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District Policies and Procedures:   

 

Mission Statement: 

Silver Lake Elementary School, in partnership with families and community, is dedicated to preparing each 

student for academic, social, and personal success through individualized, relevant, rigorous, aligned, and 

engaging instruction through the lens of equity. 

 

Staff Norms 

• Stay Engaged 

• Speak Your Truth 

• Allow & Experience Discomfort 

• Take Risks 

• Listen for Understanding 

• Expect and Accept Non-closure 

Attendance 

Instructions for Attendance and Attendance Folders: (as written on the inside flap of folders) 

• These folders have pockets for you to send up any correspondence from parents that need to come to 

the office. Example: Paper attendance (when necessary), Early dismissal instructions so that the office 

can help usher students to the office as requested by parents in a timely fashion, Boxtops, Yearbook 

orders, etc. 

• The class folder is brought up to the office by 9:30am by a student. 

• Please record attendance by 9:30am online each morning. If students arrive in your classroom after you 

have completed and saved attendance, they must have been issued a “late arrival” slip by the office. If a 

student arrives and does not have a slip, please send them back to the office in order for us to record 

their attendance correctly. This will keep a call from going home letting a parent know their student was 

marked absent. 

• First bell: 9:10 Second bell: 9:15 

• Classroom teachers should pick up students at designated areas at the 9:10 bell. 

• See district attendance policy 3122/3122P for additional information in the policy section. 

 

Food Request Procedure  

Anytime you want to purchase food for a meeting the following procedures needs to be followed in order 

to ensure reimbursement or payment (either via invoice or P-Card): 

• Before meeting 

o Submit a Food Request Approval form to the area Assistant Superintendent via school 
Office Manager. 

o Ensure you create an Agenda for your meeting. 

o Ensure you create a Sign-In Sheet for your attendees. 
• After meeting 

o Turn in Reimbursement Form, if necessary, and/or all receipts to the school Office 
Manager 

o Turn in Meeting Agenda and Sign-In Sheet from meeting to school Office Manager. 
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o Office Manager will submit the forms to Principal for Initials and then to Assistant 
Superintendent for final approval. 

 

Harassment, Intimidation or Bullying Reporting  

Harassment, Intimidation or Bullying (HIB) Incident Reporting Forms: Everett Public Schools maintains a 

safe, respectful and secure learning environment for all students that is free from harassment, intimidation and 

bullying. Everett Public Schools core values include our commitment to value differences among people and 

treat one another respectfully. In accordance with Washington state RCW 28A.300.285, harassment, 

intimidation and bullying of students by other students, by staff members, by volunteers, by parents or by 

guardians is prohibited. 

Everett Public Schools will abide by district policy 3204 and procedure 3204P. If a student has experienced 

harassment, intimidation or bullying, it should be reported to school counselors, school teachers or 

administrators by the targeted student, his/her friends, family, and/or witnesses. School administrators will 

intervene. 

 

To report unresolved, severe or persistent harassment, reporters may also contact the administrator at the 

targeted student's school or the district Compliance Officer, and utilize the Safe Schools Alert reporting website. 

This site allows one to report all safety concerns via web, text, or phone. You may go onto the Everett Public 

Schools for an electronic form or you may also use the paper version of the HIB reporting form. 

 

Inter-district Mail  
 

District Envelopes (see white label in photo above) are in the drawer below the "silver box" located in the 

central region of the employee mailboxes across from the adult restrooms in Building A. 

Fill out the front of the envelope with the department you are sending to. Seal it and drop it in the "silver box." 

The district mail courier comes to us between 8:30 a.m. and 8:45 a.m. every day. 

Question: "What if I have personal mail that I want to send out via United States Postal Service (I already put a 

stamp on it)?" 

Answer: Drop it in the "silver box". 

Question: "I need to mail something for the school (IEP, attendance letter, pen pal letters from our class ... ) - 

what do I do?" 

Answer: Either get the address stamp for the school from the office staff or write the school's address in the 

return address area and write #10 next to it (make it noticeable). Then, drop it in the "silver box". 
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Report it! Tip Line  

 

District Information / Safety tip line http://www.everettsd.org/Page/4646 

 

 

 

Reserve SLE Conference Room  

To reserve a conference room please access the Outlook “Conference Room-Large” calendar to schedule your 

meeting  

 

 

 

Look for this symbol or 3 dots in your outlook.  Click on folder 
and follow the remaining steps.  You can save the conference 
room calendar in your favorites.  

