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MISSION: The mission of the St. Lucie County School District is to ensure all students graduate from
safe and caring schools, equipped with knowledge, skills and the desire to succeed.
Every child can learn, and each child can learn more than he or she is now learning.
• School district personnel, community members, parents, and students share the responsibility
for student achievement.
• Quality learning experiences are the central focus of all school and district activities.
• We ensure equity and quality for all students, not just some.
• Equity without quality is prejudice, quality without equity is privilege, equity plus quality
equals excellence.
• Students are volunteers. Their attendance can be required, but their attention must be earned.
• We teach the whole child, not simply the test-taker.
• All students have the absolute right to a safe, trusting and drug-free environment.

The core business of the St. Lucie County Schools is to create challenging, engaging, and
satisfying work for every student, every day.
• The teacher’s primary role is to design rigorous, engaging work that leads students to higher
levels of learning.
• We provide clear and compelling understandings about what students are expected to know
and be able to do.
• We provide support for student success, understanding that different students master tasks in
different ways and at different times.
• District and school support personnel are partners with teachers and schools in the core
business.
• Collaboration around the core business is essential to quality learning experiences.
• Quality tools are required for quality work.
• Instructional needs drive the design and construction of facilities.
• Quality facilities are required for quality work.

Quality schools are the responsibility of the entire community.
• Parents, students, community members, agencies businesses, governmental entities, other
educational institutions and the school district constitute the community.
• The community works together to provide the political advocacy and support needed for
student success.
• Our community actively advocates for support of education by holding candidates and
elected officials accountable for their commitment to quality public schools.
• The community is responsible for providing and supporting the facilities and Infrastructure
necessary to accommodate growth.
• All district employees are committed to sharing our vision and engaging the community in
successfully confronting our common challenges.
• The school district has an obligation to achieve quality results for both the schools and the
community.
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A healthy school system is key to the maintenance of a healthy democracy.
• Quality schools develop productive, contributing citizens.
• Quality schools improve the quality of community life.
• We strengthen relationships and broaden perspectives by embracing diversity.
• We model principles of representative democracy both in our schools and throughout
the district.
• Systems of checks and balances contribute to quality decisions.
• We share a fundamental common commitment to the common good.
• Leaders are responsible both to constituents and for shaping the future.

The district and its employees have mutual obligations for support and development toward
continuous improvement.
• Our core values are fairness, respect, trust, integrity, and commitment to improvement.
• We develop leaders committed to our common vision at all levels in the system.
• Collegiality and collaboration are key to our success.
• All district employees have the absolute right to a safe, trusting and drug-free environment.
• We are a school system, not a system of schools.
• We are a learning organization, in which all roles serve the common purpose of pursuing
continuous improvement in quality learning experiences for all.
Therefore, we promise continuous improvement in student achievement and in the success of each
individual.
• We are committed to a common vision.
• We use our beliefs and vision as the key criteria for making decisions.
• We lead and manage by results.
• We hold ourselves mutually accountable for quality effort.
• We assess progress toward agreed-upon goals on a regular basis.
• We expect and we work to bring out the best in every employee.
• We accept change as inevitable and shape it into opportunity.
• We exercise flexibility, and we encourage innovation in pursuit of our goals.
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Performance Based Preparatory Academy
Beliefs
Today, a high school education is considered the minimum
achievement needed for success in a dynamic world.
Performance Based Preparatory Academy (PBPA) is a unique,
non-traditional school that allows students to earn their
Standard High School Diploma at their own pace.
1. The commitment to continuous improvement is imperative if our school is
going to enable students to become confident, self-directed, life-long
learners.
2. Teachers, administrators, parents, and the community share the
responsibility for advancing the school mission.
3. Each student is a valued individual with unique physical, social,
emotional, and intellectual needs.
4. Assessments of student learning provides students with a variety of opportunities
to demonstrate their achievement of the expectations for their learning.
5. A safe and physically comfortable environment promotes student learning.
6. Student learning is the chief priority for the school.
7. Students learn best when they are actively engaged in the learning process.
8. A student’s self-esteem is enhanced by positive relationships and mutual respect
among and between students and staff.
9. Students need to apply their learning in meaningful context.
10. Students need to not only demonstrate their understanding of essential
knowledge and skills, but also need to be actively involved in solving problems
and producing quality work.

4

PERFORMANCE BASED PREPARATORY ACADEMY THEME
The theme of Performance Based Preparatory Academy is student
academic development, providing the basis for successful college and
career readiness. Elements of the Academy include the following:
1. Voluntary enrollment
2. Certified Teachers
3. Emphasis on a core academic curriculum which requires mathematics,
language arts, science, social studies and practical and performing arts
4. Expectation of mastery of Florida State Standards and promotion contingent
upon mastery of Florida State Assessments
5. Grades are available on Edgenuity and Skyward
6. Parent involvement in the program including awareness and monitoring of
progress through Skyward and Edgenuity, communication with teachers, and
support of discipline
7. Emphasis on character and citizenship education
8. Well-defined attendance, discipline, and dress code policies
9. No interruptions during classroom instructional periods
10. Limited activities that would remove a student from his or her normal school day
11. Extracurricular activities that support and enhance student development
12. Access to Edgenuity from home
13. This Academy includes Dual Enrollment Opportunities
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PBPA
VISION STATEMENT
Performance Based education is built on the idea that each student is
unique and learns best through an individualized plan. PBPA blends
academic studies using web based platform with cooperative learning
resources by preparing all students for college and career readiness.

PBPA
MISSION STATEMENT
The mission of Performance Based Preparatory Academy is to ensure that
all students graduate from our safe and caring school, and are
equipped with t h e knowledge, academic skills, and the desire to
succeed as life-long learners, and positive contributors to our diverse
society.
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THE FUNDAMENTALS
The Performance Based Preparatory Academy faculty is responsible to read and
follow the current St. Lucie County Pupil Progression Plan in all areas.
Exemplary Teaching
Students are willing to tackle challenging, engaging assignments if they have
sufficient time, work is graded promptly, and the teacher makes comments explaining
grades and how work can be improved. In addition to Edgenuity. students learn
best when there is a variety of instructional strategies, when good questioning
techniques are used, and when teachers foster higher order thinking skills. Remember
that students must understand the purpose of their work to be fully engaged. They must
know ahead of time the rubric or standard by which they will be evaluated. Students
need the opportunity to give feedback to the instructor regarding the level of
engagement and quality of work designed.

Faculty Work Hours
Please be on time and adhere to the regular school hours.
Hours for staff on Professional Development days and teacher work days are as follows:
Instructional: 6:45 a.m. to 2:15 p.m. (half hour lunch)
Non-Instructional: 7:00 a.m. to 3:00 p.m. (half hour lunch)

Morning Routine
Upon arriving at school, all staff are required to sign in on the sign-in sheets
located in the front office. Attendance by period is required and must be
entered in the computer daily. This is a legal requirement. First period
teachers are to be at their classroom doors to meet students by 7:28 a.m. The
student day is 7:31 a.m. to 1:31 p.m. Students should not be on campus before
7:00 a.m.
Faculty / Staff Dress
Through our dress we project an image of ourselves and an example for our
students. In order to present the most professional and respectable
appearance, our female teachers are to wear coordinated pants outfits,
dresses, suits, skirts and blouses. Male teachers are to wear shirts and ties. Friday
is considered “Spirit Day.” Teachers and staff are encouraged to wear PBPA
spirit shirts.
Accidents/Injuries Involving Staff Members
Staff members who are injured should report the injury to the Secretary
IMMEDIATELY, to complete a Notice of Injury. If a report is not filed within three
workdays, workers comp may not cover your expenses if you need treatment at
a later date.
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Duties of Instructional Personnel
Each member of the instructional staff shall perform the duties as required by
law and all other generally accepted professional duties such as: hall duty,
supervision of bus loading zone, chaperoning school sponsored activities,
educational events of students and such other reasonable duties as may
be assigned by the individual’s immediate administrative supervisor. Failure to
perform such duties in an acceptable manner shall constitute a violation
of the contract. Instructional personnel shall be encouraged to participate
in community activities. Duty assignments are subject to change.
Authority: 230.22(2), FS
Law Implemented: 231.09, FS
Each member of the instructional staff of the school regardless of class load
assignments, shall, under leadership of the principal, carry their fair part in the total
activities of the school.
Florida Statute 2330.23
Communication
The principal will communicate to all staff through the Outlook Office 365
Web App and is available to all staff. The only communication on school
computers should be regarding official school business. It is an expectation that
all employees check their email several times each day in order to remain
updated on current school and district information. Emails should not be sent to
the entire school (1PBPA), or district without prior principal approval. Keep in
mind that email is public domain. Therefore, care should be taken in the
composition of all email correspondence to protect the identity of each student
and privacy issues.
Attendance Registers
All teachers are responsible for maintaining an accurate and up-to-date record
of the attendance of students assigned to them. Attendance should be input
directly into the computer each class period as soon after class begins as is
possible within the first 10 minutes. A hard copy of attendance must be kept as
part of your daily log book which will be turned in at the end of the school
year; each page must be dated and signed by the teacher. Many teachers
find it convenient to keep a hand written copy of attendance for each 9 week
period in addition to the computer entry. Attendance from second block
(period) will be the official FTE record. It is imperative that your second block
(period) attendance be accurately recorded according to the directions
distributed during FTE windows.
Student Absences
All teachers are expected to be very familiar with and implement the County
Student Attendance Policy available in the Pupil Progression Plan Book.
Absent notes from parents are required to excuse a student absence. Notes should be
turned in to the office as soon as a student returns from an absence. The very first
absence must be verified by teachers calling the parent. It is critical that teachers
follow up on frequent or regular patterns of absence. Teachers are required to keep a
phone log to record communication with parents.
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Also, students who are in the office or guidance for your period need to show you a
pass with the times listed, and BOTH of these absences would be indicated as “G” for
guidance in your grade book. These absences would be EXCUSED in the sense that the
student may make up any missed work for full credit.

Tardy Students
Students who arrive to your class late should not be sent to the office for a tardy
pass unless it is during the 1st block, but should be marked tardy (T) in the
computer and in your grade book. You may make a notation in your grade
book as to the arrival time. Frequent tardies and/or absences should be
addressed through parent contact by the teacher. After 2 tardies, the teacher
will call the parent. After 4 or more tardies, the teacher will write a referral.
Unsuccessful attempts to reach parents can be supplanted through a teacher
request to the attendance clerk for assistance or by disciplinary measures
through the Program Specialist. The legal documentation of attendance
assumes that a student marked absent did not show for any portion of the class.
Please refrain from making a judgment call that indicates an absence unless
the student did not appear at any time during the class period.
Faculty / Staff Absence or Tardiness
If you are going to be late, please call Mrs. Culver at 468-5898. When you are
going to be absent, you must submit a leave in Skyward and secure a sub in the
sub system. Teachers are provided with sick leave and personal leave. Requests
for leave should be made as soon as possible, in compliance with school board
policy. After 6:30 a.m. notify the school of any emergency that will cause you to
be tardy or absent. Personal leave must be approved in advance by the
principal.
Any member of the support staff who is going to be late or absent should call Mrs.
Culver at 468-5898 at least one hour prior to their assigned arrival time. Leave requests
must be submitted in Skyward in a timely manner. This should not be done by text
message. In the event that a member of the support staff must leave campus for any
reason, an administrator must be notified prior to leaving campus.

