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Chief Sealth Staff Handbook 2009-10 
 

MISSION STATEMENT  
To empower Sealth learners 

To be of value 
To themselves 

And 
To others 

Today and Tomorrow 
 

CORE LEARNINGS 
Citizenship • Responsibility  

Technology  • Change 
Appreciation  • Diversity  

Communication  • Problem Solving 
 

STRATEGIC POLICIES  
We will practice participatory decision making at all levels of the organization.   

We will dedicate ourselves to actions designed to increase the self-esteem of all persons 
connected to the school. 

We will define teaching as facilitating discovery through interconnecting concepts. 

We will support and promote the personal and professional growth of each member of the 
staff in his/her efforts to achieve our mission. 

BELIEF STATEMENTS  

We Believe That: 

All individuals have the potential to be successful learners. 

A learning experience is educational when the student’s ability to cope with the future 
enhanced. 

The difference in the intellectual development, prior knowledge, interests, and abilities of 
the student require us to adjust the subject matter, the environment and the structure of the 
learning situation. 

Learning is an active and a dynamic process. 

All learners must experience challenge and success within a broad, balanced, and 
integrated curriculum. 

Educators must show that they care about their students and someone must know each 
student. 

Our goal is to develop informed, thinking citizens capable of participating in world affairs. 

Language and thought are essential to learning and are developed through daily use in 
diverse situations and in all subject contexts. 

Subject specific knowledge is important since thought and learning cannot occur without a 
content base. 
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You will receive the directory from Marta Sanchez in your mailbox 
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Principal  – John Boyd 
Academic Achievement Plan 
Accident Reports 
Athletics 
Building Leadership Team Liaison 
Building Vision, Mission, Goals 
Budget for Athletics and Bookroom 
Child Protective Services (CPS) 
Credit Waivers/Transfers 
Community Relations 
Counselor- Head 
Credits – Waivers/Transfers 
District Reports 
Educational Programs –  
 Curriculum Coordination 
End of School Year Checkout List 
Evaluation 
Extra Staff Duties 
Grants Management 
Hearing In-School Appeal (STS 1-10 Days) 
International Schools  
JSCEE Liaison 
Learning Improvement Days 
Master Schedule 
News Media Coordinator 
Opening School Schedule 
Payroll 
Parent Correspondence 
Personnel  
Police 
PTSA Liaison 
Public Relations 
Registration  
Requisitions 
Staff Accountability 
Staff Development 
Staff/Student Issues 
Staffing 
Technological Team Liaison 
Textbook Approval 
TRI Days 
Visitor Approval 
Waiver Days 
 
Assistant Principal – Lupe Barnes 
Academic Achievement Plan 
Accreditation  
ALERT Team 
Behavioral Expectations 
Breakfast Club 
Building Vision, Mission, Goal 
C-SIP  
Career Center 
Community Program Liaison 

Curriculum/Instruction 
Daily Schedule 
Detention/After School Improvement 
Discipline - Students A-L & IEP Students 
Edge Reading Program 
El Centro de La Raza 
Evaluation 
FLIGHT/FEAT 
Furniture Requests  
Grounds/Facilities/ Building Maintenance 
IEP Liaison 
Instructional Council 
Interns/Student Teachers  
Learning Improvement Days 
New Staff Orientation 
PSAT/NAEP/HSPE Test Liaison 
Police – Precinct  
Proyecto Saber Liaison 
Security/Stolen Property 
Spanish Speaking Parent Liaison 
Special Education 
Special Events 
Staffing 
Staff Development 
Student Intervention Team 
Student Recognition Liaison 
Teacher and Room supplies 
Teen Health Center/Nurse 
Transportation 
Volunteers 
Waiver Days 
 
Assistant Principal – Angie Thomas 
Academic Achievement Plan 
Activities/Assembly Manager 
Advanced Placement Program 
Attendance Accountability/Procedures/Petitions 
Behavioral Expectations 
BEX Related Moves 
Building Use 
Building Vision, Mission, Goals 
Community Program Liaison – Outside Groups 
Critical Incident Management  
Daily Schedule 
Detention/After School Improvement 
Discipline – Students M- Z 
Emergency Drills 
Evaluation 
External Surveys 
Instructional Council Liaison 
Levy Grant Leadership: Planning, 
Implementation, Supervision, Oversight, 
Communication, & Representative. 
MAP Assessment Supervision 
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Ninth Grade Nation Supervisor 
Ninth Grade Intervention/ Support Team 
Ninth Grade Parent Engagement 
Ninth Grade PLC Administrator 

Professional Development Leadership 
PE Waivers 
Police 
Room Assignments 
Security/Stolen Property 
Staffing 
Staff Development 
Staff Handbook 
Staff Meetings 
Tier System Management 

 
Academic Intervention Specialist 
       - Lori Douglas 
Academic Case Management 
Book-It Liaison 
City Year Liaison 
Clock Hours 
DCL/Online Classes 
Hall Passes 
High School Proficiency Exam Coordinator 
(WASL/HSPE, DAW, COE ect) 
Hiring Coordinator 
Proof Read Parent Correspondence 
Professional Development Committee 
Read 180 Coordinator 
SLP/LAP Plans 
Supervision Schedules 
Student Planners/Handbook  
Test Schedules 
Volunteers 
7th Period Liaison 
 
Head Counselor – Jol Raymond 
10th – 12th Students H-S 
Academic Counseling 
ACE/Internship Coordinator 
Class Changes 
College Night 
Coordinator of Mentoring Programs 
Comprehensive Guidance Coordinator 
Instructional Council 
Intervention team 
Guidance Group Coordinator 
Interview with each student at least once a 
semester 
Letters of Recommendation 
Liaison to Other Programs  
Master Schedule 
New Student Registration 
Middle School Registration 
Personal Counseling 
Receive/ Follow up on Referrals 
Registration Coordinator 
Running Start 
Saul Haas Fund 

Scholarships 
Senior Awards Night 
Senior Interviews 
Staffings Coordinator 
Transcript Evaluation 
Vocational/Career/ Post High School Ed. 
 
