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Discipline Forms Routing Procedures 
 
 

Type of discipline Information needed Send PDF via email to Reference 

General Ed. students 
Long-term suspension (LTS) 
Short-term suspension (STS) 

Emergency Removal (ER) 
In-school suspension (ISS) 

Notice of… letter, please have parent & 
student signature or stamped/handwritten 
reason why they could not sign. No need to 

mail certified. Parent contact via email 
and/or mail. 

Lorie Lambert Student Discipline 
Procedures 

Sped Ed. students 
Long-term suspension (LTS) 
Short-term suspension (STS) 

Emergency Removal (ER) 
In-school suspension (ISS) 

Same as above 
Linda York 

& 
Lorie Lambert 

Student Discipline 
Procedures 

Students on 504 
Long-term suspension (LTS) 
Short-term suspension (STS) 

Emergency Removal (ER) 
In-school suspension (ISS) 

Same as above 
Lindsey de Carteret 

& 
Lorie Lambert 

Student Discipline 
Procedures 

Restraints & Isolations 

R&I incident report: please make sure the 
school’s name and student ID is listed on 
each form. We are seeing forms without 

either. Link to fillable form. 

Building Administration 
Region 1 to Cathy Parken 

Region 2 to Kellee Newcomb 
Sped Ed to Linda York 

504 to Lindsey de Carteret 

Restraint & Isolation 
Procedures 

Threat Assessment 

Student Threat Assessment Building Level 
Screening form 

Parent Questionnaire – Student Threat 
Assessment 

Witness (s) statement (s) if applicable 
Staff/Admin 

Building Administration 
Christopher Ferreira 

Region 1 to Cathy Parken 
Region 2 to Kellee Newcomb 

Threat Assessment 
Procedures 

No Trespass letters PDF copy of fully executed letter 
Christopher Ferreira 

Region 1 to Cathy Parken 
Region 2 to Kellee Newcomb 

No Trespass Letter 
Templates 

Harassment, Intimidation, & 
Bulling  Dani Mundell 

Policy 3204 
Procedure 3204P 
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https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-49245/3319P%20FORM%20Use%20of%20Physical%20Restraint%20and%20Isolation%20with%20Students.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-1038/3319P%20Use%20of%20Physical%20Restraint%20and%20Isolation%20with%20Students.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-1038/3319P%20Use%20of%20Physical%20Restraint%20and%20Isolation%20with%20Students.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-112686%2F3225P%2520School-Based%2520Threat%2520Assessment.pdf&data=04%7C01%7CLLambert%40everettsd.org%7Cc254cbc00ab945201a8808d988299863%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C637690534502491714%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2BSUxzev8jO%2F7ANzzINrIV5fSA0%2BF2ZTPay6JI2iFY1g%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocushare.everett.k12.wa.us%2Fdocushare%2Fdsweb%2FGet%2FDocument-112686%2F3225P%2520School-Based%2520Threat%2520Assessment.pdf&data=04%7C01%7CLLambert%40everettsd.org%7Cc254cbc00ab945201a8808d988299863%7Ca6158ef04f854b0da599925097f77b3d%7C0%7C0%7C637690534502491714%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2BSUxzev8jO%2F7ANzzINrIV5fSA0%2BF2ZTPay6JI2iFY1g%3D&reserved=0
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https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-2045/3204%20Prohibition%20of%20Harassment%2c%20Intimidation%2c%20or%20Bullying%20of%20Students.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-2052/3204P%20Prohibition%20of%20Harassment%2c%20Intimidation%2c%20or%20Bullying%20of%20Students.pdf