• Public Folders 

• All Public Folders 

• Schools 

• Silver Lake Elementary  

• SLE Only 

• Conference Room 

http://www.everettsd.org/Page/4646
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Use the Outlook Public Folder access area in Outlook so that you can see when the rooms are available and 

reserve your own times. 
 

SLE Staff Directory 

 

 

Student Cumulative Files  

Location: Health Room 

Contact: Office Assistant, Officer Manager, & Health Room Assistant (in this order) 

Student CUM files are kept in the health room drawers by grade level, alphabetical by last name. 

If you need to view or check out a file, you must do the following: 

1. Get the key from the office staff. 

2. Find the CUM file you are looking for (in the health room file cabinets right inside the door to 

the right). 

3. If you are only viewing the file, please immediately return the folder to the hanging folder in the 

drawer - this hanging folder SHALL NEVER be empty. 3.a. When done, please lock the cabinet and 

return the keys to the office staff. 

4. If you are checking out the folder, please take an “OUT” card, fill in location (your name) and 

name of file (student name) and place “OUT” in the hanging folder to hold the CUM file place until 

you return it. The hanging folder SHALL NEVER be empty. 4.a. When done, please lock the cabinet 

and return the keys to the office staff. 

https://epscloud-my.sharepoint.com/:x:/g/personal/13723_apps_everettsd_org/EVAHeYY6jT9GvLP6Krompj8BlWzFGSub-5e-Vc_AsUjZsQ?e=RRkdVm
https://epscloud-my.sharepoint.com/:x:/g/personal/13723_apps_everettsd_org/EVAHeYY6jT9GvLP6Krompj8BlWzFGSub-5e-Vc_AsUjZsQ?e=RRkdVm
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5. Once you are done with a checked out CUM file, get the cabinet keys from the office staff, return 

the CUM file to the appropriate hanging folder, remove the OUT card, cross out your line item and 

return to the top of the file cabinet for the next person’s use. Don’t forget to return the cabinet keys 

to the office staff. 

If you have any questions about this procedure, please ask the friendly office staff for a quick tutorial. 

Thank you. 

 

Student Supervision 

Silver Lake Elementary Supervision Schedule 2023-24 (See Master Schedule/Paras) 

 

Volunteers  

All volunteers must be approved by the district before they can help in classrooms. 

To apply as a volunteer: 

• Go to Everett Public Schools Webpage 

• Click Community Tab 

• Click “Volunteer” 

• Click “Apply Online” button 

• Application processing can take up to 2 weeks 

To check if a volunteer is approved: 

- See Office Assistant 

 

Whom Do I ask? 

 

Topic Person 

504 Plans Carrie Surowiec 

Absences (Employees) Lori Shuffelen-Lipp or Sub Desk 4111 

Assemblies Theresa Campbell or Jalene Finley 

Attendance (Students) Nam Chin or Carrie Surowiec 

BECCA Nam Chin or Carrie Surowiec 

Bell Schedule Lori Shuffelen-Lipp 

Budget Theresa Campbell or Lori Shuffelen-Lipp 

Building Maintenance Cody Palmer, Lori Shuffelen-Lipp, or Theresa 

Campbell 

Busses/Transportation Lori Shuffelen-Lipp or Nam Chin 

Calendar Items Theresa Campbell or Lori Shuffelen-Lipp 

Chromebook Use Jalene Finley 

Conference Room Lori Shuffelen-Lipp or Nam Chin 

Copiers Office Staff 

Conflict Mediation Theresa Campbell 

Counseling Carrie Surowiec 

Cum Files Nam Chi 

Discipline Referral Input Jalene Finley, James Allred, or Carrie Surowiec 

ML Adrian Galvan 

Emergency Procedures Jalene Finley or Veronica Benitez 

Employee Evaluations & Supervision Theresa Campbell and Jalene Finley 

E-schools Data and Student Schedules Lori Shuffelen-Lipp 

Fax Machine Use (how to) Lori Shuffelen-Lipp or Nam Chin 

Facilities Use Nam Chin 
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Field Trips Lori Shuffelen-Lipp and Veronica Benitez 

