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INTRODUCTION TO WASHINGTON 
ASSOCIATION OF SCHOOL ADMINISTRATORS
Incorporated in 1973, the Washington 
Association of School Administrators (WASA) is 
an organization of professional administrators 
that is committed to leadership:
•	 Leadership in providing equity and excellence 

in student learning.
•	 Leadership in developing competent, ethical, 

and visionary leaders by:
	◦ Providing member services.
	◦ Offering growth opportunities for leaders.
	◦ Promoting community and legislative 

support for education.
WASA’s beliefs are anchored in Leadership, 
Trust, and Advocacy. WASA is first and foremost, 
about Leadership for equity and excellence for 
all students. WASA members exemplify Trust 
through competence, integrity, and vision. 
WASA’s Advocacy efforts focus on building 
widespread support and a singular voice to 
secure the resources and policy necessary 
to advance public education in the State of 
Washington. 
The association is governed by a Board of 
Directors, elected from its membership, 
including:
•	 Executive Committee comprised of a 

President, President-elect, Immediate Past 
President, Secretary, and Treasurer.

•	 Elected representatives from the five 
component groups and each WASA region.

Additionally, non-voting liaisons from other state 
organizations and associations attend board 
meetings and provide board members with 
relevant information.
WASA members selects one of five component 
groups consistent with their current or 
anticipated professional responsibilities:
•	 Business and Personnel Administrators
•	 Instructional Program Administrators
•	 Principals
•	 Special Education Administrators
•	 Superintendents

Essential services provided by WASA includes:
•	 Critical information that contributes to the 

success of superintendents and other district 
office administrators. WASA News, Hotline, 
This Week in Olympia, podcasts, website, 
and the use of social media are examples of 
delivery models for this information.

•	 Bargaining Resources designed to assist 
administrators navigate through the 
bargaining process. These resources include a 
Bargaining Manual developed collaboratively 
with WSSDA and AWSP.

•	 Communication Resources include a 
communications toolkit for administrators to 
use when crafting district communications.

•	 Government Relations Resources allow WASA 
members to offer a powerful, collective voice 
in support of public education.

•	 Individual Assistance with administrative 
issues, employment information, problem 
solving, and counseling is available to WASA 
members.

•	 Liability Insurance and Legal Services are 
offered to WASA active members; assisting 
with due process, contract issues, and 
other issues related to their professional 
assignment.

•	 Networking and Leadership Opportunities are 
available to WASA members.

•	 Professional Learning offerings including 
conferences, workshops, and academies are 
available throughout the year.

•	 WASA supports membership through our 
national affiliate, the American Association 
of School Administrators. AASA provides a 
variety of benefits designed to support both 
members and their districts.

Additional information can be found on the 
WASA website (www.wasa-oly.org) or by 
contacting the WASA office at 360.943.5717.

http://www.wasa-oly.org
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INTRODUCTION TO EDUCATIONAL 
SERVICE DISTRICTS
Educational Service Districts (ESDs) were 
established by the Legislature in 1969 to 
consolidate the work of County Superintendents 
and deliver more equitable, efficient, and cost 
effective services to school districts across 
Washington. Today, each of the state’s nine ESDs 
serves as a regional agency responsive to the 
needs of its local school communities while also 
carrying out statewide initiatives.

Per statute, ESDs:
•	 Provide cooperative services and programs 

tailored to district and school needs.
•	 Help districts save money by pooling 

resources to deliver high quality, cost 
effective services.

•	 Connect local schools to state and national 
resources.

•	 Support the Office of Superintendent of 
Public Instruction (OSPI) and the State Board 
of Education (SBE) in their constitutional 
responsibilities, as requested.

•	 Implement statewide programs at the 
regional level.

By offering shared services and specialized 
support, ESDs expand opportunities for students 
and educators while helping districts keep more 
dollars in classrooms. As regional liaisons, they 
bridge local school districts with OSPI, the SBE, 
and the Legislature, helping to address pressing 
challenges in education. Together, Washington’s 
nine ESDs form a coordinated statewide delivery 
system.

FUNDING AND GOVERNANCE
Unlike school districts, ESDs are not part of 
the state’s program of “basic education” and 
therefore operate with a mix of federal and 
state grants, state allocations, service fees, and 
other revenue sources. The Legislature provides 
each ESD with a small “core” allocation — 
approximately 2% of total revenue — to support 
mandated services such as financial oversight, 
curriculum assistance, and state reporting 
requirements.

Each ESD is governed by a board of directors, 
elected by local school board members within 
the region. Boards appoint a superintendent to 
manage agency operations and oversee services. 
Washington’s nine ESDs collectively comprise 
the Association of Educational Service Districts 
(AESD).

RESOURCES
•	 Educational Service Districts RCW 28A.310
•	 Educational Service Districts - Election of 

Board Members WAC 392-107
•	 Washington Association of Educational 

Service Districts

http://bit.ly/RCW28A310
http://app.leg.wa.gov/wac/default.aspx?dispo=true&cite=392
http://app.leg.wa.gov/wac/default.aspx?dispo=true&cite=392
https://www.waesd.org
https://www.waesd.org


Superintendent Handbook | Page 5

LEADING FOR LEARNING

Superintendents play a vital role in shaping 
a district-wide culture of learning by placing 
student growth and achievement at the center of 
every decision. When they lead for learning, they 
align people, systems, and resources to support 
high-quality instruction and equitable outcomes 
for all students. By leading with purpose and 
intentionality, superintendents move entire 
school communities forward in pursuit of 
meaningful and sustained student success.

ESTABLISHING A CLEAR 
VISION FOR LEARNING
A strong learning culture begins with a clear and 
compelling vision. Superintendents articulate 
and promote a district-wide vision for student 
success that reflects high expectations, equity, 
and opportunity. This vision is co-created with 
stakeholders, rooted in community values, and 
consistently reinforced through communication 
and action.

USING DATA TO DRIVE 
INSTRUCTIONAL LEADERSHIP
Superintendents lead with curiosity and use data 
as a tool to support continuous improvement. 
They create a culture where data informs 
decisions about instruction, interventions, and 
resource allocation. This means supporting 
data literacy across all levels and embedding 
meaningful data conversations into regular 
leadership routines.

BUILDING LEADERSHIP CAPACITY
One of the most important levers for learning 
is leadership. Superintendents cultivate the 
capacity of principals, teacher leaders, and 
district administrators by providing professional 
learning, coaching, and collaborative 
opportunities. They model what it means to lead 
with integrity, instructional focus, and a growth 
mindset.

FOSTERING COLLABORATIVE 
PROFESSIONAL LEARNING
Superintendents ensure that professional 
learning is embedded in the daily work of 
educators. They support the development of 
professional learning communities, instructional 
coaching models, and collaborative inquiry 
processes that center on student needs and 
teaching practices. Adult learning is continuous, 
relevant, and aligned with district priorities.

ALIGNING SYSTEMS AND 
RESOURCES FOR LEARNING
Leading for learning requires intentional 
alignment across all parts of the organization. 
Superintendents ensure that budgeting, staffing, 
scheduling, and technology decisions directly 
support student learning goals. They remove 
barriers to access and create systems that are 
responsive to student and educator needs.

LEADING WITH EQUITY
Superintendents lead for every learner. They 
identify disparities, interrupt inequitable systems, 
and ensure that all students—especially those 
historically underserved—receive the supports 
and opportunities needed to thrive. Equity is not 
a separate initiative but woven into every aspect 
of district leadership and decision-making.

ENGAGING THE COMMUNITY
Learning does not happen in isolation. 
Superintendents build strong partnerships with 
families, students, and community members. 
They prioritize transparent communication, 
inclusive engagement, and shared ownership of 
outcomes. When communities are connected to 
the learning vision, students benefit from a more 
supportive and aligned environment.
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GOVERNANCE BASICS

First Business
SUPERINTENDENT’S BOND & OATH
In districts of the first class, the superintendent 
shall take an oath before a proper officer that 
he/she will support the Constitution of the 
United States and the state of Washington and 
faithfully perform the duties of the office. The 
oath shall be filed with the ESD superintendent. 
The superintendent as secretary of the board 
shall give bond in such sum as the board of 
directors may fix from time to time, but for not 
less than five thousand dollars, with good and 
sufficient sureties. (RCW 28A.330.060). While 
not a legal requirement in districts referred to 
as second class in the RCWs, it is recommended 
that filing the oath and provision of bond be 
considered for these districts as well.

NOTIFY ESD, SECRETARY TO BOARD
Every school district superintendent in districts 
of the second class (under 2000-enrollment) 
shall within 10 days after a change in the office 
of the chair of board or superintendent, notify 
the ESD superintendent of such change. (RCW 
28A.330.210) The superintendent shall serve 
as secretary to the board in the districts of the 
second class. (RCW 28A.330.200)

INTERIM SUPERINTENDENT
When a district of the second class is without a 
superintendent and the business of the district 
necessitates action by the superintendent, the 
board shall appoint any member to carry out 
the superintendent duties for a temporary time 
period. (RCW 28A.330.200)

FILING OF SIGNATURE
(See Forms C, D, and E) Every school district 
superintendent on assuming the duties of the 
office shall place their signature, certified by 
some school district official, on file with the 

office of the county auditor. (RCW 28A.400.020) 
Any official (i.e. anyone given the power to act 
in a certain capacity) of the school district, after 
filing with the secretary of state his/her manual 
signature certified by him/her under oath, may 
execute or cause to be executed with a facsimile 
signature in lieu of a manual signature:

(1) any public security; or (2) any instrument 
of payment. (RCW 39.62.020). (See RCW 
28A.330.230 regarding warrants and secretary of 
board signature for districts of the second class 
and RCW 28A.330.080 for districts of the first 
class.)