Counselor – Kory Kumasaka                          
10th – 12th Students A-G, T - Z 
Academic Counseling 
Class Changes 
College Night 
Intervention Team 
Interview with each student twice a year 
Letters of  Recommendation 
Liaison to Other Programs 
Peer Mediation Coordinator 
Personal Counseling 
Receive/Follow-up on Referrals 
Referral Outside Resources 
Running Start Coordinator 
Senior Awards Night 
Senior Interviews 
Staffings Coordinator 
Transcript Evaluation 
Vocational/Career/Post High School Ed. 
Traffic Education 
Weekly Progress Reports 
 
Counselor – Krista Rillo 
9th Grade Students 
Academic Counseling 
A.P. Coordinator 
Class Changes 
College Night 
Intervention Team 
Interview each student once per semester 
Middle School Registration Coordinator 
Personal Counseling 
Receive/Follow up on referrals 
Running Start 
Senior Awards Night 
Special Ed. Referrals & Follow Up 
Staffings Coordinator 
MAP Assessment Coordinator 
New Student Registration 
Letters of Recommendation 
Transcript Evaluation 
Vocational/Career/Post High School Ed. 
Weekly Progress Reports 
Case Management (NGN) 
NGN Support Team 
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Counseling Secretary/Assistant 
Secretary  
Assist as needed 
Assistant Principal Secretary 
Counseling Letters and Notices 
Deliveries (Request to Reports, T.A. Deliveries 
for counseling, THC, Upward Bound, etc.) 
Student Files/Records 
Student Progress Reports 
Postgraduate Statistics 
Scholarship Award Recipients 
Student Packets 
Withdrawals 
 
Activity Coordinator/Athletic Director  
   –Sam Reed 
Activities & Events Coordinator 
Assemblies Coordination 
Activity Calendar 
ASB Budgets 
ASB/Student Government Coordinator 
ASB Supervisor 
Coaching Evaluation Input 
Dance Coordinator 
Extra-Curricular Supervision 
Event Awards 
Faculty Night Supervision Coordinator 
Graduation 
Home Event coordinator 
Ticket Sales 
Recruiters (with Career Center Specialist) 
                                                                                                                                                                                                                   
Administrative Assistant 
   - Marta Sanchez 
Assist as needed 
Bells 
Building Use & Rental 
Classified Staff 
Diplomas and Certificates for Graduation 
Emergency/Crisis Management 
Extra Time 
Filing 
First Day Packets 
Graduating Seniors 
Mail 
Payroll/Time Reporting 
Phone Coverage 
Principal Secretary  
Professional Leave 
Reception 
Record Destruction 
Reimbursement of Personal Expenditures  
RSVPs 
Stipends 
Substitutes 
Telephone List 
Travel Expenditures 
Staff Scholarship 

Summertime Transcripts 
 
Attendance Secretary 
Assist as needed 
Attendance Bulletin 
Daily Attendance 
Excuse Note Accountability 
Front Office Coverage when needed 
Other related duties 
 
Career Center Specialist 
College Fairs 
College Visitation 
College/Career Seminars 
Coordinate Internships 
Financial Aid 
Post Secondary Guidance 
Recruiters (with AC/AD) 
Scholarship Coordinator 
Service Learning 
Summer Programs 
Youth Employment Programs 
 
Fiscal Clerk/Stockroom Manager 
   - Jeff Patterson  
ASB Accounting 
Assist as needed 
Bookroom  
Budget/Accounting 
Grants Accounting 
Requisitions 
Supplies 
Copy Machine 
Fax Machine 
Graduation: Cords and Saul Haas 
 
Registrar –Laura Pearce 
Data Processing 
New Students 
Registration 
Report Cards 
Duties related to Master Schedule including 
Publications related to registration & scheduling 
Student Information System Maintenance 
Transcripts 
Honor Roll 
Honor Society 
Provide new students new student packet 
Assist as needed 
 
Psychologist – Glenn Boyd 
Individual Student Assessment  
Student Intervention Team  &  related duties 

Nurse – Allison Enochs  
Student Intervention Team 
Student Health/ Immunization Records  
 Assist as needed 
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Teen Health Center – (PSNHC) 
Immunizations  
Sports Physicals 
Mental Health Counseling 
Nurse Practitioner 
Librarian – Katie Hubert   
Assisting students in research in a comfortable 
learning environment 
Maintaining Book Selections 
Read a Million Words Campaign 
Build and Maintain School Website 
 
Custodian – DuWayne Young  
Building Use 
Building Maintenance 
Keys 
Lockers 
Problems related to building upkeep 
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Building Leadership Team (BLT) 
The Building Leadership Team exists as part of the SPS/SEA Collective Bargaining Agreement to ensure 
dialogue between Administrations and representatives of various parts of the broad school community. 
BLT speaks to the building’s budget process, the school transformation process, and the vision for the 
school. 
 