Fifth Grade Patrols Ira Galang or Tara Trees  

Fines/Fees Lori Shuffelen-Lipp  

Food Services Ann Stafford 

Free Backpacks Carrie Surowiec, Lori Shuffelen-Lipp or Nam Chin 

Free/Reduced Lunches Ann Stafford 

Grading Theresa Campbell 

Grants Theresa Campbell and Jalene Finley 

Health Room Veronica Benitez 

Homework Requests Nam Chin or Lori Shuffelen-Lipp 

Inter-district Mail Office Staff 

KIT Program Carrie Surowiec 

Keys and Locks Lori Shuffelen-Lipp 

LAP Program Theresa Campbell, Kenny Short 

Library Cerra Sand 

Newsletter (school) Theresa Campbell or Lori Shuffelen-Lipp 

OT/PT Jennie Bevan 

Popcorn Fridays Carrie Surowiec 

Professional Development Theresa Campbell and Jalene Finley 

Progress Reports (Report Cards) Theresa Campbell or Nam Chin 

Purchasing Theresa Campbell or Lori Shuffelen-Lipp 

PTA Email SLEPtapresident1@gmail.com  

Registration of Students Lori Shuffelen-Lipp or Nam Chin 

Reimbursements Lori Shuffelen-Lipp 

Safety Committee Jalene Finley 

SIT/MTSS (Student Improvement Team) Carrie Surowiec 

SIP (School Improvement Plan) Theresa Campbell 

Special Services Robin Arnold 

Speech Anne Beach 

Spirit Wear PTA 

Student Placement Theresa Campbell or Lori Shuffelen-Lipp 

Substitutes Lori Shuffelen-Lipp 

Summer School Jalene Finley 

Supplies and Office Equipment Office Staff 

Time Sheets Theresa Campbell or Lori Shuffelen-Lipp 

Translators Adrian Galvan 

Travel Theresa Campbell or Lori Shuffelen-Lipp 

Variances Theresa Campbell or Lori Shuffelen-Lipp 

Volunteers Nam Chin 

WaKIDS (All Day Kindergarten) Theresa Campbell or Any Kindergarten Teacher 

Watch D.O.G.S. Carrie Surowiec 

Website Nam Chin 

Yearbook PTA 

Yellow Safety Backpacks Jalene Finley or Veronica Benitez 

mailto:SLEPtapresident1@gmail.com
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Community Partners  

PTA 

President: Ashley, sleptapresident1@gmail.com  

Vice President:  Noelle, slevicepresident@gmail.com 

Treasurer: Kelly, sletreasurer@gmail.com 

Secretary: TBD, slesecretary@gmail.com 
 

Natural Leaders  

Adrian Galvan: agalvan@everettsd.org  

Diana Martin: dmartin@everettsd.org 
 

Watch D.O.G.S. (Dads of Great Students)  

Carrie Surowiec: csurowiec@everettsd.org 

 

School Closures and Late Start  

Emergency Closures and Late Start Information 

How to find emergency school schedule information (usually available by 5:30am): 

• www.FlashAlert.org You can subscribe to receive notices at the same time those notices are sent 

to media outlets, or you can bookmark this site to check for a listing of regional school emergency 

schedule information. 

• Media news reports (Media gets information from www.FlashAlert.org) 

• Everett Public Schools website 

• Everett Public Schools information line at 425-385-4636 

• Blackboard Connect* calls made to school families beginning at 5:45am 

• Please be sure your contact information is up to date at your school. 

• Everett Public Schools social media Facebook and Twitter pages 

• Silver Lake Elementary school social media Twitter page 

• Program impact chart outlines how various school programs and activities are impacted when 

school is cancelled or starts late. 

“No announcement” means schools have normal schedules. Except in extreme situations when verified 

information is available more than 24 hours in advance, each emergency school schedule announcement is 

made on a day-by-day basis. Emergency school schedule announcements are sent to the media as early as 

possible in the morning. Blackboard Connect calls to families are sent beginning at 5:45am. 

School Bus Snow Routes 

School drop off and pick up spots may change during emergency situations. If your child rides a bus to school, 

please become familiar with snow route information on the website. 

