
Bringing Items to 
School

     If your child wants to 
bring a small pocket sized 
toy to school to play with at 
recess, it is O.K. as long as 
it is saved for recess.  
No electronic toys, pets, 
pagers, or laser pointers 
are allowed at West Hills.  

     Once a staff member 
takes an item, the parent/
guardian is called and the 
item will be available for 

pick up in the front 
office.  

West Hills 
staff are not 
responsible 

for any 
items your 

student 
brings to 
school.

West Hills STEM Academy inspires a community of 21st century 
lifelong learners who are equipped to explain, explore, engage, 

elaborate, and evaluate in a global community.
Learners today. . . Leaders tomorrow.

Thank you for choosing West Hills and uniting with us to make your child’s 
learning experience the best it can be.  Your involvement in your child’s education is 
a key component to their success.  Our hope is that this handbook will provide you 
with all the basic school information you need.

Important Phone Numbers
Main Office: 360-473-4600
Attendance: 360-473-4607

Attendance Email: whattendance@bremertonschools.org 
FAX Number: 360-473-4620

BSD Transportation: 360-473-0514

School Hours
School starts at 9:05 am

Students may arrive anytime after 8:40 am, when adult 
supervision begins.

Mon/Tue/Thu/Fri Dismissal is at 3:35 p.m.
Early Dismissal every Wednesday @ 1:40 p.m.

*Please pick up your students promptly.

 Transportation Changes
     Students need to know their plan for going home 
every day before they come to school.  If there is a change in that plan, please let the office staff know as soon as 
possible.  Notifications that occur before the last 30 minutes of the school day increase the likeliness that all parties will 
be informed of the change and that teaching & learning will not be disrupted.  The end of the school day is often the most 
important part of a student’s day.  Please refrain from removing a student during this time.  

Visitor Safety & Security

     West Hills staff are committed to the following safety & 
security procedures from 9:05 am - 3:35 p.m.  We welcome 
all visitors and they must sign in at the front office & obtain 
a VISITOR’S badge. This applies when being on the 
playground, as well as being within our walls during the 
hours stated above. Classroom visitations or observations 
are welcomed with prior communication with the teacher 
and principal.  

Breakfast & Lunch
     Breakfast and lunch 
are served in the Gym for 
Kindergarten-5th grade 
and in the Flex Space for 
6th–8th grades at West 
Hills.  Children bring their 
money to school and take it 
directly to the food service 
staff in the kitchen.  You can 
also pay on-line through 
our school webpage.  Your 
child’s student number will 
be credited and then he/she 
will use that number to buy 
lunch.  
     Information on Free or 
Reduced price meals is 
available on the Bremerton 
Schools website or in the 
school office.  Please help 
us support healthy eating 
habits by packing nutritious 
lunches for your child and 
not sending carbonated 
drinks and candy to school.   

Illness
     If your child becomes ill 
at school or is injured we 
will contact you immediately.  
If we cannot reach you, 
we will use the emergency 
contact information you 
have provided.  Please 
remember we cannot keep 
ill children at school, so it 
is important for you to keep 
your emergency contact 
information up to date.

Parking Lot Safety
     Our lots are small and 
there are not enough spots 
for all to park during drop 
off/pick up. Please be aware 
of the directional signs when 
you enter the lot.  
     Never drive or park in 
the Bus Lane or where 
you see a red curb. Use 
the Crosswalks. Obey the 
Safety Patrols & Staff.  
Drive Slowly & Be Patient

Volunteering is Encouraged
     Every classroom can use a variety of volunteer assistance 
throughout the school year.  Whether you're available for a 
single special event or have time to be a part of the regular 
instructional day there are opportunities for everyone.  
     All volunteers are required to go through the State 
volunteer application, which can be completed 
quickly at the school office.  This helps us provide a 
safe learning environment. 

 To volunteer, contact the office or a staff 
member.
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Student Dress
 

The administration reserves the right to adjust the dress regulations as circumstances arise. Students are asked to 
wear clothing that is appropriate for the school or work setting.

