
Social Networking Do’s and Don’ts 
Reprinted with permission from the National Education Association/Washington Education 

Association 
 
Social networking websites allow members to build and create online, public profiles. These sites 
provide users various ways of interacting with other users, such as blogs, bulletins, instant messenger, 
and email. While there are many social networking websites, Myspace.com and Facebook.com are the 
two most popular. In fact, they are two of the most visited websites in the United States. However, 
using Myspace, Facebook, or any other social networking website is not without its risks. 
Professionals who use these websites do not have a free pass to say or do whatever they please 
without jeopardizing their employment. The following suggestions will help you use these websites in 
a responsible way that minimizes the risks associated with use of the website. 
 
1. Do not use a social networking website:  
This is the best way to guarantee that you won’t get in trouble by posting inappropriate or questionable material. 
Simply deleting inappropriate material may not keep students, parents, or administrators from finding the 
deleted information. Often, cached web pages may be located containing outdated information, including any 
inappropriate or questionable material you may have posted. There are also websites that exist to catalogue all 
web pages in existence. Thus, the best way for you to protect yourself from inadvertently posting inappropriate 
materials is not to have a social networking profile. Additionally, without a Myspace or Facebook account, you 
cannot post on another members page. If you are an educator, this option simply makes the most sense. 
 
2. If you use Myspace or Facebook, change your privacy settings:  
If you have a Myspace account, change who can view your profile to my friends only. By doing this, you 
prevent others who are not on your friends list from viewing the content on your page. If you decide to have an 
account, this option reduces the scope of access to your page. To change this setting, go to account settings (on 
your main page), then to privacy settings. Then, under who can view my profile, select my friends only. 
If you have a Facebook account, your profile is only accessible to users you have added as a friend and 
users in your networks. While your friends can always view your profile, you can change your privacy 
settings to not allow members in your network view your profile. To change this setting, go to privacy 
(on your main page), then to profile. Under profile, you can change who can view your profile to only my 
friends. 
 
3. Do not add students as friends:  
It’s best not to add students as friends, so that, in case you do post material unsuitable for your students, they 
will not have access to it. On MySpace, if you’ve made your page private, students won’t be able to view your 
content unless they are added as friends. To ensure that you don’t add students as friends, change your privacy 
settings to prevent persons under 18 from contacting you. To change this setting, go to account settings (on your 
main page), then to privacy settings. Under the privacy settings heading, select block users under 18 from 
contacting me. 
On Facebook, students may be able to view your online content if they belong to a network you belong 
to, even if those students are not on your friends list. To change your privacy settings so only your 
friends can view your profile content, see above. 
Facebook also allows you to control whether your profile can be found through a public search listing on 
the website. You can limit users who can search for your profile to all or some users in your various 
networks or users on your friends list. Generally, when a profile is found using the public search listing, 
the searcher can see your picture, send a message, view your friends, or add you as a friend. To limit 
students from adding you as a friend or messaging you, go to privacy, then search, and scroll down to 
What can people do with my search results. Next, deselect send a message and add as friend. 
 



4. Do not post offensive or questionable pictures:  
Pictures often tell one thousand words, even if the words are unintentional. Use discretion when posting pictures 
of yourself on your profile or the profile of a friend. Pictures including alcohol, minimal clothing, or 
questionable poses may be interpreted as promoting this behavior for students. 
 
5. Do not post offensive or questionable comments: 
Even if your student’s don’t have access to your page because you have changed your privacy settings, 
comments you post on other peoples MySpace or Facebook pages might be accessible to your students if those 
peoples pages are not restricted. If what you want to say could get you in trouble, it is best not to say it at all. 
Additionally, comments left on others pages can be found by searching Google or other search engines. So, 
even if students don’t know your friends, they might still find your comments by using creative search 
techniques. 
 
6. Do not post offensive or questionable bulletins: 
When you create and post a MySpace bulletin, it can be seen by anyone on your friends list. Even though you 
might not have students on your friends list, you might have colleagues or other people added as friends who 
have an interest in your employing school and community. If you post a questionable or offensive bulletin and 
someone doesn’t like it, you might find yourself in hot water. 
 
7. Do not post offensive or questionable blogs:  
If your profile is not made private, the blogs you post on MySpace can be read by anyone who visits your page. 
If you’re posting offensive or questionable material, and anyone can see it, you are opening yourself up to 
violating school policy. While Facebook does not have a section for blogs, users can post comments in group 
forums and discussions. If you choose to blog or join discussion forums, use discretion as to what would be 
appropriate if students were to read your comments. 
 
8. Be aware of offensive friends:  
Make sure you know who you are adding as a friend to your profile. Many profiles on MySpace and Facebook 
are fake and may link to adult/pornographic websites. If a profile on your friends list contains inappropriate 
material, you may be considered a promoter or endorser of the inappropriate material. 
 
9. Do not post contact information:  
To ensure your privacy, do not post your home address, phone number, personal email address, or other private 
contact information on your profile. 
 
10. Read the privacy policies of the social networking website: 
 MySpace and Facebook, along with all other social networking websites, have their own privacy policies. 
Neither MySpace nor Facebook guarantees that the information in your account can be 100% secure. MySpace 
and Facebook acknowledge that the possibility exists of unauthorized entry into your account. Thus, you create 
a profile and add content at your own risk. 