Emergency Early Dismissal 

Emergency conditions during the school day could require schools to close early and release students before the 

end of the normal school day. This happens rarely and is used only as a “last resort”. In these rare 

circumstances, families are notified of an early dismissal by the same methods listed above for emergency 

school schedule notifications. If school is dismissed early, authorized persons (identified on the school 

emergency form) may pick up students. School staff will remain at school until all students have left. 

Family Emergency Plans 

Questions to consider as you make emergency plans and some emergency website resources: 

• What is the best route to and from home if your child cannot be dropped off at the normal bus 

stop? (What is the “snow route” for our school bus?) 

• Where should your child go if they need help? 

• Who would care for your child if you were not able to come home in an emergency? 

• Is there someone your child could call to calm fears? 

• How will you communicate with family members if power or telephone service is interrupted? 

mailto:sleptapresident1@gmail.com
mailto:slevicepresident@gmail.com
mailto:sletreasurer@gmail.com
mailto:slesecretary@gmail.com
mailto:agalvan@everettsd.org
mailto:dmartin@everettsd.org
mailto:csurowiec@everettsd.org
http://www.flashalert.org/
http://www.flashalert.org/
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• Where do you keep emergency supplies, including a battery-operated radio? 

Emergency Contacts 

Each school year parents are asked to update student enrollment information. Your student enrollment 

information form includes contacts used in emergencies or if a child becomes ill at school. Please call your 

school if your phone number or emergency contact information changes at any time during the school year. 

This is the contact information used by the Everett Public Schools automated phone system in emergencies and 

to share important school information with families. 

From <http://www.everettsd.org/Page/4692> 

 

Emergency Line Up 

 

 

Helpful Staff Documents/Links 

https://docushare.everett.k12.wa.us/docushare/dsweb/View/Collection-1673 
 

On the Job Injuries 

Employee Accidents and Injuries - File a Claim 

The Everett School Board recognizes that safety and health standards should be incorporated into all aspects of 

the operations of the District. Your safety is important to us. If you are injured at work, you are required to 

submit an Accident/Incident Report whether you seek medical care or not. You must report your accident/injury 

to your supervisor, the Human Resources Department and Puget Sound Workers' Compensation 

Trust immediately. The Puget Sound Workers’ Compensation Trust is the third-party administrator managing 

the District’s employee Accident/Incident Reports and work injury claims. 

https://www.everettsd.org/Page/14939 

 

Help Desk on the Web  

https://everettsd.service-now.com/home.do? 
 

Help Desk and Field Technicians - Overview of Support 

The singular goal of the Everett Public Schools is to enhance the learning environment for 

students. Our goal and technology support is to provide the tools and system to support the 

http://www.everettsd.org/Page/4692
https://docushare.everett.k12.wa.us/docushare/dsweb/View/Collection-1673
http://www.pswct.org/school-district-employee/reporting-an-incident/
http://www.pswct.org/school-district-employee/reporting-an-incident/
http://www.pswct.org/school-district-employee/reporting-an-incident/
https://www.everettsd.org/Page/14939
https://everettsd.service-now.com/home.do
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technology initiatives in the classroom. This entails desktop computer support, network 

oriented support, and customer support. 

Support Staff 

We currently have 3 full time Help Desk Staff and 3 full time Field Technicians. There are 

usually 1 or 2 Help Desk staff members on the phones at one time during the day. When not 

on the phones, they are busy working on open work orders and the never-ending work of 

system account maintenance. The main focus of a Field Technician is to service work orders 

that the Help Desk can't solve from the CRC. Unfortunately, due to lack of staffing, Field 

Technicians are often called upon to assist with technology deployments; central office tech 

support for meetings; and other district needs that are unforeseen but interrupt their ability to 

service work orders as quickly as we would like. We thank you for your patience and we 

continue in our attempts to expand our support staff. 

Support Hours 

The Information System team guarantees service during regular business hours. 

Help Desk Hours: 7:00 am to 4:00 pm each weekday. If they don't answer 

immediately, stay on the line and you will be answered in the order your call was 

received. There are currently no scheduled service options outside of these times. 