Some expectations are as follows: 
• Students should wear appropriate, non-distracting, non-disruptive, clean clothing in good repair. 
• All students must be easily identifiable by school personnel and cameras. Faces should remain uncovered.
• Shoes and/or sandals must be worn. 
• All clothing must completely cover the midriff and back, with no visible undergarments. 
• All straps on tank tops worn as a primary garment must be two inches wide. Other tops (such as spaghetti-strapped, 

halter, strapless, or A-style shirts) must be layered by another garment that meets the two-inch requirement. 
• Dresses, shorts, and skirts must be worn no higher than the mid-thigh. 
• Clothing should fit appropriate to body type.
The following are not acceptable: 
• Clothing or accessories promoting discriminatory messages, obscene, or vulgar (lewd or patently offensive) messages.
• Clothing or accessories that advertises or promotes weapons, alcohol, tobacco, drugs, gangs, violence, or other 

inappropriate activity. [Bandannas or any other items that signifies gang attire will be defined by the current BSD Policy 
3224.] 

• Clothing which disrupts the learning environment. 
• Transparent or see-through garments (unless worn over another garment).
• Hats, sunglasses, trench coats, hoods, and/or gloves are not to be worn indoors.
• Chains and spikes cannot be worn or carried at school.
Any article of clothing that may be deemed disruptive or inappropriate by the staff or administration will not be acceptable on 
campus. Administration reserves the right to determine if an article of clothing is disruptive or inappropriate. Violation of the 
dress code will result in requiring the student to change to more appropriate attire (school provided clothes). 

Refusal to comply may result in a day of suspension. 
Additional school consequences will be given to repeat offenders.

Attendance Requirements
     Washington State law requires that all children attend school regularly and that all students be in school each day unless they 
are sick or there is an emergency in the family. Success in school depends largely on regularity of attendance. It is the policy 
of the Bremerton School District Board that all students be punctual and regular in attendance. For any extended absence, 
parents and guardians should contact the school administration. 
     If you have any questions about Excused or Unexcused Absences, and/or Truancy, please review BSD Board Policy 3122 
on the Bremerton Schools website or review the District’s Parent Handbook. 

Please call or email the school if your child is going to be late or absent. 
Attendance: 360-473-4607

Attendance Email: whattendance@bremertonschools.org

Custody Issues
     Many families struggle with custody issues between 
the parents.  The school has no authority or legal 
jurisdiction to refuse a biological parent access to their child 
and/or their child's educational records.  
The only exception is when there is current legal 
documentation on file with the school such as restraining 
orders or parenting plans specifically stating visitation 
limitations during the time the child is at school.  

     Any student release situation which leaves the student's 
welfare in question will be handled at the discretion of the 
principal/designee or the school resource officer based on 
documentation available to the school.

If you have questions, please talk with the principal of 
your child's school and refer to Board Policy 3126. 

Withdrawal
     If you are moving or withdrawing your child from our school, 
please call or come by the office a few days prior to your 
child’s withdrawal.  This will allow time for the office staff and 
your child’s teacher to complete the required paperwork and 
gather your child’s belongings.

pg 2



Committed to 
Academic Success

     During the school day your children will be working 
with staff members who are dedicated to providing a 
learning rich environment.  Based on research of best 
practices:
•  Children will have an opportunity to read literature, 
learn phonics, hear teachers read aloud, read silently 
about their personal interests, read for information, and 
receive reading instruction at their skill level.
•  Children will use numbers for computation, 
measurement, geometry, probability and statistics, 
solve problems and be able to explain solutions, reason 
logically, communicate mathematical ideas, and connect 
school mathematics to real-life situations.
•  Children will learn to write clearly and effectively, know 
and apply correct grammar, spelling, sentence structure, 
and punctuation

We believe 
ALL students can learn

 
    These programs are designed to place 
students on the continuum of learning 
and move them to the highest possible 
point each year.

•  Strong Regular Education 
Curriculum

•  Gifted and Talented
•  Special Education 
•  Title I/LAP
•  All Day Kindergarten
•  Early Childhood 
•  Spanish Immersion, 4th & 5th
•  STEM
•  Before/After School Programming

Bremerton School District
Growth Goals

Elementary Goals
• Increase the number of students meeting standard in 
Math
• Increase the number of students meeting standard in 
ELA
• Develop positive school patterns of behavior and 
attendance 
Middle Level Goals 
• Increase number of students meeting standard in 
Algebra
• Increase number of students meeting standard in ELA 
• Increase participation in CTE / STEM courses 

Study Skills
     Building good study skill habits 
begins in kindergarten and carries on 
through every year at West Hills.  
Study skills are developed through 
daily homework assignments and are 
organized by the use of folders in the 
primary grades.  Teachers and parents 
may use binders and planners for 
sending notes to and from school, so 
the opportunity for communication and 
organization is always there.  

