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Address: 

500 Pine Street 

Leavenworth, WA 98826 

www.cascadesd.org 

 

 

Phone Number: 

509-548-5839 

 

 

Fax: 

509-548-6856 

 

 

Principal  

Dr. Kenny Renner-Singer 

ksinger@cascadesd.org 

 

Secretary, Sonia Davenport 

sdavenport@cascadesd.org 

 

Secretary, Miriam Rodriguez 

mrodriguez@cascadesd.org 
 

  

 
NONDISCRIMINATION/TITLE IX  

Cascade School District complies with all federal and state rules and regulations and does not 

discriminate on the basis of race, religion, creed, color, national origin, age, honorably-discharged 

veteran or military status, sex, sexual orientation including gender expression or identity, marital 

status, the presence of any sensory, mental, or physical disability, or the use of a trained guide dog 

or service animal by a person with a disability in its programs and activities and provides equal 

access to the Boy Scouts and other designated youth groups. Inquiries regarding compliance 

and/or grievance procedures may be directed to the school district’s Title IX and Civil Rights 

Coordinator, Elia Ala’ilima-Daley at 509-548-5277, edaley@cascadesd.org, Cascade High School, 

10190 Chumstick Hwy. Leavenworth, WA 98826, or Special Education Director and Section 504 

/ADA Coordinator, Brett Johnson at 509-548-4042, bjohnson@cascadesd.org, 330 Evans St. 

Leavenworth, WA 98826 
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Dear Alpine Lakes Elementary School Students and Families, 

 

Welcome to the 2019-2020 school year!  In this handbook, you will find 

information regarding policies and procedures that help ensure that 

Alpine Lakes is a safe and productive environment for learning. 

 

The purpose of this handbook is to familiarize you with our guidelines 

and procedures that reflect current research on promoting a school 

environment where children can thrive.  We know that high-level learning 

occurs best in an environment where school personnel, regardless of their 

role, understand that they are teachers responsible for all children and 

where each member of the school community feels safe and respected.  

We know that safety and respect grow when expectations and procedures 

are clear and consistently reinforced.  

 

Creating and maintaining a quality-learning environment involves 

everyone – parents, students, teachers, support staff, and community 

members.  We are very proud of our commitment to quality teaching and 

learning and the support shown by all those in our school family.  They 

are essential ingredients in our school’s success. 

 

If you have questions, please let us know.  We welcome any feedback 

regarding this handbook and about any aspect of our school. 

 

We are looking forward to another terrific year! 

 

The Staff of Alpine Lakes Elementary 
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ABOUT OUR SCHOOL 

 

Alpine Lakes is an inviting school where exceptional teachers and devoted parents 

work collaboratively to nurture children’s development. Our school family includes 

a highly qualified certificated and classified staff and 300 delightful youngsters in 

grades three through five. Our parents, who are an integral part of what we do here, 

are enthusiastically involved. 

 

Academic achievement is emphasized and assessment results verify that our students 

are making remarkable progress. Their accomplishments stem from a solid 

academic program that is enriched with classes in Music, Library-Media, Physical 

Education, Life Skills, and Technology. Support programs include Accelerated 

Reader, Title 1 and LAP Reading and Math, English Language Acquisition, an 

Enrichment Program, and Special Education. 

 

At Alpine Lakes, children feel valued and work hard to meet goals set by their 

teachers and parents. A spirit of pride and accomplishment prevails. 

 

 

 

 

OUR MISSION & VISION… 

 

The mission of Alpine Lakes Elementary School is Continuous Student 

Development. Through our commitment to continue developing Character, 

Scholarship, and Determination.  
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Staff 

 

Principal                                                                                                                               

Kenny Renner-Singer, Ed.D  

ksinger@cascadesd.org 

 

Secretaries 

Sonia Davenport 

sdavenport@cascadesd.org 

Miriam Rodriguez 

mrodriguez@cascadesd.org  

 

Counselor 

Becky Wilkinson 

rwilkinson@cascadesd.org 

 

School Resource Officer 

Michael Morrison 

mmorrison@cascadesd.org 

  

Teachers

Jenelle Allen   3
rd

 Grade  

Katie Gomez   3
rd

 Grade 

Angie Hill   3
rd

 Grade 

Bianey Oyos-Hernandez  3
rd

 Grade 

 

Dina Ascraft  5
th

 Grade 

Wendi Merriman 5
th

 Grade 

Terry Muscutt  5
th

 Grade   

Andrea Nilles  5
th

 Grade 

 

Lisa Gilbert  4
th

 Grade 

Mark Hassinger  4
th

 Grade  

Niki Northrup  4
th

 Grade 

Shelley Vandel  4
th

 Grade 

 

Madeline Praye   Special Education 

Jessica Bengston  Special Education 

Cathy Merrill  Music 

Flor West  ELL 

Paula West  Physical Education

Para-Educators 

Jolene Almeida   Special Education 

Melissa Dickinson  Special Education 

Heidi Paul   Special Education 

Morgen Thompson                     Special Education 

Abde Elshafei   Special Education 

Kathryn Praye               Librarian 

Laura Gonsalves  Title I 

Lori Wylie   Title I  

Tara Tucker   Title I/Computer Technology   

 

Support Staff 

Debbie Guy-Ells Custodian     Bre Head  Cook 

Dylan Morrison  Custodian    Terri Schons  Speech Assistant 

Stephanie Astell  Physical Therapist   Shelly Zehm  School Nurse 

Megan Christie  Speech Pathologist    Kesha Milne  School Nurse 

Tyler Cox  Psychologist     Kenny Baumann Grounds 

Sylvia Dronen  Food Service Cashier    
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General Information 
 
Attendance 

Washington State law mandates daily school attendance.  While regular attendance is a responsibility of 

students and parents, the attendance law places a legal obligation on school authorities with regard to 

attendance.  In meeting this obligation, the following attendance rules have been adopted: 

 

                                                                                 Excused: 

 Unplanned absences are excused when your child’s personal illness or injury, or the illness, injury 

or death of a family member, prevents your child from attending school, and you notify the school 

within 48 hours of the absence. The school may require a note from your child’s doctor if your 

child is absent due to illness or injury for an excessive number of days before excusing those 

absences.  

 Planned absences are excused when you submit a request to the principal or assistant principal at 

least three school days before the start of the planned absence, usually for a doctor or dentist 

appointment, or religious holiday, or educational trip, or other special one-time event. We 

encourage you to schedule your child’s doctor and dental appointments outside of school hours.  If 

this is not possible, we ask that you please come to the main office first to sign your child out.  The 

school may require your child to complete missed assignments and/or make other academic 

assignments for extended excused planned absences.  

 Absences due to short-term discipline of your child are excused on District attendance records.  

 

       Unexcused: 

All other absences are considered unexcused, including absences caused by the student or parent 

oversleeping, student missing the bus, transportation problems, student needed for babysitting, student job 

requirements, religious instruction, student on wait list for another school, etc.  

 Absences by long-term suspended and expelled students for whom space is available in a reentry 

program, but who do not enroll and attend, are unexcused.  

 A parent’s request to “excuse my child’s absence” without a stated reason or with a reason that does 

not meet the above criteria for excused absences will cause the child’s absence to be recorded as 

unexcused.  

 Family vacations must be approved by Administration and teachers using school-planned absence 

form. 