BOARD AUTHORIZATIONS TO 
CONDUCT NORMAL BUSINESS
School boards are empowered to delegate 
certain authorities to the superintendent which 
allow daily business to be conducted.

New Member or 
Vacancy on the Board 
of Directors
ELIGIBILITY
Persons are eligible to serve as members of a 
school district board of directors when they are 
(1) citizens of the United States and the state of 
Washington, and (2) a registered voter of the 
school district or director district as the case may 
be (RCW 28A.343.340)

OATH, EFFECTIVE DATE
Every person elected or appointed to the office 
of school director, before discharging of duties 
shall take an oath to support the Constitution of 
the United States and the state of Washington 
and to faithfully discharge the duties of the 
office. The oath shall be endorsed on written 
appointments or commissions and sworn before 
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any officer authorized to administer oaths, 
school official being authorized to administer 
oaths pertaining to their respective offices 
without charge or fee. All oaths shall be filed 
with the county auditor. Every elected member 
of the board of directors assumes office at the 
first official meeting of the board following 
certification of the election results. (RCW 
28A.343.360)

BOARD VACANCIES, ESD ROLE
Vacancies for any reason in a board member 
position are filled by appointment of the 
remaining board members where there is still a 
legal majority of board members. Where there 
are less than a legal majority of board members 
on the local school district board, the ESD board 
by majority vote will appoint a sufficient number 
to constitute a First Business legal majority. 
Should a local school board fail to fill a vacancy 
by appointment within 90 days, the ESD board 
by majority vote will appoint to fill the vacancy. 
All appointees must meet the qualifications 
of elected board members. Board members 
who have resigned may not vote on their 
replacement. (RCW 28A.343.370)

COMPENSATION
Board members may authorize the receipt and 
waiver of compensation for the performance of 
duties as board members at a rate not to exceed 
fifty dollars ($50) per day or prorate thereof 
and not in excess of forty-eight hundred dollars 
($4,800) per year. Such payments must come 
from locally collected excess property tax levy 
money, and such compensation cannot cause 
the state to incur any present or future funding 
obligation. Such compensation is in addition to 
reimbursement for expenses (RCW 28A.343.400). 
The IRS has opined that such compensation 
is not wages in the traditional sense and is 
therefore not subject to income tax withholding 
and social security contributions. However, it is 
taxable income to the individual; therefore, W-9 
forms for contractors are needed. 

See also references to contracts under “Conflict 
of Interest”on the next page.

SIGNING LEGAL DOCUMENTS
There are many statutes specifically requiring 
the signature of the board members, board 
chairman, or the superintendent on certain 
documents or in certain situations. The 
superintendent as the delegated representative 
has authority to sign most documents on behalf 
of the board and or district.

Generally, the superintendent cannot delegate 
their signature responsibility. Experience is the 
best teacher. Alternatively, follow the advice of 
legal counsel, or ask the ESD to research the 
situation

Public Disclosure
The office of school director is subject to the 
campaign finance reporting requirements of the 
Public Disclosure Law. School superintendents 
who contact legislators may or may not need to 
register as a lobbyist, depending on the nature 
of the discussions and positions advocated.

SPECIFIC PROHIBITIONS
(RCW 42.17A.155)
No elective official nor any employee of his office 
nor any person appointed to or employed by 
any public office or agency may use or authorize 
the use of any of the facilities of a public office 
or agency, directly or indirectly, for the purpose 
of assisting a campaign for election of any 
person to any office or for the promotion of or 
opposition to any ballot proposition.
Facilities of public office or agency include, but 
are not limited to, use of stationery, postage, 
machines, and equipment, use of employees 
of the office or agency during working hours, 
vehicles, office space, publications of the office 
or agency, and clientele lists of persons served 
by the office or agency. 
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Allowable 
Communication
(RCW 28A.320.090)
School district employees and school directors 
can provide information pertinent to ballot that 
relate to the district, including levy and bond 
issues. Information provided shall not directly 
tell the audience to vote or act in a certain way, 
rather, the communication must be factual to the 
subject and provide the recipient with pertinent 
information in order to make a decision.

EXCEPTIONS TO PROHIBITIONS
(RCW 42.17A.555)
The foregoing provisions of this section shall not 
apply to the following activities:
Action taken at an open public meeting by 
members of an elected legislative body or by 
an elected board, council, or commission of a 
special purpose district including, but not limited 
to, fire districts, public hospital districts, library 
districts, park districts, port districts, public utility 
districts, school districts, sewer districts, and 
water districts, to express a collective decision, 
or to actually vote upon a motion, proposal, 
resolution, order, or ordinance, or to support or 
oppose a ballot proposition so long as:
1.	 Any required notice of the meeting includes 

the title and number of the ballot proposition, 
and

2.	 Members of the legislative body, members 
of the board, council, or commission of 
the special purpose district, or members of 
the public are afforded an approximately 
equal opportunity for the expression of an 
opposing view;

3.	 A statement by an elected official in support 
of or in opposition to any ballot proposition 
at an open press conference or in response to 
a specific inquiry;

4.	 Activities which are part of the normal and 
regular conduct of the office or agency.

RESOURCE
•	 PDC’s Guidelines for School Districts in 

Election Campaigns

Conflict of Interest 
(Superintendent and 
Board Members)
Conflict of interest statutes apply to all elected 
and appointed officials of school districts. While 
it is clear they apply to board members, it is an 
interpretation as to who may be an “appointed” 
official. The superintendent or any other official 
delegated in any capacity to act on behalf of the 
board is probably an appointed official. This is 
especially true if they have the authority to bind 
the district by contract.

SPECIFIC PROHIBITIONS
(RCW 42.23.070)
1.	 No municipal officer may use his or her 

position to secure special privileges or 
exemptions for himself, herself, or others.

2.	 No municipal officer may, directly or 
indirectly, give or receive or agree to 
receive any compensation, gift, reward, or 
gratuity from a source except the employing 
municipality, for a matter connected with or 
related to the officer’s services as such an 
officer unless otherwise provided for by law.

3.	 No municipal officer may accept employment 
or engage in business or professional activity 
that the officer might reasonably expect 
would require or induce him or her by reason 
of his or her official position to disclose 
confidential information acquired by reason 
of his or her official position.

4.	 No municipal officer may disclose 
confidential information gained by reason 
of the officer’s position, nor may the officer 
otherwise use such information for his or her 
personal gain or benefit.

https://www.pdc.wa.gov/rules-enforcement/guidelines-restrictions/guidelines-school-districts-election-campaigns
https://www.pdc.wa.gov/rules-enforcement/guidelines-restrictions/guidelines-school-districts-election-campaigns
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EXCEPTIONS TO PROHIBITIONS
(RCW 42.23.030)
Situations which are deemed not to be conflicts 
for school officials are:
1.	 The designation of public depositories for 

municipal monies;
2.	 The publication of legal notices required by 

law to be published by any municipality, upon 
competitive bidding or at rates not higher 
than prescribed by law for members of the 
general public;

3.	 The designation of a school director as clerk 
or as both clerk and purchasing agent of a 
school district;

4.	 The employment of any person by a 
municipality for unskilled day labor at wages 
not exceeding $200.00 in any calendar 
month. The exception provided in this 
subsection does not apply to a first class 
school district;

5.	 (a) The letting of any other contract in which 
the total amount received under the contract 
or contracts by the municipal officer or the 
municipal officer’s business does not exceed 
$1,500.00 in any calendar month. (b) The 
exceptions provided in this subsection do not 
apply to a sale or lease by the municipality 
as the seller or lessor. (c) The municipality 
shall maintain a list of all contracts that are 
awarded under this subsection. The list must 
be made available for public inspection and 
copying;

6.	 The letting of any employment contract for 
the driving of a school bus in a second class 
school district if the terms of such contract 
are commensurate with the pay plan or 
collective bargaining agreement operating in 
the district;

7.	 The letting of any employment contract as a 
substitute teacher or substitute educational 
aide to an officer of a second-class school 
district that has two hundred or fewer full-
time equivalent students, if the terms of the 
contract are commensurate with the pay plan 
or collective bargaining agreement operating 
in the district and the board of directors has 
found, consistent with written policy, under 

28A.330.340, that there is a shortage of 
substitute teachers in the school district;

8.	 The letting of any employment contract to 
the spouse of an officer of a school district, 
when such contract is solely for employment 
as a substitute teacher for the school district.
This exception applies only if the terms of 
the contract are commensurate with the 
pay plan or collective bargaining agreement 
applicable to all district employees and the 
board of directors has found, consistent with 
the written policy under RCW 28A.330.240, 
that there is a shortage of substitute teachers 
in the school district; and

9.	 The letting of any employment contract to 
the spouse of an officer of a school district 
if the spouse was under contract as a 
certificated or classified employee with the 
school district before the date in which the 
officer assumes office and the terms of the 
contract are commensurate with the pay plan 
or collective bargaining agreement operating 
in the district. However, in a second class 
school district that has less than two hundred 
full-time equivalent students enrolled at the 
start of the school year as defined in RCW 
28A.150.040, the spouse is not required to be 
under contract as a certificated or classified 
employee before the date on which the 
officer assumes office.

10.	A municipal officer may not vote in the 
authorization, approval, or ratification of a 
contract in which he or she is beneficially 
interested even though one of the 
exemptions allowing the awarding of such a 
contract applies. The interest of the municipal 
officer must be disclosed to the governing 
body of the municipality and noted in the 
official minutes or similar records of the 
municipality before the formation of the 
contract.