Personal Leave
No personal leaves will be approved during standardized testing. In an
emergency, please see the principal.
Comp Time
The principal must authorize, in advance, the earning of compensatory time.
When a teacher is required or requested to perform functions before or after the
regular school day, the principal may grant compensatory time. Use of such time
will be approved by the principal only, in advance, with a result of minimum
disruption of the educational program. In approving requested use of
compensatory time, no request will be unjustifiably denied. Compensatory time
must be taken during the current school year in which it was granted. Please
refer to the contract book.
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Coverage of classes
Teachers are responsible for being in their own classrooms every instructional
period of the day. No appointments are to be made during the workday. If an
emergency arises, contact the main office. Any request to leave school early
must be approved by an administrator. Students should be actively engaged
academically from the minute students walk in until the students leave the
classroom.
Announcements
Announcements are made daily on the intercom in the morning during the first five
minutes of class and at the beginning of the last period. No other announcements will be
made except assembly gatherings and life threatening emergencies.

Turning in Money to Mrs. Culver
The teacher must count the money and bring it to M rs . Cu l v e r with a
“ Report of Monies Collected” f o r m . Do not keep money in your room overnight. It
must be turned in each day by 1:50 p.m. No money will be accepted without a
Report of Monies Collected” form. A receipt will be forwarded to the teacher.

Internal Account

A check requisition must be completed, signed and accompanied by a
receipt or invoice for every check requested from the bookkeeper. Receipts for
expenditures are required for checks written. Please allow 5 days turn-around
time for check requests to be authorized and checks to be written. No checks
will be signed on the same day as the request.

Conferences, Parent/Teacher
Scheduling of conferences is done by the teacher, taking into consideration the
convenience of the parent. Conferences may be held after 1:45 p.m.

Confidentiality
Only with the exception of a student harming himself or another person, under no
circumstances may a staff member discuss student’s issues in the corridors,
cafeteria or anywhere within earshot of another student, parent, or teacher.
Please only involve concerned parties and keep any student’s personal business
behind closed doors.
Discipline
Our school has a discipline code that each teacher is required to enforce. In
most cases, problems will be solved by the classroom teacher. Teachers will handle
students sleeping in class, refusing to do assignments, lack of materials, failure to do
work, and other motivational problems. Parents should be contacted. Teachers should
d o c u m e n t minor infraction and attempts to correct behavior. Disruptive behavior
and behavior which is in direct violation of the discipline code will refer to student Code
of Conduct. No student is to be placed outside the room for disciplinary reasons.

10

A progressive approach should be employed for discipline to be effective. First
offenders should not be treated the same way as chronic offenders. Classroom
teachers need to involve parents early in the discipline process. Assistance
should also be sought w h e n a p p r o priate. It is our goal to function as a
team and provide a positive, supportive environment in which young people
will succeed. A positive behavior support model will be used.
Cell Phones
At the beginning of class, students must put phones in classroom lockers until
class period ends.
1st Offense (Warning);
2nd Offense (student Principal
conference); 3rd Offense (Parent conference)
Corridor Supervision
All teachers are required to be in all corridors daily during every class change.
Classroom Maintenance
In an effort to help us properly maintain classrooms, we are asking all
teachers to check the classrooms at the end of the day for excess paper on
the floors. Also, please report all spills immediately to the front office and
request a member of the maintenance staff. If the classroom is not cleaned
and maintained properly, or if there are areas that are in need of repair,
please report it in writing to the principal. All teachers should totally pack all
items and clear walls at close of school year.
Appliances In Classrooms
Appliances in classrooms are strictly prohibited. These include: microwaves,
refrigerators, coffee makers, etc. Appliances are restricted to teacher work
rooms.
Classrooms
Classrooms may not be altered in any way without consulting the principal.
Please refrain from using any kind of paint or varnish on walls or any other
surface. Only authorized materials can be used. If you place pictures on
the wall, please make sure that there is no damage to the walls. At the
end of each school year, teachers will be asked to remove all materials from
the walls, so that the rooms can be cleaned and maintained. Please refrain
from placing any tape on walls.
Keys
All keys issued to teachers must be turned in at the end of the school year.
The campus is open periodically during the summer, and teachers will be able
to gain access to the classrooms. All closets, teachers’ desks and files should be
locked before leaving for the summer.
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Food in Classrooms
Students are NOT permitted to eat food or carry drink bottles, including water
bottles (unless the student has a documented medical issue), in classrooms and
hallways. Teachers are not to allow students to come to their classroom during
lunch periods.
Field Trips
Field trips must be approved by the principal. Teachers are urged to plan trips
well in advance so that transportation can be arranged.
School Sponsored Student Absence
Teachers sponsoring activities or trips that involve students missing classes other
than their own must first get administrative approval. Students WILL NOT be
academically penalized for school sponsored and appropriate absences.
Fund Raising
Approval for fund raising must be obtained from the principal. We will try to
stagger these activities from September to April.
Fire Drills
Students and teachers participate in at least one fire drill each month. During
the fire drill, the students file from the classroom without talking, to a safe
distance from the building. Teachers are to make sure that all students are out.
Teachers are to take their class roster with them. In case of a bomb threat, the
fire drill procedure will be followed. No use of walkie-talkies. Please refer to the
Emergency Evacuation packet and be very familiar with that document.
Visits by Administrator
Administrator will visit classrooms on a regular visitation schedule. The purpose of
these visits will be made to observe students actively engaged in the learning
process.
Clinic
Students who become ill should be taken or sent to the clinic. Students are to
be signed into and out of the clinic. Never leave a student in the clinic without
the proper adult supervision. We are not allowed to dispense any medication;
including aspirin, without parental consent and that must be done by our
health paraprofessional. When a student is in an emergency medical
condition, the teacher should contact the office and call a Code B L U E .
See m e d i c a l e m e r g e n c y procedures for Code Silver on Page 16.
Leaving School
Students should not leave the school grounds during the regular school day
for any reason unless approval is obtained from the principal or their
designee. In emergency cases, the student will be called to the office to be
dismissed. In other cases, students will bring written permission from parents to
be dismissed from class during the school day. When presented with such a
note, teachers are asked to release students at the specified time.
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Money and Personal Belongings
Money and personal belongings should never be left in the school overnight.
During the day teachers should not leave their valuables where they are easily
accessible. The school is not responsible for lost articles. Lock your cars and your
classrooms, please.
Telephone
Students may use the office phones in emergency situations. Students’ hall
passes must be signed specifically indicating a request to use the phone. Phones
are available for teachers in the classrooms and/or planning areas.
Standardized Testing
Norm-referenced testing reflects overall proficiency in student achievement
and general school curriculum. Test scores should never be used as a basis of
student comparison. Tests or test scores may be discussed with the students
and/or parents in individual conferences. Criterion- referenced testing reflects
proficiency in student achievement regarding specific curriculum.
The Florida Standards Assessments (FSA), FCAT Reading and Math, and End of
Course (EOC) exams in English/Language Arts (ELA), Algebra 1, Geometry, US
History and Biology are required tests designed by the state of Florida to assess
students and to grade schools. Students must pass the FSA, FCAT, and/or
Algebra 1 EOC in order to graduate from high school.
Movie and DVD Policy
All DVD’s should be academic and specific to the State Standards for the
course in which the DVD is shown and approved by administration. PG with
specific parent permission may be shown, if prior permission has been granted
by administration in writing. Teacher requests should be submitted two weeks in
advance of desired show date.
Assemblies
Assembly programs will be scheduled when appropriate and if supportive of
our academic program.
Technology
Computers are used f o r student learning. Please monitor students so that
inappropriate games are not used as a substitute for active learning. Personal
messages by teachers regarding yard sales, parties, etc. should not be
generated on the school or county computers. Fax machines are not to
be used for personal messages. Contact the help desk with any software
issues and administration with any hardware issues.
Internet Access
Students and employees must have a signed agreement for internet access.
Please actively supervise students’ use of technology at all times.
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Smoking
As of October 1, 1992, Florida State Law prohibits smoking in educational
facilities and on school grounds.
Textbooks
Teachers requisition for textbooks and supplemental texts must receive
approval from the principal. Teachers are responsible for the care of textbooks,
and each teacher should keep a record of books issued to students.
School Security
Report to the SRO, any persons who seem to have no reason to be in the
building or on the school campus. Please assist in keeping all exit doors locked.
Please lock your room when you leave in the afternoon and any time you and
your classes are going to be elsewhere.
CODE RED WILL BE USED FOR AN INTRUDER IN THE BUILDING
Volunteers
Volunteers will be active participants. They will conform to the rules and norms
of the school and dress code. Please make specific needs for volunteer
assistance known to the principal. Use volunteers in accordance with the
guidelines of the Acad emy, and treat them with the respect and
appreciation they deserve. Should a problem develop between you and a
school volunteer, please make an administrator aware of the problem. Please
submit the names of any parents or community members that you feel would
be an excellent volunteer. Volunteers should NOT be left to supervise students.
Written Communication
It is critical that any written communication being sent home to parents or
leaves the school be error free and representative of our high standards. It is
highly recommended that an administrator proof your materials, as we often
don’t see our own errors. Please provide the office with a copy of all
correspondence sent to parents.
Meetings
Instructional Leadership Team Meetings are held weekly. Faculty meetings
are held monthly.
Special Events
Please make sure that the office is aware of all the events during the year
involving students and parents. Prior approval is required for all events. Events
requiring removal from class must be approved by the principal. See School
Sponsored Absence Policy for additional information.
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Classroom Culture (Kids At Hope)
Strive to establish a well-organized and orderly classroom where high
standards of conduct, achievement, respect, and consideration are well
evidenced. Be kind, but firm. Do not ridicule or humiliate any student.
Students are to be treated with respect and dignity. YOU ARE THE MODEL FOR
STUDENT BEHAVIOR. Corporal punishment is never permitted. Best practices
dictate that no physical contact should occur between students and adults.
Attractive Classrooms
Strive to keep your room neat and attractive. Avoid having a room which
appears either cluttered or empty. When displaying students’ work or
instructional charts on bulletin boards or walls, please do so in a manner which
will not permanently deface the buildings.
Student Schedules, Class Placement, and Grades
The Guidance Counselor creates student schedules, determines courses and grade level
placements, enters grades for courses completed, and recommends the next class for
teacher to load on Edgenuity.
When students complete a class on Edgenuity, a Teacher may not place a student in the
next class without written notification from the Guidance Counselor, Mrs. Diaz. In an
effort to place the student in the best case scenario, we base these decisions on best
practice, data, student’s previous classes, as well as the overall balance of classes. Mrs.
Diaz, thoroughly reviews student’s graduation requirements and course history
throughout the academic year. Changes will be made as appropriate. Please allow 4872 hours turn- around time for this process. In the meantime, students may work on
another “open” subject.
When calculating a student’s overall grade, it is required that you use this formula:
Edgenuity: Actual grade X 90% = _______
Notebook: Grade X 10% = ________

Total =_______
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MEDICAL EMERGENCY PROCEDURES
Medical emergency procedures will be used for any person, student or adult,
who may need immediate medical attention. Once you have evaluated the
person and realize they need immediate medical attention, you will need call or
radio the front office and inform them you have a medical emergency.
When you call for a medical emergency, follow these procedures:
• State “I have a Medical Emergency”
• State the person’s name
• State what is wrong with the person (i.e.: fell and is bleeding, student has
passed out)
• State where the person is located (i.e.: in room ###)
Once a medical emergency has been announced, only those staff members
listed below, along with administration involved in the medical emergency are
allowed to communicate on the radio.
Once the Health Paraprofessional arrives to the location, he/she, along with
the administration will decide the best plan of action for the person.
Activity, noise and general commotion surrounding the student should be
kept to a minimum. This allows the person to stay calm and comfortable with
the care he/she is receiving.
If it has been decided that 911 should be called, an administrator on campus
will make the call. If the situation is an extreme emergency, any staff member
is authorized to call 911.
Once the person’s situation is stabilized, the “all clear” call will be announced
over the radio and general radio usage may resume.
The following personnel should respond to medical emergencies:
Health Paraprofessional
Administrator
Program Specialist
Guidance Counselor
An assigned staff member will report to the clinic to supervise any students.
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SLC UNIFORM GRADING SYSTEM
Students in grades 9-12 will be awarded letter grades to indicate student
progress.
GRADE
A
B
C
D
F
I