Recommendations Regarding Touching Students 
 
 
Touching children in the school setting has positive 
educational aspects.  However, touching children 
carries a risk that the educator may be accused of 
improper touching.  Thus, an educator must 
exercise conscious judgment in determining 
whether to touch students and under what 
circumstances. 
 
To exercise good judgment regarding touching, the 
educator must consider several factors: 
 
1)      Age of the child 

a)   Kindergarten-second grade: It is virtually 
impossible to avoid touching students of this 
age in a classroom.  However, as students 
grow older, the acceptability of touching and 
hugging decreases. 

 
b)   Middle Grades:  Female children are 

extremely conscious of their sexuality from 
grades four through nine.  The most 
numerous accusations of improper touching 
in the schools occur in this age group, who, 
according to one psychologist, are 
preoccupied with sexuality.  Females of this 
age are very sensitive regarding their breasts 
and often view a touch on their shoulder or 
back as sexual in nature.  Girls in this age 
group are also extremely sensitive regarding 
remarks about their clothing and physical 
appearance.  Typically, school employees 
get into trouble with this age group for 
patting knees, putting arms round shoulders, 
putting hands on waists, “looking at me 
funny” and snapping or rubbing bra straps. 

 
c)   Higher grades:  Very little touching is 

acceptable with this age group.  Educators 
most often get into trouble with this group 
when they attempt to counsel troubled 
children, especially about sexual or romantic 
matters.  If it is not in you job description to 
counsel students, it is best not to do so. 

 
2)      Educators Sex 

a)      Males are perceived as sexual aggressors 
and almost all accusations are leveled 
against male educators.  Male educators 
must review their behavior very carefully to 
be certain it cannot be misinterpreted. 

 
3)      Cultural/Personal Factors 

a)   Some individuals and some cultures are very 
uncomfortable with any sort of touching.  
Educators need to be sensitive to students’ 
individual and cultural preferences. 

 
b) If a student indicates by word or action that 

he/she is not comfortable with touching, the 
educator should avoid physical contact with 
that student unless such contact is absolutely 
necessary for safety reasons. 

 
c) Children who have previously been sexually 

abused may misperceive a neutral touch as a 
sexual touch. 

 
Some actions, even if not tainted with improper 
motive, are common trouble areas.  Such actions 
should be avoided when possible: 
 
1)  Repeated one-to-one contact with an individual 

student.  For example: where a teacher assigns a 
single child (or even two children) to come early 
to the gym to help him set up for the days 
classes.  A better solution is to assign this 
privilege (chore) to two students, one male and 
one female, for a quarter, two other students 
should be selected in subsequent quarters. 

 
2)  Social activities with students taking a student or 

two to the movies, inviting students to your 
home, visiting students while they baby-sit.  If 
you intend to use an out-of-school activity as a 
reward for behavior or academic performance, 
notify parents and your principal in writing well 



in advance of the educational purpose of the 
reward. 

 
3)  Driving students in cars.  Students who are in 

cars with educators often say they were 
molested. 

 
4)  Giving gifts to students.  If you wish to give gifts 

to reward students, discuss such gifts with the 
principal before they are given.  Never give a 
student an expensive gift or a personal gift such 
as perfume or flowers.  Notify parents and 
principal in writing of the reward system and its 
educational purpose. 

 
5)  Writing cards, notes or letters to students.  Be 

particularly careful what is written in annuals.  
Use professional, distant, name format, such as 
“Thomas Brown”, rather than “Tom” or 
“Brownie”.  Do not tell or write students that 
you “love” them. 

 
Other actions will be grounds for discipline and 
are very difficult to explain: 
 
1)   Any requests for affection: “give me a hug”, 

“give me a kiss”, etc. 
 
2)  Any touching except on the shoulders, back and 

arms.  Even this is dangerous with girls in 
grades four through nine.  Avoid lingering 
touches, such as shoulder massages. 

 
3)  Requests for sex or for dates. 
 
4)  Any lascivious or sexual remarks of any sort, 

even those that are just jokes. 
 
5)  Remarks about body parts – “you have great 

legs”, “I wish my wife was built like you”, “I’m 

bigger than your boyfriend”.  Remarks about 
appearance and dress are also questionable, (e.g. 
“You’re a pretty girl”, or “You should wear that 
sweater more often.”) 

 
6)  Touching girls and boys in a different fashion.  

For example: hugging girls but not boys.  Even 
if this is not sexual behavior, it is sexist 
behavior and may be grounds for discipline. 

 
7)  Sexual contact with any student.  For certificated 

employees a “student” includes: 
 

a)   Anyone currently supervised by the 
educational practitioner. 

 
b)   Anyone currently under the age of 18 whom 

the educational practitioner has ever 
supervised. 

 
c)  Anyone enrolled in any school or district 

served by the educational practitioner. 
 

d)   Anyone enrolled in any school or district 
who is attending an activity at which the 
educational practitioner is performing 
duties. 

 
This definition could also be imposed on classified 
employees. 
 
8)  Sexual contact with a former student.  Wait at 

least a year after graduation, and be sure the 
student is 18 years old.  Even so, such contact 
with former students is dangerous to job 
security. 

 
9)  Giving alcohol to students or former students 

under age 21.  Lending identification to 
underage students so they can obtain alcohol. 