The Compulsory Attendance law requires that school districts file petitions with the Juvenile Court for all 

students who have seven (7) or more unexcused absences in a month or ten (10) or more unexcused 

absences in a school year. Truancy petitions usually are filed on secondary students, but may be filed on 

parents of elementary students or if the school believes, the parent is causing their child’s absences or 

condoning them. The petition asks that the court compel the student to attend school or compel the parent 

to ensure that the student attends school.  

If you would like more information regarding Washington State’s Attendance policy (Becca Bill) 

please go to the link below or on our website. 

www.k12.wa.us/gate/truancy 

 

 

 

http://www.k12.wa.us/gate/truancy
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Family and Student Access 
Need to update your phone numbers, mailing addresses, pay for food service, and be the first to receive 

emails from the school?  Create your free on-line account with Family and Student Access.  Family and 

Student Access is an on-line program that allows students and guardians to view and, in some cases, edit 

student/family information.  Parents and guardians use Family Access, and students use Student 

Access.  These programs allow students and parents to play a more involved role in the student’s education 

and improve communication with the school(s).  You first must have a Login ID and password.  Students 

are issued these while at school.  Parents and guardians’ logins and passwords can be obtained from the 

student’s school office.  These are generated the minute a student enrolls in a school. The portal for family 

access is located on the front of the school website, on the right side under “Quick Links” and “Family 

Access”.  Once logged in, a parent can view food service balances and make payments online, read 

messages from teachers and/or administrators, view attendance, grades, teacher/class schedules, make 

payments for athletics and ASB cards, update student and family contact information, and many other 

things.   

 
Building Hours, Drop off & Pick up, Early Dismissals & Late Starts 
Students must be dropped off no earlier than 7:45 am when our front doors are open and breakfast is 

served. The bell rings at 8:05 am and classes begin at 8:15 am.  Teachers are often busy with lesson 

preparation, meetings, etc. before school.  For this reason, hallway doors will open at 8:05. When dropping 

your child off at school, please enter from the East entry to Alpine Lakes Elementary School from Pine 

Street and exit through the west end of this parking area back onto Pine Street.  Remember to obey all 

traffic signs and directions for drop off and pick-up.  Please note that students should not arrive at school 

before 7:45 a.m., as there is no supervision available until that time.   

 

On Late Start days, students should not arrive at school before 9:30 am, as there is no supervision available.  

Breakfast will be served at 9:30 am and classrooms will open at 9:45 with school beginning at 10:00 am. 

 

Classes dismiss at 2:45 pm.  If you are picking up your child (must be done by 3 pm), please remember the 

one directional traffic flow in front of Alpine Lakes (enter East end off of Pine St and exit to Pine St on 

West end exit).  Busses ONLY enter from Titus Rd to Alpine Lakes Elementary.  We ask that all students 

and parents use designated crosswalks.  On early release days, school will be dismissed at 11:50.  The 

Alpine Lakes web page has all of this information on it, including a 2019-2020 student calendar that lists all 

late starts, early releases, etc. 

 

 

Transportation 
Student safety to and from school is of the utmost importance.  Students are expected to follow “Alpine 

Lakes’ S.O.A.R to Success” on the bus, and while waiting in line for the bus.  Students who consistently 

choose not to follow transportation guidelines may be subject to progressive discipline and even lose bus-

riding privileges.   
 

Bus Regulations 
1. The driver is in full charge of the bus and students.  Students must obey the driver promptly 

and willingly at all times. 

2. Students riding home on a bus other than the one to which they have been assigned (going 

home with a friend, etc.) must notify the office in writing.  

3. Students shall ride their regularly assigned buses at all times, unless permission has been 

granted by school authorities in the event of emergencies. 

4. Students are not allowed to get off the buses anywhere other than their designated pick-up and 

delivery locations. Any change in pick-up/delivery from the routing will require parent 

transportation. 
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5. Outside of ordinary conversation, classroom conduct must be observed. 

6. No student shall at any time extend his/her head, hands, or arms out of the windows, whether 

the school bus is in motion or standing still. 

7. Students are to remain seated while the bus is in motion and are not to get on or off the bus 

until it has come to a complete stop. 

8. Continuous student misconduct on a school bus will be sufficient reason to discontinue 

providing bus transportation to those students involved. 

9. Parents of students damaging school buses will be held responsible for proper reimbursement 

to the school district. 

10. No eating on buses – No sharing food.   

 

Change of Address/Phone #’s 
It is vital that your student’s school knows where you can be reached during the day.  Please be sure that the 

office has accurate information such as phone numbers for home and work as well as an emergency contact 

person and his or her phone number(s).  If you change your address, phone numbers (work, cell, home), 

email(s), please contact the office immediately. 

 

Class Placement 
Class lists for the following year are formed in the spring.  Placement decisions are based on many factors 

including student learning style, teaching style, student group dynamics, and enrollment.  A staff team that 

includes the principal, teachers at your child’s current grade level, and pertinent specialists, prepares class 

lists. The team’s goal is to create classes that are balanced with respect to gender, instructional levels, 

behavior challenges, and special needs. Transfers to another classroom will not be made once class 

placement has been assigned.  

 

Parent-Teacher Conferences 
Communication is an essential part of the educational program.  We feel it is important for parents to keep 

in close contact with their child’s teacher concerning his/her progress.  Conferences are scheduled twice 

during the school year.  Letters will be sent home before conferences to explain the process and to schedule 

a time. Additional conferences may be held any time parents or teachers feel that one is needed. Please call 

your child’s teacher to arrange a convenient time.  

 

Counseling Services 
Alpine Lakes has a part-time counselor on staff. Our school counselor provides a variety of services for 

Alpine Lakes students.  To contact the counselor please call the school office. 

 

Discipline 
The goal of the Alpine Lakes discipline policy is to ensure student safety and to teach responsible behavior 

by having clearly defined behavior expectations that are taught, practiced, and reinforced consistently 

throughout the year.  The expectations emphasize safety and reflect common courtesy and common sense.  

They describe the excellent behavior currently practiced by the vast majority of Alpine Lakes students.  All 

staff members encourage responsible behavior.  Logical and natural consequences are used when behavior 

is recurrent.  Severe behavior is handled in accordance with district policy.   

 

Dress Code 
Students are encouraged to dress comfortably, healthily, and cleanly.  For your child’s safety, shoes must be 

worn at all times.  On your child’s P.E. day, a lace-up or Velcro-fastened pair of tennis shoes are the best for 

support and safety.  Clothing that does not cover the midriff, spaghetti strap tops, short shorts and skirts 

(defined as shorter than the middle finger with arms hanging), and any clothing with inappropriate graphics 

or language should not be worn to school.  Baggy pants must be worn with a belt and underwear should not 
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be exposed.  The final determination of the appropriateness of attire is the responsibility of the principal. 

Students violating Alpine Lakes’ dress code will call home for a change of clothes to be supplied by parents. 

Understanding socially appropriate dress is fundamental to a student’s future employment success. In 

support of the transition from child to young adult, the following attire related rules are in place beginning 

August 2018. 

 

(Cascade S.D. # 228 Procedure no. 3224P)                                            Grade Level Appropriate 

A=Appropriate    N=Not Appropriate K-2 3-5 6-8 9-12 

1. Long pants including jeans/khakis. A A A A 

2. Skirts, dresses and shorts that extend to fist length. A A A A 

3. Shirts with necklines no lower than a straight line between underarms. A A A A 

4. Sleeveless shirts with small armholes and shoulder straps a minimum width 

of  3 student fingers. 