The Chief Sealth BLT is composed of ________ certificated teachers, _________ classified staff members, 
_________ parent(s), __________ student representatives, and the Principal.  Representatives are selected 
for _______-year terms by nomination and staff vote.     BLT meetings are generally held on second and 
fourth Monday of each month (see meeting schedule for specific dates). The 2009-10 Chief Sealth BLT 
Members are:  Khaleelah Rahsaan, Peter Junkerman, Corey Kumasaka, Laura Pearce, Daniel Baker, John 
Boyd, and Joshua Hansell. 
 
Instructional Council (IC) 
The Instructional Council is made up of members of the administrative team, all department heads, and 
other members that directly impact and or influence instructional decision making in the building. The 
focus of IC is to maximize student performance through high quality instruction. The IC helps the BLT 
implement the school’s transformation plan. The IC coordinates and guides a wide range of instruction-
related activities each year that best support the teaching and learning objectives in alignment with the 
school improvement plan.  IC meetings are generally held on the second Wednesday or Tuesday 
(depending on how the SEA contract is interpreted), at 2:45 pm. 
 
Department Heads: 

Department head provides instructional leadership within their departments, and are responsible for 
department-level goals, development, and fiscal management.  Department heads are responsible for 
conducting monthly meeting with department members and reporting on the same to administration, as well 
as for attending all Instructional Council meetings (or in an emergency send a representative).  Department 
Heads also attend all district initiated meetings, as appropriate and in an emergency, cover (substitute) in 
any class in the building during their prep periods. 
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http://www.seattlewea.org/static_content/09Calendar.pdf 
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Staff will receive versions of the ED/LA Bell Schedule in your mailbox 
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Staff will receive an abbreviated schedule from Mr. Reed.  Please insert. 
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The following pages outline staff responsibilities and expectations.  It is expected that staff will abide 
by all responsibilities set out below, including those references by link to existing School Board and 
District Policies and Procedures. 
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1. Anti-Harassment Policy: 

Harassment, intimidation, and bullying are not acceptable. Employees, volunteers, parents/guardians, and 
students are prohibited from engaging in harassment, intimidation, and bullying based upon race, color, 
religion, ancestry, national origin, economic status, gender, sexual orientation, gender identity, pregnancy, 
marital status, physical appearance, or mental, physical, or sensory disability. This includes conduct 
between students, between adults, and between adults and students. Complete information regarding the 
District's Anti-Harassment Policy and the Procedures for reporting and investigating complaints of 
harassment, can be found at the following links: 
 
http://www.seattleschools.org/area/policies/d/D49.00.pdf  
http://www.seattleschools.org/area/policies/d/D49.01.pdf  
http://www.seattleschools.org/area/policies/d/D49.02.pdf  
 
2. Assembly Behavior: 

For some assemblies, teaching staff are assigned an area to sit with their third period class in the 
Auditorium.  Go to the area quickly and quietly.  Even hall classes, rooms 1-10, and Gym classes enter on 
the east outside door of the Auditorium.  Fill in rows form the center out so that others do not have to climb 
over you.  Seating is limited so please have your students sit in your assigned row and possibly in front or 
behind your row. Some assemblies are in the gym and the students sit with their class (Seniors, Juniors, 
Sophomores, Freshmen.)  You are assigned a class to sit with and supervise.  Please go to the gym quickly 
and help get students to sit quietly in their assigned section .Please correct inappropriate behavior. 

3. Attendance and Time Reporting: 

Staff should consult their respective Collective Bargaining Agreements to confirm expectations regarding 
attendance, acceptable use of leave, and work hours.  Faculty members are required to be in the building 
thirty minutes before the start of school and then remain in the building until thirty minutes after the end of 
the school day.  Flexibility in these hours is allowed, but such exceptions must be prearranged with the 
building principal and/or your direct supervisor.  Flexibility is not permitted for the times when teachers 
should be in the classroom to meet students.  Teachers are never to leave students unattended during class 
time.  If there is an emergency reason to leave class, please immediately call the main office at 2-8550 to 
seek emergency coverage.  From time to time, a staff member may need to leave the building during break 
times, but need to sign out in the main office before leaving and upon return.  Staff members are required to 
attend staff meetings, departmental meetings, and other meetings scheduled as part of the regular school 
program, and to engage in the guidance and counseling of students as well as having parent contacts and 
meetings.  Staff members who fail to meet attendance expectations will face disciplinary consequences.  
 
Faculty members are responsible for securing substitute coverage in advance for any planned absensence 
via Subfinder at 252-0380, and all staff members are responsible for reporting unplanned absences (i.e. 
illness or emergency) to the main office at 252-8550 as soon as possible, in addition to seeking coverage 
through Subfinder.  If you are having difficulty with the automated system, please call the Subfinder office 
at 252-0388.   
 
All employees are responsible for the proper and timely recording of their own attendance in the Employee 
Self-Serve system, accessible at https://snocfpp1.seattleschools.org/irj/portal.   Those who fail to record 
their time, fail to accurately report leave, or who are not timely in posting their time will face disciplinary 
consequences.  Employees are also responsible for maintaining their own address information and benefit 
selections in this system.  If you are unable to log on call 252-0007. 
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4. Attendance Taking: 

School Board Policy and Washington Administrative Code Section WAC 180-44-010 requires that teachers 
take accurate daily attendance:  “It shall be the responsibility of the teacher to follow the prescribed courses 
of study and to enforce the rules and regulations of the school district, the state superintendent of public 
instruction and the state board of education, maintaining and rendering the appropriate records and reports. 
Consistent, accurate attendance practices contribute to student learning success.”  Complete information 
regarding the District’s Attendance Policy and the Procedures can be found at the following links and in 
Section 4: 
 
http://www.seattleschools.org/area/policies/d/D40.00.pdf 
http://www.seattleschools.org/area/policies/d/D40.01.pdf  
http://www.seattleschools.org/area/policies/d/D41.00.pdf  
http://www.seattleschools.org/area/policies/d/D150.01.pdf  
 