REMOTE INTERESTS
(RCW 42.23.040)
All elected and appointed officers of a school 
district shall not be deemed interested in a 
contract if they have only a remote interest in the 
contract, such interest is disclosed to the board 
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of directors, such interest is noted specifically 
in the official minutes or records of the district 
prior to entering into the contract, and the board 
approves the contract without the vote of the 
remote-interest official.
Remote interest is:

1.	 A non-salaried officer of a non-profit 
corporation;

2.	 An employee or agent of contractor where 
the compensation of the employee or agent 
is entirely fixed wages or salary;

3.	 A landlord or tenant of a contracting party;
4.	 A holder of less than one percent (1%) of the 

shares of the contracting party.

REFERENCES
•	 Code of Ethics for Municipal Officers – 

Contract Interests (RCW 42.23) 

•	 WSSDA’s Avoiding Conflicts of Interest—A 
Guide for School Board Members and 
Superintendents

Open, Public, Executive 
and Non-Open Meetings
REGULAR MEETINGS: 
MAINTAINING PUBLIC TRUST
Representative democracy relies on the 
informed trust of the citizens. One of the critical 
places for school boards to work to retain the 
informed trust of their communities is in the 
conduct of meetings that are effectively run, 
meet the requirements of the law and address 
the reasonable expectations of the citizenry. 
The public’s trust is too delicate for school 
board members and administrators to proceed 
without a sophisticated and legally grounded 
understanding of public meeting requirements 
Washington School District Directors’ Association 
(WSSDA) publishes a document which addresses 
the Open Public Meetings Act, other legal 
requirements, and nonlegal issues surrounding 
effective and responsive public meetings. This is 
written exclusively from the perspective of school 
districts and school boards. It should be used 
as a resource to help dispel inaccurate common 

knowledge and practice, and to increase 
sophisticated compliance with the law and public 
trust.
How do we establish a regular meeting? The 
board is required by state law to adopt a board 
policy that identifies the date, time, and place of 
the board’s regular meetings.
We established a regular meeting schedule at 
the beginning of the school year, but now we 
want to change it. What do we do? The board 
must amend the board policy to identify the new 
dates, times and places of the board meetings.
We need to cancel our regularly scheduled 
meeting because we do not have a quorum. 
What should we do? If the board knows more 
than 24 hours in advance, the meeting should be 
canceled and rescheduled as a special meeting.

EXECUTIVE SESSION
Parts of board meetings can be held without the 
public. These portions of the meeting are called 
executive sessions. If the board is going into 
executive session, the president or chair must 
announce the general purpose of the session 
and how long it will last. If the executive session 
runs longer, the president or chair must make 
another announcement extending the session.

The minutes should reflect the executive session 
and the general purpose if it was extended 
and when it ended. A detailed record of the 
executive session should not be made. Despite 
the confidentiality of the matters discussed in 
executive session, any record of the session 
is subject to disclosure under the state public 
records act.

There are 15 statutory reasons for an executive 
session; 7 do not apply to school boards. Of the 
8 remaining, one of the following must apply to 
the circumstances for a school board to exclude 
the public from its meeting:

• Matters affecting national security; or, if in 
compliance with any required data security 
breach disclosure under RCW 19.255.010 and 
42.56.590, and with legal counsel available 
information regarding the infrastructure and 
security of computer and telecommunication 
networks, security and service recovery plans, 

https://app.leg.wa.gov/rcw/default.aspx?cite=42.23
https://app.leg.wa.gov/rcw/default.aspx?cite=42.23
https://wssda.box.com/s/vrn9cx2ax974q3v4z55cjs8398d5dsjq
https://wssda.box.com/s/vrn9cx2ax974q3v4z55cjs8398d5dsjq
https://wssda.box.com/s/vrn9cx2ax974q3v4z55cjs8398d5dsjq
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•	 security risk assessments, and security test 
results to the extent that they identify specific 
system vulnerabilities, and other information 
that if made public may increase the risk to 
the confidentiality, integrity, or availability of 
agency security or to information technology 
infrastructure or assets;

•	 The selection of a site or the acquisition of 
real estate if public knowledge of the matter 
might increase the price;

•	 The minimum selling price of real estate 
if public knowledge of the matter might 
depress the price, but final action selling or 
leasing real estate must be taken in a public 
meeting;

•	 Negotiations on the performance of a 
publicly bid contract if public knowledge 
might increase costs;

•	 Complaints or charges against an employee 
or board member; however, the person 
complained against may open the meeting to 
the public;

•	 Qualifications of an applicant for public 
employment or review of the performance 
of a public employee, but final actions must 
be taken in public and discussions affecting 
employees generally must be held in public;

•	 Qualifications of a candidate for appointment 
to elective office, but interviews and the final 
appointment must be held in public; and

•	 Discussion with legal counsel, of enforcement 
actions, litigation or potential litigation, if 
public discussion might result in an adverse 
legal or financial consequence. Amendments 
in 2001 provided a specific definition of 
potential litigation.

SPECIAL MEETINGS
Any meeting of the board that is not a regular 
meeting as set out in the board’s policy for day, 
time, and place, is a special meeting. A special 
meeting of the board may be called by the 
president or chair of the school board, or by a 
majority of the board.

Each member must receive written notice, either 
through the mail or personally delivered, at 
least 24 hours before the meeting. Any radio 

or television station or newspaper may file with 
the district a request to be notified of special 
meetings of the board. Any media outlet that 
has fled such a request must receive the same 
notification as board members, within 24 
hours of the meeting. The notice requirements 
may be waived by any board member and are 
considered waived if the board member attends 
the meeting, even without official notice.

The notification must include the time, place 
of the special meeting and the business to be 
transacted. In the case of a special meeting, an 
agenda, or a list of the business to be transacted, 
is required in advance of the meeting. This is 
not a requirement for regular meetings. The 
board cannot take final action at a special 
meeting on any matter not on the original notice 
and agenda. There is no similar restriction on 
regular meeting actions; those agendas may 
be amended to add new items even during the 
meeting.

A special meeting can be held for the purpose of 
holding an executive session. The meeting notice 
should state the general reason for the executive 
session. The special meeting is called to order, 
the president or chair announces the board is 
going into executive session, and the meeting 
can proceed.

The minutes are brief, showing when the 
meeting was called to order, who was present, 
the general purpose for the executive session 
and any actions taken by the board, if any, when 
they return to open session.

OTHER NON-OPEN MEETINGS
One thing that is not well understood is that a 
board discussion about strategies for collective 
bargaining negotiations is exempt from the open 
public meetings requirements. Chapter 42.30 
RCW does not apply to: collective bargaining 
sessions with employee organizations, including 
contract negotiations, grievance meetings, and 
discussions relating to the interpretation or 
application of a labor agreement; or that portion 
of a meeting during which the governing body 
is planning or adopting the strategy or position 
to be taken by the governing body during the 
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course of any collective bargaining, professional 
negotiations, or grievance or mediation 
proceedings, or reviewing the proposals made 
in the negotiations or proceedings while in 
progress. Such meetings do not need to be 
advertised.
There are additional exemptions from open 
public meetings which may apply to school 
districts (see RCW 42.30.140). In particular, when 
the board meets regarding a quasi-judicial 
matter between named parties, as distinguished 
from a matter having a general effect on the 
public or a class or group (such as a student 
disciplinary hearing) such a meeting would 
be exempt from the open public meetings 
requirement.

REQUIRED TRAINING
State law requires that each locally elected 
official and statewide elected official, and each 
person appointed to fill a vacancy in a local or 
statewide office, must complete basic open 
government training regarding open public 
meetings and public records and records 
retention requirements within 90 days of 
assuming office as well as refresher training at 
intervals of no more than four years for as long 
as the elected or appointed official holds office.

RESOURCES
•	 Open Public Meetings Act (Chapter 42.30 

RCW)
•	 WSSDA’s Open Public Meetings. A Guide 

to Public Accountability for School Board 
Members and Superintendent

•	 Washington State Attorney General Guidance 
on Public Records and Open Public Meetings

Professional Conduct
OFFICE OF PROFESSIONAL 
PRACTICES
The Office of Professional Practices, a division 
under the auspices of the Superintendent of 
Public Instruction, is charged with enforcement, 
including the discipline of educational 
practitioners for violation of the Professional 
Code of Conduct. The office receives, 
investigates, and makes legal findings regarding 
complaints. A nine-member professional 
advisory committee reviews appeals from 
proposed disciplinary actions. Educators who 
violate the code may be reprimanded or 
their license to practice may be suspended or 
revoked. The Office of Professional Practices 
also reviews charges that an applicant for or 
the holder of professional certification lacks 
good moral character or personal fitness. These 
standards are set forth in WAC 181-86-013 and 
address commission of criminal acts and other 
behavior which endanger children. Commission 
of criminal acts may not be directly related to 
professional conduct but they do reflect upon 
the trustworthiness of serving as a professional 
educator.

ROLE OF THE ESD SUPERINTENDENT
ESD superintendents sometimes receive Code of 
Conduct complaints directly from citizens. WAC 
181-86-105 covers the ESD superintendent’s role 
and responsibility with such complaints. Should 
the ESD superintendent receive a complaint and 
determine that it warrants an investigation, he 
will consult with the district superintendent to 
determine the preferred course of action. 
Either the district superintendent or the ESD 
superintendent may conduct the investigation, 
but there is no requirement to duplicate 
investigations.