A A A A 

5. Shirts that display the midriff. N N N N 

6.  Alcohol, drug, or weapon related words, art, or symbols. N N N N 

7. Nonathletic shoes in PE/recess or barefoot. N N N N 

8. Gang affiliated clothing, piercing, tattoos, jewelry, and hairstyles as      

recognized by law enforcement. 

N N N N 

9.  Sunglasses, or bandanas (other than with an order from a medical doctor) 

worn or displayed inside the building. 

N N N N 

10.  Rips or tears in jeans and shorts MUST be below private parts. A A A A 

11.  Pants worn below the top of the buttocks. N N N N 

12.  Sleepwear/underwear worn in place of, or on-top of, regular clothing, and 

long duster/trench style coats. 

N N N N 

13.  Violent, hate, or harassing related words, art, or symbols. N N N N 

14.  Color dyed hair. A A A A 

15.  Visible piercings other than earrings ( see a. below). N N A A 

16.  Undergarments that can be seen. N N N N 

a.  Jewelry and piercings must be removed to participate in PE/athletic activities if required by teacher/coach. 

  The dress code procedure will be reviewed with building staff on a yearly basis. If   a student's dress or grooming  

does not meet these provisions, the principal will request the student to make appropriate corrections. If the 

student refuses, the principal will take appropriate corrective action including disciplinary action for a dress code 

violation. Principals may grant exceptions for occasional special events and activities. Students who violate 

provisions of the dress code relating to extracurricular activities may be excluded from the extracurricular activity 

until proper attire is worn. 

 

 

Emergency Drills 
Evacuation, lock down, and earthquake drills are necessary for the safety of all students and staff.  Students 

will be trained in specific safety procedures and drills will take place on a monthly basis.  Specific 

information for the drills is posted in each classroom. 

 

Emergency School Closure 
In the event of an unplanned all school early dismissal, all students should go directly home. In the event 

that school must be dismissed early, closed or started late due to severe weather, information will be begin 
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to broadcast by 6 am over the following radio stations: KPQ and KOHO. Information will also be available 

on the district website at www.cascadesd.org or call the Snow Line at (509) 888-2873. 

 

Field Trips 
Teachers will notify parents of upcoming field trips.  A signed permission slip with emergency contact 

information is required for your student to participate.  Students requiring any medication during this time 

must complete a school/state medication form. Forms must be completed by your doctor prior to the trip 

and turned in to the school nurse. 

 

Fines  
Students are responsible for all textbooks and library books issued to them during the school year.  All lost 

or damaged books must be paid for.  All monies collected are recorded by the school bookkeeper and paid 

to the proper fund for replacement purposes.  If a lost book is found, money paid will be refunded. 

 

Health Services 
Students who become ill during the school day are sent to the office.  The school staff determines whether 

the student should be sent home.  If so, parents are contacted.  Students that are ill should not be sent to 

school.  Students with a fever (100.0F or greater) or obvious signs of illness (such as nausea, vomiting or 

diarrhea) must stay at home until their temperature is normal (98.6F without medication for 24 hrs) and/or 

until all other symptoms subside. The nurse is only in the building one day a week. Please do not rely on 

her presence for the treatment of illness.  Please inform the school nurse if your child is under doctor’s care 

for any illness and/or medication so that appropriate care plans can be made prior to the start of the school 

year. 

 

Vision and hearing screening is done yearly (K-3, 5, 7).  State law also requires that all students in grade five 

be checked for scoliosis or lateral curvature of the spine.  Parents will be notified before scoliosis screening 

occurs.  If a problem is detected, parents will be notified as soon as possible. 

 

Immunizations 
Washington State Law requires that all school-age children be current with their immunizations before the 

start of the school year. If you have any questions, please check with the Health Department, your own 

doctor or school nurse. 

 

Accidents 
If your child is injured at school, we will make him/her comfortable and then call you immediately.  If you 

cannot be reached, we will attempt to notify your emergency contact. If neither can be reached, the school 

nurse will determine whether further medical attention is necessary and act accordingly. 

 

Allergies 
There are students at Alpine Lakes that have severe allergies to different food items.  Please check with 

your child’s classroom teacher before sending any treats to class. Students should not share food and should 

wash hands after eating. 

 

Medication at School 
Cascade School District is authorized by RCW 28A.31.260 to administer medication to students during 

school hours.  It is state policy for schools to administer medication only when necessary to allow a child to 

attend school.  Medication is defined as all oral drugs, whether prescription or over-the-counter, including 

Tylenol and cough drops.  School personnel will not be responsible for reminding students to take 

medication during school hours. To request the school to administer medication, a physician or dentist 

must complete and sign an Authorization for Administration of Medication at School form.  The signature 
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of a parent or guardian is also required.  Children in need of insulin, asthma inhalers and/or epinephrine at 

school must also have a completed authorization form on file.  In case of disaster, there must also be a 

backup supply of the same medication provided by the parent and stored with school personnel.  

Parents/guardians are responsible for transporting medications to school.  Please do not send medications 

with your child. 

 

Requests for the administration of medication are valid only for the medication listed and the dates 

indicated in writing on the request form. Requests are valid for a maximum of one year, but never beyond 

the end of the current school year.  Medication must be supplied to the school in its original labeled 

container(s) and counted in the office upon receipt.   

 

School Nurses 
The school nurses are usually at Alpine Lakes one day a week and as needed.  They monitor all buildings, 

compliance and district-wide health issues and available to answer parent questions.  Please call the office if 

you need to speak to one of the nurses. 

 

School Day Guidelines 
Homework Philosophy 
Homework is a valuable part of helping students maximize their school experience.  It reinforces classroom 

learning, builds responsibility and develops essential study habits.  Homework is one vehicle for home-

school communication.  Parents can assist in making it a positive experience for children.  Homework must 

be planned to strike a balance between academics, family life and the child’s needs. 

 

Homework is designed to meet the following purposes: 
o Increase student’s success 

o Reinforce and strengthen concepts taught in class 

o Complete unfinished class work 

o Review and practice 

o Share learning and information with the family and help develop the habit of reading 

 

 

Teacher Guidelines 
o Lay out expectations early in the school year 

o Create assignments with a purpose 

o Demonstrate how to do homework assignments 

o Provide constructive feedback  

o Give help as needed 

o Communicate with parents 

Student Guidelines 
o Seek homework clarification (if necessary) from teacher before leaving school 

o Take home and return to school all necessary materials 

o Commit to a consistent time and place to complete homework 

o Carefully complete daily homework 

o If you experience difficulty with assignments, try: 

o Asking a family member for help 

o Calling a classmate/study buddy 

 

Tips for Parents 
o Be familiar with your child’s teacher’s guidelines or policy on homework 

o Set aside a quiet, well-lit place for your child to study 
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o Put aside a certain time for your child to do their homework 

o Encourage your child to establish good homework habits 

o Be involved in the homework process and available to answer questions or offer advice 

o Give practical help by taking your child to the library for research 

o Help practice repetitious homework such as spelling, addition facts, multiplication facts etc. 

o Be sure to sign homework if asked to by your child’s teacher 

o Give your child as much notice as possible if family events will interrupt their homework schedule 

so homework can be completed on time 

o Talk to your child’s teacher 

 

Lost and Found 
Please label your child’s clothing and other belongings with first and last names. Lost articles that have been 

found can be claimed in the school office.  Parents, please check frequently.  Articles left in Lost and Found 

will eventually be donated to a local charity. 