PERCENT
90-100
80-89
70-79
60-69
0-59
0

GRADE POINT AVERAGE
4
3
2
1
0
0

DEFINITION
outstanding progress
above average progress
average progress
lowest acceptable progress
failure
incomplete

State Tests- 2022-2023
Florida Standards Assessments ELA Writing Component (Grades 5-11)
Florida Standards Assessments ELA
EOC’s for Algebra 1, Geometry, Biology, and US History
National: 2022- 2023
PSAT
SAT
ACT
Observations and Evaluations
Each teacher at Performance Based Preparatory Acad emy will be
observed multiple times during the school year. District level administrators may
conduct observations at their own discretion. All instructional and noninstructional personnel will be evaluated at the end of the school year.
Substitute Teachers
Teachers must prepare a substitute folder to be left in their classrooms. It should
contain:
1. A copy of your routine daily schedule;
2. A copy of the school code of conduct and any rules and procedures you
have established for your class;
3. A copy of emergency and disaster procedures;
4. Seating Chart, attendance roster, bell schedule and lunch schedule;
5. Any additional information needed to do an effective job in your absence.
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Emergency lesson plans, which could stand alone and be meaningful, should be
placed in the substitute folder in each classroom. Plans must be replenished after
each use.
Reporting to Parents
1. Student progress should be available to parents on Edgenuity and in Skyward
on a continuous basis.
2. Every parent should be contacted by the teacher at least once as early
in the year as possible. This may be achieved via phone, email or through a
parent conference. Parent conferences should be scheduled with the
parents of students who are having academic or behavior problems.
Positive contacts with parents early in the school year will soften possible
negative contacts later.
3. Notes which require the parents’ signature should be sent home when
appropriate.
4. Begin the year on a positive note with a positive phone call, email or note.
Supplements
Supplements are additional salary for which an employee performs extra duties
and/or responsibilities before, during, and after the regular workday, as well as
nonteaching duty days.
Hall Pass
Any student moving in the hallway during class time must have a hall pass signed
by the releasing teacher which specifically states the student’s destination.
Additionally, any student leaving a classroom for any reason or duration must
sign out on the classroom sign-out sheet with a time notation (see page 22).
Forms must be turned in daily to the data specialist. At no time should any
student be in the halls during class periods without a hall pass.
Freeze Time
No student movement during: First 10 minutes of class; Last 10 minutes of class;
During A or B lunches.
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Please Remember
1.

All teachers should be at their classroom door by 7:28 a.m. or on duty.

2.

Keep your paper attendance rosters and attendance in the computer (Skyward) up-to-date.

3.

Keep your room clean and display current student work, word walls, and a content wall.

4.

Supervise students at all times. Stand in the hallways during class change.

5.

Feel free at all times to consult with principal, program specialist, front office assistant, or guidance
counselor about concerns.

6.

Teachers should maintain self-control at all times.

7.

Maintain a positive rapport with children, parents, and all school personnel.

8.

Post emergency procedure information in your room immediately.

9.

All staff are covered by Worker’s Compensation. Report any injury to the principal’s Executive Secretary
Immediately.

10.

Respond promptly to administrative requests and memos.

11.

Plan your personal affairs in a way to minimize conflict with your work.

12.

No teacher may negotiate a debt in the name of PBPA without the written authorization of the principal.

13.

Attendance at orientation, open house, graduation, and faculty meetings is expected of all staff members.

14.

Do not collect any monies from students or parents without the principal’s approval.

15.

If you must leave your room for an emergency, call for class coverage and expect your students to stay
seated, quiet, and working. At no time should students be left unattended or out of your view.

16.

No student should ever be detained after school without prior notification to parents.

17.

Please remember, NO corporal punishment will be applied.

18.

Discuss students only in a professional manner.

19.

Be a positive role model for students.

21.

Please be sure that you adhere to the dress code, as you are the role models.

22.

When you are out in the community talking about your school, please...spread the good news!
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ACTIVITY / CLUB INFORMATION SHEET

Name of Activity / Club:
Activity / Club Purpose/Objective:

Name of Staff Sponsor:
Contact Number for Sponsor:
Projected 1st Meeting Date:
Where will meetings take place?
Regular Meetings Days and Times:
Fridays are reserved for faculty/staff meetings. Activity/Club meetings should
not be scheduled for Fridays.

Approximate number of participants:
A list of participating students and signed parental permission forms must
be submitted once activity / club is activated.

Approved by:
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_______________________________
Principal

Staff Sunshine Committee 2022
The intent of the Sunshine Committee is to provide a small token of our
esteem and consideration when our members are celebrating a happy
occasion or facing a challenging time in their lives.
PBPA faculty and staff are encouraged and welcome to partake in the
Sunshine Committee.
This committee will be led by Ms. Terry.
The total is $ 40.
Please pay $20 by September 1, 2022 and $20 by January 19, 2023.
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Classroom Sign-Out Sheet
Date:
Date

Teacher Name:
Student’s Name

Room #:

Destination

Teacher Signature:
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Time Out

Time In

Reporting of Child Abuse
Reporting Suspected Child Abuse/Neglect – Florida Statute 39.201 requires “any person, including,
but not limited to teachers or other school officials or personnel who knows, or has reasonable cause to
suspect that a child is abused, abandoned or neglected by a parent, legal custodian, caregiver, or other
person responsible for the child’s welfare shall report such knowledge or suspicion to the Department of
Children and Families (DCF).”
School personnel do not need permission to make a report of suspected abuse or neglect and cannot ask
someone else to make the report for them. In addition, anyone who was told about the suspected abuse
needs to have his or her name included in the report when it is made. Reports can be made by telephone
or fax. The reporting “hotline” number is 1-800-96ABUSE. The fax number is 1-800-914-0004.
Failure to report is a misdemeanor of the first degree as describe in Florida Statute 39.205.
School staff should also inform the Principal that they have placed or are about to place a call to the
Abuse Registry. Informing the Principal does NOT absolve the school staff of the responsibility to call
the Abuse Registry.
ALWAYS file a report as soon as suspected abuse or neglect becomes known. DO NOT DELAY!
Child on Child Suspected Sexual Abuse – These cases should be reported to law enforcement and the
abuse registry. If the call is made first to the hotline, the counselor will, after taking the information,
transfer your call to law enforcement.
Talking to Others About a Case of Suspected Abuse – Case law indicates that when you share
information about suspected abuse, the person that you share the information with needs to have their
name included on the report when it is filed. However, only ONE report is necessary.
Contact Information for Making a Report
TELEPHONE: 1-800-96ABUSE (1-800-962-2873)
TDD (Telephone Devise for the Deaf): 1-800-453-5145
FAX: 1-800-914-0004
A written report with your name and contact telephone or FAX using DCF fax form to: 1-800-914-0004.
Fax form can be found on the DCF website at
www5.myflorida.com/cf_we/myflorida2/healthhuman/childabuse/faxreport.pdf
VOICE MAIL MESSAGE: 1-800-770-0953. When lines are busy and you are unable to wait, you
may leave the report information in the voice mailbox. It is extremely difficult for hotline counselors to
attempt call-backs so IT IS ESSENTIAL THAT YOU LISTEN CAREFULLY AND LEAVE
COMPLETE INFORMATION AS REQUESTED ABOVE OR A REPORT MAY NOT BE
TAKEN. You have five minutes to leave the information.
Reporting Suspected Abuse by Public School Employees
House Bill 7173, passed in 2006 Legislative Session now requires Public School employees to report all
known or suspected child abuse by employees to DCF for investigation. (Abuse should be immediately
reported by calling 1-800-962-2873).
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ESE Information
You will probably have an ESE student in your class. Every ESE student has an IEP (Individual
Education Plan) which tells the parent, teacher, student, and other school and district staff what
ESE services will be provided to the student. The IEP is written at a meeting held by the ESE
department for that student only. Services described will be provided for one full year. People
are invited to the meeting such as general education teachers, parents, student, guidance
counselor, therapists, and ESE teachers. Notification of the meetings will be initiated through
the ESE office. If you are unable to attend, please fill out a checklist provided by the ESE office
and submit it to the office before the meeting takes place. This information is your input
needed for that student. All IEP’s are done electronically and will be forwarded to all parties
involved.
Placement of ESE students at Performance Based is in the general education classroom with the
curriculum that is built around the State Standards. The ESE teacher is assigned to the classroom
to assist the teacher with the necessary services driven by the IEP, and they will help with the
education of all students. An IEP review may be called at any time. Changes in goals, services,
and placement can only be made at an IEP meeting.

Hospital/Homebound
Students
An IEP is initiated for students placed on Hospital/Homebound. The IEP is medically driven
according to the medical and physical needs of the student. A student will be placed on
Homebound according to the doctor’s orders.
It is necessary to keep accurate records of work submitted and completed. Attendance and
communication with the homebound teacher is imperative to determine the grade given for
the progress report and the report card. The classroom teacher is responsible for submitting
work, study guides, projects, class notes, quizzes, and tests to the homebound teacher for the
student. Failure to submit work in a timely manner puts you out of compliance that could
result in serious consequences. A sign in and sign out sheet is in place for all work left and
picked up at the front office. Grades are determined by both the classroom teacher and the
homebound teacher.
The teacher has the ultimate responsibility for staying in compliance with an IEP. If you have
any questions, concerns, or need assistance, please contact the ESE Teacher.
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DRUG FREE WORKPLACE
It is the intent of the School Board of St. Lucie County that work
environments must be free of the presence of illegal drugs and alcohol.
Therefore, employees are prohibited from possessing, using, manufacturing,
dispensing, distributing, or being under the influence of illegal drugs or alcohol
while on duty. For the purpose of this policy, illegal drugs are those controlled
substances as defined by Federal or State Law, or any counterfeit of such drugs
or substances.
“Workplace” is defined to mean the site for the performance of work
done in connection with employment. That includes any school building or any
school premises; any vehicle used to transport students to and from school and
school activities off school property during any school-sponsored or school
approved activity, event or function, such as a field trip or athletic event, where
students are under the jurisdiction of the School District.
As a condition of employment, each employee shall notify his or her
supervisor of his or her conviction of any criminal drug statute for a violation
occurring in the workplace no later than 5 days after such conviction. An
employee who violates the terms of this policy may be non-renewed or his or
her employment may be suspended or terminated. However, at the discretion
of the School Board, such employee may be allowed to satisfactorily
participate in and complete a drug abuse assistance or rehabilitation program
approved by the School Board in lieu of non-renewal, suspension, or
termination. Sanctions and discipline against employees, including nonrenewal, suspension, and termination shall be recommended within 30 days of
receiving notice of an employee’s conviction. Within 10 days of receiving
notice of an employee’s conviction in violation of this rule, the Superintendent
shall notify the State and Federal Departments of Education.
A drug-free awareness program is hereby established and is to be
implemented by the Superintendent to inform employees of the dangers of
drug abuse in the workplace, of the School Board’s policy of maintaining a
drug-free workplace, of available drug counseling, rehabilitation, and
assistance programs, and of the penalties to be imposed upon employees for
drug abuse violations occurring in the workplace. As a part of this program, all
employees and applicants for employment shall be given notice of the School
Board’s policy regarding the maintenance of a drug-free workplace.
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BOMB THREAT
In the event of a bomb threat:
1. The person receiving the threat will try to obtain as much information as possible about
the bomb and its location. Try to ascertain the exact location of the bomb, the time for
detonation, what it looks like, the type of explosive, why it was placed, and any other
information possible. The person receiving the call should note the type of voice
(male/female, young, mature, accents, etc.) and any background noise.
2. If the threat is made by telephone, the district Bomb Threat Call Checklist should be used.
3. Whoever receives the call should immediately inform the school principal.
4. The principal will immediately call 911 and inform them of the bomb threat and all the
details that were obtained when the threat was received. The principal will contact school
security (429-4645) and the appropriate Area Assistant Superintendent.
5. The principal will evacuate the building immediately. The evacuation will be
accomplished by standard fire drill procedures and include the following:
A. Everyone will be evacuated a minimum of 300 feet from the building.
B. Staff members should make visual checks of their classrooms and report anything
unusual. DO NOT TOUCH ANYTHING SUSPICIOUS.
C. Teachers are responsible for the students under their supervision and will take
attendance at the evacuation holding site to account for each child. Children who
are unaccounted for are to be reported to the principal immediately.
6. School personnel are not to conduct a search or disturb anything. Wait for law
enforcement and security personnel to arrive.
7. After a thorough search has been conducted, the principal, upon recommendation of law
enforcement, will permit re-entry into the building.
8. Decisions regarding school dismissal or other further actions are the responsibility of the
Superintendent or designee.
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St. Lucie County Public Schools Bomb Threat Report Form
Caller ID Information: Name:

School:
Time Caller Hung Up: _

Phone:

Date Call Received:

Time:

Exact Words of Caller:

Questions to ask:
When is the bomb set to explode?