RESOURCES
•	 Professional Certification—Acts of 

Unprofessional Conduct (Chapter 181-87 
WAC)

•	 Duty of ESD superintendent to investigate 
complaints (WAC 181-86-105)

http://bit.ly/RCW4230
http://bit.ly/RCW4230
https://wssda.box.com/s/p0bh3nzif14ejgw9u6d9pmjxx60q4vac
https://wssda.box.com/s/p0bh3nzif14ejgw9u6d9pmjxx60q4vac
https://wssda.box.com/s/p0bh3nzif14ejgw9u6d9pmjxx60q4vac
http://bit.ly/PublicRecordsandMeetings
http://bit.ly/PublicRecordsandMeetings
http://bit.ly/18187WAC
http://bit.ly/18187WAC
http://bit.ly/18187WAC
http://bit.ly/WAC18186105
http://bit.ly/WAC18186105
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MINDING YOUR DISTRICT’S BUSINESS

You will use accounting funds to manage the 
cost of operating your school district. Each fund 
has its own restricted purpose:
•	 General Fund – This fund is the primary 

fund used for the school district operations. 
This is the largest of the accounting funds 
and pays for everything except for items 
whose purpose falls within the other funds. 
The cost of textbooks, classroom supplies, 
overhead, motor pool, and most all salaries 
and benefits.

•	 Sub-general Fund – This fund is for 
tracking all local revenues including fines, 
fees, impact aid, levy dollars, and levy 
equalization. This fund also accounts with the 
offsetting expenditures that are beyond the 
prototypical school model. Some examples 
may be a Music or Art teachers, additional 
para-educators, extra-curricular activities, and 
sports.

•	 Debt Service Fund – The purpose of this 
fund accounts for the accumulation of 
resources for and the payment of long-term 
debt principal and interest.

•	 Capital Projects Fund – Accounts for 
financial resources to be used for the 
acquisition or construction of major capital 
facilities. Can be used for the acquisition of 
land, existing facilities, and construction of 
buildings, purchase of equipment, conducting 
energy audits, and making improvements 
such as roofs, carpets, services systems, and 
technology.

•	 Associated Student Body Fund – This fund 
is financed from collecting fees from students 
and non-students for optional, noncredit, 
extracurricular events. The expenditures are 
restricted to the use of student activities and 
must be approved by the associated student 
body prior to monies being disbursed.

•	 Transportation Vehicle Fund – This fund 
is solely used for the purchase of yellow 

school buses or major bus repairs. Revenues 
for this fund are generated from the state 
depreciation of your current fleet. It is 
important to understand the age of your 
fleet and depreciation revenue as it relates to 
the need to replace your fleet. Depreciation 
schedules can be found on OSPI’s website.

Below you will find deadlines and items to 
remember as you go through the year. There 
are also recurring items that you will evaluate 
monthly:
•	 Program expenditures compared to budget
•	 State and federal grant expenditures
•	 Cash flow projections
•	 Enrollment budget to actual comparisons
•	 Ending fund balances
•	 Revenues compared to expenditures
•	 Accounts payable
•	 Payroll

July
ENDING FUND BALANCE
	◦ The finance team will be starting the process 

of evaluating the ending fund balances for 
all of your district funds. This is an important 
factor as you will be wrapping up the year 
and this will give you an understanding of the 
financial status of the district as you look into 
the next year.

•	 Understand the difference between the types 
of fund balances:
	◦ Non-spendable – Inventory & prepaid 

items
	◦ Restricted – For specific purposes
	◦ Committed – Requires formal action by 

the board of directors such as a board 
policy or resolution

	◦ Assigned – Management’s and/or the 
board of directors’ intended uses of 
resources
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	◦ Un-assigned – Available after all non-
spendable, restricted, committed, and 
assignments have been designated 

BUDGET ADOPTION — F–195
•	 Budget Adoption Deadlines

	◦ Public Budget Hearing
	◦ Publish in public circulation two weeks 

prior to the hearing
	◦ Make copies available to the public
	◦ MSOC Statement is a required component 

of the budget presentation to the board
	◦ Requires a budget resolution

GRANTS
•	 Review state and federal grants to ensure 

within carryover limits.
•	 Complete final program expenditures. August 

ending grants require all expenditures to be 
made by August 31.

•	 Make final grant adjustment and ensure all 
time & effort is completed for the year.

•	 Complete all year-end state and federal grant 
reports.

PROGRAM MONITORING 
CONSIDERATIONS
•	 Administrative/board retreats
•	 Staff/family communications
•	 Summer maintenance & projects
•	 Staff hiring

August
BUS FLEET
•	 Evaluate the need for new buses. Is there a 

long- term bus replacement plan?
•	 Bus state bid information can be found on 

OSPI’s website.
	◦ Depreciation payments are made to the 

District in August of each year through the 
apportionment.

	◦ Depreciation payments are made based 
on your current bus fleet. Evaluate 
long-term bus needs in comparison to 

fund balance and annual depreciation 
payments.

	◦ Add buses to your fleet before older 
buses fall off the schedule, if possible.

	◦ Bus depreciation information can be 
found on OSPI’s website.

•	 Work with vendor to determine the delivery 
date.

FINALIZE EXPENDITURES
•	 Review all program expenditures and make 

final adjustments, spending plans for the 
preparation of closing out your financial year.

•	 All programs should balance.
	◦ Ensure state & federal programs met their 

minimum expenditure requirements & 
maintenance of effort.

PROGRAM MONITORING 
CONSIDERATIONS
•	 Negotiations
•	 Summer maintenance & projects
•	 Classified staff hours & assignments
•	 New employee orientation
•	 Transportation routes & driver hours

September
ENROLLMENT
•	 Compare count day total to budgeted 

enrollment.
•	 Determine enrollment adjustments for 

Running Start participation.

K–3 CLASS SIZE
•	 Analyze final class size ratios to ensure 

compliance. Understand the financial impact 
in loss of apportionment if not compliant.

•	 Report compliance via the S-275 in 
November.

PSES PHYSICAL, SOCIAL AND 
EMOTIONAL SUPPORT
•	 Analyze final PSES ratios to ensure 

compliance. Understand the financial impact 
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in loss of apportionment if not compliant.
•	 Report compliance via the S-275 in 

November.

LOCAL EFFORT ASSISTANCE
•	 Determine if you are eligible for LEA.
•	 Payments are made in conjunction 

with tax collection months through the 
apportionment process (OSPI completes 
F-780 in January).

GRANTS
•	 Verify that all grant applications are complete 

by checking EGMS/Dept of Ed.

YEAR-END — F–196
•	 Verify program expenditures by:

	◦ Reviewing all state and federal grant 
balances

	◦ Reviewing state recovery/carryover 
worksheet

	◦ Verifying federal crosscutting/
maintenance of effort

•	 Finalize ending fund balances for each fund.
•	 Verify that the ending fund balances 

meet your board policy, make last-minute 
adjustments as deemed necessary.

•	 Audit:
	◦ Determine if a Federal Single Audit is 

required (federal expenditures in excess 
of $750,000) by using the Schedule of 
Expenditures of Federal Awards

	◦ Verify audit cycle — accountability, 
financial, single

LEVIES
•	 Determine if you need to renew an existing 

or run a new enrichment, capital, bond, or 
transportation vehicle levy.

•	 Verify filing deadlines.		
•	 If running an enrichment levy, obtain OSPI 

approval.
•	 SAO will audit enrichment levies.
•	 Understand your current assessed value 

by reviewing current assessor rates at your 

county website.
•	 Levies are placed on the ballot as a dollar 

amount per $1,000; however, are certified 
with the county based on a total dollar 
amount.
	◦ Ensure that you are calculating the 

appreciation of property values to obtain 
the maximum levy amount

	◦ ESSB 5313 established maximum 
allowable levies are as the lesser of 
$2.50 per $1,000 of assessed valuation–
OR−$2,500 per pupil

	◦ District’s over 40,000 students maximum 
allowable per pupil is $3,000

•	 Per pupil values are adjusted by inflation 
beginning with property taxes levied for 
collection in 2020

•	 Rate per $1,000 is not adjusted for inflation.
•	 The maximum dollar amount shall be 

reduced accordingly as provided under RCW 
43.09.2856(2)

MINIMUM BASIC EDUCATION —
FP-1497
•	 Districts must verify they offer the minimum 

required instructional hours: 
	◦ Grades 1–8: A district-wide annual average 

of 1,000 instructional hours
	◦ Grades 9–12: A district-wide annual 

average of 1,080 instructional hours
	◦ Kindergarten: At least 450 instructional 

hours, increasing to 1,000 hours as 
full-day kindergarten is implemented 
statewide

•	 Alternatively, districts can calculate a district-
wide annual average of 1,027 instructional 
hours across grades 1–12.

•	 Districts must confirm they operate: 
	◦ A minimum of 180 school days per year 

for grades 1–12
	◦ 180 half-days of instruction, or equivalent, 

for kindergarten, transitioning to 180 full 
days as full-day kindergarten is phased in
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PROGRAM MONITORING 
CONSIDERATIONS
•	 Annual Employee Orientation: L & I, 

Bloodborne Pathogens, Bullying/harassment, 
child abuse reporting, and others required by 
policy

•	 Food services free & reduced lunch 
enrollment

•	 Board goals & school report card
•	 Annual state assessment schedule & district 

testing plans
•	 FERPA and OCR public notices
•	 E-Rate planning
•	 Relationships with local legislators

October
YEAR-END — F–196
•	 Due to the ESD on October 25

GRANTS
•	 Verify grant awards in EGMS; make budget 

adjustments as necessary
•	 E-Rate applications are due

PROGRAM MONITORING 
CONSIDERATIONS
•	 Running Start participation
•	 New employee observations/evaluations
•	 WASA fall workshop
•	 District/School improvement plans
•	 Curriculum adoptions & implementation 

monitoring
•	 Staff development
•	 Association representative meetings

November
ELECTIONS
•	 Filing elections for April ballot.

