlet)

Q: Isdiscussinga student concern in the staff roomhatlway compliant with these regulations?

B0 S RlN S IR LA RN FREPEL O Gk P B B IR %P Oh & B IBR OR¥ver

discuss one student in the presence of other didétallwaysand staff rooms are ngirivate
locations.

Q: What should doif a parent volunteer asks questions about a studamty class?

A: Parents and volunteers do not have legitimateca&ibnal interest in any student unless
the student is their own childo not share information about students with them. On
occasion a parent may drawnclusionsaabout a student given information they glean from
their interactions with students in tis&ssroomor school and mention that to you ordthers.
Employeesare expected to know, understand and abide bydemifality regulations.Parents
and/or volunteers may not fully understand theérake time to carefully explain to parents and
volunteers why you cannot discuss any student thiéim and as volunteers in your classroom
or school they are held to the same confidentiaigndards and should not be talkatmput
studentseither.

Q: What should doif | am asked to write a letter of recommendation fstualent?

A: Get the request in writing, signed by the par@tstudent if he/she is age 18 or older). The
district recommends you use a copy of the "Auttation toUseand/or DiscloseEducational

and Protected Health Information” form for thetiem request. See the Special Education
Department in your school for a copy.

After drafting the letter of recommendation andobe sending it, ask the student and parent if
the information included is acceptable and docuntleeir agreement.Neverinclude inletters

of recommendation any information that pertaingnmtional, behavioraphysicaland/or

mental health issues, or special education unl@sfizve an explicit, written request to sin
which is signed by thearent.

Q: May last year'sPE teacher be given information about a student hefshionger has
enrolled in a class?

A: Since thePE teacher is no longer a current teacher of the studee/she is no longer
considered a person "with a legitimate educationtdrest.”

Thisis a sensitive issue for educators. We nbguramain interested in the successesuf
students even after they no longer attend ousetasGenerally problems do not arise when
information about students pesitiveand the student is feeling and being successtdliool.
Problems around confidentiality most often occuewtthe student has been having problems,
has severe health needs, is not being successithaol, has disciplinary challenges, or is in
specialized or alternative programs.

In certain cases theE teacher may no longer have the student in classnlawtstill retaina
legitimate educational interest. The student b&pn thePE teacher'sithletic teamand
certain information about that student may be neéddeappropriately coach the student. The
teacher may function as a mentor in a school-desiteacher/studenhentoringstructure.

The teacher may then still retain a legitimatecadional interest. Eachcase should be
evaluated for whether a legitimate educationalrese currently existslf in doubt, do not
share information and seek advice from your schdatinistrator.



Q: May | give student information beyond directory information to a stepparent, advocate or
attorney?

A: You may not discuss a student with a parent's or child's advocate or attorney unless you have
been provided signed consent to do so by the parent or adult student. Students are adults at age
18. Usethe consent form provided in the district specialeducation handbook for this purpose. If
the parent brings their advocate or attorney to a meeting, they have automatically provided
express consent for that person to hear any discussions that occur during the meeting. A contact
by the advocate or attorney after the meeting must have signed consent by the parent. Be
cautious about having any conversations with a child's or parent's advocate or attorney even
with signed consent. Seek counselfrom your school administrator if you are contacted. In
certain circumstances a stepparent is considered a parent under special education law or may be
given legal guardianship of the child through other means. Prior to divulging any information to
the stepparent ensure you know if he/she has these legal rights. Otherwise, you may not divulge
any student information to the stepparent.



Parkrose School District
Grant Procedure for Staff, Principals
and
Central Office Administration

2012-2013

The following is the procedure for Parkrose School District staff and central office

administration interested in applying for grants.

Steps for staff and Principals:

1.

Upon seeking to apply for alocal, state or federal grant to benefit school
district students, the first step isto confer with the building principal for
approval.

Upon receipt of approval, the principal will check with the Director of
School Improvement regarding the specific grant to make certain that
others in the district are not applying for the same grant at the same time.
The Director of School Improvement will then pass the grant on the
Business Manager to check the grant for matching funds, reporting
guidelines, etc. Upon approval, the Business Manager will return the grant
application to the Director of School Improvement so that they may
communicate backto the principal.

The principal will communicate backto staff. If staff should proceed with
the grant, then staff will fill out the grant application and ask the principal
to review and signthe application before grant submission. Watch the due
dates!

If grant funds are awarded, then the principal will send award information
(usually a letter) to the Business Manager for Board Resolution and
acceptance at the next Board Business meeting.

The principal will check with the Business Manager following the Board
Business meeting about grant fund acceptance by the Board.

Standard operating procedures regarding purchasing of services and
materials using accepted grand funds will be followed.

Steps 2-7 apply directly to principals.



Parkrose School District
Grant Procedure for Staff, Principals
and
Central Office Administration

2012-2013

Steps for Central Office Administration:

Central Office Administration seeking grants (other than federal title grants) need
to send a copy of the complete grant application to the Business Office before
sending it in to be approved. The Business Office will review the grant, provide
feedback and send it back to the Central Office Administrator who can then send it
in. Please be mindful of timing asthis process takes time.

The Curriculum Office is the point of person for all district grants. As such, please
make copies of all of the grants for Curriculum Office records.



i Parkrose School District3
Code:GBDA
I Adopted: 09/24/07

MOTHER FRIENDLY WORKPLACE

The district recognizes that a normal and importate for mothers is to have the optiand
ability to provide for their child by breast feedior expressing milk in the workplacd& he
Board directs the superintendent/designee toadasures and develop regulationgensure
thatall district employees shall be provided with a@eguate location for the expressionnaitk
or breastfeeding.

Superintendent/designéainclude the following in the development of a riagion to ensure the
provisions foremployeesequired by thigolicy.

The superintendent/designee shall see that thectisiakes a reasonable effort to provideoam

or other location in close proximity to work areather than a restroom, where an employae

breast-feed her child or express milk in privagyis policy directs the

1. Advice of a school nurse or health professionalgtermining the most reasonalfdeility
accommodation.

2. The plan shall include an accessipigivate room with a lock that would allownaother

to:

a. Breast-feed a child brought in during a lunclother brealperiod,;

b. Pump breast milk to be stored for latee;

C. Inclusion of electrical outlets for electprimps;

d. Sanitation facilities including a sink close fiyr hand washing and the rinsiog
containers;

e. A sign up sheet and a sign posting the roofipragate duringuse™;

f. A flexible work schedule in consideration oéthequirementf the

staff members responsibility;
g. Time allotted for this activity is not to excethe normal time allowed for luncind

or breaks.