 
 
 
 
 
 
WEA Brochure: Criminal Abuse of Students by School Employees” Revised 1995 



IDENTIFYING AND 

PROHIBITING 

INAPPROPRIATE  
BOUNDARY INVASION 

 
North	Kitsap	School	

District	

 
Boundary 
Invasions 

Inappropriate 
Boundary Invasions 

Sexual 
Grooming 

Applicable Laws and Policies 

Code of Professional Conduct Chapter 181-87 WAC, NKSD Board 
Policies 3421 and 5253 

and  

Washington state law, RCW 28A.400.317 Physical abuse or sexual 
misconduct by school employees “Duty to report” Training states 
that; 

(1) A certificated or classified school employee who has 
knowledge or reasonable cause to believe that a student has 
been a victim of physical abuse or sexual misconduct by 
another school employee, shall report such abuse or 
misconduct to the appropriate school administrator… 

 

  If it is determined that an employee or volunteer engaged in or solicited 
any prohibited acts, including but not limited to inappropriate boundary 
invasion, sexual contact or romantic relationship, with a student or minor 
as defined in this directive, the employee will be subject to immediate 
discipline. 

 
 
 
 

Documenting	reports	of		
Inappropriate	Boundary	Invasion		

 

Contact your supervisor or Title IX Officer:  
Chris Willits 
Assistant Superintendent 
Human Resources & Operations 
(360) 779-8710 
cwillits@nkschools.org 
www.nkschools.org 



 Examples	of	inappropriate	boundary	invasions.	
Conduct	Subject	to	Possible	Discipline.	

 
 
 Disclosing personal, sexual, family, employment concerns, or other 

private matters to one or more students; 
 
 Addressing students, or permitting students to address staff members 

with personalized terms of endearment, pet names, or otherwise in an 
overly familiar manner; 

 
 Maintaining personal contact with a student outside of school by 

phone, email, Instant Messenger or Internet chat rooms, social 
networking Web sites, or letters (beyond homework or other 
legitimate school business) without including the parent/guardian. 

 
 Exchanging personal gifts, cards or letters with an individual student;  
 
 Socializing or spending time with students (including but not limited 

to activities such as going out for beverages, meals or movies, 
shopping, traveling, and recreational activities) outside of school-
sponsored events, except as participants in organized community 
activities; 

 
 Giving a student a ride alone in a vehicle in a non-emergency 

situation; and/or 
 
 Unnecessarily invading a student’s privacy, (e.g. walking in on the 

student in the bathroom). 

 
 
 Any type of inappropriate physical contact with a student or any 

other conduct that might be considered harassment under the 
Board’s policy on Harassment and Sexual Harassment of Students; 

 
 Showing pornography to a student; 
 
 Singling out a particular student or students for personal attention 

and friendship beyond the professional staff-student relationship; 
 
 Socializing where students are consuming alcohol, drugs or 

tobacco; 
 
 For non-guidance/counseling staff, encouraging students to confide 

their personal or family problems and/or relationships on a 
continuing basis, beyond a student initiated initial sharing. 

 Sending students on personal errands unrelated to any educational 
purpose; 

 
 Banter, allusions, jokes or innuendos of a sexual nature with 

students; 
 
 Inviting students to the teacher’s personal home; 
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Maintaining  Professional Maintaining  Professional 
Staff / Student BoundariesStaff / Student Boundaries

Chris Willits, Assistant Superintendent of Human Resources and 
Operations

BUILD AND GROW YOUR OFFICE 2010 PRACTICE

TRAINING OBJECTIVES

• Identify & understand what constitutes illegal and 
prohibited behaviors in Washington State schools.  

• Recognize the link between inappropriate boundary 
invasion and sexual misconduct.

• Recognition of and reporting requirements for 
inappropriate behavior and sexual misconduct by 
staff.

• Recognition that failure to adhere to these rules can 
result in disciplinary action up to and including 
termination.
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TYPES OF PROHIBITED 
BEHAVIOR
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WHERE ARE THESE LAWS, REGULATIONS 
AND GUIDELINES FOUND?

4
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EFFECTING CULTURE TO PROMOTE 
CLIMATE FREE FROM HARASSMENT 

 There are boundaries in behavior 
and speech.

 School staff are role models of 
appropriate behavior and talk.
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Teacher accused of sexual 
misconduct
Ben-Shalom

Father of two arrested, denies any wrongdoing; school places 
him on leave
By Doug Oakley

2009 copyright

www.badbadteacher.com
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SHAKESHAFT , CHAROL (2004); U.S. DEPARTMENT OF EDUCATION

EDUCATOR SEXUAL MISCONDUCT: A SYNTHESIS OF EXISTING

LITERATURE

 ONE REPORT MANDATED BY CONGRESS ESTIMATED THAT 
AS MANY AS 4.5 MILLION STUDENTS, OUT OF ROUGHLY 50 
MILLION IN AMERICAN SCHOOLS, ARE SUBJECT TO SEXUAL 
MISCONDUCT BY AN EMPLOYEE OF A SCHOOL SOMETIME 
BETWEEN KINDERGARTEN AND 12TH GRADE. THAT FIGURE 
INCLUDES VERBAL HARASSMENT THAT'S SEXUAL IN NATURE.
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l

SCHOOL EMPLOYEES – DUTY TO REPORT 
-

“… a general duty to report to law enforcement or 
CPS when there is reasonable cause to believe 
that a student has suffered abuse or neglect.”