CAPITAL BUDGET PLANNING
•	 Ensure that you evaluate and update capital 

purchase plans
•	 Apply bid threshold, public works, and 

prevailing wage requirements as applicable

TRANSPORTATION
•	 First count of the year, conducted on a 

quarterly cycle

FINAL S–275
•	 Due November 22
•	 Review for K–3 class-size & PSES compliance.
•	 Understand the funding impact of non-

compliance

PROGRAM MONITORING 
CONSIDERATIONS
•	 New employee 90-day evaluations
•	 Board recognition
•	 WSSDA conference
•	 Association representative meetings

December
REVENUE	PROJECTIONS
•	 Apportionment allocations will adjust in 

January from F-203 projected enrollment to 
actual enrollment

•	 Monitor for large variances between 
budgeted and actual enrollment projections

CASH-FLOW PROJECTIONS
•	 Understand the apportionment payment 

schedule for each month. Payment 
percentages change

•	 If there is a large variance between actual and 
projected enrollment, prepare for a reduction 
in apportionment in January

PROGRAM MONITORING 
CONSIDERATIONS
•	 Levy election filing for February election
•	 Levy communications
•	 Employee probation recommendations
•	 E-Rate application
•	 Association representative meetings



Superintendent Handbook | Page 17

January
GRANTS
•	 Impact Aid application due
•	 Review grant expenditures and claims
•	 Verify expenditures are claimable, determine 

if budget revisions are necessary if there are 
any un-claimable expenditures

•	 Evaluate if staffing/expenditure adjustments 
are needed

LEVIES / LEVY AUTHORIZATION / 
LEVY EQUALIZATION
•	 New assessed valuations will be certified by 

the county assessor
•	 F-780 is released by OSPI. This will calculate 

your levy authority and levy equalization

LEGISLATIVE SESSION
•	 Analyze fiscal impacts

PROGRAM MONITORING 
CONSIDERATIONS
•	 Start budget and staffing discussions
•	 Curriculum selection process
•	 Employee probation notifications
•	 Summer program planning
•	 Legislative changes
•	 Association representative meetings

February
LEGISLATIVE SESSION
•	 Monitor & analyze fiscal impacts
•	 Advocate for your school

BUDGET PREPARATIONS & 
PROJECTIONS
•	 Enrollment
•	 Staffing

	◦ RIF notices
	◦ Increases
	◦ Bargaining

•	 Budget Goals
	◦ Any new school initiatives

	◦ Fund Balance Policies
	◦ Capital Expenditures

•	 Budget Methodology
	◦ Will you take a 3-year average of 

expenditures?
	◦ Roll prior year expenditures and add a 

percentage increase

PROGRAM MONITORING 
CONSIDERATIONS
•	 Curriculum selection process
•	 New program planning
•	 Staff development plans
•	 Association representative meetings

April
GRANTS
•	 Evaluate June-ending grant expenditures & 

claims to ensure they are within allowable 
expenditures and meet carryover limits.

•	 Adjust accordingly.

FISCAL
•	 Determine if your district needs a budget 

extension.

SUMMER PLANNING
•	 Identify and prepare for facilities and 

maintenance projects for the summer.

May
BUDGETING
•	 Meet with staff, board, community groups
•	 Determine COLA
•	 Analyze legislative changes
•	 RIF notices
•	 Hiring plans
•	 Prepare for negotiations
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PROGRAM MONITORING 
CONSIDERATIONS
•	 WASA Superintendents Workshop
•	 Interlocal agreements
•	 Employee evaluations
•	 Association representative meetings

June
GRANTS
•	 Finalize expenditures for June ending grants
•	 Evaluate August-ending grants

BUDGET
•	 F-203 Revenue Driver

	◦ Revenues are projected through the 
completion of an F-203. The F-203 utilizes 
enrollment data to project your upcoming 
apportionment allocation. It is important 
to ensure that you budget enrollment 
accordingly as this projection will be 
utilized for all apportionment payments 
September–December.

	◦ Revenues are based on the state 
prototypical school model.

	◦ This is a funding model, not a staffing 
model.

	◦ Be aware of compliance requirements, 
such as K–3 class size & PSES.

	◦ Class-size compliance is based on a single 
districtwide calculation across all schools 
and grade levels.

	◦ Must be 17:1.
	◦ PSES funding based on prototypical 

school model.
	◦ Districts must staff at or above required 

levels to retain full funding.
	◦ Eligible Positions: counselors, nurses, 

social workers, psychologists, SLP, 
pupil management & safety, health 
services, family engagement 

	◦ Contracted staff reporting tool 
	◦ Both are Ddriven by S-275 data.
	◦ Verified three times per year January, 

March, and June. 

•	 F-195F — Four-Year Budget Requirements
	◦ Enrollment
	◦ Estimated revenues
	◦ Estimated expenditures
	◦ Summary of beginning and ending non-

spendable, restricted, committed,
	◦ assigned and unassigned fund balances
	◦ Transfers
	◦ Understand the potential bond rating 

impacts of showing large negative fund 
balances into future years. Many school 
districts have experiences adjustments 
in the Moody’s bond ratings for poor 
financial outlooks.

•	 Expenditures
	◦ Evaluate the impact of staff movement on 

the salary schedule and other negotiated 
components within your CBA.

	◦ Calculate potential program carryover 
from the prior year.

	◦ Assess staff changes, how will new hires 
impact budget/programs.

	◦ Determine if additional positions are 
needed.

	◦ Budget for MSOC.
	◦ Evaluate legislative changes and 

implementation requirements.
	◦ Budget for any necessary capital 

expenditures.
	◦ Determine budget capacity to minimize 

the need for future budget extensions.

PROGRAM MONITORING 
CONSIDERATIONS
•	 WASA/AWSP Summer Conference
•	 Negotiations
•	 Staff hiring
•	 Summer building schedules
•	 Staff development plan
•	 Administrative employee evaluations

•	 Association representative meetings
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WORKING WITH YOUR BOARD

A strong, trusting relationship between the 
school board and superintendent is essential to 
a well-governed, high-functioning school district. 
Each has a distinct role: the board sets vision 
and policy, while the superintendent manages 
operations and provides professional leadership. 
When both sides respect these boundaries 
and communicate openly, decisions are better 
informed, more strategic, and more likely to 
reflect community values.
This partnership thrives on mutual trust, clarity 
of roles, and consistent collaboration. The 
superintendent relies on the board for direction 
and support, while the board depends on the 
superintendent for expert advice, transparency, 
and execution. Regular, candid dialogue—
grounded in shared goals—strengthens this 
bond and helps the district respond effectively to 
emerging challenges.
When this relationship is strong, student 
outcomes improve, staff feel supported, and 
the community gains confidence in district 
leadership. Investing in this partnership is not 
just good governance—it’s essential leadership.

New Player, New Team
Upon assuming a new superintendent position, 
Any time a new superintendent or board 
member joins the district, a new leadership 
team is formed. Even one change alters the 
group’s dynamics, communication patterns, 
and decision-making approach. It’s essential to 
recognize this shift and invest in team-building 
early—clarifying roles, aligning expectations, and 
establishing trust. Strong teams don’t form by 
accident; they’re built intentionally, with a focus 
on shared purpose and respectful collaboration 
from the start.

Understanding Roles
Clearly defined roles between the superintendent 
and school board are vital to district success. 
When everyone understands who is responsible 
for what, decisions are made more efficiently, 
conflicts are minimized, and trust grows. The 
board governs—setting policy, adopting 
budgets, and monitoring outcomes. The 
superintendent leads—managing day-to-day 
operations, implementing board directives, and 
providing expert guidance.  Confusion or overlap 
in these roles can lead to micromanagement, 
missed opportunities, or strained relationships. 
Clarity ensures that both the board and 
superintendent can focus on their strengths and 
work together in service of students. Aligned 
leadership starts with shared understanding. A 
clear, concise Board Operating Protocol can be 
helpful in not only clarifying roles between the 
board and Superintendent, but also with the 
public.

RESOURCES
•	 Guide for Effective School Board Members 

(WSSDA)
•	 Washington School Board Standards (WSSDA)
•	 Open Public Meetings (WSSDA)
•	 Sample School Board Operating Protocol 

(Quincy SD)
•	 Sample School Board Handbook (Oak Harbor 

SD)

https://wssda.app.box.com/s/js4kl94l0wgvl4wkzfczifgfnkue8ld6
https://wssda.app.box.com/s/js4kl94l0wgvl4wkzfczifgfnkue8ld6
https://wssda.app.box.com/s/smd5n3ykrkeq2publ7k9gjw2dj67rlzs
https://wssda.app.box.com/s/p0bh3nzif14ejgw9u6d9pmjxx60q4vac
https://app.eduportal.com/documents/view/392309
https://app.eduportal.com/documents/view/392309
https://s3.amazonaws.com/scschoolfiles/3267/oak_harbor_school_board_orientation_handbook_1.pdf
https://s3.amazonaws.com/scschoolfiles/3267/oak_harbor_school_board_orientation_handbook_1.pdf
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Preparing for Your 
Evalutation
The School Board ultimately hires, and evaluates, 
just one employee of the school district — the 
Superintendent (they are asked for approval 
of all other hires). A review of the contract 
will provide information about timelines 
and responsibility for both formative and 
summative evaluation of the Superintendent’s 
performance. Key dates should be highlighted. 
Also, a district’s strategic plan can be a helpful 
guide in this process. Whether or not a current 
strategic plan exists, annual goals should be 
developed in collaboration with the Board. Goals 
should be established for the District, Board, 
and Superintendent. The contract, strategic 
plan, and goals should be used as a guide 
in the evaluation process, and the particular 
form and process used should be reviewed for 
understanding and relevancy. In this key area, 
too, both WASA  and your local ESD can provide 
guidance and assistance, and WSSDA provides 
helpful resources on both standards-based and 
outcomes-based, superintendent evaluations.