END OF POLICY

Legal Referencés):

HB 2372
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ParkroseMiddle _School

Fire/Emergenc¥xit Procedures
1. Immediately direct all students to line up isiagle file line quietly and quickly, use the

posted evacuation route to exit the building imie sand orderly fashion. (Students may
not stop at lockers, drinking fountains, restroomts, along thevay)

2. Take emergencyglipboard
o] Located on right side of classroatoor

3. Turn off lights and lock doaguickly
o] So that FD knows everyone is outctdssroom

4. Follow class out of building using the nearestilable exit
5. Escort class to at least 50 feet from bldding.

6. Take students to the central meeting locafoRiL)
o] CML is located along the back fence behindéthgrade podarea

7. Keep class together and calm as you go t&iie.

8. Upon arriving at th€ML help students to go to their own HR locations albagkfence
o] Designated location is by homeroom teachergrade level

9. Homeroom teacher go to designaliee
o] Teachers without a homeroom go to commedter

| 0. Homeroom teachers taitendance

o] If students are all accounted for hold up
"green" cardo If any students are missing hold up
"red" card

o Team leader will come tgou

11. Wait for team leader and report any unaccalstaedents
o] 6thgrade— WhitneyAlfrey
th

o 7 grade- LauraQueen
o 8t gradeAnn Stinson/KimJohns

12. Keep students lined up and quiet throughdiit

13. Upon "all clear" signal direct and assist stiiglé¢o return to classroom in whisludents
were in before drill began.

o Re-enter building afollows:
6th Grade - 6th PoArea
7th Grade - 7th HalDoor

8th Grade - 8th Podrea

14. Teachers return to class and takendance

15. Report any missing students to the nfice.

7.20.12



Parkrose Middle School
Earthquake Procedures

1. Immediately direct all students to "duck, coaed hold".

o Students should drop to a crouched position héthd bent to knees, handsasped
behind the neck, arms against ears, eyes closedauidtoward thevindows.

o Safest areas, if indoors, would be under desltalies as appropriate, alongside
walls, in doorways or other protected areas andydveem windows,cabinets,
bookshelves, light fixtures or other suspendbjects.

o If outdoors during an earthquake, direct studemimiove away from buildingand
other overhead objects such as power lines. Crtawgho the ground angrotect
head ancheck.

2. Wait until shaking stops, remain calm and lid@ndirections.

3. Refer to the Fire/Emergency Exit Proceduresdimctions on exiting the building and reportitm
the Central Meeting.ocation.

8.8.12



PARKROSE SCHOOL DISTRICT
LOCK IN AND LOCKOUT
PROCEDURE

Each school, Transportation and Maintenance Department, and the District
Office is required to perform at least one Lock In and one Lock Qut drill during
the course of the school year. The procedures listed below are the procedures
we all must use. A copy of this procedure will be placed into each Emergency
Manual.

1. Lock In: A Lock In indicates that there is a potentially dangerous person
or already dangerous situation inside a school or office. Police may also
determine that Lock In mode is necessary. These are the steps:

a. If a school or office initiates this procedure, call 911 and the Office
of the Superintendent x 2135.

b. If police contact initiates the procedure, call the Office of the
Superintendent x2135.

c. Administrator/Office Staff continuously sound the signal for at least
30 seconds (if possible) KNOW YOUR SIGNAL. 30 second tone

d. Lock exterior doors.

e. Teachers bring students in from the hall nearest their classroom
and lock all classroom doors. (Classroom doors may be left locked
at all times).

f. Office staff brings staff in from nearest their office and

lock the
office door. (Office doors may be left locked at all times).

g. If students are outside, gather them and take them away from the
building and wait.

h. Turn off the lights, pull down window and door shades.

i. Keep students and staff away from windows and
doors, keep low to the floor and be quiet.

J- DO NOT answer the door!!

k. If possible, teachers take attendance silently.

I. The ALL CLEAR signal may come from the Police. Other than the
Police, do NOT unlock your doors! A school or district office
administrator will come around and unlock your classroom or office
doors.

2. Lock Out: A Lock Out indicates that there is a potentially dangerous
person or situation outside of a school or office. If you are contacted by
the police telling you to initiate Lock Out mode, follow these steps:

a. Three 5 second tones will signala lock out

(Use the school or office Phone Tree to contact staff (intercom OK).

b. Lock all exterior doors immediately.

c. Close window shades.

d. During a Lock Out, staff may move from room to room but cannot
leave the building, even if you have a multiple building campus.

e. Take attendance.

f. The ALL CLEAR signal/message will come from the police or an
administrator (same as above# L).



8/2/2010






ON DISTRICTWEBSITE:

EMPLOYEE EVALUATIONS
PROFESSIONAL GROWTH TIMELINE
EVALUATION CYCLE TIMELINE

http://do.parkrose.k12.or.us/Depmiments/Human
Resources/Evaluatigohp
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The Ethical Educator & Professional Practices

Teacher Standards & Practices
Commission

465 Commercial St
NE Salem OR 97301

Responsibilities of TSPC:

In 1973, the Teacher Standards and Practices Commission became an autonomous body. It was created amid
demands across the nation that educators police their own ranks. As a result, one of the statutory responsibilities of
TSPC is to maintain professional Standards of Competent and Ethical Performance of Oregon Educators. These
Standards can be found in Oregon Administrative Rules, Chapter 584, Division 020. Approximately 200 discipline
cases are investigated by the Commission each year.

What is a Competent and Ethical Educator?
The competent educator demonstrates:

Knowledge and use of curriculum and instruction to meet the needs of all students;

- Ability to provide a climate for students that is conducive to learning and respects the rights of all persons
without discrimination;

- An understanding of students and ability to establish and maintain good rapport and assist the
growth of students;

Ability to work effectively with students, staff, parents and

community. The ethical educator demonstrates:

- A willingness to accept the requirements of membership in the education profession;
- A willingness to consider the needs of the students, the district and

profession. What is a Culturally Competent Educator?

The competent educator demonstrates:

- Capacity to promote equity of student access and outcomes;

- Advocacy for social justice;

- Awareness of laws and policies affecting learners;

- Creates a respectful and collaborative environment;

Ability to navigate conflicts around race, ethnicity, religion, class, and language in a safe and productive
manner;



= Ability to work collaboratively with students, staff, and parents from diverse racial, ethnic, religion, class and language
background;-

 Demonstrates respectful and welcoming verbal and non-verbal interaction skills.

What is the Responsibility of the Superintendent? OAR 584-020-

0041(2)

The district's chief administrator must report to TSPC within 30 days when, after appropriate investigation, the
chief administrator reasonably believes that an educator has violated standards by committing acts of gross
neglect of duty or gross unfitness.