 

 

 

Meals 
Breakfast is served in the cafeteria between 7:45 and 8:05 each day.  We encourage all students who 

purchase hot lunch to have money in their account.  You can deposit money through family access into 

your student(s) lunch account, send it with your child, or mail it to the school. Checks should be made out 

to Alpine Lakes Elementary School. Students with a negative account balance will receive a snack in lieu of 

their regular meal. Notices will be sent home when accounts reach a balance of $5.00 or less.  

Here are some examples to help you decide how much money to send: 

 

                                                                                                                                 Yearly                                                             ½ Yearly                                             Monthly                                                     Bi-Monthly 

 Breakfast ($1.50)                    270.00                                                         135.00                                                      30.00                                                                      15.00 

 

 Lunch ($2.50)           450.00                 225.00                50.00                      25.00 

Separate or extra milk rates are 40¢ 
 

Free or Reduced Meal Applications 
During the first week of school, all children will receive an application for free or reduced meals.  If a family 

qualifies, students K-12 receive breakfast for free and lunch is 40¢. Applications and more information may 

also be found on our website under Departments/Nutrition Services.  This application process only 

happens during September and must be filled out annually and returned to the office for those who wish to 

apply.  Families who qualified for free and reduced lunches last year must reapply to continue the free and 

reduced lunch program. 

 

Permission Slips 
Please provide the school with a note indicating that you have given permission for your child to alter 

his/her daily routine (going home with another child, going home with a relative, or staying for an after 

school activity – anything out of the ordinary.)  If we do not have written notice, we must send your child 

home by his/her usual way.  Permission slips are required any time students leave the campus on a school-

sponsored event.  Teachers will send the slip home in advance.  Students who do not have a signed 

permission slip will remain at school during the field trip. 

 

Personal Property 
Personal items such as toys, electronic games, cameras, radios, head phones, etc. should not be brought to 

school.  If a child brings such an item for sharing, it must be marked with the child’s name and it should 
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remain in the classroom.  The school does not accept responsibility for personal items that are lost or 

broken at school. 

 

Principal 
Dr. Kenny Renner-Singer is the principal at Alpine Lakes.  This is his 15

th

 year serving as principal in the 

Cascade School District.  He is committed to high levels of learning for every student at Alpine Lakes.  

Generally, most concerns should first be addressed with your child’s teacher or the school counselor.  For 

scheduling purposes, it is recommended that parents call ahead to arrange meetings with the principal. This 

ensures that he will be available and can offer you his full attention.  To schedule an appointment with Dr. 

Renner-Singer, please call the office. 

 

Parent/Teacher Organization (PTO) 
All parents are encouraged to become members of Alpine Lakes’ parent group. The purpose of PTO is to 

enhance home-school relations, encourage enthusiastic interest in the educational process, and to support 

Alpine Lakes’ students and staff.  PTO sponsors activities for students, provides volunteer support for 

school functions, and sponsors fundraising drives.  All parents are invited to become involved in PTO by 

attending meetings and volunteering their time and talents.  Meetings are announced in PTO newsletters 

and are available on Alpine Lakes’ website. For questions about PTO, please contact the office and we will 

refer you to a parent group member. 

 

Phone Usage (Office phone, cell phones) 
The office telephone is for school business and emergency calls only.  We make every effort to limit 

student use and we ask for your help with this matter.  Arrangements for playing after school at a friend’s 

house must be made before children leave home in the morning.  To help students increase personal 

responsibility and accountability, they are not allowed to use the phone for forgotten homework and 

musical instruments.   

 

Parents are also asked to share special after-school instructions with their children before they leave for 

school in the morning.  School dismissal time is very hectic and late afternoon messages to children are 

difficult to deliver.  

 

Calls to the classroom are not allowed during school hours.  They are disruptive to classroom instruction 

and take up valuable teaching time.  A message can be left for the teacher through the office or you can 

contact your child’s teacher through email. 

 

Cell phones and other electronic devises will remain off during school hours and stored in backpacks for 

safekeeping.  The school is not responsible for lost or stolen items.  Student discipline may occur based on 

the use and content of electronics used at or affecting the educational process at school.  

 

Special Education 
The Cascade School District provides special programs for children with learning challenges.  If you have a 

concern about your child’s learning or behavior, please discuss it with his/her teacher.  If a learning 

disability or a severe behavior disability is suspected, your child will be referred to a team who will 

determine if testing for special education is appropriate. 

 

Student Release 
When a child needs to leave school before the end of the school day, the parent or guardian must come 

into the school office and sign out the child.  The child may not be picked up from the classroom or 

playground.  If anyone other than a parent or guardian comes to school to pick up a child, the parent or 

guardian will be called immediately.  This is very important for ensuring student safety.  In addition, office 

personnel may ask for identification when an adult picking up a child is unfamiliar to the office staff.  Please 
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make sure to send a note to the office if there will be a change in the child’s schedule with information as to 

whom will be picking the child up. Ensure that the date and time is on the note as well. 

 

Visitors 
For safety reasons, the Alpine Lakes staff must know who is in the building at all times.  All visitors are 

required to check in at the office.  Visitors will be issued a visitor tag to wear while on campus.  For safety 

purposes, only enrolled students, siblings who are accompanied by an adult, and volunteers are allowed on 

campus during the school day.  As a rule, we do not allow student visitors.   

 

Volunteers 
Parents and other adult volunteer helpers are always needed.  A wide variety of volunteer opportunities are 

available at Alpine Lakes. Volunteers are needed for one-on-one tutoring, helping with fundraisers, assisting 

in classrooms or the office, chaperoning field trips, etc.  We are also seeking adult volunteers to help 

organize recess games or clubs.  We thoroughly screen ALL volunteers prior through the Washington 

Access to Criminal History (WATCH) system.  If you are planning to volunteer, please visit our website 

and check under Community/Parents for the volunteer information page and how to become a volunteer.  

Volunteers must be cleared ANNUALLY. 

 

Withdrawal of Students 
If you are moving and are withdrawing your child from school, please call or come by the school at least 

one week in advance.  This will allow us ample time to prepare grades, files and transfer letters.  Personal 

belongings must be removed from desks and any outstanding textbook or library fines must be paid.  All 

library books and textbooks must be returned before the student’s last day of school.  Your cooperation is 

always greatly appreciated. 
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Positive School Climate 

 

Alpine Lakes Expectations and Behavior Guidelines 

 
At Alpine Lakes Elementary School, we work to maintain a school 

environment that is safe for everyone-both physically and emotionally. 

Every staff member is considered a teacher of all students who attend our 

school.  Children are encouraged to approach any member of the staff to 

voice concerns, ask for help, or engage in conversation. 

 

We all believe in teaching the behavioral expectations that are listed in 

this handbook.  Having common procedures and guidelines in each grade 

level enables our learning community to work as a cohesive unit. 

 

Students are taught appropriate voice levels, how to transition within the 

building, and productive ways to approach problems using the common 

words or phrases.  We call this speaking a “common language.” This 

continuity is necessary for ensuring a positive school climate where 

expectations and problem solving techniques are understood by all. 

 

At Alpine Lakes, we believe in teaching students what is expected, re-

teaching them when they forget and continuously helping all students 

learn to successfully interact with others. Students who make appropriate 

choices are recognized and good citizenship is celebrated. We are proud 

of our students, their respect for one another, and the positive climate 

they uphold! 
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Our School Expectations 

 

Alpine Lakes - S.O.A.R to Success 

Safety 

Organization 

Awesome attitude 

Respect and responsibility 

 

These guidelines, along with the life skills listed below, serve as 

Alpine Lakes’ foundation for appropriate behavior and safety at 

school.  In addition, each common area has more specific 

guidelines, which clearly delineate the behaviors that will help 

students be successful throughout their school day. 