This three-way partnership between 
students, teachers, and parents is a 
vital link to what enhances learning 

at West Hills.

Homework
     The Bremerton School Board believes that homework is a constructive tool in the teaching/learning process when geared 
to the needs and abilities of students.  Purposeful assignments not only enhance student achievement but also develop self-
discipline and associated good working habits.
Homework provides the following opportunities within a learning experience:
     1. Practice: to help students master specific skills which have been presented in class.
     2. Preparation: to help gain the maximum benefits from future lessons.
     3. Extension: to provide students with opportunities to transfer specific skill or concepts to new situations.
     4. Creativity: to require students to integrate many skills and concepts in order to produce original responses.

     The students should know that homework will be treated as all other class assignments.  Completion of homework will be 
required and the teacher will evaluate the work.  Reading for a minimum of 20 minutes every evening is an expectation for all 
our students.

Evening Activities
     We believe students will learn best 
in a school that extends beyond the 
regular school day.  We have created 
a calendar of evening activities that can 
enhance each student's education and 
help foster parent involvement.

• Open House
• Family Nights
• Movie Nights
• PTA 
• ASB 
• Yearbook
• Success

• Science and STEM Fair
• Lego Robotics
• Trick or Treat Street
• Dances
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At West Hills STEM Academy, we believe there are 
two components to a school wide management 
plan: 

PREVENTION and INTERVENTION

     We have procedures in place to remediate inappropriate 
behaviors in our school.  We also believe that 85-90% 
of our children respond well to both prevention and 
intervention strategies, and that only about 3-5% of our 
children require structured Positive Behavior Intervention 
Supports (PBIS).

     Our discipline framework is designed to preserve the 
learning environment in a classroom and provide students 
who are being disruptive an opportunity to make a plan 
and then return to class.  Each alternative setting merely 
represents a place where a student can go temporarily. 

     It is our goal that parent(s) are contacted when a student 
visits the office area to work with the administrator. 

When A Studen’s Behavior Continues to Disrupt the Learning Environment:
Prior to more exclusionary consequences, Administration will attempt one or more of the following remedies: 
• Placement in a team member’s classroom • Placement in another grade level classroom
The classroom teacher will provide an online / alternative learning plan for the student.
 
      In the event of exceptional misconduct or after repeatedly trying the intervention strategies listed and discovering 
that the behaviors continue, we add the following options: In-School Suspension, Short-Term Suspension (Under 10 Days), 
Long-Term Suspension, Expulsion, or Emergency Expulsion.

School-Wide Behavior Expectations:
      During the school day or while on school grounds, it 
is expected that all students display behavior that is Safe, 
Respectful, & Responsible. 

Preventative Measures:
All students are provided support in meeting school-wide 
expectations. 

Our goal is to teach problem-solving skills, 
expectations, emotional regulation, and responsibility.
• Embedded Social Skills Instruction
• Cool-Off Zone in Classroom
• CHAMPs Expectations
• Opportunities for Belonging & Ownership

Our goal is to assist student in making responsible, 
corrective decisions by supporting them in 
understanding their behavior. 
• What am I doing?
• What do I want?
• Am I getting what I want?
• What would work better?

Interventions & Corrections:
When a student displays unexpected behavior, an 
administrator will support the student in deescalating and 
reengaging with the classroom. Potential consequences 
may include: 
• Restorative Practices connected with the Unexpected 

Behavior, including:
• Apologies
• Restitution
• Meaningful Work

• Peer Leadership 
Support

• Instructional Support connected with the Unexpected 
Behavior, including:

• Conferences or 
Behavior Contracts

• Instructional 
Groups

• Mentorship Support
• Check In Support

• Alternative 
Plans, including 
Alternative 
Supports for 
Recess

Additional Support:
     Some students will need additional support beyond general supports. Our goal is to idenfity the function of the exhibited 
behavior - Responsibility, Relationship, or Regulation, and find an appropriate Intervention to address the behavior.
     Some options may include: instructional support groups, outside services through community partners, or the 
ReEngagement Zone, an alternate area to reflect, regulate, and then return to class. 
     We welcome and encourage parents to work and communicate with us. If you have a concern about your child’s 
behavior and/or would like to set up a specific plan, please contact us @ 473-4600