What is Gross Neglect of Duty? OAR 584-020-
0040(4)

Gross neglect of duty is any serious and material inattention to or breach of professional responsibilities.
Some examples of Gross Neglect of Duty are: unreasonable physical force against students or fellow
employees; sexual conduct with a student,- appearing on duty or at any district-sponsored activity while under the
influence of alcohol or any controlled substance; knowing falsification of any document or knowing
misrepresentation directly related to licensure, employment or professional duties; knowing and unauthorized
use of school computer equipment to receive, store, produce or send sexually explicit materials; knowing and
willful failure of a chief administratorto report

a violation of Commission standards; etc. See OAR 584-020-0040(4) for additional examples of Gross Neglect
of

D

ut

Y.

What is Gross Unfitness? OAR 584-020-

0040(5)

Gross unfitness is any conduct which renders an educator unqualified to perform his or her professional
responsibilities. Conduct constituting gross unfitness may include conduct occurring outside of school hours and
off school premises when such conduct bears a demonstrable relationship to the educator's ability to fulfill
professional responsibilities effectively. Some examples of Gross Unfitness are: fraud or misrepresentation;
conviction of violating

any federal, state, or local law; violation of a term of probation imposed by a court; admission of or engaging in
acts constituting criminal conduct, even in the absence of a conviction; etc. See OAR 584-020-0040(5) for
additional examples of Gross Unfitness.

What Happens When TSPC Receives a Complaint?
ORS342.176

- TSPC conducts an investigation to determine whether or not the allegation(s) is
factual.

- The educator is notified of the complaint and encouraged to respond to the

allegation(s).

- The Commission considers the Preliminary Investigation report and determines whether or not there is
sufficient cause or evidence to charge the educator with a violation of TSPC Standards.

- The Commission may dismiss the complaint for lack of sufficient cause;
or
- Enter into a settlement agreement with the educator (Order of discipline);

or



. TSPC may inform the educator of charges and of an opportunity for
hearing.

What Happens When the Educator Requests a Hearing? ORS
342.177(1)

The Commission is represented by legal counsel from the Attorney General's Office. The educator may

be represented by an attorney. Hearings are conducted by an Administrative Law Judge. Based on evidence
presented at the hearing, the Administrative Law Judge makes a recommendation to the Commission regarding
whether the educator has engaged in unprofessional conduct. The Administrative Law Judge submits a Proposed
Order to the full

Commission. The Proposed Order is advisory to the Commission which is voted on in public session.

)



What Sanctions May the Commission Impose? ORS 342.175(2) and ORS 342.177(3)

By law, the Commission must permanently revoke or deny a license to educators who are convicted of crimes listed in
ORS 342.143 (sex-related crimes including prostitution). in other cases, the Commission may revoke, suspend, issue
a public reprimand, or place an educator on probation depending on the facts and circumstances of the case.

What are the Factors for Imposing Disciplinary Sanctions? OAR 584-020-0045

- If the misconduct or violation is an isolated occurrence, part of a continuing pattern, or one of a
series of incidents.

The likelihood of a recurrence of the misconduct or violation.

. The educator's past performance.

- The extent, severity, and imminence of any danger to students, other educators or the public.

- If the misconduct was open and notorious or had negative effects on the public image of the school.
- The educator's state of mind at the time of the misconduct and afterwards.

- The danger that students will imitate the educator's behavior or use it as a model.
- The age and level of maturity of the students served by the educator.

Any extenuating circumstances or other factors bearing on the appropriate nature of a disciplinary

sanction. What Happens When an Order is Adopted by TSPC? ORS342.203

The educator, the educator's school district and the complainant are notified. The Commission maintains records of
all disciplined educators. Annually, the list of sanctioned educators is posted on the TSPC Website. When an Order
is adopted, it is reported to the National Association of State Directors of Teacher Education and Certification
(NASDTEC) which maintains a national list of disciplined educators.

What Can Educators Do To Avoid Complaints Being Filed With TSPC?

Think about your interaction with students.

Do you fail to maintain professional physical and emotional boundaries with students?

- Do you flirt with students?

- Do you discuss your personal life with your students?

- Do you telephone students or send emails of a personal nature?

- Do you close your classroom door if you are talking to a student alone?



. Do you transport students in your personal vehicle?

. Do you fail to inform your supervisor and refer to a counselor any student who may have a romantic
attachment to you?

- Do you buy gifts for students?

Think about your knowledge of state law, school policies and procedures.

. Do you know the laws, district policies, school rules and your rights?

. Do you know the Oregon child abuse reporting law ORS 4198.010?

- Do you know the policies in your school regarding the proper handling of money and finances?

- Do you have clear behavioral management rules?

. Do you know about corporal punishment laws ORS 339.250 and district policies?

- Do you know about confidentiality requirements?

. Do you know your districts Acceptable Use Policy regarding technology, including computers, e-malil

and internet access.

Think about your reputation In the community.

- Do you maintain a professional reputation in the community and school district?
- Do you communicate with parents and document that communication?
- Do you engage in behavior in the community that students may use as a positive model?

"If I could take back those five minutes..."

From TSPC case files

Use of school computer equipment to receive, store product or send sexually explicit materials OAR 584-020-

0040(4)(q)

Educator used classroom computer to access sexually explicit materials on the Internet. Educator downloaded
sexually explicit materials, copied materials on school equipment and distributed to other staff.

Sanction: 90 days suspension, special conditions for reinstatement and 2 years probation upon
reinstatement

Knowing misrepresentation directly related to licensure OAR 584-020-0040(4)(c)



On TSPC Application for renewal of licensure Educator failed to report acriminal conviction (Assault IV).

Sanction; Application denied/right to apply suspended for 128 days, reinstatement requires anger
management evaluation, 2 years probation (requiring treatment/counseling if referred by evaluator)

Any sexual conduct with a student OAR 584-020-0040(4)(1) and OAR 584-020-0040(5)(c)

Educator engaged in sexual behavior with a high school student in the Educator's home. Educator pled guilty to the
crime of Official Misconduct and was convicted.

Sanction: Revocation

Appearing on duty or at any district-sponsored activitv while under the influence of alcohol OAR 584-020-0040(4)(g)

Educator serving as athletic director attends sports events after consuming alcoholic beverages on two separate
occasions. Educator required to enroll in an alcohol treatment program as apart of settlement agreement with TSPC.

Sanction: Public reprimand and 4 years probation (with special conditions requiring educator to continue
alcohol treatment plan and submit progress reports every 6 months to Executive Director)

Conviction of violation of any federal. state. or locallaw OAR 584-020-0040(5){c)

Educator convicted of Driving Under the Influence of Intoxicants. Educator required by court order to complete
alcohol treatment program.