 

Kindness- To show consideration for others     

Courage- Bravery 

Self-control- The trait of resolutely managing your own behavior 

Forgiveness- Pardoning others for their mistakes 

Respect- To show consideration and regard for others, yourself         

and persons in authority                          

Diligence- Persevering determination 

Loyalty- Showing allegiance 

Honesty- To act according to a sense of what is right and wrong 

Confidence- A firm belief in one's powers, abilities, or capacities 
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Common Area Guidelines 
 

These are guidelines that apply to all non-classroom areas:  playground, library, cafeteria/gym, hallways, 

restrooms, and assemblies.  Their purpose is to help ensure student safety and responsible behavior.  

Included with the guidelines are Alpine Lakes’ behavior goals and expectations along with supervision and 

teaching responsibilities. We believe that responsible behavior is a set of skills that must be clearly defined, 

explicitly taught and consistently reinforced.  All adults are expected to provide students with feedback as 

necessary.  This section outlines the expectations and skills taught at Alpine Lakes to ensure the success of 

all students. 

 

Appropriate Voice Levels 

 

0 – No talking at all (hallways, assemblies, etc.) 

 

1 – A whisper or “6 inch voice” (classrooms) 

 

2 – Normal conversation or “12 inch voice” (lunchroom) 

 

3 – “Teaching voice” (presentations, speeches, etc.) 

 

4 – “Playground voice” (outside) 

 

Assemblies 

Goal: 
Students will manage themselves at assemblies by listening to the speaker, participating when appropriate, 

and following directions. 

 

Behavior Expectations: 
 Students will enter the gym with their class, sit quietly, and wait for the program to begin – use a 

level 2 voice while waiting. 

 When the leader goes to the front and gives the hand signal, each student will stop talking, and be a 

good listener. 

 Good listening means:  eyes on the speaker, hands to yourself, sitting on your bottom. 

 Students will use appropriate manners and follow the assembly guidelines.  Booing, yelling and/or 

whistling are not allowed at assemblies. 

 At the end of the program, the leader will conclude the assembly by thanking the performers.   

 Students will remain seated until the leader gives them the signal to stand and follow the teacher 

from the assembly area. 

 

Supervision Responsibilities: 
Classroom teachers will attend assemblies with their class.  If the assembly falls during the teacher’s 

planning period, the specialist will supervise the class during the assembly.  

 Adults will model appropriate behavior for students. 

 Adults will monitor student’s behavior. 

 If a student must be removed from the assembly for inappropriate behavior, he/she will be quietly 

signaled to leave and will be escorted to the office. 

 The principal or a teacher will introduce and close each assembly. 
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Teaching Responsibilities: 
Before the first school assembly each year, students will practice how to enter and leave the assembly and 

how to show appreciation for the performance.  Prior to each assembly, teachers will discuss the purpose of 

the assembly and review the assembly rules as specified above.  After each assembly, teachers and students 

will reflect on student behavior at the assembly. 

 

Before School and After School 

Goal: 
Students will arrive and depart in a safe and orderly manner. 

 

Behavior expectations: 
 Anytime students are on the Alpine Lakes campus, they will follow Alpine Lakes’ S.O.A.R to 

success expectations. 

 

Before school: 
Students will unload from buses in a safe and orderly manner, keeping their hands and feet to themselves. 

Upon arriving on campus, students will go directly to the playground area or to the cafeteria for breakfast.  

Only students having breakfast are allowed in the cafeteria. 

Students eating breakfast will go directly to the cafeteria and follow the cafeteria guidelines.  After eating, 

students will exit into the covered area. 

Bike riders will walk their bicycles on campus, park and lock them in the bike area. 

All items brought from home, including sharing items, will be kept in backpacks until they are in the 

classroom. 

When the first bell rings, students will calmly enter their classroom through the designated door. 

 

After school: 
Students will go directly from class to the bus loading or parent pick up area.   

Bus riders will wait calmly in the covered area, in the appropriate bus line, keeping hands and feet to 

themselves.  They will refrain from giving or taking cuts in line. 

Walkers will go directly home or to their parent-approved after school destination. 

 

Supervision Responsibilities: 
Teachers will open classroom doors when the first bell rings. 

Bus area supervisors will move up and down the length of the waiting area. 

When excusing students at the end of the day, teachers will monitor the hallways to ensure that students are 

safe and orderly.  

 

Teaching Responsibilities: 
During the first week of each school year, teachers will conduct lessons on before and after school behavior.  

Lessons should consist of a discussion of Alpine Lakes’ S.O.A.R to Success and practice of expected 

behaviors. Should inappropriate behaviors occur after initial teaching; teachers will be asked to re-teach 

these lessons. 

 

Cafeteria 

Goal: 
The cafeteria will be a safe and pleasant environment where children can enjoy meals and socialize with 

their peers. 

 

Behavior Expectations: 
 Use a level two voice 
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 Walk at all times 

 Use nice manners: say “Please” and “Thank you” 

 Take and use appropriate utensils and a napkin 

 Remain in designated seating area 

 Clean up before leaving 

 Do not share food 

 Use microwaves appropriately 

 

Supervision Responsibilities: 
Lunchroom supervisors will monitor student behavior and dismiss students to recess. 

 

Teaching Responsibilities: 
During the first week of each school year, teachers with the help of lunchroom supervisors will conduct 

lessons on cafeteria behavior expectations and procedures.  Lessons will consist of a discussion of the rules 

and practice of expected behaviors in the cafeteria. 

 

Computer Lab 

Goal:   
The computer lab will be a safe and quiet environment where students can work and learn. 

 

Behavioral Expectations: 

 Use a number 1 voice 

 Use computer equipment properly 

 Stay seated to work on assignments 

 Clean up and leave the lab in the same condition it was when it was entered 

 Push in chairs, put CD’s in proper place, headphones go on top of the CPU’s, and straighten 

keyboards and mouse pads 

 

Supervision Responsibilities: 
The computer lab teacher will be present during designated class times.  Teachers are expected to remain 

with their classes if they choose to use the lab for extensions.   

 

Teaching Responsibilities: 

During the first week of each school year, the computer teacher will conduct lessons on computer lab 

behavior expectations and guidelines. 

 

Library 

Goal: 
The library will be a safe and quiet environment where students come together to research, read and learn. 

 

Behavior Expectations: 
 Voice level 1 

 Walk at all times 

 Study or work quietly 

 Treat books and equipment with respect and care 

 Clean up and push in chairs when finished 

 

Supervision Responsibilities: 
Teachers will escort classes to/from the library.  The librarian will teach and monitor behavior during the 

scheduled library period. 
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Teaching Responsibilities: 
During the first week of each school year, teachers and the librarian will conduct lessons on behavior 

expectations and procedures for the library. 

 

 

 

 

 

To and From Recess 

Goal: 
Students will walk to and from recess safely and respectfully. 

 

Behavioral Expectations: 
 Stop activity when the bell rings 

 Put equipment away 

 Walk to designated line  

 Use a level 2 voice on the way to the building 

 Upon entering the building, students will have 0 voices 

 

Supervision Responsibilities: 
Teachers will stand by the classroom door when students are dismissed to recess and watch the students 

walk to recess. 