Student Discipline Policy
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Tobacco, Drugs, and Alcohol
      Bremerton Schools are drug free.  The use of tobacco, illegal drugs, or alcohol on any school property is prohibited.
Alcohol / Drugs
      Board Policy 3241 states, “Illicit Drugs – Use, possess, sell, distribute or be under the influence of illicit drugs, (e.g.: hallucinogenic drug, amphetamine, 
barbiturate, marijuana), mind-altering substances, medication not prescribed by a physician and approved in writing by the parent/guardian, drug 
paraphernalia, alcohol beverage or intoxicant of any kind or any item which purports (look-alikes) to be such. Students shall not be in possession of anabolic 
steroids on school premises or at school-sponsored events. No student may give, dispense, or administer any medication or remedy to another student.” 
Offenses are accumulated throughout the school year.
Students found to be in possession, using or be under the influence of alcohol/drugs; and/or be in possession of related paraphernalia on school property, 
school- sponsored events or in transit to school-sponsored events.
•  Drug paraphernalia includes, but not limited to, e-cigarettes, vaping devices and e-juice products.
•  Law Enforcement may be notified.
•  A letter will be sent to the parent/guardian
Students found to be in possession of alcohol/drugs with the intent to sell/distribute, minimum Long-Term Suspension of at least 45 days.
•  Law Enforcement will be notified. 
•  A letter will be sent to the parent guardian

Technology Agreement

Bremerton School District is using “Google Accounts for Education” for all 
students.  Although students logins look like email addresses, they are not 
working email addresses.  In order to ensure that school and personal tech-
nology are used in the most effective and safest manner, it is imperative 
that students and parents understand the expectations for use of the tech-
nology during class instruction. All students must agree to the expectations 
set below. This form must be signed and returned annually. 
 
1. Access to inappropriate material is strictly prohibited. This includes, 

but is not limited to, graphic images, profane language, and lewd 
humor. If it’s dirty, don’t go to it. If it’s rude or hurtful, don’t look at it. 

2. Students may only use the applications specifically utilized during the 
instructional time. They may not open up or access other applications 
without express permission. If that’s not what we are working on right 
now, it’s not allowed.

3. Treat all users with respect. Do not erase others work without per-
mission and use respectful language.  Do not take pictures of others 
without their permission/consent. 

4. While direct instruction is occurring, technology should lay screen-
down. If the teacher is talking, your hands and eyes are off all technol-
ogy and ear buds are out. 

5. Students may only use their assigned technology and will handle it 
with care. They are not to touch or take any other device. Do not carry 
laptops by the screen. If you break your equipment, you will not get 
another one to use. If you give your technology to another student 
and they violate the agreement, then you will lose your technology 
privileges.  

6. Technology will remain in the classroom, unless express permission 
is given to take it elsewhere. School technology does not go to lunch, 
recess, specialists, or home.

7.  Respect all copyright laws and make sure to show where the informa-
tion was found.  Only copy information with permission.

8. Stay safe on the Internet.  Never share personal information like full 
name, address, or telephone number. Use only your own login and 
password provided to you by the teacher.

9. Use thumb drives only with approval of school staff.  Only download 
information onto school technology under the direction of school staff.

10.  Personal devices may only be used with school staff approval and 
must be silenced upon entering campus. Texting and phone calls will 
NOT be allowed during class times.  If a parent needs to contact the 
student, please call the office. Students must go to the office to con-
tact their parents during the school day, 8:40 am-3:35 pm.

11. No food, drink, or gum around technology at any time.
 
 
Failure to meet these expectations will result in the loss of use of technol-
ogy.  Dependent on the offense and other factors, disciplinary action will 
vary.  Remember, Google accounts and technology is a privilege, not a 
right.

Failure to sign and return the form to the Multi Media Specialist will result in 
no use of school or personal technology.