Sanction; Public reprimand and 4 years probation (with special conditions requiring educator to abstain from
consumption of alcohol, submit progress reports every 6 months to Executive Director and continue alcohol

treatment plan)

Failed to refrain from exploiting professional relationships with any student for personal gain, or in support of persons

orissues. OAR 584-020-0035(1){b)

Educator exploited her professional relationship with @ student to promote her own religious issues. Educator
repeatedly communicated with a student suffering from an illness that religious faith would be the source of healing for

her condition.

Sanction: 6 months suspension, special conditions for reinstatement and four years probation upon

reinstatement.
[072904]



SPECIAL ED/504



Special Education

Students are brought up for referral through on8 odutes: data teams, parent request or
administrator request. Data teams identify stuglantrisk through behavioral, attendance
or academic data. These students are given imiows corresponding to the deficit
through the RTI** process (3 rounds of interventieach round is 6 weeks). Based on the
results of ongoing data collection during the méstion process teams determine who
should be referred for evaluation planning. Paremill often bring up diagnosis or
concerns about their children. We move straigleMaluation planning for these requests.

At evaluation planning the team looks at the curdata and determines if evaluation is
indicated. If no interventions have been completgpically we would go back and start
with those; scheduling follow up meetings to mongoogress and make determinations.

**Please refer to the district RTI manual for d&taegarding this process**

504

Referral for 504 goes to the counselor. These liysgame from parents because a
diagnosis is required. If a student does not §uér special education, but we still can
identify disability; they may then qualify for a $0plan. You can email the school
psychologist or counselor with questions about freddrral.



Understanding the function of behavior

When a student exhibits chronic behavior that gretse way of learning and achieving,
then we need to consider putting together a plaupport. To do this, the Understanding
the Function of Behavior (UFB) form is used. Sdhasychs, counselors and sped teachers
are trained in facilitating these meetings. Regethteachers and parents need to be
present in order to create a comprehensive pldrcémabe carried out by everyone. These
meetings always result in a support plan (Seelsthc

A student might have a support plan due to numbezferrals or teacher, parent or
administrator concern. These plans of support@ifew teaching around behavior so can
be used as RTI intervention.



BEHAVIOR SUPPORT IMPLEMENTATION PLAN - Part I

Student: School/Grade:
Team Members:

As a result of:

In these school situations:

We are likely to see:

1.
2.

3.
In order for the student to:

Goal(s):

Date:

TASKS

PERSON RESPONSIBLE

BY WHEN

REVIEW
DATE:

Prevention — make problem behavior irrelevant

Teaching - make problem behavior inefficient, teach new skills,
alternate behavior

IMPLEMENTED: YES,
NO, OR PARTIAL



Reinforcement — make alternate and desired behavior more
rewarding than problem behavior

Responding to Problem Behavior - prompt alternate
behavior and consequences, make problem behavior
ineffective, minimize reward/pay-off for problem behavior

Data Collection System

ADDITIONAL SUPPORTS FOR EFFECTIVE IMPLEMENTATION

Safety: Is safety a concern?

Language: |s a common language/script required?

If yes, attach safety plan.

If yes, attach a common language protocol.




Student

Team Members:

UNDERSTANDING THE FUNCTION OF BEHAVIOR - Part |

Date:

3. SetUp (“slow

2. Set Off (“fast

trigger”) trigger”) 1. Problem Behavior 4. Reinforces (gain/avoid)
\ \ \ \/
5. Options, Modifications, Interventions, and Potential Support:
Resources/Supports Change the

for Setting Events

Environment and
Change our Behavior

Skills to Teach

How to Reinforce New Behavior




CC:  Cum File or Sped File Counselor

Teacher VP of Discipline (secondary level)




“RED FLAG" MEETING

PURPOSE: To bring together a team of knowledgeable participants to
plan for students who are:
e entering the district with extreme special needs
e coming from a restrictive placement, including
residential or day treatment, therapeutic school

e placed in a specialized foster care/treatment program.

TEAM PARTICIPANTS: The school team includes:
e The student An administrator, counselor,
. Parents special education coordinator (if
. student is eligible for special
Representat education), regular education
ives from all representative (grade level
outside agencies involved team leader, Academy
with the student (for representative, etc), behavior
example: DHS caseworker, specialist or school psychologist
Juvenile Justice and others as fitting for the
representative, therapists, specific situation.
foster care case manager,
etc.)
e Previous school
representative

PROCEDURES-PRIOR TO THE MEETING:

1. Enrollmentforms are completed at the school.

2. If student is in foster care, a surrogate parent is appointed
(often the foster parent or a Court Appointed Special Advocate)
and Surrogacy forms are completed.

3. As soon as the school learns that the student has extreme
special needs or comes from a restrictive placement, the
parent/guardian is notified that the student will not start school
until appropriate records are obtained and a planning meeting is
held. This should take place within three days of enrollment,
whenever possible. Ifitis likely that there will be a significant
delay, individual tutoring should be set up.(Note: Each day that



THE "RED FLAG" MEETING

. Participants are introduced.

. The facilitator states the purpose of the meeting-to develop a
plan for the student.

. Pertinent information about the student is shared with all team
members, based on a summary of records received, and direct
reports from team members, and the student. The focus of the
discussion is to identify strategies that have been effective and
approaches that are not likely to be effective.

. The current IEP is reviewed and summarized.

. The team develops a plan, based on the student's identified
needs and consideration of the current IEP. If the plan requires
changes to the IEP, those changes are written. If there is no IEP
for a student who is eligible for special education, this team
writes the plan as the new IEP.

. The team decides the school start date, transportation plans,
plans for communicating with school staff that are not at the
meeting, ongoing communication with other team members, as
needed and sets the date for any follow up meetings, if needed.

. If the team made changes to the current IEP or placement, the
special education case manager completes a Special Education
Action form.

. The meeting is adjourned.