Playground supervisors will be positioned on the playground. 

 

Teaching Responsibilities: 
Before recess, on the first day of school, teachers and recess supervisors will teach expectations and practice 

going to and from recess.  Practice will include stopping playing and walking to class when the bell rings. 

 

Hallways 

Goal: 
The hallways will be a safe and quiet environment where students transition appropriately. 

 

Behavior Expectations: 

 Students will walk in the hallways 

 Everyone will be treated with respect 

 Appropriate speaking voices will be used in the building at all times, including a “0” voice level 

during class times 

 During class time or recess, students must have a hall pass to be in the halls, unless traveling to or 

from specialists or accompanied by an adult 

 Students will travel on the right side of the hallways 

 

Supervision Responsibilities: 
Teachers will escort their classes through the hallways. 

Teachers will re-teach behavior to individual students in the hallways when the need arises. 

 

Teaching Responsibilities: 
During the first week of each school year, teachers will conduct lessons on hall behavior expectations and 

procedures.  Lessons will consist of a discussion of the rules and practice of expected behaviors in the 

hallways in Alpine Lakes as well as those in the district office. 
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General Rules for Playground 

Goal: 
Recess will be a safe and enjoyable time for everyone. 

 

Behavior Expectations: 
 Keep hands and feet to self- No real or play fighting 

 Walk in the covered area 

 Use appropriate language at all times 

 Use all equipment in a safe manner 

 Use ropes for jumping only 

 Play in designated areas only 

 Food from the cafeteria or classroom is not allowed during recess 
 

Supervision Responsibilities: 
Adults will build positive relationships with students.  Adults will monitor and reinforce all student activities 

when outside and provide assistance when needed. 

Playground supervisors will follow the guidelines for adequate supervision. They will be: professional, 

instructional, positive, visible, circulating and use proactive intervention. 
 

Teaching Responsibilities: 
During the first week of each school year and at scheduled times throughout the school year, teachers and 

recess supervisors will conduct lessons on playground behavior expectations.  Lessons will consist of a tour 

of the playground and expected behaviors for each playground area and discussion of the rules; reminders 

of these expectations will be given as needed.  Playground supervisors will reinforce and re-teach 

playground expectations as needed. 

 

Restrooms 

Goal: 
The restrooms at Alpine Lakes will be clean and safe.  Students will use restrooms appropriately and behave 

respectfully. 

 

Behavior Expectations: 
 Students will demonstrate the same behavior as required in their classroom 

 If restrooms must be used during recess, students will have a pass from the recess supervisor 

 If restrooms must be used during class, students will have a restroom pass 

 Use toilets and stalls properly, leaving them clean 

 Put toilet paper in the toilet.  Put all other paper in the garbage can 

 Flush the toilet 

 Leave the stalls unlocked after use 

 Wash your hands 

 Walk directly back to class 

 

Teaching Responsibilities: 
During the first week of each new school year and at scheduled times throughout the school year, teachers 

will teach the expectations for using the restroom. 

Frequently remind students that restrooms must be clean and safe. 
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Referral                                           Process 
 

 

 

Form Purpose Documentation Action Taken 

 Staff Member(s) Communication Intervention Expectations 

FYI 

 

(minor behavior referral) 

Used by teachers and 

staff to inform parents, 

teachers, and 

administrators of minor 
behavior concerns and 

interventions used. 

Copies of FYI are sent home 

for parent’s signature, to the 

office to be recorded in our 

database and a copy is 

maintained in teacher files. 

Instruction/verbal correction; have 

student restate rules; have student 

demonstrate/practice appropriate 

behavior; have student observe 

others demonstrating  appropriate 

behaviors; problem solving; 

behavior plan; restitution; removal 

from activity; time-out; loss of 

recess. 

Office Referral 

(serious behavior referral) 

 

 

 
 

 

 

 

 

 

 

Used by teachers and 

staff when office 

intervention is needed 

after other interventions 

have been tried and 

parents have been 

contacted. 

 

Used by teachers and 

staff for specific, severe 

behaviors.  Goes directly 

to office 

 

 

Teacher records FYI’s on 

teacher folder.  If there are 3 

FYI’s of a like nature, the 

teacher should copy the 

referrals, fill out an office 

referral, and send to the 

principal.  Copies of the referral 

go to file/parent/and the office 

to be recorded in the database. 

 

Principal documents new 

interventions/behavior plan.  

Specifies behavior and all 

students involved.  Copies to 

behavior file/teacher/parent.  

Entered into database. 

Instructions/verbal correction; 

have student restate rules; have 

student demonstrate/practice 

appropriated behavior; have 

student observe others 

demonstrating the appropriate 

behavior; problem solving; 

behavior plan; restitution; removal 

from activity; time-out; loss of 

recess; counseling with student; 

behavior plan; parent conference. 

 

Additionally, actions may include 

Restitution, counseling with 

student, behavior plan, and parent 

conference, in or out of school 

suspension, Refocus Room. 
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Behaviors Requiring Interventions 
 

Always handled by principal  
 Possession of weapons (or any object used as a weapon) 

 Possession of drugs or drug paraphernalia 

 Vandalism 

 Arson 

 Fighting 

 Skipping school 

 Blatant defiance/disrespect 

 Racial/sexual harassment 

 Out of control behavior 

 Physical assault (including “pantsing”) 

 Criminal activity 

 Chronic offenders of school rules 

 Threatening possession or use of force to harm students, staff or property 

Interventions may include: In-school or out-of-school suspension; expulsion 

 

Handled by teacher initially (if behavior continues after interventions, refer to principal) 
 Tardiness/attendance 

 Incomplete work 

 Derogatory remarks/intimidation 

 Profanity/inappropriate language 

 Disrespect 

 Cheating 

 Minor theft 

 Not following school rules 

 Non-compliance 

 Playground behaviors that have not responded to interventions by playground supervisors 

 Bullying 

 Dishonesty 

Interventions:  instruction/verbal correction; have student restate rules; have students demonstrate/practice appropriate 

behavior; have student observe others demonstrating the appropriate behavior; problem solving; behavior plan; restitution; 

loss of recess; time out to alternate classroom; parent conference 

 

Handled by playground supervisors initially (if behavior continues after interventions, refer to teacher) 
 Rough play 

 Aggressive behavior 

 Inappropriate language 

 Unsafe play 

 Inappropriate use of equipment 

 Playing in non-play area 

 Derogatory remarks/intimidation 

 Food or toys at recess 

 Disrespect 

 

Interventions:  Instruction/verbal correction; have student restate rules; have students demonstrate/practice appropriate 

behavior; have students observe others demonstrating the appropriate behavior; problem solving; behavior plan’ restitution; 

removal from activity; time-out 
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Handled by lunch supervisor initially (if behavior continues after interventions, refer to teacher) 
 Loud voice/inappropriate language 

 Throwing food 

 Taking food from others 

 Not following lunchroom guidelines 

 

Interventions:  Instruction/verbal correction; have student restate rules; have students demonstrate/practice appropriate 

behavior; have students observe others demonstrating the appropriate behavior; problem solving; restitution; change seating; 

move to different table; removal from lunch room – lunch in the office. 

 

Harassment, Intimidation, Bullying Policy 
The Cascade School District is committed to providing a community in which all individuals are treated with respect and 

dignity, free from harassment. Harassment is considered a serious offense and behavior that undermines respect, dignity, 

self-esteem, or academic performance will not be tolerated. 