_______________

Precisely where is the bomb located?

_____

What kind of bomb is it?

______

What does it look like?

_____

Why did you place the bomb?

_

Where are you calling from?

_

Description of Caller’s Voice:
[ ] Male
[ ] Young (Child)
[ ] Female
[ ] Young (Adult)
[ ] Unknown
[ ] Middle Aged
[ ] Old
[ ] Unsure

Tone of Voice:
[ ] Serious
[ ] Joking
[ ] Laughing
[ ] Sounded Tense
[ ] Sounded Sure
[ ] Sounded Unsure

Is the caller’s voice familiar? [ ] Yes [ ] No Who?
Did the caller have an accent? [ ] Yes [ ] No If yes, what kind?
Other Voice Characteristics: _________
Were there any background noises?

Signature:

Title:

Print Name:

Date:
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BUILDING INTRUDER
1. The School Resource Officer (SRO) will be notified immediately.
2. In the event of an intrusion, the principal or designee will notify teachers by
code that an intruder is in the building (Code Red).
3. The principal or designee will notify 911 and school security (429-4645) of the
intruder.
4. The teacher will lock his/her classroom door(s).
5. The teacher will notify the principal of missing student(s).
6. Teachers and students located on the outside of the building will be notified,
and the students will be taken to the nearest classroom or secured area.
Teachers will remain with their classes until further directions from the
principal. The teacher should account for all students.
7. Code Yellow – Alert with possible upgrade to Red. Hold all students located in
your area.
Teachers group students and know where their rosters are located.
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EMERGENCY EVACUATIONS
In the event of a serious emergency, the Superintendent may authorize the declaration of the
specific emergency (hurricane, nuclear, tornado, etc.). Upon notification of the emergency,
the principal will implement the appropriate pre-planned procedures. If the emergency
requires dismissal from school, the transportation supervisor will notify bus drivers.
HURRICANE:
1. All administrators should acquaint themselves with the following warning terms used in
hurricane advisories:
Tropical Storm Advisory: This will prepare you for a hurricane emergency well in
advance of the issuance of watches and warnings.
Hurricane Watch: This means possible danger, if the hurricane materializes, a
hurricane warning will be issued. Meanwhile keep alert.
Hurricane Warning: The hurricane is imminent; steps should be taken to safely
secure family, home and other properties.
Eye of the Hurricane: This is the calm center of the hurricane. When this has
passed, the winds rise very rapidly to hurricane force and come from the opposite
direction.
2. When St. Lucie County is placed under full “Hurricane Warning,” all schools and school
activities shall be canceled until lifting of the full “Hurricane Warning.” The cancellation
notice and the notice concerning resumption of school and activities will be given to all
news media by the Superintendent or his designee.
3. Pre-Storm Procedures: When hurricane warnings are issued for St. Lucie County, it is
the responsibility of each school principal, assisted by school personnel, to see that the
following precautions are taken:
All windows closed and fastened.
All loose boards and debris disposed of or stored in a safe place.
Awnings secured or taken down and stored.
All window shades completely rolled on the rollers, and venetian blinds
protected by raising them to the top of windows.
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NUCLEAR EVACUATION PLAN
When an emergency arises, administrators will advise the teachers of the
situation as quickly as feasible. To centralize instructions being given, a lead
administrator will be stationed in the main office to give directives to teachers
and staff. Other administrators, or administrative designees, will be stationed
throughout the school to supervise the campus situation. Unless restricted by the
situation, administrative communication will be maintained throughout the use
of 2-way radios.
In the event that the need for emergency evacuation of students should
arise because of a nuclear accident, the county evacuation policy will be
followed.
If evacuation is required, the St. Lucie County Emergency Operation
Center (EOC) will notify affected schools. Please note that not all schools
May be affected.
Principals will direct school personnel to assist students with the school’s
Evacuations procedures.
The St. Lucie County School District will evacuate all affected students
and school personnel. In order that we may evacuate the area in a
timely manner to ensure your child’s safety, do not attempt to pick your
child up at school.
Local radio and television stations will announce when and where
parents can pick up their children.
Pick up stations will be manned by teachers who will account for
and supervise students until parents pick them up.
To ensure their safety, students not picked up within two hours will be
transported to another site where parents can pick them up.
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NUCLEAR EVACUATION PLAN (Cont)
In evacuating students and personnel from the school site, teachers and staff
are expected to follow the procedure outlined below:
1. Teachers stay with their students at all times. Teachers without class assignments
and non-instructional staff check with the main office to determine their assigned
duty area during the emergency situation.
2. All students should be kept IN THE CLASSROOM until time to board buses for
evacuation. Parents will be discouraged from trying to pick up students at the
school.
3. Once evacuation procedures have begun, all students are to be kept
together as a class, moving from place to place as a group.
4. When evacuating, teachers should calmly escort their students to their
designated boarding area and stay with their class.
5. Teachers should take class rosters with them when leaving the classroom.
Teachers will be asked to check roll twice – both BEFORE any move to evacuate
students begins and WHEN STUDENTS BOARD THE BUS to confirm who was or was
not evacuated. Once loaded on the bus, each teacher will give a list of
students being evacuated to the administrator supervising the boarding of
students on buses.
6. Specific instructions concerning evacuation and the boarding of buses and
movement of students will be given over the PA. An administrator or
administrative designee will be assigned to supervise the evacuation of each
area.
7. Non-instructional staff will be loaded after students. Administrators will be the
last to leave. Phones will not be answered. All employees without exception will
board buses.
8. The school health aide will carry all students’ medicines.
9. Administrative and Support Staff will carry radios and limit all communications
unless contacted.
10. All resource staff will go immediately to the bus zone. The administrative
designee will place staff members on buses for additional supervision.

The last bus will be available for cafeteria, maintenance, clerical, and Administration.
If the alarm is sounded during lunch period, students will return to class and then
execute the plan.
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TORNADO:
Each school should have advance plans in the event of a tornado. The
plan should include the following:
1. An annual tornado drill.
2. A review of safe procedures including:
Move to an interior hallway.
Hallways oriented in an east-west direction
generally offer greater protection than those
with a north-south orientation.
Avoid the south and west ends of hallways which open to the
outside.
Avoid seeking shelter in any classroom, which has an
outside wall facing south or west.
If a building is not of reinforced construction, go quickly to a
nearby reinforced building.
3. Teachers are responsible for the students under their supervision and
will take attendance, accounting for each student. Students who
are unaccounted for are to be reported to the principal
immediately.
4. Students should not remain on a school bus. Students on a school
bus should seek shelter in an open ditch and lie flat with their heads
covered with their arms.
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EXPLOSION:
In the event of an explosion, students will be directed to seek protection under
desks or tables. Students should be directed to close their eyes and cover their
faces with their arms. Books, coats, or jackets may be used as protective covering
if time permits. Student will remain in this position and await instructions until the
building tremors and flying debris cease.
The principal should be notified immediately of an explosion.
The principal will notify 911 and school security at 429-4645.

The principal will notify the appropriate assistant superintendent as soon as
possible.
After determining the location of the explosion, the principal will evacuate the
building. The evacuation will be accomplished by a standard fire drill and
include the following:
Everyone will be evacuated a minimum of 300 feet from the building.
Teachers are responsible for the students under their supervision and will take attendance
at the evacuation holding site to account for each student.
Students who are unaccounted for are to be reported to the principal immediately.
Different evacuation routes may be necessary depending on the location of the
explosion.
Decisions regarding school dismissal or other further actions are the responsibility of the
Superintendent or his designee.
School Board members and the media will be notified by the Superintendent’s Office or
Designee.
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FIRE:
In the event of a fire within the school building:
1. Sound the fire alarm immediately and notify the fire department by calling

911.
2. Evacuate the building according to the following procedures:
Students will exit the building following the school’s evacuation plan.
The classroom doors should be closed by the last person to leave
the room. Doors should not be locked.
Students must evacuate a minimum of 100 feet from the building and
must not stand in any driveway.
Teachers are responsible for the students under their supervision and
will take attendance, accounting for each student. Students who are
unaccounted for are to be reported to the principal immediately.
The fire drill plan for evacuating the building is to be posted in
each classroom. Primary and secondary evacuation routes will be
posted in each area.
3. Notify school security (429-4645) and the appropriate assistant
superintendent as soon as possible.
4. Students and staff members will be allowed to return to the building at the
direction of the principal upon the recommendation of the fire
department.
5. Decisions regarding school dismissal or other further actions are the
Responsibility of the superintendent or his designee.
6. If a fire occurs near a school or School Board facility, the principal or site
supervisor will determine the appropriate course of action. The principal
should notify the appropriate executive director.
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Title IX
NOTICE OF NON-DISCRIMINATION
THE SCHOOL BOARD OF ST. LUCIE COUNTY, FLORIDA, does not discriminate
on the basis of race, color, national origin, sex, disability, or age in its programs and
activities and provides equal access to the Boy Scouts and other designated youth groups.
The following person(s) has/have been designated to handle inquiries regarding the
School Board’s non-discrimination policies:
Inquiries and Complaints by Students, Parents, Applicants for Admission to School, and
all others except Employees and Applicants for Employment:
District Title IX Coordinators
Student Related

Heather Clark
Director of Student Services
Phone: 772-429-4521
heather.clark@stlucieschools.org
Employee Related

Aaron Clements
Director of Employee Relations
Phone: 772-429-7520
aaron.clements@stlucieschools.org
Handbook Publication. The School District must prominently display the name, office
address, electronic mail address and telephone number of the District Coordinator in
each handbook or catalog made available to students, parents or legal guardians of
elementary and secondary school students, employees, applicants for admission and
employment, and all unions or professional organizations who hold collective
bargaining or professional agreements with the School District.