Evaluation Planning

Concern raised Evaluation is Threeyear
aboutdisability requested re-evaluation is
comingdue

Notice of Meeting for Evaluation Planning
IS sent tgparent

File Review
form completed

Evaluation Planning Team meets
(at least 2 school staff aq@rent)

Team review of available information from:

File Review, Parent Input, Other

Team determines Teamdetermines
evaluation is needed evaluationis not needed
Complete Document
- Consent for Evaluatioform - Team decision not to evaluate on
- Obtain writtenconsent Written Agreement _between the

Parent and thBistrict




Parkrose School District « 10636 NE Prescott Street «  Portland, Oregon 97220-2699

Referral for Special Education

Student's Name Bir'?r‘?ﬁsate —

School Grade ———————————
Parent/Guatdian. Name. .and Address: - rade

Student ID #

Home Phone

IReferring Person Phone

1. Check the specific area of concern. Next to each area of concern is listed the work samples,
information or evidence that will help the Special Education Team plan an evaluation. Please provide
the team with this information. You may attach work samples or a summary of specific skills in each

area that is a concern.
O Cognitive development/mental abilities- standardized test scores, description of student's skills, rate of learning

O Reading -fluency rate, unit tests, comprehension work samples, achievement test scores

O written Language- examples of composition (best, worst, typical), dictation, copying (near and far), spelling

O Math-work samples, achievement tests, fact fluency rates

O Communication- description of the speech or language problem (receptive or expressive)

O cClassroom Performance -grades in areas of concern, tests, work samples, rate of work completion

O study Skills- description of organizational skills, grades, use of texts

O Social Behavior- behavioral referrals, anecdotal history, observations

O Motor Skills -description of skill level in PE or gross motor skills, writing sample or description of fine motor skills
O Hearing

O vision

O self-Help Skills-description of dressing, eating, toileting skills

O other

2. Review the student's records for pertinent information:
Previous educational history in area of concern

Previous report card(s)

Group achievement tests
Attendance/Health

Primary language

3. Describe any interventions used to try to remediate the problem (required)

Date parent was notified of this referral: Building Administrator Signature
Copy to: Due Process File, Working File, Parent Revised 05/12/03 Page




TAG



Talented And Gifted

Educational services for students identified as talented and gifted
(TAG) are part of the continuum of services provided for all students
in the district. The goal of educational services for students

identified as TAG is to challenge, enrich and accelerate each
student, as well as encourage self-development. Therefore,

students who are talented and gifted will be identified and provided a
standards-based, qualitatively differentiated program.

The building TAG Coordinator oversees identification of TAG
students, development of individual TAG education plans and
provides support and resources to staff to further develop their skills
in working with TAG students. The nomination/referral process for
identifying a student as talented and gifted is open to students at all
grade levels throughout the school year. All children are eligible for
nomination, regardless of socio-economic, linguistic or ethnic
background and/or disabilities. All referrals from parents, teachers,
administrators or students are considered in the first step of the
identification process. In addition, the district screens all students in
th grade by administering a nonverbal cognitive assessment.
Parents must grant consent prior to administration of this test.

Each student identified as Talented and Gifted will have an
individually-designed TAG Education plan. This plan is developed
with the involvement of the student's teachers, parents, the student
and with consultation from the TAG Coordinator. The plan is based
on the student's interests and strengths. It addresses
accommodations for rate and level of learning and delineates the
responsibilities of the school, the parent and student in carrying out
the plan. Parents receive a copy of the plan at parent conferences
and the plan is updated annually.



FORMS



Parkrose Middle School
Field Trip Checklist

Date:

To be approved by Principaltwo weeks prior to trip

1. Teacher requestingfield trip

2. Date of field trip

3. Specific destination (address and phone number)

4. Departure and return time

5. Classes involved

6. Form of transportation

7. Funding of field trip

8. Cost to student

9. Nurse medication and training

10.Notified cafeteria

11. Provision for meals

12.Principal's Secretary

Date

13.Principal's signature Date

Checklist to be completed prior to field trip:

Substitute or teacher coverage arranged
Bus and chaperone arrangements made
List of students going on filed trip turned in to office (two days prior to trip)
Arrangements made for students NOT going on the trip
All signed permission slips turned in
Copy of all pertinent field trip information turned into office
- — — Arrangements made for students requiring medication
Arrangements made for students not bringing lunch
Arrangements made with the kitchen three weeks prior for requested lunches
Student medications checked with nurse




Request forTransportation
TransportatiorDept. 503.408.2129

P arkrose Date received by Transportation o
School District

Please call or e-mail for availability. All requissmust be received at least one week prior tattipe

Schoot————————————— Today's Date

Date of Trip Destination

or Drop & Pickup.

Isthebusto: Stay

Address

Itinerary (if more than one destination)

Teacher(s)— — — — — — — — — — — — — Phone; Grade or Dept. Loading Po

Total
Number of passengers: SJ[U(jents—ﬁdults

Special needs accommodations? Explain:. Type oftrip

1. Time to leave schoal

3.Time to leave destinatiofAr —— — — — — — — — —

2.Time to arrive adestination 4.Time 1o arrive back to school -

.................................. 000000 i Principal's Signature R L
For Transportation:
Driver Busnumber
Odometereadings: Start of trip End aip Total miles
Odometer readings: Start of trip Enduap Total miles

Driver start time (15 min. prior to P/U time if alrdy on the clock degi hr Qra%lifr%%c&iﬂg in for trip)

Driver end time (includes cleaning bus/clocking)out

Trip comments.

Driver's Signaturem—————— — —— — — — — — — — — —
White copy-Driver Canary copy-Dispatcher Pink copy-Teacherconfirmation



White- Human Resources
L YellowAccounts Payable
Parkrose School District NG. Pink- Staff Member

| 0636 N.EPrescott
Portland, Oregor®7220
(503) 408-2100

CERTIFIED WORKSHOP FORM
: Or  Purchase Order
Reimbursement_ ____ oo o e

Name Building- Position
PEID Number Workshop
Workshop Date(s), Location., Substitute

Confirmation Number

Have you pre-registered? YES NO

H E%W%?%%ién%‘ﬁ%%%%@%'}k must be attacheth wame of course, cost and companies name, aldreiphone.

H E%%@egf ’ng‘?srt%'ﬁ‘ﬁ%”%ﬁé%érk ar@riginalreceipts are completed and attached to be sentpaigment. YES NO

———————————————— Date ___ Staff Sigr
Budget CodgdMandatory)for Registration, Mileage, Meals, Lodging, etc. Substitute Required? YES NONu
Note: Substitute costs will be deducted from begdefore reimbursemeicheck is cut. BUDGET CODE MUST
BEWRITTENON SUBSTITUTE TIMESHEET.

Approved, ,Denied,
Principal/Supervisor Date
School Secretary Date
Workshop Committee ae

r--W//N/ 6" E/AFIKING <V LI L HLP.WL L MWITHY. S G HL Y-S SR D Y, $) e O T 1L NTIARIAB LAY NI LIS RIAT XN, 22 HL LS, AL <2 HIHHIT 2N 2,

or JéiH?b vag%gﬁogﬁr%/&r 88% Sr;]ge %quyv&y(;pggg/ Fﬁ)(%l gllled out anreded travel form and had it board approved’? Regt&in t

=NLC-TH 2,0 QLN IPT. ="/ 4, 1] ;0> WLi.=".U/"™..0 /4'0-0.<"/10.,.MO,. 5. TUSVIH-CH > - 1> AL i UTAS QL H- SN L UL HLSVILT8IAO % VL. .= A= - UATB, "W, [K/PIARIA'L.