NKSD Board Policy and Procedure 3421 (nkschools.org/Contact 
Us/School Board/Policies)
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l

RCW 28A.400.317
PHYSICAL ABUSE OR SEXUAL MISCONDUCT BY 
SCHOOL EMPLOYEES – SPECIAL DUTY TO 
REPORT -

A Certificated or Classified employee who has 
knowledge or reasonable cause to believe that a 
student has been a victim of physical abuse or 
sexual misconduct by another school employee, 
has a special duty to report such abuse or 
misconduct to the appropriate school 
administrator.

NKSD Board Policy and Procedure 3421 (nkschools.org/Contact 
Us/School Board/Policies)
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DEFINITIONS:DEFINITIONS:

““A boundary invasion is an act or omission A boundary invasion is an act or omission 
by a school employee that violates by a school employee that violates 
professional staff/student boundaries professional staff/student boundaries andand
has the potential tohas the potential to abuse the staff/student abuse the staff/student 
relationship.relationship.

An inappropriate boundary invasion means An inappropriate boundary invasion means 
an act, omission, or pattern of such an act, omission, or pattern of such 
behavior by a school employee that behavior by a school employee that does does 
not have an educational purposenot have an educational purpose; ; and and 
results inresults in abuse of the staff/student abuse of the staff/student 
professional relationship.professional relationship.””

NKSD Policy/Procedure 5253NKSD Policy/Procedure 5253
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DEFINITIONS:

• Sexual Misconduct With Students:

“Unprofessional conduct includes the 
commission by an education practitioner of 
any sexually exploitive act with or to a 
student…”

(CODE OF PROFESSIONAL CONDUCT FOR 
EDUCATION PRACTIONERS, WAC 181-87-080)
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DEFINITIONS:

• Sexual Grooming:
“Actions deliberately undertaken with the aim of 

befriending and establishing an emotional 
connection with a child, in order to lower the 
child’s inhibitions in preparation for sexual 
activity with the child.”

Done to gain the child’s trust, as well as the trust of 
those responsible for the child’s well-being.
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RECOGNIZING SEXUAL GROOMING 
BY MICHAEL A. PATTERSON AND DONALD F. AUSTIN 

In most sexual misconduct cases, a form of “grooming”
takes place.  Preventing it can be very difficult, in part 
because sexual grooming can be quite subtle and similar to 
innocent behavior. 

In fact, many experts are not willing to label conduct 
as “sexual grooming” until intent has been 
established by actual molestation.

As a result, the best way for school districts to prevent the 
grooming is by stopping inappropriate boundary 
invasions.
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Boundary 
Invasions 

 

Inappropriate 
Boundary 
Invasions 

Sexual 
Grooming 

Since it may not be possible 
to determine whether 

boundary invasion behaviors 
are in fact sexual grooming 

until it is too late, 
 

boundary invasion behaviors 
engaged in by school employees, 

which are inappropriate 
or 

have questionable educational benefit, 
are prohibited. 

 

INAPPROPRIATE BOUNDARY INAPPROPRIATE BOUNDARY 
INVASIONINVASION
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EXAMPLES of Inappropriate Boundary 
Invasions:

15

– Any type of inappropriate physical contact with a student or any
other conduct that might be considered harassment under the 
Board’s policy on Harassment and Sexual Harassment of Students:

– Showing pornography to a student:

– Singling out a particular student or students for personal 
attention and friendship beyond the professional staff-student 
relationship;

– Socializing where students are consuming alcohol, drugs or 
tobacco;

– For non-guidance/counseling staff, encouraging students to confide 
their personal or family problems and/or relationships on a 
continuing basis, beyond a student initiated initial sharing.

– Sending student on personal errands unrelated to any educational
purpose;

– Banter, allusions, jokes or innuendos of a sexual nature with 
students;

– Inviting students to the teacher’s personal home;

– Giving a student a ride alone in a vehicle in a non-emergency;

BUILD AND GROW YOUR OFFICE 2010 PRACTICE

Examples of Inappropriate Boundary Invasions
• Disclosing personal, sexual family, employment concerns, or other 

private matters to one or more students;
• Addressing students, or permitting students to address staff 

members with personalized terms of endearment, per names, or 
otherwise in an overly familiar manner;

• Maintaining personal contact with a student outside of school 
by phone, e-mail, Instant Messenger or Internet chat rooms, 
social networking Web sites, or letters (beyond homework or 
other legitimate school business) without including the 
parent/guardian;

• Exchanging personal gifts, cards or letters with an individual
student;

• Socializing or spending time with students (including but not 
limited to activities such as going our for beverages, meals or 
movies, shopping, traveling, and recreational activities) outside 
of school-sponsored events, except as participants in organized 
community activities;

• Unnecessarily invading a student’s privacy.
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ELECTRONIC TOUCHING

Electronic touching refers to the use of email, 
instant messaging, texting, cell phones, social 
networking, or other technological means of 
communication for non-instructional purposes. 

Social VS Instructional   

Private VS Public
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Board Policy
“The North Kitsap School District board of directors supports the
use of technology to communicate for educational purposes.  
However, district employees are prohibited from inappropriate 
online socializing or from engaging in any conduct on social 
networking Web sites that violates the law, district policies or
other generally recognized professional standards.  Employees 
whose conduct violates this policy may face discipline and/or 
termination, consistent with the district’s policies, acceptable use 
agreement and collective bargaining agreements, as applicable.”