Title IX Formal Complaint Form:
http://www.stlucie.k12.fl.us/pdf/forms/XED0262.pdf
Website Link with contact information:
https://www.stlucie.k12.fl.us/policies/#titleix
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SCHOOL BOARD OF ST. LUCIE COUNTY, FLORIDA
NOTICE OF PROTECTION OF PUPIL
RIGHTS AMENDMENT

The Protection of Pupil Rights Amendment, 20 U.S.C. § 1232h, affords parents certain rights for the
protection of student privacy. These include the right to:

1.
Consent before students are required to submit to a survey that concerns one or more of the
following protected areas (“protected information survey”) if the survey is funded in whole or in part by a
program of the U.S. Department of Education (“ED”) –
(a) Political affiliations or beliefs of the student or student’s parent;
(b) Mental or psychological problems of the student or student’s family;
(c) Sex behavior or attitudes;
(d) Illegal, anti-social, self-incriminating, or demeaning behavior;
(e) Critical appraisals of others with whom respondents have close family relationships;
(f) Legally recognized privileged relationships, such as with lawyers, doctors, or ministers;
(g) Religious practices, affiliations, or beliefs of the student or parents; or
(h) Income, other than as required by law to determine program eligibility.
2.

Receive notice and an opportunity to opt a student out of –
(a) Any other protected information survey, regardless of funding;
(b) Any non-emergency, invasive physical examination, or screening required as a condition of
attendance, administered by the school or its agent, and not necessary to protect the immediate
health and safety of a student, except for hearing, vision, or scoliosis screenings, or any physical
examination or screening permitted or required under State law; and
(c) Activities involving collection, disclosure, or use of personal information obtained from students
for marketing or to sell or otherwise distribute the information to others.

3.

Inspect, upon request and before administration or use –
(a) Protected information surveys of students;
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(b) Instruments used to collect personal information from students for any of the above marketing,
sales, or other distribution purposes; and
(c) Instructional material used as part of the educational curriculum.
These rights transfer from the parents to a student who is 18 years old or an emancipated minor under
State law.

The School Board of St. Lucie County has developed and adopted policies, in consultation with parents,
regarding these rights, as well as arrangements to protect student privacy in the administration of protected
information surveys and the collection, disclosure, or use of personal information for marketing, sales, or
other distribution purposes. The School Board will directly notify parents of these policies at least annually
at the start of each school year and after any substantive change. The School Board will also directly notify,
such as through U.S. Mail or email, parents of students who are scheduled to participate in the specific
activities or surveys noted below and will provide an opportunity for the parent to opt his or her child out of
participation of the specific activity or survey. The School Board will make this notification to parents at the
beginning of the school year if the Board has identified the specific or approximate dates of the activities or
surveys at the time. For surveys and activities scheduled after the school year starts, parents will be
provided reasonable notification of the planned activities and surveys listed below, and will be provided an
opportunity to opt their child out of such activities and surveys. Parents will also be provided an opportunity
to review any pertinent surveys. Following is a list of the specific activities and surveys covered under this
requirement:

•

Collection, disclosure, or use of personal information for marketing, sales, or other distribution.

•

Administration of any protected information survey not funded in whole or in part by ED.

•

Any non-emergency, invasive physical examination or screening as described above.

Parents who believe their rights have been violated may file a complaint with:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C, 20202-5901
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NOTICE OF RIGHTS UNDER FAMILY
EDUCATIONAL RIGHTS AND PRIVACY ACT

The Family Educational Rights and Privacy Act, 20 U.S.C. §1232g (FERPA), and corollary state law,
Section 1002.22, Fla. Stat., afford parents and students who have attained 18 years of age (“eligible
students”) certain rights with respect to each student’s education records. These rights are:

(1)

The right of privacy with respect to the student’s education records.

Personally identifiable records or reports of a student, and any personal information contained in
these reports, are confidential. The School District of St. Lucie County will not release the
education records of a student without the written consent of the eligible student or the student’s
parents or guardian, except to the extent FERPA and state law authorizes disclosure without
consent.

(2)
The right to inspect and review the student’s education records within 30 days of the day
the District receives a request for access.

Parents or eligible students should submit to the school principal (or appropriate school official) a
written request that identifies the record(s) they wish to inspect. The principal will make
arrangements for access and notify the parent or eligible student of the time and place where the
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records may be inspected.

(3)
The right to request amendment of the student’s education records that the
parent or eligible student believes are inaccurate, misleading or otherwise in violation of a
student’s privacy rights.

Parents or eligible students may ask the School District of St. Lucie County to amend a record that
they believe is inaccurate, misleading or otherwise in violation of a student’s privacy rights. They
should write the school principal, clearly identify the part of the record they want changed, and
specify why it is inaccurate, misleading or otherwise in violation of a student’s privacy rights.

If the District decides not to amend the records as requested by the parent or eligible student, the
District will notify the parent or eligible student of the decision and advise them of their right to a
hearing regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the parent or eligible student when notified of the right to a hearing.

(4)
The right to consent to disclosure of personally identifiable information contained in the
student’s education records, except to the extent that FERPA and state law authorize disclosure
without consent.

One exception that permits disclosure without consent is disclosure to school officials with
legitimate educational interests. A school official is a person employed by the District as an
administrator, supervisor, instructor, or support staff member (including health or medical staff and
law enforcement unit personnel); a person serving on the School Board; a person or company with
whom the District has contracted to perform a special task (such as an attorney, auditor, medical
consultant, or therapist); or a parent or student serving on an official committee, such as a
disciplinary or grievance committee, or assisting another school official in performing his or her
tasks.

A school official has a legitimate educational interest if the official needs to review an education
record in order to fulfill his or her professional responsibility.

Upon request, the District discloses educational records without consent to officials of another
school, school system, or institution of postsecondary education in which a student seeks or
intends to enroll or is already enrolled.
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(5)
The right to file a complaint with the United States Department of Education concerning
alleged failures by the District to comply with the requirements of FERPA. The name and address
of the Office that administers FERPA is:

Family Policy Compliance Office
United States Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-5920

Other disclosures without prior consent; parents’ right to limit:

School administrators may disclose directory information about a student without the consent of either the
student or his/her parents(s)/guardian(s) unless, within ten (10) days after enrolling or beginning school,
the student or parent/guardian notifies the school in writing that any or all directory information should not
be released. Directory information includes the student’s name and grade level. A limited release of
information is required for participation in student athletics as described on the Parent and Player
Agreement, Permission, and Release form.
Military recruiters and institutions of higher education have access to the name, address, and telephone
listing of each secondary school student unless, within 10 days of enrolling in or beginning school, the
student or the parent notifies the school in writing that such information should not be released without the
prior written consent of the parent.

The School District of St. Lucie County policy on education records of students is set forth in
District Policy 5.70 Student Records and the District’s Student Education Records Manual. The
policy and manual are available for inspection at the District Administration Office located at 501
N.W. University Drive Port St. Lucie, Florida. Office hours are Monday – Friday, 8:00 a.m. to
4:30 p.m. A copy of the policy and the manual may be obtained, free of charge, upon request.
Book
St. Lucie County School Board Policy Manual
Section
Chapter 2: School Board Governance and Organization
Title
Title IX Sexual Harassment Complaint and Investigation Procedures
Code
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2.701
Status
Active
1.

Definitions.

For the purposes of this policy, the following definitions shall apply:
a.

School District means the St. Lucie County School District.

b.

Sexual harassment means conduct on the basis of sex that satisfies one or
more of the following:
i.

A School District employee conditioning the provision of an aid, benefit,
or service of the school on an individual’s participation in unwelcome
sexual conduct;

ii.

Unwelcome conduct determined by a reasonable person to be so
severe, pervasive, and objectively offensive that it effectively denies a
person equal access to the school’s education program or activity; or

iii.

Sexual assault as defined in 20 U.S.C. 1092(f)(6)(A)(v), “dating
violence” as defined in 34 U.S.C. 12291(a)(10), “domestic violence” as
defined in 34 U.S.C 12291(a)(8), or “stalking” as defined in 34 U.S.C.
12291(a)(30).

c.

Complainant means an individual who is alleged to be the victim of conduct
that could constitute sexual harassment.

d.

Respondent means an individual who has been reported to be the perpetrator
of conduct that could constitute sexual harassment.

e.

Supportive measures means non-disciplinary, non-punitive individualized
services offered as appropriate, as reasonably available, and without fee or
charge to the complainant or the respondent before or after the filing of a
formal complaint or where no formal complaint has been filed. Such measures
are designed to restore or preserve equal access to the school’s education
program or activity without unreasonably burdening the other party,
including measures designed to protect the safety of all parties or the school’s
educational environment, or deter sexual harassment. Schools must maintain
as confidential any supportive measures provided to the complainant or
respondent, to the extent that maintaining such confidentiality would not
impair the ability of the school to provide the supportive measures. The
school-based Title IX Coordinator is responsible for coordinating the effective
implementation of supportive measures. Remedies are designed to restore or
preserve equal access to the school’s education program or activity. Remedies
may be issued at the conclusion of the grievance process.
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f.

Formal complaint refers to a document filed by a complainant or signed by the
school-based Title IX Coordinator alleging sexual harassment against a
respondent and requesting investigation of the allegation. The formal
complaint may be filed in person, by mail, or by electronic mail.

g.

The District Title IX Coordinator (“District Coordinator”) is responsible for
coordinating School District compliance with Title IX of the Education
Amendments of 1972 (“Title IX”) regulations.

h.

The school-based Title IX Coordinator (“school-based Coordinator”) is
responsible for coordinating Title IX compliance at an assigned school.

i.

The Title IX investigator (“investigator”) is responsible for conducting the
investigation as required by Title IX and preparing the investigative report.
j.

The Title IX decision-maker (“decision maker”) reviews the evidence,
determines responsibility for all formal complaints, and provides a written
determination to the parties. The decision-maker cannot be the same person
as the school-based Title IX Coordinator or the investigator.

k.

The Title IX appeals decision-maker (“appeals decision maker”) is responsible
for reviewing the written determination and issuing a written decision
describing the result and rationale for the appeal.

l.

Notice. Whenever notice is required in this policy, notice shall be sent to the
parent as defined in CFR 99.3 or to the eligible student as defined in CFR 99.3.
2.

Scope of Title IX. This policy applies to allegations that meet the definition of sexual
harassment as defined in section (1)(b) of this policy, conduct that occurred in a
School District education program or activity, and allegations against a person in the
United States.
a.

“Education program or activity” includes locations, events, or circumstances
over which the School District exercised substantial control over both the
respondent and the context in which the sexual harassment occurred.

b.

Reporting Sexual Harassment. Any person may report sexual harassment,
regardless of whether the reporting person is the alleged victim of the
conduct. A report can be made in person, by mail, by telephone, or by
electronic mail, using the contact information for the District Coordinator or
school-based Coordinator. Reports may be made at any time, including during
non-business hours. Any person with knowledge of sexual harassment is
strongly encouraged to report the incident. Reports should be made as soon as
possible after the alleged incident. A formal complaint must be filed within ten
(10) school days after the alleged incident. Failure on the part of the
complainant to initiate or follow up on the complaint within this period may
result in the complaint being deemed abandoned.
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i.

c.

The School District is responsible for responding to complaints of
which it has notice even if notice is not received within the
aforementioned time frame.

All School District employees are required to, and must, report, in writing, any
allegations of sexual harassment or violations of this policy to the District
Coordinator, school-based Coordinator, or appropriate administrator.

3.

The Superintendent may identify, upon request of a complainant or respondent, a
designee for the District Coordinator when, in the Superintendent’s judgment, it is
warranted. Should an alternate be designated to investigate a complaint, the
complainant may request a review by the Superintendent.

4.

Knowledge of Sexual Harassment. When a school-based employee assigned to an
elementary or secondary school has knowledge of sexual harassment or allegations of
sexual harassment, the School District is obligated to respond.

5.

Response to Knowledge of Sexual Harassment. A school must respond to knowledge
of sexual harassment in the school’s education program or activity against a person in
the United States within twenty-four (24) hours or no more than two (2) school days.
a.