Customer Service 

What is excellent customer service? What does it look like? What doesn't look like? Specific 

definitions of customer service are critical to building an excellent customer support structure. 

Please use the information on this website to understand how we are able to provide excellence 

in support. When a service request is sent, how do we set a priority and service timeline? 

Check the Tech Work Order Priorities link above to see we set priorities for support requests. 

https://www.everettsd.org/Page/9571 
 

How to Make Copies  

Your district ID is your copy code, minus the first digit. 

Example: My ID number is 01234 = my copy code is 1234 

If your code does not work, please see the Office Manager. 

 

How to Scan to Email from the Copier  

NOT ALREADY IN MACHINE ADDRESS BOOK 

Enter your account ID using keypad 

Press “Login” on screen OR small “Enter” button on keypad Press “Send” button 

(circled in red on keypad) 

Press “Address Book” button on top right portion of screen 

Press Address Book drop-down (multiple arrows pointing down) at top of screen 

Select “Ext Address Book” button 

Press 

“Family Name” button 

Enter Family (a.k.a. 

Last) Name 

Press OK 

Press OK 

Press button next to name to “check mark” your desired destination(s) 

Press OK 

Press Start (Green “GO” button on keypad) 

ALREADY IN MACHINE ADDRESS BOOK 

Enter your account ID using keypad 

https://www.everettsd.org/Page/9571
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Press “Login” on screen OR small “Enter” button on keypad 

Press “Send” button (circled in red on keypad) 

Press “Address Book” button on top right portion of screen 

Scroll & Press button next to name to “check mark” your desired destination(s) 

Press OK 

Press OK 

Press button next to name to “check mark” your desired destination(s) 

Press OK 

Press Start (Green “GO” button) 

 

Technology Moves  

What is the proper procedure for technology moves? First off, these directions only apply to 

technology with a district tag (click here to see tag sample). The tag means it is part of our 

inventory systems and needs to be tracked to room location. If the tag number is less than 

99000, the technology is too old to be maintained and is destined for surplus. 

With that said, there are really two types of moves, room to room within a school site or moving 

technology offsite (surplus or to another site). Here are the steps for both: 

Technology moving room-to-room within same site: 

Just create a HelpDesk web work order with 

1) tag numbers of computers 

2) original room and 

3) new room. 

The Technician will enter the new information in IFAS and then schedule a time to come in a 

connect in the new room. 

Please remember that the site needs to move computers to new rooms next to power and data. 

Our 3 field technicians simply don’t have time to move equipment throughout the district. The 

technicians are the only ones connecting to the network. 
Technology being moved to surplus or another site: 

The process is outlined on our department website http://www.everettsd.org/Page/4717 
 

Detailed Process for Surplus and Site-to-Site Moves (for technology items with asset tags) 

The Business Manual (SECTION 6.05 – MOVING OF CENTRAL INVENTORY/PROPERTY 

TRANSACTION FORM) outlines the process for moving items with Asset Tags. In order make 

the process as smooth as possible, we have outlined the process to surplus old equipment. The 

one addition we make to the Business Manual is the use of electronic PTFs. 

Part 1: School Office Staff 

1. Office manager collects information for computers surplus and creates MS word 

(digital) PTF 

(No hand created / converted to PDF. They can’t be scanned). No equipment is moved until the 

technician verifies the condition. 

2. Office manager creates an IT Work Order (Help Desk Web) for technician to check out 

computers with electronic PTF attached to IT Work Order (Help Desk Web). 

Part 2: IT Technician 

3. Technician adds IT WO # to the PTF prints a hard copy of PTF then verifies computer condition. 

4. Technician gives initialed PTF back to Office manager verifying surplus condition of computers. 

Part 3: School Office and Building Staff 

5. Office manager works with the building administrator to decide who moves surplus computers to 

central location for pickup. Make sure a copy of PTF is placed on equipment identifying it for 

maintenance pickup 

6. PTF Copies are sent to Purchasing 

http://www.everettsd.org/Page/4717
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• Office manager sends the MS Word (digital) copy of PTF (not a PDF copy) as 

email attachment to Patti Loewen in Purchasing. The work order number from Help 

Desk web is used as principal signature. 

• Office manager sends the signed hard copy of PTF via in-district mail to Patti 

Loewen in Purchasing. 