18

 North Kitsap School District Policy/Procedure 5253, 
nkschools.org/Contact Us/School Board/Policies
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PERCEPTION IS REALITY!

PROTECT YOURSELF 

PROTECT STUDENTS

BUILD AND GROW YOUR OFFICE 2010 PRACTICE

Appearances of Impropriety, Examples
(Board Policy)

20

 Being alone with an individual student out of the 
view of others;

 Inviting or allowing individual students to visit the 
staff member’s home;

 Visiting a student’s home;

 Social networking with students for non-educational 
purposes.
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Note to Staff Members;

While some of you may use social networking 
sites in your personal life, it is not appropriate to 
“accept” students as “friends” who may wander 
onto your page. Please set a boundary for them 
to follow, such as this example; “All staff have 
been asked by our district to use district 
communication mechanisms to communicate 
with students.  If you wish to contact me, my 
school e-mail is____ and my school voice mail is 
____.  I look forward to working with you at 
school.
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Adults who engage in boundary invasion behaviors and sexual 
misconduct typically “groom” other adults into believing that 
these actions are appropriate, reasonable and/or necessary. 

In order to protect yourself against an accusation of inaction on 
your part, report any observed behaviors immediately. 

School staff members have a special duty to report, as per 
WAC and Board Policy.

By stopping inappropriate boundary invasions, we also stop 
most employee sexual misconduct with students.

Why Report?

22
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TRAINING OBJECTIVES
• Identify & understand what constitutes illegal and 

prohibited behaviors in Washington State schools.    

• Recognize the link between inappropriate boundary 
invasion and sexual misconduct.  

• Recognition of and reporting requirements for 
inappropriate behavior and sexual misconduct by 
staff. 

• Recognition that failure to adhere to these rules can 
result in disciplinary action up to and including 
termination. 

23
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Training Objectives
for

N.K.S.D. New Employee Orientation

1) To provide necessary information 
required by statute for public school 
employees in the state of Washington.

2) To reinforce the personal and 
professional responsibilities all 
employers and employees have in 
providing a nurturing environment for 
all students to learn.

3) To assure that all employees are 
provided reasonable knowledge and 
adequate notice of acceptable and 
unacceptable behaviors.

WSPA/OSPI September, 2008 9

Teacher Responsibilities
WAC 180-44-010

• Must follow the prescribed course 
of study and enforce the rules and 
regulations of the school district 
and the State

• Must evaluate each student’s 
educational growth and 
development and make periodic 
reports to parents and 
administrators

• Must make daily preparation for 
their duties to include attendance
at teachers’ meetings and such 
other professional work as may be
required by the principal, 
superintendent, or board of 
directors

• Must maintain good order and 
discipline in the classroom

Teaching is more than instruction. 
Teachers must be prepared and must 
participate in their professional 
community.  Teachers must also 
accept responsibility as an advocate for 
students. Teachers, however, are not 
responsible for personally resolving 
issues that impact on a student’s 
readiness to learn or that place a 
student at risk.  Teachers do have a 
responsibility to be alert to student 
issues and needs and to communicate 
those needs to parents, administrators, 
or counselors so that the welfare of the 
student can be properly addressed.   

2WSPA/OSPI September, 2008

• Educational records are student 
records kept or maintained by schools.

• FERPA (Family Education Rights and 
Privacy Act) governs the information in 
records. 

• Personally identifiable student 
information is confidential - no sharing 
of student information without parental 
permission unless a specific FERPA 
exception applies.

• Student records are available to both 
parents, even if divorced, unless there 
is a court order to the contrary.

• Student records are available to staff
with legitimate need to know.

Records and Confidentiality
(N.K.S.D. Board Policy 4020)

Employees must protect all student 
information and should not engage in any 
discussions concerning a student with any 
person, within or outside of the school district, 
other than the student’s teacher(s), 
administrator or other designated district 
official, or the student’s parent.

There are no appropriate circumstances for a 
non-certificated employee to discuss a student 
with a parent without the active involvement of 
the teacher and/or administrator.  Protected 
information includes, but is not limited to the 
student’s academic performance, special
needs, and discipline record.   

3WSPA/OSPI September, 2008

Firearms & Dangerous Weapons
(N.K.S.D. Board Policy 4210)

It is unlawful for a person to carry 
onto, or to possess on, public or 
private elementary or secondary 
school premises, school-provided 
transportation, or areas of facilities 
while being used exclusively by 
public or private schools:

• any firearm
• any other dangerous weapon
• any device commonly known as 

“nunchuck sticks”
• any air gun, including any air 

pistol or air rifle

Weapons are a true zero-tolerance 
issue for school districts.  Read and 
understand your district policy on 
firearms and dangerous weapons.  It 
is common for district policies to 
extend the ban to:
• any device that looks like or is 

alleged to be a firearm,
• any paint ball gun,
• any laser or laser system.

Employees must not only be aware of 
the district policy in their personal 
behavior but also in their professional 
duties. Seek the guidance of an 
administrator when considering the 
use of real or simulated weapons for 
such activities as staging a student 
play or planning student projects.
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Investigation of complaints is a very deliberate 
process.  Employees must be cautious not to 
undertake their own investigation or take steps which 
could undermine the ability of the district or law  
enforcement to conduct an effective investigation (e.g., 
don’t release or share information outside of the 
reporting structure).