Firearms & Weapons 
The Bremerton School District is committed to providing a safe 

environment for learning and working.  A student who possesses a weapon 
or who carries, exhibits, displays or draws any weapon or any object which 
can be mistaken as a weapon, or any item apparently capable of producing 
bodily harm in a manner which under the circumstances, manifests an intent 
to intimidate another or warrants alarm for the safety of others shall be subject 
to discipline up to and including expulsion from the District for 180 days. In 
addition to the prohibition on firearms, students are prohibited from bringing 
any weapons to school or to a school-sponsored activity.  This prohibition will 
not normally apply to school supplies such as pencils, compasses, and the 
like, unless those instruments are used in a threatening or menacing manner.  

It is unlawful for a person to carry onto public or private elementary 
or secondary school premises, school provided transportation, or areas of 
facilities while being used exclusively by public or private school; any firearms 
or any dangerous weapon as defined by RCW 9.41.280 or any device 
commonly known as "nun-chukka sticks" consisting of two or more lengths of 
wood, metal, plastic, or simple substance connected with wire, rope or other 
means.  Any device commonly known as "throwing stars" which are multi-
pointed metal objects, laser pointers, any air gun, air pistol designed to propel 
a BB, pellet or the projectile by the discharge of compressed air, carbon 
dioxide, or gas.  Those instruments are used in a threatening or menacing 
manner.  Except in extenuating or exceptional circumstances the following 
discipline shall apply for all offenses:
1. The principal/designee shall place the student on emergency expulsion, in 

accordance with the  Washington Administrative Code, chapter 180-40.
2. The principal/designee shall notify the parents/guardians and request an 

immediate conference.
3. Unless otherwise provided by law, in cases involving the possession of 

a firearm or an air gun the principal/designee shall, without exception, 
expel the student.  In cases involving the other weapons, the principal/
designee shall place the student on long-term suspension, unless 
expulsion is warranted under the circumstances.  The principal/designee 
shall notify the parent/guardian of the appeal process.

4. In every case involving a weapon or look-alike weapon on district property 
or at District-sponsored events, the principal/designee shall notify 
appropriate law enforcement personnel.

Medication

All medication, prescription or over-the-counter, cannot be administered 
without written permission from a physician, and will be kept in a locked 
cabinet in the school office. The medication needs to be in its original 
container.  Students needing to take a prescribed medication must have 
the required forms signed by a physician and parent before the medication 
can be brought to school.  Students may not carry any medications 
(prescription or over-the-counter) on their person or keep any medications 
in their backpacks.  School staff are not allowed to administer eardrops, 
eye drops, or medications by injections.  Students found with either 
prescription or over-the-counter medications at school will be disciplined.  
The discipline may lead to suspension from school.  Any student 
distributing any medication at school, prescription or over-the-counter, shall 
be immediately suspended or expelled.

Student Safety Policies
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Middle Level Policies 

Assignment Resubmissions 
     With standards-based grading, we are interested in whether students have met 
standards. Therefore, students are allowed to redo assignments and retake tests 
that received an unsatisfactory grade, according the following redo policy:
• Students must complete an Assignment Redo Slip showing that completed all 
formative assessments assigned prior to the assignment to be redone and shows 
evidence of additional work they have done to improve their understanding of the 
concepts/standards assessed by that assignment. 
• Tests must be made up before or after school by appointment only. 
• Lunchtime will not be allowed to retake tests or redo assignments. There is 
simply not enough time to get any meaningful work done during that time.

Absences & Make-Up Work
     After being absent, students are 
expected to collect and complete all 
make-up work, including notes and any 
other assignments or tests. They will be 
allowed 10 days from the date of return 
to school to complete all make-up 
work, except in cases where previous 
arrangements have been made with 
the teacher(s).
     If a student needs time with 
the teacher in order to complete 
the assignments, the time must be 
scheduled for before or after school.