 

According to RCW 9A.36.080 (3) harassment, intimidation, or bullying means any written, verbal, or physical act that: 

 

a) physically harms a student or damages the student’s property  

 

b) has the effect of substantially interfering with a student’s education 

 

c) is so severe, persistent, or pervasive that it creates an intimidating or 

threatening educational environment  

 

    d) has the effect of substantially disrupting the orderly operation of the          

        school 

Students who have been reported to be involved in harassing, intimidating, or bullying behavior will be expected to abide by 

an Anti-Harassment Contract. The reported student will engage in an educational conference with the principal and/or 

counselor, to learn about the definition and effects of harassment and be subject to disciplinary action, including In-School 

and Out of School Suspension, depending on the severity. Repeat offenses will result in progressive discipline and 

documented on the student’s school record. Repeat offenders may be expelled from school. 

 

Victims are encouraged to report bullying, intimidation and harassment to: 

 

1) teachers 

2) administrators 

3) parents 

 

Administrators and/or the counselor will work with the victim until the reported bullying has stopped. Parents and guardians 

are also encouraged to report bullying to a school administrator. 

 

Weapons & Explosive Devices 
Students are not to bring onto school grounds any firearms, knives, explosive devices or any other weapons capable of 

producing bodily harm. If any such item is necessary for a class project or demonstration, permission to bring the item to 

school must first be granted by the teacher and then an administrator. The item must then be kept in an administrator’s 

office before and after the class in which it is used. Possession of firearms on school property will result in a one-year 

mandatory expulsion, subject to appeal, with notification to parents and law enforcement. 

 

Terms commonly used in behavior management and discipline 

 

Referral – Written form that indicates office or teacher help is needed to address a severe or chronic behavior 

 

Weapon – Any object used to hurt oneself or others (or is intended for such use) 
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Chronic Offense – A behavior that continues to occur even after interventions 

 

Fighting – A physical interaction with the intent of hurting another person  by hitting, kicking, punching, biting, scratching, 

choking, etc. 

 

Harassment – A physical or verbal action that infringes on another person’s rights or peace of mind 

 

Abusive Language – Words used with the intent to degrade or deflate another person’s self-esteem and self-respect; 

profanity 

 

Rough Play – Play that crosses someone else’s physical and personal boundaries and can lead to unintentional harm 

 

Disrespect – Showing a lack of sensitivity to another’s feelings, property, basic needs and beliefs 

 

Vandalism – Intentionally harming property 

 

Problem Solving – Activity designed to identify the problem, communicate feelings, needs, wants, and to work on solutions 

 

Restitution – A self-initiated plan of improvement to make amends to those harmed  

 

Consequence – A planned or natural result of an action to behavior 

 

Plan for Improvement – A plan for improving behavior developed by students and monitored by an adult that includes a 

goal, action steps, consequences, and reinforcement. 

 

Guidelines for Games And Equipment 
 

 Follow Alpine Lakes’ SOAR to Success guidelines at all times. 

 All disagreements are to be settled by the students playing the game or using the equipment.  Ask an adult if needing 

help. 

 Use problem-solving skills. 

 If players cannot settle a disagreement, they must find something else to do until they can work it out. 

 Students continuing to have difficulties will lose the privilege of playing the game at hand or to use that particular 

equipment. 

 There will be no toys or electronics brought from home on the playground—during school hours from 8:15-2:45 

pm. 

Bars 

While using bars: 

 No standing on any of the bars. 

 No “cherry” drops.  Two hands must be on the bars at all times.  

Four Square and Two Square 

 The ball is served by dropping it and serving it two-handed. 

 The server can hit the ball to any of the other three courts. 

 The player receiving the ball must keep it in play by striking the ball after it has bounced once in his/her square. 

 The receiver directs the ball to any other square with an underhand hit. 

 Play continues until one player fails to return the ball or commits a fault. 

 When a player misses or commits a fault, she/he goes to the end of the waiting line and all players move up. 

 The player at the head of the line moves into square #4.   

 Any ball that hits a line is considered out. 

 The first person in the waiting line should be the judge. 

Kickball 

 There are two teams of up to eight players. 

 The batter (kicker) stands at home plate, the rest of the team stands behind the backstop. 
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 The pitcher rolls the ball to the batter.  The batter kicks the ball. 

 There are three “strikes” before the kicker is out.  A foul is a strike, as is kicking and missing the ball. 

 When the kicker runs to base, she/he can be out if she/he is tagged by a player with the ball; the base is tagged 

before she/he gets there; if the ball is thrown in front of the runner in the zone of ground to waist height. 

 Runners occupying bases may not lead off or steal a base. 

 Runners may run one base on an overthrow. 

 If a runner is on base and a fly ball is caught, other runners must go back to their base. 

 At three outs, the teams change positions and the other team is up to kick. 

 A new pitcher should be chosen at each inning. 

Soccer 

 Show good sportsmanship. 

 No slide tackling 

 There should be the same number of players on each team.  Include everyone who wants to play. 

 Game ends when the bell rings. 

 The ball needs to be placed center field for a starting kick and after scoring. 

 Before the ball is kicked, every player must be in his/her own half of the field. 

 A goal cannot be scored directly from a kick-off. 

 The player who kicks the ball cannot play it a second time until it has been played or touched by another player. 

 In order to score a goal, the ball must completely cross the goal line between the goal posts or cones. 

 Free kicks are classified as “direct” – from which a goal can be scored directly, and “indirect” from which a goal 

cannot be scored until the ball has been touched by another player. 

Football 

 Two-hand touch or flag football. 

 Students set the rules prior to each game. 

 No tackling. 
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NONDISCRIMINATION AND SEXUAL HARASSMENT 

 

NONDISCRIMINATION/TITLE IX 

Cascade School District complies with all federal and state rules and regulations and does not discriminate on the basis of 

race, religion, creed, color, national origin, age, honorably-discharged veteran or military status, sex, sexual orientation 

including gender expression or identity, marital status, the presence of any sensory, mental, or physical disability, or the use 

of a trained guide dog or service animal by a person with a disability in its programs and activities and provides equal access 

to the Boy Scouts and other designated youth groups. Inquiries regarding compliance and/or grievance procedures may be 

directed to the school district’s Title IX and Civil Rights Coordinator, Elia Ala’ilima-Daley at 509-548-

5277, edaley@cascadesd.org, Cascade High School, 10190 Chumstick Hwy. Leavenworth, WA 98826, or Special Education 

Director and Section 504 /ADA Coordinator, Brett Johnson at 509-548-4042, bjohnson@cascadesd.org, Icicle River Middle 

School, 10195 Titus Rd, Leavenworth, WA 98826 

You can report discrimination and discriminatory harassment to any school staff member or to the district's Civil Rights 

Coordinator, listed above. You also have the right to file a complaint (see below). For a copy of your district’s 

nondiscrimination policy and procedure (3210), contact your school or district office or view it online here: 

https://www.cascadesd.org/Page/288  
 

SEXUAL HARASSMENT 

Students and staff are protected against sexual harassment by anyone in any school program or activity, including on the 

school campus, on the school bus, or off-campus during a school-sponsored activity. 

 

Sexual harassment is unwelcome behavior or communication that is sexual in nature when: 

 A student or employee is led to believe that he or she must submit to unwelcome sexual conduct or 

communications in order to gain something in return, such as a grade, a promotion, a place on a sports team, or any 

educational or employment decision, or 

 The conduct substantially interferes with a student's educational performance, or creates an intimidating or hostile 

educational or employment environment. 