If, as an employee, you are interviewed as part of an 
investigation, you have an obligation to be responsive 
and truthful to legitimate questions.  Refusal to answer 
such questions, or withholding of information, is 
insubordination and subject to discipline.  You also 
may be requested to keep the matter confidential.

An employee who has been accused of improper 
behavior is entitled to representation during an 
investigation interview, which could reasonably lead to 
discipline of the employee.   Such representation does 
not relieve the employee of the obligation to be 
responsive and truthful.

Investigation interviews will typically result in the 
employee being provided a documented copy of the 
interview notes and being asked to sign a verification 
that it is an accurate portrayal of the interview.

Investigations Are the 
Responsibility of District 

Administrators, Law 
Enforcement, OSPI

Discussion points will address:

• Relationship of district 
investigation to law enforcement

• Relationship of district investi-
gation to OSPI

• Maintaining the integrity of the 
investigation

• Documenting the investigation

Investigations
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Privacy Expectations 
on:

• School property

• Private automobiles on 
school property

• Desk and cabinets

• Briefcases and purses

Districts have a right to search 
on school property. Automobiles 
in the school parking lot, and 
desks and storage areas at 
school are not immune from 
search and due process will be 
followed.  When there is a 
reasonable basis to believe that 
dangerous or inappropriate items 
may be in personal belongings 
such as briefcases and purses, 
you will be asked to open them 
for inspection.  Though you have 
a right to decline, the district may 
contact law enforcement officials 
for assistance.  Drugs, alcohol, 
weapons or contraband have no 
place in the school setting.

Privacy and Search
(For Employees)
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Questions to Consider
• Is there reasonable cause to 

search at the inception of the 
search?

• Is the scope of the search based 
on the object of the search?

• Is the invasiveness of the search 
based on the maturity of the 
students?

?????????????????

Search and Seizure
(For Students)

The definitive guidance for what school district 
employees may and may not do in cases of search 
and seizure derives from a Supreme Court case titled 
New Jersey versus T.L.O.  

While the court confirmed students’ 4th Amendment 
rights against unlawful search and seizure, it said 
school officials can search if they have “reasonable 
suspicion.” This is different and more lenient than the 
“probable cause” police officers must have before 
searching.  If school officials, in light of all the 
circumstances, at the inception of the search, have 
reasonable suspicion that a search will produce 
evidence that a school rule has been violated, they 
may search.  

School administrators should conduct student 
searches.  Strip searches are prohibited under 
Washington law and should never be undertaken 
by a school district employee. If it is believed the 
student has hidden illegal substances or objects 
inside of clothing, parents and law enforcement 
should be contacted.  

NEVER, NEVER, NEVER strip search!

Strip
Search
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• Schools have a duty of care to 
protect students from unreason-
able risk of harm.

• How much supervision is enough?

• Enough supervision must occur to 
keep negative things from 
happening.

Supervision consists of direct supervision, 
student accountability, and being 
observant.

Direct supervision is straight forward and when 
inappropriate or unsafe behavior occurs, it must be 
addressed consistent with school discipline policies 
and classroom management practices.  

Accountability is the process of accounting for each 
student during each transition.  It requires accurate 
attendance and accurate accounting when 
transitioning between classes, to and from recess and 
lunch.   Failure to account for students during 
transitions is one of the more common areas of 
employee misconduct.  

Observant behavior goes beyond direct supervision 
and accountability.  It requires employees to remain 
vigilant to what they see and hear and to act on those 
things that suggest inappropriate or risk behavior.  
That “action” may include direct intervention or 
engaging another professional or administrator.  What 
it does not include is ignoring the problem and 
leaving it to someone else.
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Supervision of Students

Does the activity involve ladders, knives, 
wilderness, tide pools or open flame?  Are 
there students involved who are known to not 
follow directions or be unruly?  These are 
examples of factors that require greater 
supervision.  Think of all the “what-ifs” and 
strive to prevent mishaps before they occur.

The most effective way to manage severe
behavior and/or risky behavior is to act
promptly and correct/diffuse the behavior 
before it escalates.  Failure to do so is a 
performance deficiency.  

Always remain attentive.  Being 
inappropriately distracted, being asleep, or 
being out of supervisory range without good 
cause is a significant performance and 
behavior failure.

Considerations for level 
of supervision

– Activity
– Locale
– Equipment
– Students (behavioral 

history, age, 
competence)
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The greater the likelihood and gravity 
of injury, the greater the amount of 
supervision necessary.

Supervision of Students Supervision of Students
Generally rely on breaks and 
transition periods for tasks out of 
the room or student area.  When 
possible, call for an adult to relieve 
you.  A few minutes out of a quiet 
classroom may be OK if the students 
are older, engaged, and capable of 
self supervision and no adult relief is 
available.  

Do you need to be out of 
the room?
• Courts don’t expect 24 hour 

supervision.
• Parents do.
• Test:  Would the reason 

you’re out of the room be 
justifiable to parents of an 
injured student?  To a 
newspaper reporter?

CAUTION!
Never leave a disruptive or 
dangerous situation without 
obtaining relief.  Do not ask 

students to supervise other students.
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Schools have a duty to protect 
students from dangers that are 
known or should have been 
known.  Dangers come from:
• Activity
• Environment
• Other students
• Other adults (volunteers, 

contractors, chaperones, 
partnerships)

Safety
(On Campus)

Even before education, a 
school district’s primary 
responsibility is the safety of 
students.  Every school 
district employee is required to 
be vigilant of student safety 
and to take actions to 
safeguard the student and to
report student safety concerns 
to appropriate supervisors and 
administrators.
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Do not allow students to 
leave school without parent 
permission.