Workshop/SeminaRegistration Fee ¥ Budget Code
Mileage Milesx_____ cents _$ Budget Code
. $
Lodging Budget Code
Substitute Salary ,daysat$ $. Budget Code.
Human Resource Director'sSignature
Date

Business Services Director Date



White — Human Resources
. Yellow- Acoounts Payable
Parkrose School District N@ Pink-SlaffMember

10636 N.E.Prescott
Portland, Oregon97220
(503) 408-2100

CERTIFIEDTUITION FORM

Reimbursement or Voucher

If you are requesting a payment voucher, tbisnfwill be signed by the HumarResource
Departmentwith an amount payable to the College and returnegot. It is your responsibilityto

turn this form into thdReqistrar'office at theCollege.

Name P EID Number

Building Session: 20,  Summer 20

CourseNo. CourseTitle Credit Hrs College
@adger

You must attach a copy of your ]gegist_ration forncatalog description with the course title, crédiurs
offered, and cosbf thecourse. If this is for reimbursement, you will need proof afment and yougrade.

REIMBURSEMENT REQUESTED: PAYMENT VOUCHER REQUESTED:
TO: T
O:
AMOUNT REQUESTED: AMOUNT REQUESTED:
APPROVE. DENY VOUCHER REIMBURSEMENT
Human Resourc®irector'sSignature Date
Balance Forward: BalanceForward:

Authorized Reimbursemerntt Authorized Voucher

PaymentBalance: Balance:

Budget Code: BudgetCode:



BusinessServicedirector'sSignature ate



Parkrose

School District

10636NE PrescottSt.

Portland,

REPORTOF ACCIDENT

OR97220-2699

Complete in triplicate. Pleasesend
two copies, original and second

88%&% tot}eacci q e$rﬂper|ntendent S Office

Name

#3

Date:

School:

Age

Address

Phone

Parent'sName

Time Parent Notified.

Grad ¢. .Hou r of Acciden t

Dateof Acciden t.

Nature of injury

Where did accident occur?

Cause and brief details of accident (use other side

Attention given to injury

necessary)

Probable 1 ength of absence from school

Witnesses

Report made by

Date noted

Superintendent

6/87




PARKROSE SCHOOL DISTRICT CONFIDENTIAL
CHILD ABUSE/NEGLECT REFERRAL

Person initiating this referral must complete Section 1.

Submit report to principal for signature and required distribution.

ALLEGED VICTIM: Interpreter needed? Yes No Disability:

FIRST M

NAMES, AGES/BIRTHDATES OF OTHER CHILDREN IN THE HOME {If known).

PARENT/GUARDIAN __ LAST NAME

NAME OF ALLEGED ABUSER :

Relationship to alleged victim:

INFORMATION GATHERED: Be as detailed and factual as possible without soliciting further information. Include what was said
regarding Where, When, people involved, people reporting and relationship to victim. Note type of abuse (physical, sexual, emotional

neglect) and indicators (use revere side to continue):

PRINTED NAME

INFORMATION GATHERED BY ____

SIGNATURE DATE TIME
Responsibility of DHS or
{Indicate which agency, recording conversation on reverse side.)

State Department of Human Services (DHS) Involvement;

Date — — — — ———___ Time! - —————————
Name of contact at DHS
ActiontakenbyDHS—— — - - ——( — —( — — — — — — — — — — — — — —  —— — — —
law Enforcement Agencinvolvement:

Time:

Officers name;
Child taken Into protective custody: Yes

Person who made call: ___  ggNATURE

PRINCIPAL SIGNATURE
**¥**DO NOT FILE IN CHILD'S SCHOOL RECORD*****

FADISTRICT OFFJCE\Forms\Thig That\Abuse_Reporting_Form.doc Revised: September 2000

DATE

DATE



PARKROSE SCHOOL DISTRICT
CONFIDENTIAL CHILD ABUSE/NEGLECT REFERRAL

INFORMATION GATHERED (cont'd.)

NOTES OF REPORTING CONVERSATION (cont'd.)



Parkrose School District #3 LEAVE REQUEST

Leaves requested are granted according to Collective Bargaining Agreements.

Check One: (O CERTIFIED () CLASSIFIED () ADMINISTRATIVE SUPPORT () ADMINISTRATIVE

Employee. Na!.n((gcation PEID#
Substitute Required: ONnOo OYEs

CERTIFIED STAFE CLASSIFIED STAFF

Writing before using this leave) Writing before using this leave)

Date(s) Requested : thru

(hours requested).

My request does not exceed the negotiated hours stated in the applicable agreement or contract.

Employee Signature 0 HR Director's Signature
0 AP
o Approved: proved: supervi
; 0 sor's
Denied De Signatu

nied: re



Date

Date

Date

Reason:;




LIBRARY PROCEDURES



Staff Library Procedures
For ALL (New and Experiencedytaff OR SUB FILE

Document Cameras

Each staff member who needs one, will get a doc foartheir classroom. The daam
will be checked out to you at the beginning of ylear. You are responsible fkeeping
it clean and in good repair. If you have problemith this item, feel free to call me at
x2927 or call the tech Help desk. Do NOT détidentsuse thisequipment unless
supervisediy vou.

LCD Projectors

LCD projectors are provided for almost every stamber in the building. If yoare
unsure how to use the equipment, please ask malldhe HELP desk in thi&ech
department. Please do not leave the projectooiomére than 15 minutes if not urse.
The bulbs for these projectors arc expensive botilshlast several years with goodre.
If your bulb burns out, please call me at x2927Thertech dept. Helpesk.

PLEASE CLEAN THEFILTERAT LEAST ONCE PERMONTH

If you do not know how to clean the filter, pledseme know and | will show you. |
recommend you set up a reminder on your calendgahi®task. | will alsgeriodically
remind you by email. Thankou.

Library checkout

Please dog NOT remove books or any other materiafs the library withouthecking
them out. Each staff member will have an accoarhé library systemlf 1 am notin
the library, please write thébarcode#and item title and your name on tlierary
checkout sheet on my office door or email me tmesinfo.

You are responsible for items checked out fromliirary in your name. If theems
are lost or damaged by you or a student, you aoresible for payment of that iteno
not let students remove library items from yoursstaom. If a student needs to use
library material in your care, come to the libravith the student and we will check the
item out to the student and you will no longer ésponsible foit.