RESOURCES
•	 Superintendent Evaluation Models (WSSDA)

https://wssda.org/member-services/governance-resources/superintendent-evaluation/
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STRATEGIC PLANNING

“I am hard pressed to think of any organization 
that has sustained some measure of greatness 
in the absence of goals, values, and missions 
that become deeply shared throughout the 
organization.”
— Peter Senge, The Fifth Discipline

Why Strategic Planning?
Effective strategic plans inform and are informed 
by the culture of the district. A living plan creates 
coherence from the chaos of the decisions 
faced by the board and district leadership. Clear, 
shared and “owned” strategic plans tend to be 
essentially simple in nature. They focus on three 
to five core needs of the district, summarize 
them in meaningful and memorable ways, and 
guide decision-making.

Review and Revise or 
Restart?
Most districts have a strategic plan. As an 
incoming superintendent, you are not starting 
fresh, you are building on the work of your 
predecessors. The plan you inherit may be 
recent, fresh, vital, and drives everything the 
district does. On the other hand, the plan may 
be dead, untouched for years, and hidden in a 
binder someplace in your office.
As you prepare to make the plan your own, 
consider the following:
•	 What are the board’s expectations related to 

strategic planning?
•	 What process was used to create the current 

plan?
•	 Who was involved?
•	 What evidence do you see of the plan’s 

impact on district decisions and activities?

•	 How is success described within the plan, and 
can you identify clear outcomes aligned with 
the plan?

•	 How does the plan inform continuous 
improvement at the school level?

Based on your assessment of the current plan, 
the needs of your district, and direction from 
your board you need to decide, will you enter 
into the current plan and continue to implement 
it, or will you “press reset” and cause a new plan 
to be crafted.

Understanding Culture 
and Managing Change
Often you need to go slow in order to go 
fast. The culture of your district evolved over 
time, and will be very resistant to change. As 
an incoming superintendent, you have the 
opportunity to observe the culture of the district 
as an outsider for a few months. You should 
consider entering the district with an inquiring 
mind, seeking to understand the context, history, 
values, and beliefs that have created the systems 
and results you see. Your strategic plan can 
be a significant lever for shifting the district 
culture, while also serving as your platform for 
articulating how you think about exemplary 
district characteristics.

What Is Your Framework?
So, you are thinking of creating a strategic 
plan…there is no “right answer” to how to best 
move forward, there is only “your answer.” As 
you prepare to craft your plan, consider these 
guiding questions:
•	 What process and timeline will you employ?
•	 Will the process be facilitated internally or by 

a consultant?
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•	 What are the expectations of the board and 
what role will they play in setting direction of 
your plan?

•	 Who will be involved in:
	◦ Selecting and analyzing data?

	◦ Defining your goals?
	◦ Researching and selecting strategies?
	◦ Monitoring the implementation of your 

plan?
	◦ Evaluating the outcomes of your plan?

•	 How will you keep the plan alive once 
created?

RESOURCES
•	 Making Strategic Planning Work (ASCD) 

http://bit.ly/StrategicPlanASCD
•	 Three Keys to Success http://bit.ly/2CSwRRe

EXAMPLES FROM AROUND 
WASHINGTON
•	 Bellingham
•	 Vancouver
•	 West Valley Spokane
•	 West Valley Yakima

https://www.ascd.org/el/articles/making-strategic-planning-work
http://bit.ly/2CSwRRe
http://bit.ly/StrategicPlanBellingham
http://bit.ly/StrategicPlanVancouver
http://bit.ly/StrategicPlanVancouver
https://www.wvsd.org/apps/pages/index.jsp?uREC_ID=358424&type=d&pREC_ID=2627935
https://www.wvsd208.org/assets/pdfs/SV/WVSD208-Strategic-Plan.pdf
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ACTIVITIES PLANNING

As superintendent, you are responsible for 
ensuring that a wide variety of activities occur 
within the span of a year. Depending on the 
size and structure of your district, you might be 
the one directly responsible or there might be 
others who have those tasks. Some of the tasks 
are logistical, compliance- related, or contractual 
while others are based on developing and 
strengthening relationships between yourself 
and stakeholders. Working closely with those 
who support you and your district, develop 
a yearly cycle of activities. The Washington 
Association of School Administrators (WASA) has 
several helpful resources available.
For your consideration:
•	 Did the previous superintendent and 

leadership team build a calendar?
	◦ If so, review it, with an eye toward what 

you can or may need to adjust
•	 What are all the reports and forms due to 

various entities during the year? These may 
be for compliance-related issues.
	◦ Build a calendar based on due dates
	◦ Consider whether you, as superintendent, 

will ask for any documents prior to the 
actual due date for your review and 
approval

•	 What are the required trainings for staff and 
students throughout the year?

•	 What are responsibilities identified within 
your collective bargaining agreements?

•	 Consider these groups, your relationship, and 
your actions with each:
	◦ School board
	◦ Family and community members
	◦ Local businesses, service organizations 

including police and fire departments
	◦ District- and building-level administrators

	◦ Certificated teaching and support services 
staff

	◦ Classified staff
	◦ Students
	◦ Other districts, at the regional level, at the 

state level
	◦ Other?

•	 What are those activities you will engage in 
monthly?

•	 What are those activities you will engage in 
on a weekly basis?

•	 What are those activities you will engage in 
daily?

•	 In keeping with Dr. Stephen Covey’s 7 Habits 
of Highly Effective People, how will you 
“sharpen the saw?”

RESOURCES
•	 WASA Incoming Superintendent Resources
•	 WASA Early Career Superintendent Academy

http://bit.ly/WASAResources
http://wasa-oly.org/ECSA
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COMMUNICATIONS, MEDIA, AND 
GOVERNMENT RELATIONS
Communications
Your school district’s message helps build the 
reputation of the district and can help recruit 
teachers, staff and students. It is important 
to develop and follow a clear and intentional 
communications plan for internal and external 
stakeholders. Start by identifying your 
communications goals and audiences, and 
then develop communications tactics based on 
each audience. Monitor and adjust your plan 
throughout the year based on its effectiveness. 
Additionally, many people who will be voting on 
your levies and bonds may not have school-age 
children and need to be reminded of the positive 
things happening for kids every day.
•	 Internal audiences include district staff and 

school staff, and your board.
•	 External audiences include families, students, 

labor partners, voters, nonprofit organizations 
providing out of school supports to students 
and families, donors, and others.

Use multiple media (social media, website, 
e-newsletters, mailers) to communicate your 
district’s message. Assign a central office staff 
person to coordinate all communications efforts 
If your district needs additional capacity to 
attend to communications, reach out to your 
ESD for help. If students in your district speak 
multiple languages, translate materials into 
the top five to 10 languages spoken. Your ESD 
can help with connecting you to translation 
resources.

Media
Decide who will serve as the district’s 
spokesperson before a story hits. If you’re in a 
smaller district, the superintendent may serve 
as spokesperson. Inform all staff to direct media 
to the spokesperson. Consider developing a 
checklist of steps to take, including scripted 

messaging. Be sure to respond to all media 
contacts in a timely manner. As superintendent, 
you should be visible and available during a 
major crisis that involves student safety.
Think through who will serve as your most 
strategic media contact on issues that are less 
significant. Contact your ESD if you need help 
working with the media.
There are certain events about which you will 
need to communicate broadly (e.g., release of 
state test scores, the district’s annual budget, 
changes in school boundaries, etc.). If you are 
releasing good news that you want covered 
by local media, or other news about which 
you expect media to cover, consider issuing 
a press release. It is good practice to give 
internal audiences a “heads up” on press release 
information, and to reach out personally to 
stakeholders who might be impacted, such as 
partners, legislators, or donors.
If media report on issues related to your 
district, it is good practice to alert your board 
and to share your own message with internal 
and external stakeholders as well. You want 
stakeholders to get district news from the 
district, and to have confidence that the district 
will keep them informed.