5. Building and Grounds Use 

The building is available for use during school hours.  If you need to use the facility after school hours or 
on weekends, then a building use permit must be completed, regardless of the size of the group. If you have 
a large event occurring during school hours, please fill out a building use permit so custodians and security 
can be coordinated.  Please keep in mind that events on Saturday and Sunday, that will require a custodian 
will have a cost attached to them and must be approved by administration prior to submitting the permit.  
The building use permits are available in the main office.  If coordinating with another agency or club, 
please note the contact person must be a Sealth staff member.  All permits must be submitted 10-14 days in 
advance to the main office.  Please note the building and portables are alarmed.  Entering the school when 
it is closed without clearance from school administration or District Security will result in a citation and a 
fine. 

6. Cash Handling 

To insure the safe keeping of cash and the proper audit controls, it is required that receipts be written for 
any cash received for any school activities or purposes.  If you are collecting money for a class project, you 
need to obtain a general receipt book from the Fiscal Specialist ahead of time.  The receipt should include 
date, name of student, amount received, purpose, and whether it was check or cash.  You then count the 
total, and deposit it in the school safe that day.  Never keep cash in classrooms overnight.  In accordance 
with state laws and regulations, all money is to be deposited within 24 hours. Once the deposit if processed, 
you will receive a receipt for this amount. If you are anticipating handling ASB monies, you must consult 
with the Fiscal Specialist and Activity Coordinator in advance and follow all directions given with respect 
to handling ASB funds. 

7. Child Abuse and Adult Sexual Misconduct Reporting:  

RCW 26.44.030 and School Board Policy D116.00 require that all school personnel report to the 
Department of Social and Health Services (DSHS), Child Protective Services (CPS), or local law 
enforcement agency when they have reason to believe a child or adult dependent person has suffered abuse 
or neglect. Such report must be made at the first opportunity to do so, but in no case longer than 48 hours 
after the suspected abuse or neglect has come to the attention of the staff member. A written report must be 
submitted to the agency contacted as soon as possible after the phone report is made. It is staff members’ 
legal responsibility to make a report whenever there is reason to believe abuse or neglect has occurred. 
Protection of children is the paramount concern; any doubt about the child’s condition shall be resolved in 
favor of making the report. It is CPS or law enforcement’s responsibility to determine if the abuse or 
neglect actually occurred.  



 
   

21

Complete information regarding the District’s Child Abuse Reporting Policy and the Procedures for 
reporting Child Abuse can be found at the following links: 
 
http://www.seattleschools.org/area/policies/d/D116.00.pdf  
http://www.seattleschools.org/area/policies/d/D116.01.pdf  
 
If the person suspected of abuse is a fellow staff member, and the concern is suspected sexual misconduct, 
pursuant to the District’s Adult Sexual Misconduct Procedure, school personnel must report their concerns 
to the Principal. If the conduct of concern rises to the level of child abuse, school personnel and the 
Principal are to contact law enforcement and Human Resources.  Complete information regarding the 
District’s Adult Sexual Misconduct Procedure and the Procedures for reporting suspected sexual 
misconduct can be found at the following links: 
 
http://inside.seattleschools.org/area/safety/prevention/adultsexualmisconduct_procedures.pdf  
http://inside.seattleschools.org/area/safety/prevention/preventionofadultsexualmisconductbrochure.pdf  
 
8. Communication with Administration:  

Staff are expected to regularly check their mailboxes daily, and to read emails from school administration.  
If a staff member does not believe that they are getting all-staff email communications, it is their 
responsibility to notify the main office of this, and to seek assistance from the Techline to remedy the 
problem.  Staff are also expected to provide contact information regarding where they can be reached over 
the summer and during breaks, as well as emergency contact information so that appropriate assistance can 
be provided during an emergency. 

9. Communication with Families: 

It is essential that close communication be maintained between teachers and families regarding grades, 
behavior, and attendance, all of which reflect patterns of success. Two-way communication with families 
(in person, by phone, or by email) is both critical, and expected, for any student whose grades are slipping, 
or who may potentially receive a D or an E grade. Please remember to be professional in all 
communications, and to never discuss confidential information about one student with the family of 
another. 

10. Communication with Students: 

All teachers are to create a course syllabus and distribute it to students at the start of the semester.  Teachers 
are to place on the board the objective, lesson-activity, assessment, due date and other pertinent information 
on a daily basis.  Classroom rules must be posted in a clear conspicuous location in the classroom. 