Studentbook checkout
You may send students to the library, with a passtheir ID card, durinddomeroom

to check out books. Please do not send more tharsfudents at a time. Othimes
during the day, please call me at x 2927, to be there are not classes in theary.



Videos, DVD's. Tape Recorders, cameras,. Kindlcs

Please check out all of the above with the library statiey are kept in the roommehindthe library office.
There is usually someone available to help you. There wilba@anyone in the library Wednesdays or Friday
afternoons.If | am notavailable, writeyour namethe item's barcode#nd anyotherinfo on
the checkout sheeain thelibrary office door,next to the bigcrossword puzzle.

VCR/DVD and ET Cart& Mobile Lab Sign-up

These carts arc kept in the back room of the libraryssnigherwise noted?leaseschedule their use with me by
phone, email, or in person. | keep a calendar of wtergare at all times. All students_under 16 are not allowed
to move the carts. Be sure rieturnthe carts by 3:30 each day. If you use the laptop labaselplug them in to
recharge wheryou return them.t is imperativethat the carts are available for other stafe

when needed the next morning. These arc on a first comedinst basis. If yoshange

your plans and do not need the cart, please come in,lentll and let me knowlf you are having difficulty

with any equipment, please call the library at x292@. notlet students experiment with repairing aofthe

equipment.
The TV/DVD carts are available on a first come fsstve basis each day. Justrretknow when you have

one.

Use of thelibrar

If you would like to use the library during school hours research or afteschool,

please let me know either in person, by phone or byieand | will try to accommodatgou. We can pull
materials from our shelves and have them ready for yourrolse@he calendar for the library is on my

computer. The library is also on a first come fgstvebasis. The library will be closed to students and staff one
day per month so that weay process books, paperwork, cataloguing etc. The librarymayal closed altay
Wednesdaynd Friday afternoons. If the library is unavailable whenwah to bring your students, we can
accommodate you by checking out a cartful of books oriapie you need.

The Book Fair will be during conferences in October. Théans the library will be closed that week &dir
meetings and classes. Please make alteamea@gements. Thanks!

My goal at Parkrose Middle School library is to assigtlents and staff witinedianeeds in a positive and
courteous manner. Please let me know if my TAarentvolunteers or | can help you in amy.

Many thanks as always for your continuipgtienceClaire Peterson



Parkrose School District 3

Nondiscrimination

The district shall promote nondiscrimination andeanironment free of harassment based on an
individual's race, color, religion, sex, sexualewriation, national origin, marital status, age or
disability, because of the race, color, religicex,ssexual orientation, national origin, marital
status, age or disability of any other persons witlom the individual associates.

In keeping with requirements of federal and stave the district strives to remove any vestige
of discrimination in employment, assignment andpsbon of personnel; in educational
opportunities and services offered students; idesitiassignment to schools and classes; in
student discipline; in location and use of fa@i in educational offerings and materials; and in
accommodating the public at public meetings.

The Board encourages staff to improve human relatwathin the schools and to establish
channels through which citizens can communicatie toecerns to the administration and the
Board.

The superintendent shall appoint and make knowimttigeiduals to contact on issues
concerning the Americans with Disabilities Act &3D and Americans with Disabilities Act
Amendments Act of 2008 (ADA), Section 504 of théhRlailitation Act of 1973, Title VI, Title
VII, Title IX and other civil rights or discriminain issues The Board will adopt and the
district will publish grievance procedures proviglifor prompt and equitable resolution of
student and employee complaints.

Federal civil rights laws prohibit discriminatiogainst an individual because he/she has
opposed any discrimination act or practice or beedhat person has filed a charge, testified,
assisted or participated in an investigation, pedagy or hearing. ADA further prohibits anyone
from coercing, intimidating, threatening or inteffigy with an individual for exercising the
rights guaranteed under the Act.

END OF POLICY



lsexual orientation” means an individual's actuaperceived heterosexuality, homosexuality, bisétsuar
gender identity, regardless of whether the indigldis gender identity, appearance, expression leaher
differs from that traditionally associated with tinelividuals’s sex at birth.

“Districts are reminded that the district is reqdite notify

students and employees of the name, office addrass
telephone number of the employee or employees afgubi

Legal Reference(s):

ORS 174.100

ORS 192.630
ORS 326.051(1)(e)
ORS 342.934(3)
ORS 659.150
ORS 659.805
ORS 659.815
ORS 659.850
ORS 659.865
ORS 659.870
ORS 659A.003
ORS 659A.006
ORS 659A.009
ORS 659A.029
ORS 659A.030
ORS 659A.043
ORS 659A.103

ORS 659A.109



ORS 659A.112 - 659A.139
ORS 659A.142
ORS 659A.145
ORS 659A.233
ORS 659A.236
ORS 659A.309
ORS 659A.321
ORS 659A.409
OAR 581-015-0054
OAR 581-021-0044
OAR 581-021-0045
OAR 581-021-0046
OAR 581-021-0049
OAR 581-022-1140

OAR 839-003-0000

Age Discrimination Act of 1975, 42 U.S.C. §8 610108 (2006).
Age Discrimination in Employment Act of 1967, 293JC. §8§ 621-634 (2006); 29 C.F.R Part 1626 (2006).

Americans with Disabilities Act of 1990, 42 U.S&8 12101-12213; 29 C.F.R. Part 1630 (2006); 28RC.F.
Part 35 (2006).

Equal Pay Act of 1963, 29 U.S.C. § 206(d) (2006).
Rehabilitation Act of 1973, 29 U.S.C. 88§ 503, 7923-794 (2006).

Title IX of the Education Amendments of 1972, 2@ELC. 8§88 1681-1683 (2006); Nondiscrimination on the
Basis of Sex in Education Programs or Activities&teing Federal Financial Assistance, 34 C.F.Rt Pa6
(2006).

Title VI of the Civil Rights Act of 1964, 42 U.S.@.2000d (2006).

Title VIl of the Civil Rights Act of 1964, 42 U.S.@ 2000e (2006).

Wygant v. Jackson Bd. of Educ., 476 U.S. 267 (1989)

Americans with Disabilities Act Amendments Act &f0B.

The Vietnam Era Veterans’ Readjustment AssistarateofA1974, as amended, 38 U.S.C. § 4212.
Title Il of the Genetic Information Nondiscriminati Act of 2008.

R9/23/



Parkrose School District 3

DISCRIMINATION COMPLAINT/GRIEVANCE PROCEDURE

Complaints regarding the interpretation or applacatf the district’s nondiscrimination policy
shall be processed in accordance with the follovpiragedures:

Informal Procedure

Any person who feels that he/she has been disaieiihagainst should discuss the matter with
the building principal or supervisor, who shalkumn investigate the complaint and respond to
the complainant within five school days. If thispense is not acceptable to the complainant,
he/she may initiate formal procedures.