Government Relations
Establish relationships with elected officials 
at the local, state, and national levels. Start by 
introducing yourself to the area’s mayor(s), 
city council members, the county executive 
and county council members, and your state 
senator and representatives. Invite them to 
visit your schools or programs. If you need 
help understanding where to start, your ESD is 
a great resource. Education is primarily a state 
policy and funding issue in Washington. If you 
have a relationship established with your state 
legislators, they will be more likely to reach out 
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to ask how potential legislation would impact 
your district. Through strong relationships, you 
will be able to seek support from your elected 
officials as necessary.
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PREPARING TO BARGAIN

In 2019, the Washington Association of School 
Administrators (WASA), in collaboration with 
the Employee Relations and Negotiations 
Network (ERNN), the Washington State 
School Directors Association (WSSDA), and 
Association of Washington School Principals 
(AWSP), updated their earlier bargaining 
manual. Data incorporated in the manual were 
provided by individual school districts, WASA, 
WSSDA, AWSP, WSPA (Washington School 
Personnel Association), attorneys, labor relations 
consultants, and individual members of ERNN.
Much of the manual is devoted to the strategic 
and operational aspects of leading a school 
district through bargaining, with a focus on 
the specific needs and issues associated with a 
strike. It is strongly advised, though, that districts 
experiencing labor disputes seek professional 
legal, labor relations, and communications 
advice at the earliest possible time. Although 
the manual is comprehensive, it cannot possibly 
provide answers for all the dynamics likely to 
arise, and there is no substitute for personalized 
expert advice.
The idea of communicating about bargaining 
as a routine activity within the context of 
the district’s annual budget development 
cycle is emphasized. Union activities that go 
beyond the bargaining table – like work-to-
rule, picketing, and strikes – are generally 
related to disagreements about the allocation 
of resources (pay, staffing levels, materials). 
Given the percentage of education budgets 
that are devoted to staff and related costs, it is 
appropriate to talk about negotiated contract 
agreements as a core part of the district’s budget 
development process.
Especially in the current, post-McCleary 
environment, superintendents cannot wait 
until bargaining becomes hard to talk about it 
with your stakeholders. It is your job to make 
the boring but important aspects of school 

operations — like legislative impacts and 
bargaining pressures — relevant and digestible 
for the busy people of your community. Toward 
that end, in the 2019 WASA Bargaining Manual, 
you will find a calendar of communications 
prompts to support you by reminding you 
of opportunities to inform and engage your 
community in your budget work throughout 
the year. Also included is an example 
communications package, with talking points, 
an outline for a superintendent’s message, and 
guides on how to use that message in multiple 
ways throughout your community.
The manual is primarily organized around key 
leadership roles during a strike: superintendent, 
school board, principals, communications, and 
legal considerations.
The complete Collective Bargaining Manual 
2019 can be found on the WASA website under 
Resources (www.wasa-oly.org). In order to access 
the Budget and Bargaining Resources page of 
the website, you must be a WASA member. 
Please contact the WASA office (360.943.5717) 
if you would like to become a member or you 
can download an application from the WASA 
website. Once on the Budget and Bargaining 
Resources page, you can find the Collective 
Bargaining Manual 2019.

The Relationship Between 
Budgeting & Bargaining
Budgeting and bargaining are two of the 
most critical—and deeply interconnected—
responsibilities of school district leadership. 
Both processes require foresight, collaboration, 
and a unified approach from the superintendent 
and school board. When aligned, they support 
sustainable financial planning, staff satisfaction, 
and strong educational outcomes. When 
disconnected, they can create instability and 
mistrust.

http://www.wasa-oly.org
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The WSSDA Budgeting & Bargaining Manual 
emphasizes that the collaborative relationship 
between the board and superintendent is the 
single most important dynamic in a district. This 
partnership is particularly vital during bargaining 
season, when financial decisions must reflect 
district priorities, legal obligations, and long-
term viability.
Budget decisions directly shape what can 
be offered at the bargaining table. Promises 
made in negotiations must be supportable 
within the adopted budget—not just for the 
upcoming year, but for the foreseeable future. 
Likewise, bargaining outcomes must inform and 
sometimes adjust financial assumptions during 
the budgeting process.

To navigate this nexus effectively, districts should:
•	 Align bargaining goals with board-adopted 

priorities.
•	 Ensure the superintendent and bargaining 

team have a clear mandate.
•	 Use multi-year financial forecasting to 

evaluate the sustainability of potential 
agreements.

•	 Communicate transparently with stakeholders 
about fiscal limitations and strategic priorities.

In short, budgeting and bargaining are not 
parallel tracks—they are intertwined leadership 
functions that demand trust, strategy, and 
discipline.

Making Budget 
Talk Routine
Gone are the days when a few board meetings 
could check the box for budget communication. 
Today’s communities expect transparency—
and meeting that expectation helps build trust. 
That’s why tying budget updates to routine 
school events is a smart move. The Calendar 
of Opportunities and Prompts encourages 
districts to regularly share financial updates in 
approachable, timely ways.

Instead of waiting for a levy or a public 
bargaining dispute, use seasonal events—like 
open houses, parent-teacher conferences, and 
holidays—to keep the community informed. In 
the fall, recap the summer budgeting process 
and major changes. In the winter, outline the 
district’s budget development timeline and 
upcoming legislative issues. Spring offers 
chances to thank staff, explain fiscal priorities, 
and prepare for the next school year.
By weaving budget messages into familiar 
milestones, you normalize the conversation and 
foster deeper understanding. Keep it simple, 
visual, and relevant—and don’t wait until things 
get tense. Regular communication builds 
credibility before it’s urgently needed.

Preparing for Bargaining
Successful bargaining begins long before 
negotiations start. Preparation is key—and it 
starts with alignment between the school board 
and superintendent on goals, priorities, and 
financial realities. Review your district’s current 
agreements, identify what’s working well, and 
clarify areas of concern. Gather input from 
stakeholders, stay informed on comparable 
agreements in neighboring districts, and monitor 
legislative and funding updates that may impact 
your position.
Develop clear, realistic parameters based on 
multi-year budget projections, and consult with 
legal and HR experts to ensure your team is 
informed and unified. Above all, approach the 
process with transparency, respect, and a focus 
on long-term sustainability. Being well-prepared 
builds credibility, strengthens relationships, 
and increases the likelihood of reaching an 
agreement that serves both staff and students.
The Employee Relations & Negotiations Network 
has training and tools for keeping you and 
your bargaining team ready for effective and 
successful negotiations.
If bargaining gets contentious, WASA, WSSDA, 
ERNN, and AWSP have created a manual and 
have wrap around supports for district who may 
be nearing a strike. 
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RESOURCES
•	 Employee Relations & Negotiations Network
•	 Budgeting & Bargaining Manual (WSSDA)
•	 Collective Bargaining Manual (WASA) 

*Member Access Only

Calendar of Opportunities 
and Prompts
It is no longer enough to talk about the district’s 
finances and budget a few times a year in 
board hearings. Our culture expects greater 
transparency, and rising to this expectation is 
ultimately good for building trust in district 
operations and leadership.
Bringing your bargaining into the context of your 
district’s annual budget development process 
helps to demystify it and builds internal and 
external awareness about the district’s current 
situation and challenges. Trying to share this 
kind of “boring but important” information 
during the midst of a dispute that has already 
gone public is far too late. The same information 
that looks like transparency and inclusion if it 
were shared regularly in advance of any big 
changes will usually come across as defensive 
and less credible when shared in the heat of a 
disagreement.
So be proactive! Look for opportunities 
throughout the year where an activity or holiday 
creates a natural transition for also talking about 
your district’s fiscal status, expected changes, 
and plans for the future. Just like you don’t 
want to be perceived as only talking to your 
community when you need money (in levy years), 
you also don’t want to wait until bargaining gets 
hard to keep your community informed.
This calendar of prompts will help you keep your 
district’s fiscal status and budget development 
process on people’s minds. Not all of the 
prompts will apply to your district. Use your 
judgment and adjust to meet your local needs.

AUTUMN
Welcome Back to School Messages, 
Open Houses
•	 Reminder of summer budgeting process / 

what happened.
•	 Distribute or direct people to your district’s 

budget overview document (ex: Citizens’ 
Guide to the Budget).

•	 Briefly describe the nature of the year’s 
funding (growth, reductions, status quo).

•	 Describe a few major changes in this budget 
(staffing changes, curriculum or other 
investments, etc.) and how the district is 
affording them. In the case of reductions, 
describe how the district is adjusting to those 
reductions and what the district is doing to 
minimize effects to students.

•	 Reference any big news items from the 
summer re: education or education funding 
and note how that big story plays out in your 
local district.

•	 Be sure to note if this is a levy or bond year, 
and comment that folks will be learning more 
about those measures as the fall progresses.

Conferences
•	 Be sure to have simple, visually appealing 

information about the district’s vision, focus 
and/ or priorities available for families, along 
with the most recent district newsletter or 
superintendent message.

•	 Provide your district’s budget overview 
document (ex: Citizens’ Guide to the Budget), 
or some other way to share highlights about 
the district’s budget and fiscal status.

American Education Week
•	 Thank your community for its support of 

strong local public education and your staff 
for their dedication to your community’s 
students.

•	 Look for opportunities to dovetail on a state 
or national education topic and talk about 
the local implications of that issue.

•	 Discuss your district’s legislative/policy 
priorities.

https://www.ernn.com/
https://wssda.app.box.com/s/ovjiixqbp0m769zdfe4fg39gtprbol9q
https://wasa-oly.org/WASA/WASA/Resources/WA_Strike_Manual/2019/Strike_Manual_2019.aspx?hkey=92755e61-f149-41dc-be9c-a9a250ce30aa#gsc.tab=0
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End-of-Calendar-Year Messages
•	 Express your gratitude to the community 

(internal and external) and talk about the 
many ways the local community supports 
local schools

•	 If it is a levy/bond year, focus on how the 
decision was made, who was involved, and 
a strong “thank you” to the community 
(committees, surveys, attending public 
information meetings, etc). Be sure to 
describe how the ballot measure fits into 
the overall picture of the school district’s 
revenues and budget.

WINTER
Budget Development Begins
•	 Describe the process and timeline your 

district follows for budget development.
•	 Describe any known / strongly anticipated 

changes in revenue or expenses.
•	 Invite people to participate in the process and 

describe their opportunities to do so.

End-of-Calendar-Year Message
•	 Look for opportunities in the Governor’s 

annual message to dovetail on a topic and 
talk about the local implications of that issue.

•	 Briefly remind folks of the district’s priorities 
for the year and highlight a few successes 
from the first few months of school.

•	 Thank everyone for their support of students 
and wish them a great holiday break.