WAC 180-44-060

Use by any certificated person of 
habit forming drugs, without 
pharmaceutical prescription by a duly 
licensed practitioner of medicine 
and/or dentistry licensed doctor of 
medicine, or any unauthorized 
use of alcoholic beverage on school 
premises, or at a school-sponsored 
activity off the school premises, shall 
constitute sufficient cause of 
dismissal or non-renewal of contract.

The SAME STANDARD exists 
for 

classified employees!

Alcohol, drugs and tobacco products are 
not allowed on school district property. 
Possession and/or use of such products is 
subject to discipline and is often times 
considered sufficiently serious to warrant 
bypassing progressive discipline and 
discharging the employee.

Prescription drugs brought onto district 
property must be carefully safeguarded by the 
employee.  

Medical situations requiring prescription
drugs that impact cognitive skills or alertness 
should be discussed with the supervisor or a 
Human Resources Specialist to assess 
potential performance or behavior impact
and work or leave alternatives – particularly 
in terms of student and colleague safety.

Alcohol and Drugs
(N.K.S.D. Board Policy 5210)
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Technology Ethics
(N.K.S.D. Board Policy 2022)

There is a tendency for employees to 

believe that their use of technology in 

the workplace is a protected privacy 

under the Electronic Communications 

Privacy Act (ECPA).

What is not always understood is that 

there are two critical exceptions to 

ECPA.  One is the “business purpose 

exception,” which allows employers to 

monitor communications for legitimate 

business purposes.  The second is the 

“consent exception” when the 

employer’s technology specifically 

notifies the employee that by using the 

technology they are aware of and agree 

to monitoring.

Know your district’s policy for the use 
of technology.  Certain practices are 
generally incorporated into all policies. 
• Protect the security of your access.  You 

are accountable for access under your 
identification.

• Do not post student information on web 
based or other public resources.

• Use of public technology for personal use in 
other than incidental situations is generally 
prohibited. 

• If an inappropriate site is accidentally 
accessed, back out of the site and notify 
your technology supporter.

• Do not use district technology for personal 
“blogging.”

• Remember that “blogging,” “MySpace,” etc. 
may be accessible to employees and 
students and inappropriate content could 
place your employment in jeopardy.  
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Use of E-Mail

E-mail presents great opportunities for 
communicating, but also great 
opportunities for creating embarrassing 
and unintended situations.

People tend to “say” things in an email 
in much the same manner that they 
might say things in a private 
conversation.  Yet, nothing is private 
about an e-mail.

REMEMBER:
• Employee e-mails on district technology 

are public records in Washington State 
and are subject to disclosure in a public 
records request.  

• If the district is required to release your 
e-mails, the district may only redact 
protected personal and student 
information.  

• What employees write can and will be 
read by anyone who makes a public 
record request.

• Don’t write it in an e-mail if you do not 
want to see it in public.
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E-mails are public records and must 
be identified, managed, protected
and retained as long as needed for 
operations, audits, legal proceedings, 
research, or any other known 
purpose.

Electronic Recording

RCW 9.73, Privacy, prohibits the 

recording of conversations without the 

consent of all parties.

Public media is exempt from the 

restriction if consent is given or if the 

recording is readily apparent.

It is not uncommon for employees to 

attempt to record, openly or secretly, 

conversations with other people.  

The privacy provisions in Washington 

require that such recording be:

• announced in advance

• consented to by all parties

• consent must also be recorded
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Religion
(N.K.S.D. Board Policy 2340)

The issue of religion in schools can be compli-
cated with passionate viewpoints coming from 
both sides.  Some basic guidelines, however, 
as to what is unconstitutional and constitutional 
can be of assistance.  Supported by law and 
the community, schools can create an environ-
ment that is consistent with the constitution 
and educationally beneficial for students.

What is Unconstitutional?
• To distribute religious materials in class
• To promote or be hostile toward particular 

religious beliefs or non-beliefs
• To give religious assignments
• To present predominantly religious music 

programs
• To lead or encourage student prayers
• To invite students to attend your church or 

synagogue

Index

What is Constitutional?
• To teach about religion
• To acknowledge all religious holidays
• To excuse students during school day for 

religious instruction
• To permit secondary students to hold student-

initiated religious meetings at school under the 
Equal Access Act

• To celebrate the cultural aspects of religious 
holidays
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How To Teach About Religion
•Utilize academic, not devotional approach.
•Strive for awareness, not acceptance.
•Study religion, don’t practice it in class.
•Expose a diversity of viewpoints, but
refrain from imposing one’s view.

•Educate about all religions, do not promote
or denigrate religions or non-believers.

•Inform students about beliefs as opposed 
to conforming to a belief.

-taken from Educational Leadership,
Teaching About Religion, 2002
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Bloodborne pathogens are infectious 
diseases than can be transmitted through 
direct contact with blood.  Several types 
of bloodborne pathogens that can put 
individuals at risk are:
• Hepatitis B and C Viruses, which can 

infect and damage the liver,
• HIV (human immunodeficiency virus), 

which attacks the immune system 
causing it to break down.