 

Examples of Sexual Harassment: 

 Pressuring a person for sexual favors 

 Unwelcome touching of a sexual nature 

 Writing graffiti of a sexual nature 

 Distributing sexually explicit texts, e-mails, or pictures 

 Making sexual jokes, rumors, or suggestive remarks 

 Physical violence, including rape and sexual assault 

 

You can report sexual harassment to any school staff member or to the district's Title IX Officer, who is listed above. You 

also have the right to file a complaint (see below). For a copy of your district’s sexual harassment policy and procedure 

(3205), contact your school or district office, or view it online here: https://www.cascadesd.org/Page/288 

 

COMPLAINT OPTIONS: DISCRIMINATION AND SEXUAL HARASSMENT 

If you believe that you or your child have experienced unlawful discrimination, discriminatory harassment, or sexual 

harassment at school, you have the right to file a complaint.  

Before filing a complaint, you can discuss your concerns with your child’s principal or with the school district’s Section 504 

Coordinator, Title IX Officer, or Civil Rights Coordinator, who are listed above. This is often the fastest way to resolve your 

concerns. 

 

 

 

 

mailto:edaley@cascadesd.org
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Complaint to the School District  

Step 1: Write Out Your Complaint 
In most cases, complaints must be filed within one year from the date of the incident or conduct that is the subject of the 

complaint. A complaint must be in writing. Be sure to describe the conduct or incident, explain why you believe 

discrimination, discriminatory harassment, or sexual harassment has taken place, and describe what actions you believe the 

district should take to resolve the problem. Send your written complaint—by mail, fax, email, or hand delivery—to the district 

superintendent or civil rights compliance coordinator. 

 

Step 2: School District Investigates Your Complaint 
Once the district receives your written complaint, the coordinator will give you a copy of the complaint procedure and make 

sure a prompt and thorough investigation takes place. The superintendent or designee will respond to you in writing within 

30 calendar days—unless you agree on a different time -period. If your complaint involves exceptional circumstances that 

demand a lengthier investigation, the district will notify you in writing to explain why staff need a time extension and the new 

date for their written response. 

 

Step 3: School District Responds to Your Complaint 
In its written response, the district will include a summary of the results of the investigation, a determination of whether or 

not the district failed to comply with civil rights laws, notification that you can appeal this determination, and any measures 

necessary to bring the district into compliance with civil rights laws. Corrective measures will be put into effect within 30 

calendar days after this written response—unless you agree to a different time-period. 

 

Appeal to the School District 

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

to the district board of directors by filing a written notice of appeal with the secretary of the board within ten (10) calendar 

days following the date upon which the complainant received the response.  

The board shall schedule a hearing to commence by the twentieth (20
th

) calendar day following the filing of the written notice 

of appeal, unless otherwise agreed to by the complainant and the superintendent or for good cause. Both parties shall be 

allowed to present such witnesses and testimony, as the board deems relevant and material. Unless otherwise agreed to by 

the complainant, the board will render a written decision with thirty (30) calendar days following the filing of the notice of 

appeal and provide the complainant with a copy of the decision. The decision of the board will be provided in a language 

the complainant can understand, which may require language assistance for complainants with limited English proficiency in 

accordance with Title VI of the Civil Rights Act. The decision will include notice of the complainant’s right to appeal to the 

Superintendent of Public Instruction and will identify where and to whom the appeal must be filed. The district will send a 

copy of the appeal decision to the office of the superintendent of public instruction. 

 

Complaint to OSPI 

If you do not agree with the school district’s appeal decision, state law provides the option to file a formal complaint with the 

Office of Superintendent of Public Instruction (OSPI). This is a separate complaint process that can take place if one of 

these two conditions has occurred: (1) you have completed the district’s complaint and appeal process, or (2) the district has 

not followed the complaint and appeal process correctly.  

 

You have 20 calendar days to file a complaint to OSPI from the day you received the decision on your appeal. You can send 

your written complaint to the Equity and Civil Rights Office at OSPI: 

                            Email: Equity@k12.wa.us ǀ Fax: 360-664-2967 

                  Mail or hand deliver: PO Box 47200, 600 Washington St. S.E., Olympia, WA 98504-7200 
 

For more information, visit www.k12.wa.us/Equity/Complaints.aspx, or contact OSPI’s Equity and Civil Rights Office at 360-

725-6162/TTY: 360-664-3631 or by e-mail at equity@k12.wa.us. 
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Other Discrimination Complaint Options 

Office for Civil Rights, U.S. Department of Education  

206-607-1600 ǀ TDD: 1-800-877-8339 ǀ OCR.Seattle@ed.gov ǀ www.ed.gov/ocr   

 

Washington State Human Rights Commission  

1-800-233-3247 ǀ TTY: 1-800-300-7525 ǀ www.hum.wa.gov 

 

 
Notification of Rights Under the Family Educational Rights and Privacy Act (FERPA)  

for Elementary and Secondary Institutions 

The Family Educational Rights and Privacy Act (FERPA) afford parents and students over 18 years of age (“eligible 
students) certain rights with respect to the student’s educational records. They are: 

(1)     The right to inspect and review the student educational records within 45 days of the day the District receives a request 
for access. (Although FERPA allows 45 days to honor a request, the state policy records law {RCW 42.17.320} requires 
an appropriate response to a “public records” request within five business days.  

Parents or eligible students should submit to the school principal a written request that identifies the record(s) they wish to 
inspect. The principal will make arrangements for access and notify the parent or eligible student of the time and place 
where the record may be inspected. 

(2)     The right to request the amendment of the student’s educational records that the parent or eligible student believes are 
inaccurate or misleading. 

Parents or eligible students may ask the Cascade School District to amend a record that they believe is inaccurate or 
misleading. They should write the school principal, clearly identify the part of the record they want changed, and specify why 
it is inaccurate or misleading. If the District decides not to amend the record as requested by the parent or eligible student, 
the District will notify the parent or eligible student of the decision and advise them to their rights to a hearing regarding the 
request for amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible 
student when notified of the right to a hearing. 

(3)     The right to consent to disclosures of personally identifiable information contained in the student’s educational 
records, except to the extent that FERPA authorizes disclosure without consent. 
 

One exception which permits disclosure without consent is disclosure to school officials with legitimate educational interest. 
A school official is a person employed by the District as an administrator, supervisor, instructor, or support staff member 
(including health or medical staff and law enforcement unit personnel); a person serving on the School Board; a person or 
company with whom the District has contracted to perform a special task (such as an attorney, auditor, medical consultant, 
or therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance committee, or 
assisting another school official in performing his or her tasks. 

A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his 
or her professional responsibility. 

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

Family Policy Compliance Office 
U.S. Department of Education 

600 Independence Avenue, SW 

Washington, D.C.  20202-4605 

 

 

Maintaining Professional Staff/Student Boundaries 

Policy and procedure 5253 (Maintaining Professional Staff/Student Boundaries) provides all staff, students, volunteers and 

community members with information about their role in protecting children from inappropriate conduct by adults.  The 

policy and procedure applies to all district staff and volunteers.  The interactions and relationships between district staff and 

students should be based upon mutual respect, trust and commitment to the professional boundaries between staff and 

students in and outside of the educational setting, and consistent with the educational mission of the district. For a complete 

read of the policy and procedure (5253), please see https://www.cascadesd.org/Page/288. 
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