11. Controversial Issues: 

School Board policy and state law require that in the discussion, instruction, or presentation of 
controversial issues, staff members must ensure that particular positions or points of view are balanced by 
equal attention to divergent views on the given topic. The key to discussing controversial issues with 
students is balance. Administration must be aware of courses and programs relating to controversial issues, 
and parents must be given the opportunity for their child to complete an alternative assignment. Complete 
information regarding the District’s Controversial Issues Policy and Procedures can be found at the 
following links: 
 
http://www.seattleschools.org/area/policies/c/C06.00.pdf 
http://www.seattleschools.org/area/policies/c/C06.01.pdf  
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12. Elections and Use of the District Resources : 

As employees of a public agency, District employees may not use or authorize the use of District facilities 
to support or oppose a candidate or a ballot measure.  District facilities include, but is not limited to, use of 
stationery, postage, machines and equipment, use of employees during working hours, vehicles, office 
space, publications, and client lists. The District cannot allow employees or outside individuals or 
organizations to use District equipment (e.g., copy machines, fax machines, or computers), supplies, 
employee work time, school buildings or office space, or District communications to support or oppose a 
statewide referendum, a statewide or local ballot proposition, or a candidate for public office. Staff can 
spend their own personal time and resources helping a campaign on their own time and with their own 
resources.  District employees should be clear that any participation in campaign activities is personal.   For 
additional information on Public Disclosure Commission (“PDC”) website and review PDC Interpretation 
No. 01-03, Guidelines for School Districts in Election Campaigns at 
http://www.pdc.wa.gov/archive/pdf/01-03Revised092806.pdf. 

13. Electronic Device Use 

The use of cell phones, music players, and electronic devices by students during class is prohibited.  
Students should not be allowed to send or read messages or use music players in the classroom and such 
devices must be in student’s pocket, bag, or backpack during class.  If such a device is used or activated in 
class, students are to be subject to disciplinary sanctions for “rule breaking.”  Staff members who 
confiscate a device may elect to return the device at the end of the class period, end of the day, or after a 
parent conference, depending on the severity of the infraction, but should maintain the device in a secure 
location until it is returned to the student or his or her parent/guardian.  

14. Emergency Substitute Plans 

Each building must have an emergency substitute plan.  The Chief Sealth plan has two parts: in the event of 
a small number of classes without teachers (1-6), these classes missing a teacher /substitute will be filled 
by: 

1)  Department Heads,  
2)  Teachers who volunteer to cover a class,  
3)  Combination of classes,  
4)  Use of certified non teachers per district policy the teachers will be compensated where appropriate. 

In the event of a large number of classes without teachers (7-15), classes will be combined by departments, 
location, subject, prep periods or other factors, the administration will determine arrangement as needed. 

15. Email and Use of the District’s Computers and Network:  

The use of District computers and access to the network, including email access, is governed by the terms 
of the Network Use Agreement.  The purpose of District computers and access to the network is to support 
educational objectives and job responsibilities. All information and services contained on District 
computers are placed there solely for job related functions. Access to the network is a privilege and it may 
be revoked by the District at any time. Also remember that, unless protected by attorney-client privilege, all 
email is subject to disclosure under the Public Records Act or to disclosure to families as educational 
records.  Please keep this in mind when writing emails, especially emails about students.  Please limit the 
use of all-staff emails to appropriate school business.  Complete information regarding the District’s 
Network Use Agreement can be found at 
http://inside.seattleschools.org/area/dots/forms/networkuseagreementlogon.pdf. 
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16. Ethics: 

School district employees cannot have an interest, financial or otherwise, or engage in a business or 
transaction or incur an obligation of any nature that is in conflict with their official duties. There are 
specific limitations on accepting gifts, particularly when you have a role in making purchasing decisions. 
Complete information regarding the District’s Policy and Procedure on Ethics can be found at the following 
links: 
 
http://www.seattleschools.org/area/policies/f/F11.00.pdf  
http://www.seattleschools.org/area/policies/f/F11.01.pdf  
 
17. Field Trips:  

All field trips requested must be approved by Administration in advance, require the completion of the 
appropriate field trips forms, and must be done in accordance with the District’s Field Trip Manual, 
available online at: http://inside.seattleschools.org/area/risk/fieldtripproc.pdf.  Please avoid scheduling field 
trips on Fridays wherever possible.  No field trips will be authorized the two weeks before the end of the 
semester and after Memorial Day, absent express advance agreement by the Principal.  Staff planning field 
trips that are not on the approved field trip list must submit a form for a “Non-Approved Field Trip.” Any 
out of state travel must have an out of state approval form submitted at least two weeks in advance.  Staff 
members sponsoring a field trip, seminar, or activity must submit an alphabetized list of participants to the 
attendance office a minimum of 3 days prior to the event.  A follow-up list is to be submitted to the 
attendance office of students who did not attend the planned activity.  Transportation requests need to be 
made at least 2 weeks prior to the event.  As a courtesy, fellow staff members including those in the main 
office should be notified of the upcoming activity either by email notice or by mailbox flyers.  Field trip 
forms can be found online at http://inside.seattleschools.org/area/safety/forms.xml. 

18. Fines: 

Teachers must complete fine cards for each book given to a student.  If using a book without a book 
number, the teacher must number the books prior to giving them to the students.  Fine cards are kept in the 
classroom during the semester.  At the end of the semester, students should exchange their book for the fine 
card on file.  This is to be done each time a fine card is returned. When the semester is complete any 
remaining fine cards can then be turned into the main office.  If a senior does not pay his/her fines prior to 
Graduation, then the student will not receive his/her diploma and will not have transcript information 
forwarded to any institution that requests it. 

19. Grades/Credits: 

Grading is an area governed by School Board Policy D46.01, available online at 
http://www.seattleschools.org/area/policies/d/D46.01.pdf.  The K-12 Counseling Manual sets out the 
District’s administrative procedures with respect to grades and credits, and all forms related to grading and 
credit issues, including waiver forms.  The K-12 Counseling Manual is updated annually, distributed to all 
counselors, and posted online on the Support, Prevention & Intervention website. 