If the building principal or supervisor is the sedyj of the complaint, the individual may file a
complaint directly with the superintendent. If $igerintendent is the subject of the complaint,
the complaint may be filed with the Board chairman.

Formal Procedure



Step I: A written complaint must be filed with theilding principal or supervisor within five
school days of receipt of the response to the in&icomplaint. The building
principal shall further investigate, decide the itsesf the complaint and determine

the action to be taken, if any, and reply, in wgtito the complainant within 10
school days.

Step II: If the complainant wishes to appeal theisien of the principal, he/she may submit a
written appeal to the superintendent within fiveea days after receipt of the
building principal’s response to the complaint. Buperintendent shall meet with
all parties involved, as necessary, make a dec@iohrespond, in writing, to the
complainant within 10 school days.

Step IlII: If the complainant is not satisfied witie decision of the superintendent, a written
appeal may be filed with the Board within five sohdays of receipt of the
superintendent’s response to Step Il. In an attempsolve the complaint, the
Board shall meet with the concerned parties and tbpresentative at the next
regular or special Board meeting. A copy of the lsadecision shall be sent to the
complainant within 10 days of this meeting.

If the complainant is not satisfied after exhawgtocal complaint procedures, or 90 days,
whichever occurs first, he/she may appeal in wgitmthe Superintendent of Public Instruction.

AC-AR - Discrimination Complaint Procedure 1-2



Discrimination Complaint Form

Name of Person Filing Complaint Date School or Activity
Student/Parent  Employee Neemployee (job applicant)
Type of discrimination: Race |&@o Religion

Sex National Origin Disability

Marital Status Age

Specific complaint: (Please provide detailed infation including names, dates, places,
activities and results of informal discussion.)



Remedy requested:

The complaint form should be mailed or taken tolibiéding principal. Direct complaints
related to educational programs and services mayduke to the U.S. Department of Education,
Office for Civil Rights. Direct complaints relatéd employment may be filed with the Oregon
Bureau of Labor and Industries, Civil Rights Diaisj or the U.S. Department of Labor, Equal
Employment Opportunities Commission.



Parkrose School District 3

Hazing/HarassmentIntimidation/Menacing/Bullying/Cyberbullying/ Teen Dating
Violence Complaint Procedures — StudenfVersion 2)

Administrator(s) have responsibility for investiigaas concerning hazing, harassment, intimidation o
bullying, menacing, acts of cyberbullying and ireits of teen dating violence. The investigatorisilde a
neutral party having had no involvement in the claimp presented

All complaints will be investigated in accordancehathe following procedures:

Step 1: Any hazing, harassment, intimidation or bullyinggnacing, acts of cyberbullying and incidents of
teen dating violence information (complaints, rumatc.) shall be presented to the Administratom@laints
against the principal shall be filed with the supiendent. Complaints against the superintendeait bk filed
with the Board chair. All such information will beduced to writing and will include the specifidur@ of the
offense and corresponding dates.

Step 2:The district official receiving the complaint shplomptly investigate. Parents will be notifiedtioé
nature of any complaint involving their studenteTdistrict official will arrange such meetings aayne
necessary with all concerned parties within fivekirng days after receipt of the information or cdamt.
The parties will have an opportunity to submit evide and a list of witnesses. All findings relaiethe
complaint will be reduced to writing. The distr@ficial(s) conducting the investigation shall rigtihe
complainant and parents as appropriate, in writivitgen the investigation is concluded and a decision
regarding disciplinary action, as warranted, iedetned.

A copy of the notification letter or the date aretails of notification to the complainamndgether with any
other documentation related to the incident, inicigdlisciplinary action taken or recommended, shall
forwarded to the superintendent.

Step 3 If the complainant is not satisfied with the déemisat Step 2, he/she may submit a written apgeal t
the superintendent or designee. Such appeal mdsgetevithin 10 working days after receipt of tBéep 2
decision. The superintendent or designee will gr@asuch meetings with the complainant and othectt
parties as deemed necessary to discuss the appeauperintendent or designee shall provide demrit
decision to the complainant’s appeal within 10 vigkdays.



Hazing/Harassment/Intimidation/Menacing/Bullyingl&ybullying/ Teen
Dating Violence Complaint Procedures — StudentGRHAR 2-3



Step 4:1f the complainant is not satisfied with the deisat Step 3, a written appeal may be filed with th
Board. Such appeal must be filed within 10 workilays after receipt of the Step 3 decision. The @ashall,
within 20 working days, conduct a hearing at wHiafe the complainant shall be given an opportutaty
present the complaint. The Board shall provide itewr decision to the complainant within 10 workicays
following completion of the hearing. Direct comipls related to educational programs and servicesme
made to the U.S. Department of Education, OfficeCfivil Rights.

Documentation related to the incident may be maiethas a part of the student’s education records.
Additionally, a copy of all hazing, harassmentimitation or bullying, menacing, acts of cyberbirty and
incidents of teen dating violence complaints ancusieentation will be maintained as a confidenti ifn the
district office for up to two years.
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Hazing/Harassment/Intimidation/Menacing/Bullyingk&ybullying/ Teen
Dating Violence Complaint Procedures — StudentGRHAR 3-3

Hazing/Harassment/Intimidation/Menacing/
Bullying/Cyberbullying/Teen Dating Violence

Complaint Form



Name of complainant:

Position of complainant:

Name of alleged offender:

Date(s) and place of offense (s):

Description of offense:

Name of witnesses (if
any)

Evidence of offense, i.e., letters, photos, etttath evidence if possible):

Any other Information:

| agree that all of the information on this formaiscurate and true to the best of my knowledge.

Signature of complainant:

Today's date:




Hazing/Harassment/Intimidation/Menacing/Bullyinghgybullying/

Teen Dating Violence Complaint Procedures — StudEQiF-AR

Continuous Nondiscrimination Notice

It is the policy of the Parkrose Board of Education and Parkrose School District that
there will be no discrimination or harassment on the grounds of race, color, sex,
marital status, sexual orientation, religion, national origin, age or disability in any
educational programs, activities or employment . Parkrose School District provides
equal access to the Boy Scouts and other designated youth groups.

Persons having questions about equal opportunity and nondiscrimination (Title II,
Title IX and Section 504) should contact the Director of Student Services at the
Parkrose District Office, 10636 NE Prescott, Portland OR, 97220, Phone 503/408-
2118 or by e-mail: Kathy keimrob@parkrose.k12.or.us