Honors and Advanced Placement Courses
     Any student whose performance consistently falls below a “C” grade in such a class will be referred to a counselor. The 
following facts will be communicated with the student and parent before a recommendation is made to change the student to 
a regular class:
• Ability of student to meet standards of the class; 
• Attitude of the student toward learning; 
• Other related facts, such as cognitive ability, social and/or emotional maturity, and identification as gifted; 
• Potential for entering a regular class without adversely affecting the receiving teacher.” 
 In accordance with the district’s policy on advanced placement and honors courses, students at WHSA enrolled in 
Advanced Mathematics courses are expected to maintain passing scores, with a minimum of a “D” in the enrolled course.
 At conferences, the teacher, the student, and the parent will discuss academic performance and possible relocation to the 
grade level mathematics course, dependent upon the student successfully meeting course requirements and the effects upon 
the receiving teacher and class. Any student with a failing mark at the semester Report Card will be relocated to the grade 
level mathematics course, dependent upon the effects upon the receiving teacher and class.
 Students taking courses as specified by the District as “equivalent to high school courses” may obtain high school credit at 
the successful completion of the course. Parents must request, in writing, that credit be granted to the high school counseling 
team. Upon such request from the parent, the grade earned by the student will be on that student’s official high school 
transcript and will be calculated in that student’s cumulative grade point average. See Board Policy and Procedures 2420

Standards-Based Grading
At West Hills STEM Academy, we use a standards-based grading system using a 
traditional point system. Students will be assessed on a 4-point scale with regard 
to their ability to meet grade-level standards on Summative Assignments (90% 
of Course Grade). Academic grades are calculated through student performance 
on grade level and course standards. Formative work is graded and returned for 
feedback on skills being mastered in class and does not count into the course 
grade computation.
Please refer to Board Policy 2420 and 2420p for more information about grading 
and grade reporting.  

All courses at West Hills STEM Academy have a 10% Competency / Skills for Suc-
cess grade which indicates a student’s proficiency in academic habits such as 

homework completion and class participation.

Family Access & Grades
     All students will have access to an 
online gradebook in which they can 
check their grades throughout the year. 
This is in addition to a monthly report 
that will be sent home.
     It is the student’s responsibility 
to view their grades, request the 
opportunity to redo assignments, and 
complete missing work. Students are 
held to the 10 day make-up policy due 
to their opportunity to access their work 
and grades on their own time.
     Parents may request their own 
Family Access Log-In, separate from 
the student’s, through the front office.

Clubs
If students join a club, they are 
expected to attend all meetings 
and functions, except in extreme 
circumstances. Students should inform 
the club advisor if they are going to 
be absent. Failure to regularly attend 
and participate in functions may result 
in removal from the club. Student 
behavior may result in exclusion from 
club participation. 

Dances
Middle Level Dances will be held three 
times a year. 

•Students who do not engage in ap-
propriate behavior during the school 
dance will not be allowed to attend 
future dances. 
•Students must be present in school 
on the day of the dance in order to 
be admitted. 
•No students from other schools 
are allowed to attend/accompany 
students to the dance. pg 6



DISCRIMINATION
The Bremerton School District does not discriminate in any programs or activities on the basis of sex, race, creed, religion, color, national origin, age, veteran or 
military status, sexual orientation, gender expression, gender identity, disability, or the use of a trained dog guide or service animal and provides equal access to the 
Boy Scouts and other designated youth groups. The following employee(s) has been designated to handle questions and complaints of alleged discrimination: 

Title IX/RCW 28A.640 Officer and ADA Coordinator, Garth Steedman, at 360.473.1026, email garth.steedman@bremertonschools.org 
Section 504 Coordinator, John Welsh, at 360.473.4400, email john.welsh@bremertonschools.org. Mailing address: 134 Marion Avenue North, Bremerton, 
WA 98312.

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, 3210P, 5010 & 5010P), contact your school 
or district office or view it online here: http://www.bremertonschools.org/domain/121
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, 3205P, 5011 & 5011P), contact your school or district office, or view it 
online here: http://www.bremertonschools.org/domain/121
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 revolve your concerns.
Complaint to the School District 
Step 1. Write Our 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 superin-
tendent 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 inves-
tigation 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 you disagree with the school district’s decision, you may appeal to the school district’s board of directors. You must file a notice of appeal in writing to the secre-
tary of the school board within 10 calendar days after you received the school district’s response to your complaint. The school board will schedule a hearing within 
20 calendar days after they received your appeal, unless you agree on a different timeline. The school board will send you a written decision within 30 calendar 
days after the district received your notice of appeal. The school board’s decision will include information about how to file a complaint with the Office of Superinten-
dent of Public Instruction (OSPI).
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 com-
plaint 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.
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  
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