20. Master Calendar 

Any school sponsored event must be placed on the Master calendar which the Activity Coordinator will 
coordinate.  The following steps must be completed:  Secure a date, complete a building permit, and turn in 
building use permit in the main office.  If the Permit involves the use of athletic space, the Athletic Director 
must sign the permit before it is turned.  Certain events have dates and no other event(s) may take place the 
same day.  Those events follow:   
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Open House:  10-8-09 
Homecoming Dance:  10-17-09 
Winter Ball:  1-16-10 at China Harbor 
Choices Night:  1-21-10  
Awards Night:  5-27-10 
Prom:  5-29-10 

21. Movies, Television, and Videos:  

When used judiciously and to support specific course objectives, movies and videos, or excerpts of movies 
and videos, can be an excellent teaching tool. School Board Policy C24.00 
(http://www.seattleschools.org/area/policies/c/C24.00.pdf) governs this issue and is explicit with respect to 
using movies or videos as part of instruction. In general, you must:  

1) Identify the course objectives to be served by the showing of the video,  
2) Notify parents in advance, and  
3) Notify Administration in advance.  

Do not make movies your lesson plan for days when you have a substitute. Substitute teachers generally do 
not stop and start the video for instructional purposes, or engage students in period discussions, noting how 
the movie supports your lesson and learning objectives. 
 
22. Pledge of Allegiance  

School Board Policy D153.00 (http://www.seattleschools.org/area/policies/d/D153.00.pdf) and Washington 
State Law (RCW 28A.230.140) mandate the daily recitation of the Pledge of Allegiance and the recitation 
of the Pledge of Allegiance at the beginning of all school assemblies.  Students not reciting the pledge are 
to maintain a respectful silence. 

23. Photocopy Use: 

There are three Photocopiers are available for use. Staff Lounge: This photocopier does not require an 
identification code, however it does require you to bring your own paper to use. Staff Office (in the 
counseling office): this photocopier does require an identification code.  No student T.A.s other than office 
T.A.s are allowed to use this copier.  Marta Sanchez is the key operator for this copier.  

24. Purchasing: 

Prior approval of your department head is required for all departmental purchases.  After you have received 
budget approval from your department head, call the vendor to determine whether they will accept a 
purchase order from the Seattle School District, and verify amounts (including tax and shipping.)  Fill out 
the Purchase Order Request form completely and obtain your department head’s signature on the form. To 
ensure that there is no mix-up, write the department or account name on the form.  Turn the completed 
form in to the Fiscal Specialist for processing and for the Principal’s signature.  Allow 3-4 weeks for 
turnaround. 

25. Reimbursement Requests: 

For small purchases (generally under $200) you may purchase the item, and submit a completed request for 
employee reimbursement form for reimbursement out of department funds.  You must attach original 
receipt(s) and include an additional photocopy of all receipts. Include your employee ID # on all receipts 
and copies. Sign the original receipts, and indicate the purpose of the purchase.  You must obtain your 
department head’s signature, and then turn your request in to the Fiscal Specialist. 
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26. Security: 

Calling for Security - When calling the main office for security please give your name, room number and 
the nature of the call immediate, soon, when you get a chance. For example:   
Immediate:  This is Ms. Yount in room 149 and I need immediate assistance to break up a fight. 
Soon: This is Mr. Marshall in room 136 and a student on the no pass list needs to use the restroom. 
When you get a chance:  This is Mr. Ziechner in room 109 and a student will not give me his CD player. 
It is critical that you categorize the nature of your call so that appropriate urgency can be given to high 
priority requests. And any office T.A. can take this information, excluding calls involving drugs or 
weapons. 

27. Students on Campus After School 

Students on campus after school must be under the supervision of a staff member. Staff who have arranged 
activities for students after school must arrange to have a staff supervisor present. 

28. Student Code of Conduct 

Staff should be familiar with the District’s Code of Prohibited Student Conduct.  This and other discipline-
related documents are available online at: http://www.seattleschools.org/area/discipline/index.dxml.  

29. Students as Teacher Assistants 

Student Teacher Assistants are the responsibility of the classroom teacher to supervise for the class period. 
They should remain in the classroom for the whole period, unless on a specific mission, and then the TA 
must have hall pass. 

30. Substitute Plans/Folder 

Each teacher must provide a substitute folder to give specific information for a substitute to use to conduct 
meaningful learning activities for your students when teachers are absent. It must contain, at minimum, the 
following information: seating charts; class lists to be used for attendance; specific name of the book used 
in each class; rules and procedures for checking out books; relevant instructional materials; names of 
responsible students who may be helpful; and classroom rules and procedures, library policy, hall pass 
privileges, and emergency evacuation plan. Substitute folders will be placed daily on the teacher’s desk 
with up to date information at the end of the day. 

Staff members who fail to follow the summer check out process may face disciplinary consequences. 

31. Travel/Mileage Reimbursement 

The District’s Travel Procedures can be found online at 
http://inside.seattleschools.org/area/sap/forms/Travel_procedures.pdf.  Staff must follow this procedure 
when seeking authorization for travel and reimbursement. The forms necessary for seeking reimbursement 
and instructions for completing these forms are online at: 

http://inside.seattleschools.org/area/accounting/forms/request_for_profess_leave.pdf 
http://inside.seattleschools.org/area/accounting/forms/request_for_professional_leave_instructions.pdf 
http://inside.seattleschools.org/area/accounting/forms/travel.pdf 
http://inside.seattleschools.org/area/sap/forms/travel_instructions.pdf 
http://inside.seattleschools.org/area/sap/forms/MileageFormDetail.pdf  
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32. Workplace Injuries  

Staff who are injured while at work can seek immediate assistance from the School Nurse, and will need to 
complete an Incident Report documenting how the injury occurred.  However, completing an  Incident 
Report will not initiate a Worker’s Compensation claim.  To initiate a Worker’s Compensation claim, 
contact Barbara Martinson, Injury Prevention & Management Administrator at 252-0711. 