If the alleged sexual harassment might constitute a crime the matter shall
immediately be reported to the School Resource Officer (“SRO”) or the
appropriate law enforcement agency. Any uncertainty regarding whether the
alleged sexual harassment might constitute a crime must be resolved in favor
of reporting the incident to law enforcement.

b.

If the alleged sexual harassment might constitute child abuse the matter
shall immediately be reported to the Florida Department of Children and
Families (“DCF”). Any uncertainty regarding whether the alleged sexual
harassment might constitute child abuse must be resolved in favor of
reporting the incident.

c.

When a School District employee is the respondent, the school-based
Coordinator or school administrator shall immediately notify the Director of
Employee Relations. If the respondent is a School District employee, discipline
may be taken, consistent with any applicable collective bargaining agreement
provisions or statutory provisions to resolve a complaint of sexual
harassment. Upon knowledge of alleged sexual harassment, the school-based
Coordinator must:
i.

Contact the complainant to discuss the availability of supportive
measures;

ii.

Consider the complainant’s wishes with respect to supportive
measures;

iii.

Inform the complainant of the availability of supportive measures with
or without the filing of a formal complaint; and
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iv.

Explain to the complainant the process for filing a formal complaint.

6.

Filing of Formal Complaint. The formal complaint may be filed by a complainant,
parent or legal guardian, or signed by the school-based Coordinator. At the time of
filing a formal complaint, the complainant must be participating in or attempting to
participate in the school’s education program or activity.

7.

Response to Filing of Formal Complaint.
a.

b.

When a formal complaint has been filed, the school must immediately
determine if:
i.

The allegations meet the definition of sexual harassment even if
proved, as defined in section (1)(b) of this policy;

ii.

The conduct occurred in a School District education program or
activity; and

iii.

The allegations occurred against a person in the United States.

If the school determines these requirements are met, the school must follow
the grievance process outlined in section (12) of this policy. If the school
determines any of these requirements are not met, the school must dismiss
the formal complaint. Written Notice of dismissal must be sent.

8.

Consolidation of Formal Complaints. Formal complaints involving allegations of
sexual harassment arising from the same facts or circumstances may be consolidated
against more than one (1) respondent, if multiple complainants file a complaint
against multiple respondents, or if one (1) party files a complaint against the other
party.

9.

Dismissal of Formal Complaints. Schools shall investigate allegations in a formal
complaint and determine whether dismissal is required or permitted.
a.

Required Dismissal.
i.

The School District must dismiss a formal complaint if the alleged
conduct: does not constitute sexual harassment even if proved as
defined in section (1)(b) of this policy; or
ii.

Did not occur in a school’s education program or activity; or
iii.

iv.

b.

Did not occur against a person in the United States.

The School District may take action under another provision of the
Code of Student Conduct in the event dismissal is required.

Permitted Dismissal. Schools may dismiss a formal complaint or any
allegations during the investigation or hearing if:
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10.

i.

The complainant provides written notice to the school-based
Coordinator of their intent to withdraw the formal complaint or any
allegations; or

ii.

The respondent is no longer enrolled or employed by the School
District; or

iii.

Specific circumstances prevent the school from gathering evidence
sufficient to reach a determination.

c.

Written Notice of Dismissal. Upon a required or permitted dismissal, schools
must send written notice of the dismissal and reasons for the dismissal
simultaneously to parties within twenty-four (24) hours or no more than two
(2) school days.

d.

Appeal of Dismissal. Parties may request an appeal from a dismissal within
two (2) school days of issuance of the dismissal. Requests for an appeal should
be sent to the decision-maker, as outlined in section (14) of this policy.

Emergency Removal. The School District may remove a respondent from a school’s
education program or activity on an emergency basis, only after undertaking an
individualized safety and risk analysis, and determining if an immediate threat to the
physical health or safety of any student or other individual arising from the
allegations of sexual harassment justifies removal, and providing the respondent
with notice and an opportunity to challenge the decision within two (2) school days
following the removal. This provision may not be construed to modify any rights
under the Individuals with Disabilities Education Act, Section 504 of the
Rehabilitation Act of 1973, or the Americans with Disabilities Act.
a.

Grievance Process for Formal Complaints of Sexual Harassment. In response
to a formal complaint, schools must provide written notice to all known
parties and follow a specified grievance process before the imposition of any
disciplinary sanctions against the respondent. A school must provide written
notice of allegations within two (2) school days of the allegations to all known
parties upon receipt of a formal complaint.
i.

Written notice must include:

1.

The identities of the parties involved in the incident, if known;

2.

The conduct allegedly constituting sexual harassment;

3.

The date and location of the alleged incident, if known;

4.

A statement that the respondent is presumed not responsible for the
alleged conduct;
5.

The school’s grievance process;

6.

A statement that a determination regarding responsibility is made at
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the conclusion of the grievance process;
7.

A statement informing the parties that they may have an advisor of
their choice, who may be, but is not required to be, an attorney;
8.

A statement advising parties that they may inspect and review
evidence, as outlined in section (11)(f)(i); and
9.

A statement informing the parties of any provision in the school’s
Code of Student Conduct that prohibits knowingly making false
statements or knowingly submitting false information during the
grievance process.
ii.

If during the course of an investigation the school decides to
investigate allegations about the complainant or respondent that are
not included in the original notice, the school must provide written
notice of the additional allegations to the known parties within two (2)
school days, pursuant to the requirements of written notice in this
policy.

b.

Response to Complaint. Parties shall be afforded the opportunity to prepare a
response regarding the complaint and provide that response during the initial
interview. Parties shall have no less than two (2) school days from the date of
the written notice to prepare a response. The school-based Coordinator shall
conduct the initial interviews with both the complainant and the respondent
within five (5) school days. Each individual shall be interviewed separately
and at no time will the complainant and respondent be interviewed together.
This time frame may be modified for good cause. Good cause may include
considerations such as the absence of a party, a party’s advisor, or a witness;
concurrent law enforcement activity; or the need for language assistance or
accommodation of disabilities.

c.

Basic Requirements for Grievance Process. A school’s grievance process must:
i.

Treat complainants and respondents equitably by providing remedies
to a complainant where a determination of responsibility has been
made against the respondent;

ii.

Require an objective evaluation of all relevant evidence;

iii.

Include a presumption that the respondent is not responsible for the
alleged conduct until the written determination is made at the end of
the grievance process;

iv.

Ensure the school-based Coordinator, investigator, decision-maker,
and appeals decision-maker are free from any conflicts of interest or
bias for or against any complainants or respondents;

v.

Include reasonably prompt time frames for the conclusion of the
grievance process;
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11.

vi.

Include reasonably prompt time frames for filing and resolving
appeals;

vii.

Allow for the temporary delay of the grievance process or limited
extension of time frames for good cause with written notice to the
complainant and the respondent of the delay or extension and the
reasons for the action;

viii.

List the range of possible disciplinary sanctions and remedies that may
be implemented;

ix.

Include the procedures and grounds for appeal;

x.

Describe the range of supportive measures available to parties;

xi.

Not allow, require, rely upon, or otherwise use questions or evidence
that seek disclosure of protected information under a legally
recognized privilege, unless the person holding such privilege waives
the privilege; and

xii.

Notify parties that the preponderance of the evidence standard will be
used to determine responsibility.

Procedures for Investigation of a Formal Complaint. The investigation must be
completed and evidence provided to the respondent and complainant within five (5)
school days of the initial interviews with the complainant and respondent, whichever
interview is later. Good cause may include considerations such as the absence of a
party, a party’s advisor, or a witness; concurrent law enforcement activity; or the
need for language assistance or accommodation of disabilities.
a.

The School District must ensure that the burden of proof and the burden of
gathering evidence rests on the school.

b.

Confidentiality of Medical Records. The School District cannot access,
consider, disclose, or otherwise use a party’s records that are made or
maintained by a physician, psychiatrist, psychologist, or other recognized
professional or paraprofessional acting in the professional’s or
paraprofessional’s capacity, or assisting in that capacity, and which are
made and maintained in connection with the provision of treatment to the
party, unless the school obtains that party’s voluntary, written consent to do
so for a grievance process under this section. If a party is not an “eligible
student,” as defined in 34 CFR 99.3, then the school must obtain the
voluntary, written consent of a “parent,” as defined in 34 CFR 99.3;

c.

Schools shall not restrict the ability of either party to discuss the allegations
under investigation.

d.

Written Notice of Grievance Proceedings. Notice for any investigative
interviews, or meetings must be sent at least two (2) school days prior to
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the interview or meeting. Notice for any hearings must be sent at least ten
(10) school days prior to the hearing. Notice must include the date, time,
location, participants, and purpose of meeting to all parties whose
participation is expected or invited.
e.

Grievance Proceedings. Both parties must be given an equal opportunity to
have others present during any grievance proceeding, including the
opportunity to be accompanied to any related meeting or proceeding with
an advisor of their choice.

f.

Evidence
(i)

Inspection and Review of Evidence. Both parties must be given an equal
opportunity to inspect and review any evidence obtained as part of the
investigation that is directly related to the allegations raised in a formal
complaint including the evidence upon which the school does not intend to
rely in reaching a determination regarding responsibility. OTC must make
all evidence subject to the parties’ inspection and review available at any
hearing to give each party an equal opportunity to refer to such evidence
during the hearing, including for purposes of cross-examination.
(ii)

Prior to completion of the investigative report, schools shall send to each
party and their advisor, if any, the evidence subject to inspection and review
in an electronic format or a hard copy. Parties have ten (10) school days to
submit a written response to all evidence, for the investigator to consider
before concluding the investigative report. If a response is not received
within ten (10) school days, the investigator will deem the non-response as
a waiver and continue with the investigative report.
(iii)

Gathering and Presentation of Evidence. Schools may not restrict the
ability of either party to gather and present relevant evidence.

i.

g.

Presenting Witnesses. Both parties shall be given the equal opportunity to
present witnesses, including fact and expert witnesses, and other
inculpatory and exculpatory evidence.

h.

The Investigative Report. The investigator shall create an investigative
report that fairly summarizes all relevant evidence presented. The
investigator must send the report in an electronic form or a hard copy to all
parties and all advisors ten (10) days prior to a hearing for their review and
written response, if a hearing is required. If a hearing is not required, schools
must send the report to all parties and all advisors for their review and
written response ten (10) days prior to any written determination. Parties
will have ten (10) days from receipt of the investigative report to provide a
written response to the investigative report.
K-12 Questions. After the investigative report has been sent to all parties and
before a determination regarding responsibility is made, each party shall be
given two (2) school days to submit written, relevant questions to be asked
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of any party or witness and provide each party with answers within two (2)
school days. Parties shall then be allowed two (2) school days to provide no
more than five (5) follow-up questions in total from all parties and
witnesses. Parties and witnesses have two (2) school days to respond to any
follow-up questions.
j.

After parties submit written questions, the decision-maker must:
(i)

Determine whether a question is relevant; and

(ii)

Explain to the proposing party any decision to exclude a question as not
relevant;
(iii)

Questions and evidence regarding a complainant’s sexual predisposition
or prior sexual behavior are only relevant if offered to prove someone other
than the respondent committed the alleged conduct, or if the questions and
evidence concern specific incidents of the complainant’s prior sexual
behavior with respect to the respondent and are offered to prove consent.
12.

Advisors. Parties may have at least one (1) advisor of their choosing.
a.

13.

The following restrictions will be placed on advisors for both parties:
i.

Advisors may attend interviews with their party only at their party’s
request, unless the advisor is a parent or legal guardian;

ii.

Advisors shall not restrict access to their party;

iii.