Bloodborne Pathogens

Exposure to bloodborne pathogens can and 
does occur in the workplace.  Blood is the 
most important source of exposing 
individuals to Hepatitis B and C and HIV.
People can be infected in a variety of ways 
including being stuck by needles and sharp 
objects or having contaminated blood splash 
on their bodies.  In addition, the disease can 
be spread through contact with bodily fluids 
and if blood contacts broken skin or mucous 
membranes of the eyes, nose or mouth.

While the risk of contacting these diseases is 
low, employees must be educated to deal with 
blood and bodily fluids safely.
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Protecting Employees from Exposure
(WAC 296-6762-08001)

OSHA’s bloodborne pathogens standards require all 
employers prepare a written exposure control plan, 
which evaluates routine activities in the workplace 
that involve exposure to blood or other infectious 
materials.  Workers performing the activities must be
identified and methods of reducing risks need to be 
established.

Bloodborne Pathogens

Hepatitis B, Hepatitis C and HIV 
infections are preventable.
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Universal Precautions
• Always wash your hands when 

handling bodily fluids and after using 
the bathroom.

• Utilize gloves as needed.  Dispose of 
properly.

• Clean infected areas after a blood spill 
by using approved hospital grade 
disinfectant.

• Utilize resuscitation devices when 
giving CPR.

• Dispose infectious waste properly.
• Obtain vaccines to protect against 

hepatitis A and B.At this time, obtain a copy of your 
district’s plan on addressing occupational 
exposure to bloodborne pathogens.
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Hazard Communication Standard
(the Employee-Right-to-Know Law)

• WAC 296-62-054 The purpose of this section is to 
ensure that the hazards of all chemicals produced or 

imported are evaluated and that information concerning 
their hazards is transmitted to employers and 
employees.

• This law provides protection in the workplace for you, the 
employee, from the hazards of chemicals that could 
affect your health and safety.

Material Safety Data Sheets
(MSDS)

• The head secretary and/or their designee will be 
responsible for obtaining and maintaining the data sheet 
system for the individual buildings.

• Copies of the MSDS’s for all building hazardous 
chemicals to which employees of the district may be 
exposed will be kept in the building main office.  MSDS 
sheets pertaining to individual departments shall also be 
kept in each employee work station.

• All employees shall refrain from obtaining or using any 
chemical(s) except those supplied or authorized by the 
school district.

Injury at Work

Public school employees in 
Washington are entitled to no-fault 
accident and disability coverage by 
Labor & Industries (L&I) or the 
school district if self-insured.

Claims must be filed as soon as 
possible, but no later than 1 year for 
injuries and 2 years for occupational 
disease.

Any person making a false claim may 
be guilty of a misdemeanor or a 
felony depending on the level of the 
claim.

The first priority is always to assure  the 
safety of employees.  All  supervisors and 
employees share a responsibility to be 
vigilant for safety issues and resolving 
concerns or bringing them to the attention 
of the district.

Employees who suffer an injury or 
occupational disease must notify their 
supervisor and fill out an accident report.  
Additionally, employees who seek medical 
attention must complete a Physician’s 
Initial Report at the doctor’s office.
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• Right to representation

• Right to a hearing

• Right to grieve

• Right to seek court action

• Right to privacy

Employees are entitled to representation under law 

and by virtue of collective bargaining agreements if 

the employee reasonably believes that discipline or 

discharge may result.  The representative is not 

entitled to materially interfere with the employer’s 

right to conduct the investigatory interview.

Employees may not be discharged without the 

opportunity to be informed of the charges and given 

the opportunity to respond to the charges.  Such a

hearing is essential to determine whether or not 

There are reasonable grounds for discharge.

Employee rights are generally protected through 

union grievance procedures and, in the case of 

certificated school employees, through the due 

process provisions in RCW 28A.405.300.

Records of public employees have only limited 

protection under the Washington Public Records 

Act.  Privacy rights only protect records, which 

would be highly offensive to a reasonable person 

AND, which are not of legitimate concern to the 

public.

Employees Have the:

Employee Rights
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“POLICY ACKNOWLEDGEMENT”

Key School Board policies and procedures of 
the North Kitsap School District include…

Respect and Anti-Bullying, Harassment, 
Nondiscrimination and Affirmative 
Action.

(Policies, procedures and applicable forms are 
available in the Equity Handbook, School Board 
Policy Manual, NKSD Website.)

(some) Areas of Liability…

• Inappropriate Technology Use

• Failure to Provide Adequate Supervision

• Failure to Report

• Boundary Issues
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Continuing Contract

• Indicates continued employment.

• Renewed annually via Board approval.

• Must have completed “provisional status”
to qualify.

Provisional Contract
“Provisional Status”

• Must complete two successful years 
teaching in Washington state, in the same 
district…

or
One year in “new” district if provisional 

status has already been completed.
Teachers on Provisional contracts can be 

non-renewed at the discretion of the 
district.

Leave Replacement Contract

• Issued for one year to replace a continuing 
teacher on leave of absence.

• Does not normally count toward 
provisional status.

Retire – Rehire Contract

• Issued for one year only.

• Follows guidelines as per state law (retiree 
must wait forty-five days before contacting 
a district about applying / limited number 
of work hours allowed / limited number of 
years available).

Supplemental Contract

• Issued to all certificated staff.

• Includes additional, bargained 
compensation for all teachers for duties 
performed beyond the regularly contracted 
work day.

• Extra days for counselors, school 
psychologists, senior staff.