33. Visitors to Campus 

Visitors to Campus is an area governed by School Board Policies E14.00, E14.01, E14.02, E14.03, and 
E14.04, which can be found online at:  http://www.seattleschools.org/area/policies/e/index.dxml. Any 
former students must have a pre-arranged meeting with a teacher or counselor.  If an unannounced visitor is 
in your classroom explain the building policy, set an appointment with them, and ask them to leave the 
campus.  If the party does not want to leave the school grounds, direct them to the main office, and call for 
security.  If you see anyone suspicious in the school, call the main office for security. 
 
34.   Summer Check Out 
 
 
Please find the summer check out document following this pages 27-29.  During transition from one 
building to another, this document may have amendments and / or deletions.  If so, you will be notified. 
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                          Chief Sealth High School 
                     2010 Staff Year End Checkout L ist  

 
 X 

 Year End Tasks to Complete   Checkout with:  

  1. FINAL GRADE MARKING SHEETS - Turned in to Laura 
Pearce.  All final grades must be A, B, C, D or E  

Laura Pearce 

  2. DEPARTMENTAL CHECKOUT - Appropriate materials 
boxed, labeled and/or secured in cabinets. 

Department 
Chairperson 

  3. LIBRARY CHECKOUT. Katie Hubert 

  4. AUDIO VISUAL CHECKOUT. Katie Hubert 

  5. COMPLETE FINE CARDS AND RETURN TO JEFF 
PATTERSON. 

Jeff Patterson 

  6. HEAD COACHES CHECKOUT. Sam Reed 

  7. CLUB ADVISORS CHECKOUT. Sam Reed 

  8. CLEARANCE OF BUDGETED ACCOUNTS - Department 
Heads 

Jeff Patterson 

     9. 

 

 

 

     

Summer Address (all staff) 
Name:                                                                                                               
Address:                                                                                      
City, State, Zip:                                                                               
Telephone #:                                                                                         
Email:   

Marta Sanchez 

  10. TURN IN CHECKOUT SHEET 

If your administrator is not available and you need  to 
leave, you must have an alternate administrator sig n you 
out. 

Evaluating 
Admin. 

                  
                                                                                    
 
 
   (See Other Side)  
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Chief Sealth High School 
2009 Staff Year End Checkout List  
 
 

 Custodial/Room  Year End Check Off  Custodial Comments  

 1. Custodian Reviews Keys checked out 

To keep keys Mr. Boyd must approve. Keys 
must be inventoried by the custodian so you 
must check in with him either way. 

 

 

 

 2. Walls Stripped -All items removed from walls 

(Bulletin Boards may keep items on them) 

 

 

 

 3. Floors Clear (boxes, books, etc on counters  

 

 

 4. Note any items that need to be thrown away or 
moved. (Items will be moved only when time 
allows)  

Do not leave items in the hallway.  Anything you 
want saved must be tagged with your name and 
left inside the room.  

 

 

 

 5. Lock up or remove personal items  

 

 

 ***Any rooms not ready to be cleaned in  time for 
its scheduled cleaning will be missed. 
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CHIEF SEALTH HIGH SCHOOL 

09-10 REQUEST FOR MASTER CALENDAR DATES 
 

One of the summer projects for the Administrative team is the creation of a master calendar for the 
upcoming school year.  In an effort to make this calendar as accurate as possible, we are asking 
for a list of any field trips, assemblies, or any other event you might be planning for the 2009-2010 
school year.  We realize that you may not have all of your plans solidified at this early date, but 
would greatly appreciate a listing of those that are.  Please return this form to Activities Coordinator 
Sam Reed by June 17th.  Thank you! 

 
Staff Name:                                                                    
     
Please Print: 

Day(s)  Date(s)  Time(s)  Activity/Event  Place 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 
Staff Members Signature:                                                 Date:__________     
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Below is a summary of specific emergency procedures. The District’s Safety and Security Department has 
prepared are “Quick Reference Guide” that outlines the procedures for response to emergencies, which can 
be found online at: http://inside.seattleschools.org/area/safety/response/quickrefguide112108.pdf.  

Staff should review the “Quick Reference Guide” and the Safety and Security website 
(http://inside.seattleschools.org/area/safety/index.dxml) annually for further information on emergency 
prevention, preparedness, response, and recovery.  

Fire Drill Procedure 

If a continuous fire alarm horn sounds in your area: 

1.  Exit from the room. 
2.  Close and lock door(s) to room. 
3.  Move quickly to the parking lot or field via the closest exit. 
4.  Take roll on the field. 
5.  Report to your Area Leader. 
6.  Await the all-clear signal. 

Earthquake Procedure 

1. Remain calm. 
2. Remain in the classroom. 
3.  Move Away from the windows. 
4.  Seek protection under tables and desks. 
5. Follow emergency plan (Protect, Assess, Evacuate to assigned area of field/parking lot) 
6.  Lock door upon leaving; mark with ribbon 

Lockdown Procedure 

1. Office calls 911 and makes an announcement over the loudspeaker. 
2. This is the signal for all students and staff to go immediately to the closest classroom. 
3. Grab any stray students/staff from hallways, lock door, pull shade, turn off lights, and remain quiet 
 until you receive further instructions. 