Advisors are only permitted to use the investigative report and
evidence received for inspection and review for purposes of the
grievance process;

iv.

Advisors will be required to abide by a non-disclosure agreement that
complies with both Title IX and FERPA; and

v.

Advisors may not request education records that are protected by the
Family Educational Rights and Privacy Act of 1974 (“FERPA”).

Procedures for Written Determination. At the conclusion of the grievance process, the
decision-maker must apply the preponderance of the evidence standard to reach a
determination and then issue a written determination to the parties simultaneously
within three (3) school days. The school-based Coordinator is responsible for
implementing remedies stated in the written determination.
a.

The written determination must include:
i.

Identification of the allegations potentially constituting sexual
harassment, pursuant to the definition in this policy;

ii.

A description of the procedural steps taken from the receipt of the
formal complaint through the written determination, including any
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notifications to the parties, interviews with parties and witnesses, site
visits, methods used to gather other evidence, and hearings;
iii.

Findings of fact supporting the determination;

iv.

Conclusions regarding application of the Code of Student Conduct to
the facts;

v.

The result and rationale as to each allegation;

vi.

A determination regarding responsibility as to each allegation;

vii.

Any disciplinary sanctions imposed on the respondent by the school;

viii.

Whether remedies will be provided by the school to the complainant;
and

ix.

14.

Permissible procedures and grounds for the complainant and
respondent to appeal.

Appeals. Each party has the opportunity to appeal from both a written determination,
and a dismissal of a formal complaint or any allegations. A request for an appeal from
a dismissal must be made within two (2) school days of issuance of the dismissal. A
request for an appeal from a written determination must be made within two (2)
school days of issuance of the written determination. Requests for an appeal should
be sent to the decision-maker.
a.

If an appeal is not filed, the determination regarding responsibility becomes
final on the date after the two (2) school days to file an appeal has passed. If
an appeal is filed, the determination regarding responsibility becomes final on
the date the school provides the written appeals decision.

b.

Grounds for Appeal. Appeals may take place for the following reasons:

c.

i.

Procedural issues affected the outcome;

ii.

New evidence that was not reasonably available at the time the written
determination or dismissal was made becomes available that could
affect the outcome; or

iii.

There was a conflict of interest or bias by the school-based Coordinator,
investigator, or decision-maker, against any complainant or respondent
that affected the outcome.

Notification of Appeal. Schools must notify the other party in writing when an
appeal is filed and implement appeal procedures equally for both parties.
Parties must be given three (3) school days to submit a written statement in
support of, or challenging, the outcome of the written determination. If a
written statement is not received within three (3) school days, the appeals
decision-maker will deem the non-response as a waiver and continue with the
appeals process.
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15.

d.

Appeals Decision-Maker. The appeals decision-maker may not be the same
person as the investigator, school-based Coordinator, or decision-maker who
reached the initial determination of responsibility or dismissal. The appeals
decision-maker must not have a conflict of interest or bias for or against any
complainant or any respondent.

e.

Written Appeals Determination. The written appeals determination describing
the result and rationale for the decision must be provided simultaneously to
both parties within five (5) school days.

Retaliation. No school or other person may intimidate, threaten, coerce, or
discriminate against any individual for the purposes of interfering with any right or
privilege secured by Title IX, or because the individual has made a report or
complaint, testified, assisted, or participated or refused to participate in any manner
in an investigation, proceeding, or hearing.
a.

b.

Definition of Retaliation.
i.

Intimidation, threats, coercion, or discrimination, including against an
individual for code of conduct violations that do not involve sex
discrimination or sexual harassment, but arise out of the same facts or
circumstances as a report or complaint of sex discrimination, or a
report or formal complaint of sexual harassment, for the purpose of
interfering with any right or privilege secured by Title IX, constitutes
retaliation.

ii.

The exercise of rights protected under the First Amendment does not
constitute retaliation.

iii.

A Code of Student Conduct violation for making a materially false
statement in bad faith during the course of the grievance process does
not constitute retaliation. A determination regarding responsibility
alone is insufficient to conclude that any party made a materially false
statement in bad faith.

Confidentiality of Parties. Schools must keep confidential the identity of the
following individuals:
i.

Any individual who has made a report or complaint of sex
discrimination;

ii.

Any individual who has made a report or filed a formal complaint of
sexual harassment;

iii.

Any complainant;

iv.

Any individual reported to be the perpetrator of sex discrimination;

v.

Any respondent; and
51

vi.

c.

d.

16.

Filing of Retaliation Complaints. Complaints alleging retaliation may be filed
according to the grievance procedures for sex discrimination as outlined in
section (6) of this policy.

Training. All materials used to train school-based Coordinators, investigators,
decision-makers, and appeals decision-makers must not rely on sex stereotypes and
must promote impartial investigations and adjudications.
a.

b.

c.

17.

Any witness.
Exceptions to Confidentiality. The School District may release confidential
information as permitted by FERPA, 20 U.S.C. 1232g, or FERPA regulations, 34
CFR part 99, or as required by law, or to carry out the purposes of 34 CFR part
106, including the conduct of any investigation, hearing, or judicial proceeding
arising thereunder.

School-based Coordinators, investigators, decision-makers, hearing officers,
and appeals decision-makers must receive training on:
i.

The definition of sexual harassment as defined in (1)(b);

ii.

The scope of the school’s education program or activity;

iii.

How to conduct an investigation and grievance process, including
appeals; and

iv.

How to serve impartially by avoiding prejudgment of the facts, conflicts
of interest, and bias.

Decision-makers must receive training on:
i.

Any technology used to conduct investigations; and

ii.

Relevance of questions and evidence, including the relevance of the
complainant’s sexual predisposition or prior sexual behavior as set
forth in section (11)(j)(iii) of this policy.

Investigators must receive training on:
i.

Issues of relevance to create an investigative report that fairly
summarizes relevant evidence; and

ii.

Sending the investigative report, in an electronic or hard copy, to each
party and their advisor for their review and written response.

Recordkeeping.
a.

Required Recordkeeping. Schools must create records of any actions,
including supportive measures, taken in response to a report or formal
complaint of sexual harassment. If supportive measures are not provided, the
school must document the reasons why such a response was not clearly
unreasonable in light of the known circumstances.
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b.

18.

Maintaining Records. Schools must maintain records related to any sexual
harassment investigation for seven (7) years, including records of:
i.

Any actions taken in response to a report of sexual harassment;

ii.

Any actions taken in response to a formal complaint of sexual
harassment;

iii.

Any supportive measures provided;

iv.

Each sexual harassment investigation;

v.

Any determination regarding responsibility;

vi.

Any audio or audiovisual recording or transcript;

vii.

Any disciplinary sanctions imposed on the respondent;

viii.

Any remedies provided to the complainant;

ix.

Any appeal and written appeal decision; and

x.

All materials used to train school-based Coordinators, investigators,
decision-makers, hearing officers and appeals decision-makers.

Dissemination of Policy.
a.

Notification of Title IX Coordinator. The School District must notify students,
parents or legal guardians of elementary and secondary school students,
employees, applicants for admission and employment, and all unions or
professional organizations the School District holds collective bargaining or
professional agreements with, of the name, office address, electronic mail
address, and telephone number of the District Coordinator.

b.

Notification of Policy. The School District must notify students, parents or
legal guardians of elementary and secondary school students, employees,
applicants for admission and employment, and all unions or professional
organizations the School District holds collective bargaining or professional
agreements with, that:
i.

The School District does not discriminate on the basis of sex in any
education program or activity;

ii.

The School District is required by Title IX not to discriminate on the
basis of sex;

iii.

The requirement to not discriminate on the basis on sex extends to
admission and employment; and
Inquiries about Title IX are referred to the District Coordinator.

iv.
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19.

Publication. Schools must not use or distribute a publication that states the School
District treats applicants, students, or employees differently on the basis of sex,
except as permitted by Title IX.
a.

Website Publication. The School District must prominently display the name,
office address, electronic mail address and telephone number of the District
Coordinator on the School District’s website.

b.

Handbook Publication. The School District must prominently display the
name, office address, electronic mail address and telephone number of the
District Coordinator in each handbook or catalog made available to students,
parents or legal guardians of elementary and secondary school students,
employees, applicants for admission and employment, and all unions or
professional organizations who hold collective bargaining or professional
agreements with the School District.

c.

Training Materials Publication. The School District must make all training
materials publicly available on the School District’s website.

20.

FERPA. The School District shall, to the extent possible, interpret Title IX and
FERPA in a manner to avoid any conflicts. Where a true conflict exists, the
obligation to comply with Title IX is not obviated or alleviated by the FERPA
statute, 20 U.S.C. 1232g, or FERPA regulations, 34 CFR part 99.

SPECIFIC AUTHORITY: Sections 760.01; 794.022; 1000.05; 1001.41; 1001.43; 1006.07;
1006.09 and 1012.23, Florida Statutes

STATUTORY AUTHORITY: 1001.41, 1001.42, F.S.
LAWS IMPLEMENTED: ______, ________, F.S.
History: New
ADOPTED: 03/09/2021
Revision Date(s): _______
Formerly:
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St. Lucie Public Schools
Title IX Formal Complaint

This form can also be found interactive in St. Lucie Forms Database at
https://www.stlucie.k12.fl.us/pdf/forms/XED0262.pdf

My name is ___________________________________ and I am a student/employee at
___________________________________________ . ____________________________
(School Name/Department)

(Name of Alleged)

sexually harassed me on or about ____________________________________ at
(Date/Time)

____________________________________________.
(Location)

Please explain the incident below:

I am requesting that ___________________________________ investigate these allegations.
Name: ________________________________________________________
Signature: _____________________________________________________
Date: ______________________________________

SCHOOL BOARD OF ST. LUCIE COUNTY, FLORIDA

Book
St. Lucie County School Board Policy Manual
Section
Chapter 2: School Board Governance and Organization
Title
Prohibiting Discrimination, Including Sexual and Other Forms of Harassment
Code
2.70
Status
Active
A.

Policy Against Discrimination
(1) No person shall, on the basis of age, ancestry, citizenship status, color, disability, ethnicity, genetic
information, gender, gender expression, gender identity, marital status, medical condition, national origin,
political beliefs, pregnancy, race, religion, religious beliefs, sex, sexual orientation, or veteran status, be
excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education
program or activity, or in any employment conditions or practices conducted by this School District, except as
provided by law.
(2) The School Board shall comply with all state and federal laws which prohibit discrimination and are
designed to protect the civil rights of applicants, employees, and/or students, or other persons protected by
applicable law.
(3) Except as otherwise required by law, School Board shall admit students to District Schools, identified
programs and classes without regard to ancestry, citizenship status, color, disability, ethnicity, genetic
information, gender, gender expression, gender identity, marital status, medical condition, national origin,
political beliefs, pregnancy, race, religion, religious beliefs, sex, or sexual orientation.
(4) Employees shall also refer to Human Resources Policy 6.304.

B.