Part 4: Purchasing and Maintenance 

7. Purchasing will remove the asset item from the district asset list and number the PTF. 

They will send the numbered PTF to maintenance (via email). 

8. Maintenance will create a School Dude Work Order and pick up the items on the 

numbered PTF. 

 

Walkie Talkie Protocol  

1. Use radio only for necessary communication. Anything that can be done off the 

airwaves should be done off the airwaves. 

2. Listen to hear if airwaves are clear before speaking. This avoids cutting off others 

and having to repeat. 

3. Hold microphone button down momentarily before speaking. It takes a split 

second to key the radio for transmission, so waiting will increase the chance that the other party 

clearly hears the request. 

4. Make contact with your intended partner prior to delivering the message. For 

example, first transmit “Heather to Elizabeth”. Wait for Elizabeth to respond and then 

deliver your message. This avoids having to repeat your message. 

5. Keep transmissions as brief as possible. 

6. Sign off after transmission is completely addressed. You can use “over” or 

“thank you” or “roger” depending on your preference or circumstance. This allows 

knowledge that message was received and transmissions are complete. 

7. Keep off airwaves until emergencies are finished. Radio users should monitor the 

airwaves, be aware of emergencies and stay offline until the situation is resolved. 

8. Keep transmissions professional. Remember that anyone can hear you. Quite often, 

that “anyone” is a parent standing next to Elizabeth, or Sally (Assistant Superintendent) is 

sitting with Heather. Stick to just the facts, without transmitting inappropriate or personal 

data. If you are a radio carrier and you’re not participating in a situation, such as a medical 

emergency, it’s ok and appropriate if you need to turn the radio down, but not off, in front of 

parents or guests. 

 

Transportation  

School Bus Schedules and Snow Routes https://docushare.everett.k12.wa.us/docushare/dsweb/View/Collection- 

153 

https://docushare.everett.k12.wa.us/docushare/dsweb/View/Collection-153
https://docushare.everett.k12.wa.us/docushare/dsweb/View/Collection-153
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Staff Workroom  

PLEASE REMEMBER TO: 

• Throw trash away 

• Throw your cutting scraps away or put them in the scrap bin 

• Take your originals 

• Clear paper jams 

• Keep thing tidy for the next person 

 

 

Paper Conservation Tips  

• Print double-sided documents 

 

• Use effective formats 

 

• When researching, don’t print things from websites. Make a note of the site’s address and 

information and move on. 

• To conserve paper when you do print - use: 

o smaller fonts 

o reduced margin sizes 

• Use print preview - make sure that everything will come out as you want it to. This can reduce 

reprints due to formatting that is off or inconsistent. 

• Cancel mistakes - cancel any document sent to print in error. Some of the longer errors can be 

costly, and even the smaller 2- to 3-page errors can add up. 

• Store information electronically - instead of printing everything to file in a cabinet, make folders 

on your desktop or PDA and save your information there. It will trim your clutter and conserve 

paper. 

• Print only a final product 

o When a document needs more touch-ups or revisions, keep them on the computer. 

o This is helpful for students who have 20 plus pages to turn in at the end of a semester. 
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Safety and Emergency Procedures  

Emergency Procedures 

Evacuation Maps 

Evacuation Procedure 

Relocation Procedure 

Earthquake Procedures 

Full Lockdown Procedures (with lock-down folder procedures) 

Modified Lockdown Procedures 

Shelter in Place Procedures 

Incident Command System 

Incident Command Chart 

Student/Parent Reunification Plan 

Command Section: Incident Commander 

Command Section: Safety Officer 

Command Section: Public Information Officer 

Command Section: Liaison Officer 

Operations Section: Operations Section Chief 

Operations Section: Site Facility Check/Security 

Operations Section: Search and Rescue 

Operations Section: Medical Team 

Operations Section: Student Release 

Logistics Section: Logistics Section Ch 

Logistics Section: Supplies/Facilities 

Logistics Section: Staffing 

Logistics Section: Communications 

Finance & Administration Section: Finance & Administration 

Section Chief 

District Reunification Process 

Process 

Memorial Stadium Reunification Site/Appendix A,B,C,D 

Alternative Location Reunification Layout/Appendix D 

Appendix A-F 
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