Chain of Command for Emergencies 

In the event of an emergency, the following people are in charge (chain of command): 

1. Principal – John Boyd 
2. Assistant Principal – Lupe Barnes  
3. Assistant Principal – Angie Thomas 
4. Activity Coordinator/Athletic Director – Sam Reed 
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Student Attendance is governed by School Board Policies D40.00, D40.01, D41.00, and D150.01, all of 
which can be found online at:  http://www.seattleschools.org/area/policies/d/index.dxml.  

In order to create an accountable learning environment, it is the responsibility of all staff to: 

�  Take attendance at the beginning of the period – this cannot be delegated to students 

�  Keep students throughout the entire period (students who leave class need to have a 
pass) 

�  Be clear, consistent, and immediate with consequences 

Definition of Absence:  “Absence means any time a student is not at school or participating in a school-
sponsored activity in lieu of attending school (e.g. on a field trip).  An absence from a class at the 
secondary level is defined as any time a student misses more than ten (10) minutes of a given class period.”  
D40.01.   

The following are examples of excused and unexcused absences.  If there is a dispute as to if an absence is 
excused or unexcused, the Principal will make the final determination as to how the absence will be 
marked: 

Excused 
Personal illness or injury 
Family or personal emergency (death, illness, etc.)  
School sponsored field trips, seminars, or activities  
Religious holidays 
Court appearances 
College visitation 
Days where a student short-term suspended or emergency excluded from school 
Medical appointment conflicts (families are encouraged to schedule appointments for outside school hours 
 
Unexcused 
Oversleeping 
Missing the bus or traffic 
Leaving class early without permission or leaving with-permission but failing to go to authorized location 
Failure to check out of school for early dismissals 
Family vacations or other planned trips were advance approval has not been obtained 
 
Excusing Absences 
Absences from school are unexcused unless the parent/guardian contacts the school within two business 
days of the absence by a signed note. To excuse an absence, the student must bring a note within two days, 
which must be presented to the Attendance Secretary before the students go to their first class. The note 
must include the following: Student's name (first and last); date of absence or periods missed; reason for 
absence - include name and phone number of Dentist, Doctor, if applicable; parent or guardian signature, 
and home and/or work telephone numbers.  The Attendance Secretary will then issue an Attendance Slip 
which must be presented to each class teacher, unless the status of the absence as excused or unexcused is 
in dispute.  Students who are 18 years of age may write their own excuses. 
 
Teachers/Club Advisors/Staff sponsoring a field trip, seminar, or activity must submit a list of participants, 
along with their student I.D. numbers, to the attendance office at least two (2) days prior to the event and 
report any students who do not actually attend. 
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Early Dismissals and Late Arrivals 
Students arriving to school late must check in at the attendance office before going to class.  Early 
dismissal request notes from home must be placed in the appropriate box in the attendance office before the 
first class period. 
 
Hall Pass Policy (NO STUDENT SHOULD BE IN THE HALL WAY WITHOUT A HALL PASS)  
Examples of acceptable reasons for hall passes are: need to report to the Nurse/Counselor/Administrator, 
the need to use the Restroom, or a T.A. being sent on an errand.  Staff members may request that students 
be placed on the No Pass List for abusing hall pass procedures.  Staff are to keep a copy the current No 
Pass List in their substitute folder. 
 
Tardy Policy 
A tardy is defined as not being in the classroom before the tardy bell rings.  If a student misses more than 
ten (10) minutes of a given class period, they are to be marked as absent, not tardy.  Teachers are 
responsible for documenting tardies. 
 
Attendance and Grading 
To consider attendance in grading, a teacher must be able to demonstrate the tie between attendance and 
instructional objectives, and must provide advance notice that attendance will be considered in grading.  
For the first requirement, teachers must be able to show that being in class matters.  If students are reading 
from textbooks or doing work in class, that will not be sufficient as those activities can be done anywhere.  
Examples of activities that students must be in class for are to participate in oral presentations, in physical 
activities, including lab activities, or in class discussions and/or in group work; to receive verbal instruction 
concerning new concepts, and re-explanation of previous concepts; to collaborate in group processing 
activities; and to hear and respond to guest speakers and outside resources (e.g., films, video presentation, 
etc.).  For the second requirement, notice must be given in writing at the outset of the class. This 
information must be included in the class syllabus.  Below is a sample notice: 

Notification of Intent to Consider Attendance, Tardiness or Participation in Grading 

The depth of coverage of material in this course requires active student engagement and 
participation.  The failure to attend class prevents active student engagement.  Because 
active student engagement is a necessary component of this class, attendance, tardiness, 
and class participation will be considered as a basis for grading in this course. 
 
Attendance and participation will constitute ___ % of your grade for this course.  Each 
student is given ___ points for Daily Participation or ____ points per week.  Doing 
work for other classes or work not assigned to be done during class, sleeping, social 
talking, being tardy or leaving class early without an excuse are all circumstances that 
may result in a loss of your daily participation points.  Students will receive no 
participation points for days on which they have unexcused absences. 

 
Make Up Work  
Students whose absences are excused, including those who are absent due to short-term disciplinary 
sanctions, must be given the opportunity to make-up missed class work.  This includes opportunities to 
make up participation points lost due to excused absences if a teacher is considering attendance and 
participation in grading and proper notice has been given. 
 
Unexcused Absences and Tardies Procedure & Consequences 
As we continue to modify and perfect our tardy and attendance policy, staff will be trained and signage will 
be created in order to properly communicate and implement the policy.  The attendance team will provide 
updates. 
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