Policy Against Sexual Harassment or Other Forms of Harassment Prohibited by Law
(1) The School Board desires to maintain an academic and work environment in which all employees,
volunteers, students, and visitors are treated with respect and dignity. A vital element of this atmosphere is
the Board’s commitment to equal opportunities and the prohibition of discriminatory practices. The Board’s
prohibition against discriminatory practices includes prohibitions against sexual harassment or any other form
of harassment based upon a person’s membership in a protected class and specifically prohibited by applicable
state or federal law, including but no limited to harassment based on any of the factors or classifications
specified in subsection A.(1) of this policy. As used in this policy, the term “harassment” includes but is not
limited to any conduct or behavior that demeans, degrades, antagonizes, or humiliates a person or group of
persons, or interferes with a person’s work or school performance or participation. The School Board forbids
sexual harassment, or any other form of illegal harassment, of any employee, student, volunteer or visitor.
The Board will not tolerate sexual harassment, or any other form of illegal harassment, by any of its
employees, students, volunteers or agents.
(2) The prohibition against discrimination including sexual and other forms of illegal harassment shall also
apply to non-employee volunteers who work subject to the control of school authorities and to all vendors or
service providers who have access to School Board facilities.
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(3) This policy against discrimination prohibits and deems unacceptable and intolerable all forms of sexual
harassment or intimidation, including:
(a) Any unwelcome staff to staff, third party to staff, student to student, or student to staff verbal or
sexual advance, request for sexual favor, or other inappropriate statement, communication, or physical
conduct of a sexual nature.
(b) Any welcome or unwelcome staff to student or third party to student verbal or sexual advance,
request for sexual favor, or other inappropriate statement, communication, or physical conduct of a
sexual nature, and
(c) Any verbal or physical act or conduct of a sexual nature that has the effect of unreasonably interfering
with an individual’s work or learning performance or that creates an intimidating, hostile, or offensive
work or learning environment.
C.

Retaliation and Coercion Prohibited
(1) No person shall be discriminated against because such person has opposed any act or practice prohibited
by this policy or Policy 3.43, Bullying and Harassment, or because such person made a charge, testified,
assisted, or participated in any manner in an investigation, proceeding, or hearing concerning such an act or
practice.
(2) No person shall be coerced, intimidated, threatened, or interfered with in the exercise or enjoyment of, or
on account of his or her having exercised or enjoyed, or on account of his or her having aided or encouraged
any other individual in the exercise or enjoyment of, any right recognized or protected by this policy or Policy
3.43, Bullying and Harassment.

D. Violations
(1) Any student who violates this policy will be subject to appropriate disciplinary action as provided in the
Code of Student Conduct adopted in accordance with Policy 5.30.
(2) Any employee who violates this policy shall be subject to appropriate disciplinary action as provided in the
prohibition against violation of policy and laws set forth in new Policy 6.30 and the employee standards of
conduct set forth in Policy 6.301.
E.

Protections for Persons with Disabilities
This policy is intended to incorporate and extend the protections afforded by the Americans with Disabilities
Act. This policy is also intended to ensure that students who are disabled within the meaning of Section 504 of
the Rehabilitation Act of 1973 are identified, evaluated, and provided with appropriate educational services.

F.

Reporting
(1) Any act of sexual harassment of a student that may involve harm, or the threat of harm, to the physical or
mental health of the student may constitute an act of child abuse or neglect.
(2) Any School Board employee who knows or has reasonable cause to suspect that an act of child abuse or
neglect has occurred shall report such knowledge or suspicion to the Child Abuse Registry, the school principal,
and the appropriate law enforcement agency in accordance with Ch. 39, Fla. Stat., and Policy 5.37(8).

G. Procedures
Procedures for registering, investigating, and determining any complaint alleging a violation of this policy of
educational equity are set forth in Policy 5.71 (as to students and applicants for admission to school), Policy
2.71 (as to applicants for employment with the Board and other non-students and non-employees) and Policy
6.35 (as to employees and non-employee volunteers). Complaints regarding identification, evaluation, or
educational placement under Section 504 should be filed under the procedures set forth in the Section 504
Manual. For complaints of bullying and harassment, the District shall follow the procedures in Policy 3.43,
Bullying and Harassment

STATUTORY AUTHORITY: 120.54, 1001.41, 1001.42, 1012.23, F.S.
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LAWS IMPLEMENTED:112.51, 119.07, 760.01, et. seq., 1000.05, 1000.21, 1001.43, 1012.22,F.S.,
34 CFR,Parts 100,104, and 106,
STATE BOARD OF EDUCATION RULE: 6A-19.001 et seq.
History:
ADOPTED: 03/30/2004
Revision Date(s):09/13/2011, 07/29/2014, 12/08/2015
Formerly: 2.09,3.01

Book
St. Lucie County School Board Policy Manual
Section
Chapter 5: Students
Title
Equity Grievance Procedure for Students
Code
5.71
Status
Active

(1) Grievance. For purposes of this policy, a grievance is a complaint by a student of or applicant for admission to the
public schools in St. Lucie County alleging (a) a violation, misinterpretation, or inequitable application of an established
policy governing students individually or collectively, (b) an act of discrimination or intimidation against the student, or
any other conduct or practice prohibited by Policy 2.70 Prohibiting Discrimination, or (c) any other act in violation of
the student’s rights, but not including complaints regarding identification, evaluation, or educational placement arising
under Section 504 of the Rehabilitation Act. Complaints regarding identification, evaluation, or educational placement
under Section 504 should be filed under the procedures set forth in the Section 504 Manual. For complaints of bullying
and harassment, the District shall follow the procedures in Policy 3.43, Bullying and Harassment.
(2) Student Grievance Coordinator. The Superintendent shall appoint a Student Grievance Coordinator (“Coordinator”)
whose responsibility is to ensure that the District is in compliance with the Florida Educational Equity Act, Section
1000.05, Florida Statutes, and School Board Policy 2.70. As used in this policy, the term Coordinator shall also refer to
the Coordinator’s designee. The Coordinator shall be trained in the impartial investigation of complaints of all forms of
discrimination prohibited by Policy 2.70, and shall not be subject to direct or indirect supervision by any school-based
administrator.
(3) Procedure
(a) Any student or applicant for admission who believes he or she has an equity grievance should first discuss
the grievance with the principal of the school involved. If the grievant is not satisfied with the outcome of such
discussion, or if the school principal is involved in the alleged incident, the grievant should communicate the
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grievance and the specific relief requested in writing to the Coordinator within sixty (60) calendar days of the
alleged incident.
(b) The Coordinator, after receiving the grievance shall notify the school principal of the filing of the grievance
within fifteen (15) working days of the filing of the complaint.
(c) If the Coordinator determines that the grievance alleges a potential violation, that there is probable cause
that such a violation has occurred, and that the School Board is able to provide the specific relief requested, the
Coordinator shall set a date for an informal hearing and include any essential personnel germane to the case. If
the Coordinator determines that the grievance is insufficient, that there is no probable cause to proceed, or that
the School Board is not able to provide the specific relief requested the Coordinator shall so notify the grievant
in writing. A determination of insufficiency, of no probable cause, or of unavailable relief shall be subject to
appeal as provided in subsections (3)(g) and (h) of this policy.
(d) If an informal hearing is set, the Coordinator shall encourage the grievant to discuss the matter informally
with the person against whom the grievance has been lodged. Upon request, the Coordinator shall accompany
the grievant in an attempt to conciliate the matter. If conciliation is not effected, the hearing shall proceed.
(e) Notwithstanding any other provision of this policy, the grievant shall not be required to confront the person
against whom the grievance has been lodged, particularly in instances in which the grievant has alleged acts or
practices of discrimination, including but not limited to harassment, retaliation, or coercion. At the informal
hearing, both the grievant and the person against whom the grievance has been lodged shall be afforded an
opportunity to present witnesses and other evidence in support or defense of the grievance.
(f) If an informal hearing is held, the Coordinator shall render a recommendation in writing to the grievant and
the person against whom the grievance has been lodged within ten (10) working days of such hearing. The
principal of the involved school shall be responsible for taking any action required to implement the
Coordinator’s recommendations.
(g) Either the grievant or the person against whom the grievance has been lodged may appeal the
recommendation of the Coordinator to the Superintendent with ten (10) working days of receiving notice of such
recommendation. Any appeal to, and the decision rendered by, the Superintendent shall be in writing. The
decision of the Superintendent shall be rendered within ten (10) working days of the filing of an appeal from the
Coordinator recommendation.
(h) The decision of the Superintendent may be appealed to the School Board within ten (10) working days of the
appealing party receiving notice of such decision. Any appeal to, the School Board shall be in writing and shall
appear on the agenda for the next regularly scheduled public meeting that will be held not less than seven (7)
working days after receipt of the appeal. The School Board shall render a written decision on the appeal within
ten (10) working days of the meeting. All affected parties will be notified and provided with a copy of the
decision of the School Board. The decision of the School Board shall be administratively final.
(i) If a violation is determined to have occurred, the District shall take appropriate steps to prevent the
recurrence of any discrimination and to correct the discriminatory effects on the grievant and others. Based
upon the circumstances, such steps may include, but are not limited to:
1. Imposing consequences, including referral for discipline when appropriate, upon the person against
whom the grievance was lodged,
2. Undertaking such remedial measures as appropriate in the circumstances to address and resolve the
grievance and to protect the grievant and witnesses for the grievant from retaliation or future
discrimination,
3. Undertaking referrals for counseling, when appropriate, of the grievant and the person against whom
the grievance was lodged, and
4. Re-emphasizing instruction of students and training of employees on identifying, preventing, and
responding to acts of discrimination.
(j)All proceedings and records of proceedings related to a grievance filed by a student of, or applicant for
admission to, the public schools in St. Lucie County shall be confidential as provided in Section 1002.22, Florida
Statutes, and other applicable law.
(4) Information in Student Handbooks. All student handbooks for District schools shall incorporate the text of the
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Board’s policy of non-discrimination and educational equity as set forth in Policy 2.70, and this policy establishing an
equity grievance procedure for students.

STATUTORY AUTHORITY: 1001.41, 1001.42, F. S.
LAWS IMPLEMENTED: 1000.05, F.S.
History:
Adopted: 03/30/2004
Revision Date(s): 10/28/2008, 06/08/2010, 09/13/2011
Formerly: 5.65
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NOTICE OF NON-DISCRIMINATION AND SECTION 504 COMPLIANCE
THE SCHOOL BOARD OF ST. LUCIE COUNTY, FLORIDA, No person shall, on the basis of age, ancestry, citizenship
status, color, disability, ethnicity, genetic information, gender, gender expression, gender identity, marital status, medical
condition, national origin, political beliefs, pregnancy, race, religion, religious beliefs, sex, sexual orientation, or veteran status,
be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education program
or activity, or in any employment conditions or practices conducted by this School District, except as provided by law.
Reasonable accommodations are provided for persons with disabilities to complete the application and/or interview process.
Applicants/individuals with disabilities requesting accommodations under the Americans with Disabilities Act (ADA) may
contact (772) 429-7500 for assistance.
Non-Discrimination Policy Inquiries and Complaints by Students, Parents, Applicants for
Admission to School, and all others except Employees and Applicants for Employment:
Heather Roland, Executive Director of Student Services
9461 Brandywine Lane, Port St. Lucie, FL 34986
Office: (772) 429-4577, Fax: (772) 429-4589, E-mail: SS-GRV@stlucieschools.org
Non-Discrimination Policy Inquiries and Complaints by Employees and Applicants for Employment:
Rafael Sanchez, Executive Director of Human Resources
9461 Brandywine Lane, Port St. Lucie, FL 34986
Office: (772) 429-7508, Fax: (772) 429-7501, E-mail: EMP-GRV@stlucieschools.org
Inquiries and Complaints under SECTION 504 OF THE REHABILITATION ACT OF 1973 should be directed to the School
Board’s Section 504 Compliance Officer, the Executive Director of Student Services, contact information listed above.
If due to a disability you need special accommodations to receive School Board information or to participate in School Board
functions, call (772) 429-3600 and ask for the School Board Secretary. Telecommunications Device for the Deaf (TDD) phone
(772) 429-3919.
Dr. Adrian Ocampo, Executive Director of Assessment and Accountability
Equity Coordinator
9461 Brandywine Lane, Port St. Lucie, FL 34986
Office: (772) 429-5538 E-mail: Adrian.Ocampo@stlucieschools.org