Legislative Session Kick-Off
•	 Briefly describe the year’s legislative process 

and timeline.
•	 Describe how the legislative timeline fits 

within the district’s budgeting process/
calendar.

•	 Share your district’s legislative priorities and 
how you are promoting them.

•	 Provide opportunities for parents and the 
community members to support your key 
needs (Share legislative contact information 
and encourage parents to advocate, note 

any education advocacy days and invite your 
families to participate, etc.). 

Bargaining Process Update
•	 Ensure your website has current information 

about the status of your various agreements, 
when they were signed, when they expire, 
links to the contracts.

•	 Briefly describe the bargaining process 
(interest based, traditional, etc) and timeline 
(when expected to begin, anticipated 
frequency of meetings).

Property Tax Statements Sent Out
•	 Describe how schools are funded and what 

percentages of your resources come from the 
state vs. local and how that’s broken down.

•	 Note your gratitude to the community for its 
past support.

•	 Highlight some successes, some investments 
that are working well. (Personalize!)

SPRING
Classified Appreciation Week
•	 Describe what classified employees do in 

your district.
•	 Highlight a few examples of student benefits 

from classified employees.
•	 Talk about how local support is critical for full 

staffing.
•	 Thank your classified employees!

Kindergarten Registration
•	 Be sure to have simple, visually appealing 

information about the district’s vision, and 
priorities available for prospective families, 
along with the most recent district newsletter 
or superintendent message.

•	 Provide your district’s budget overview 
document (ex: Citizens’ Guide to the Budget), 
or some other way to share highlights about 
the district’s budget and fiscal status.

End of Legislative Session
•	 Remind people what your priorities were.
•	 Describe how it went, major changes, how 

those changes are expected to affect your 
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district and impact budget development.
•	 Provide an update on where you are in your 

district’s budget development process: what 
has happened so far, what’s next, where 
people have opportunities for final input.

•	 RIF notices, if needed, must go out by May 
15; communicate early if needed.

Teacher/Staff Appreciation Week
•	 Highlight a few examples of student benefits 

from certificated employees.
•	 Talk about how much local support is critical 

for full staffing.
•	 Thank your employees!

End-of-School-Year Messages
•	 Provide another brief update on where you 

are in your district’s budget development 
process: what has happened so far, what’s 
going to happen over the summer.

•	 Remind folks about the nature of the year’s 
budgeting (growth, reductions, status quo).

SUMMER
Draft Budget Available
•	 Remind folks about the big drivers in this 

year’s draft budget. What changes are we 
considering compared to last year, and why? 
What’s next?

•	 Opportunities to be heard at the public 
meetings.

Budget Approved
•	 Update your district’s budget overview 

document (ex: Citizens’ Guide to the Budget), 
post it online, prep your welcome back 
messages.

•	 And the cycle continues!
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LEGAL FOUNDATIONS OF SCHOOL FINANCE

Washington’s public school system is shaped 
by the State Constitution, state and federal 
law, administrative rules adopted by the 
Superintendent of Public Instruction and the 
State Board of Education, and by court decisions.

State Constitution
The primary legal foundation for the state’s 
public schools is the State Constitution. Article IX 
reads as follows: Section 1. “It is the paramount 
duty of the state to make ample provisions for 
the education of all children residing within its 
borders, without distinction or preference on 
account of race, color, caste, or sex.” Section 2. 
“The legislature shall provide for a general and 
uniform system of public schools... and such... 
normal and technical schools as may hereafter 
be established...” The “paramount duty” and 
“ample provision” language places a priority on 
education not found in most state constitutions. 
This constitutional priority on education was the 
basis of a 1977 lawsuit that reshaped the state’s 
role in school finance.

State Laws
REVISED CODE OF WASHINGTON
The Revised Code of Washington (RCW) consists 
of statutory law enacted by the state Legislature. 
Title 28A RCW encompasses the laws related 
to the common schools and establishes the 
organizational structure of the common school 
system. (“Common schools” are public schools 
operating a program for kindergarten through 
twelfth grade or any part thereof.)

APPROPRIATIONS ACTS
The other state laws that shape school finance 
are the state operating and capital budgets 
enacted by the Legislature and signed by 
the Governor. These are called Biennial 
Appropriations Acts because they provide 

funding for a two-year period. The Operating 
Appropriations Act determines the level of 
state funding for school district operations 
and provides detailed state funding formulas 
and requirements for receiving state funding. 
The Capital Appropriations Acts determine the 
amount of state matching money provided 
for school construction and renovation. 
Appropriation levels can be changed in 
“supplemental” budgets adopted after the 
initial biennial budget is approved. Federal 
revenues are also appropriated in the Operating 
Appropriations Act. However, federal funding 
levels are determined primarily by the U.S. 
Congress. Appropriations acts have the force of 
law but are not codified in the RCW. The laws 
enacted by the Legislature since 1978 have been 
shaped by several major developments: The 
court decisions of Judge Doran, the education 
reform movement, and the McCleary lawsuit and 
involvement of the State Supreme Court.

RESOURCES
•	 Revised Code of Washington (RCW)
•	 Legislative Evaluation and Accountability 

Program
•	 WASA’s members-only EduPortal

The Doran Decision and 
Basic Education Funding
In response to a lawsuit initiated in 1976 by 
Seattle School District, State Superior Court 
Judge Doran directed the state Legislature 
to define and fully fund a program of basic 
education for all students in Washington. In 
the following legislative session, the Legislature 
adopted the Basic Education Act of 1977. The 
court case and this landmark law redefined 
the state role and continue to shape school 
funding policy in Washington. Subsequent 

http://bit.ly/RevisedCode
http://bit.ly/LEAP-WA
http://bit.ly/LEAP-WA
http://bit.ly/TransACT
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court decisions in the 1980s expanded the 
state’s basic education responsibility. Special 
education, bilingual education, institutional 
education, learning assistance program, and 
pupil transportation are now considered “basic” 
and the state fully funds the formulas defined in 
law and in the Appropriations Act. As defined in 
the Doran Decision, the state’s basic education 
responsibility explains the unique character of 
school finance in Washington: Once a program 
is defined as “basic education,” it becomes part 
of an ongoing state entitlement program. The 
state may not reduce the funding level due to 
state revenue problems. The basic education 
funding formula is not unchangeable. It is the 
continuing obligation of the Legislature to review 
the formula as the education system evolves and 
changes.

Education Reform
In the past 10 years, education reform efforts 
have shaped state and federal education policy. 
Education reform reflects the recognition that 
in the information age, education is the key 
to individual success and the health of the 
economy. It is reinforced by efforts to improve 
government by focusing on performance 
(outcomes) rather than inputs. For education, the 
desired outcome is student achievement and the 
goal is improving student learning to meet the 
challenges of the 21st century.
The Basic Education Act requires that each school 
district make available to students enrolled in 
kindergarten through grade 8 at least 1,000 
hours of instruction, and 1,080 for grades 9–12. 
The program shall include the Essential Academic 
Learning Requirements (EALRs) under RCW 
28A.655.060 and such subjects and activities as 
the school district determines to be appropriate 
for the education of the school district’s 
students. The goal of the Basic Education Act 
reads as follows:
“The goal of the Basic Education Act for the 
schools of the state of Washington set forth in 
this chapter shall be to provide students with 
the opportunity to become responsible citizens, 
to contribute to their own economic well-being 

and to that of their families and communities, 
and to enjoy productive and satisfying lives. To 
these ends, the goals of each school district, 
with the involvement of parents and community 
members, shall be to provide opportunities for 
all students to develop the knowledge and skills 
essential to:
1.	 Read with comprehension, write with skill, 

and communicate effectively and responsibly 
in a variety of ways and settings.

2.	 Know and apply the core concepts and 
principles of mathematics; social, physical, 
and life sciences; civics and history; 
geography; arts; and health and fitness.

3.	 Think analytically, logically, and creatively, 
and to integrate experience and knowledge 
to form reasoned judgments and solve 
problems.

4.	 Understand the importance of work and 
how performance, effort, and decisions 
directly affect future career and educational 
opportunities. (RCW 28A.150.210.)”

Much of the school funding debate of the past 
10 years in Washington and nationally is over 
what strategies contribute most to improving 
student achievement.

Key Federal Law
EVERY STUDENT SUCCEEDS ACT
President Obama signed the Every Student 
Succeeds Act (ESSA) into law on December 
10, 2015. It reauthorized the Elementary and 
Secondary Education Act of 1965 (ESEA) and 
replaced the No Child Left Behind Act of 2001 
(NCLB). The purpose of ESSA is to close the 
achievement gap by giving all children the 
opportunity to obtain a high-quality education 
that will enable them to meet challenging state 
academic achievement standards.

RESOURCES
•	 Assessment Requirements
•	 Staffing Requirements for Teachers and Paras
•	 Washington School Improvement Framework

http://bit.ly/OSPIStateTesting
http://bit.ly/StaffReqs
http://bit.ly/WASchoolImprovement
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INDIVIDUALS WITH DISABILITIES 
EDUCATION ACT
The Individuals with Disabilities Education 
Act (IDEA) is the primary federal program 
that authorizes state and local aid for special 
education and related services for children with 
disabilities.

The IDEA Amendments of 1997 significantly 
improved the educational opportunities for 
children with disabilities who are eligible for 
special education. IDEA 1997 focuses on teaching 
and learning, and establishes high expectations 
for eligible students to achieve real educational 
results.

The purpose of IDEA 1997 is to:
•	 Ensure that all eligible children have available 

to them a free appropriate public education 
(FAPE) that emphasizes special education 
and related services to meet their unique 
needs and prepare them for employment and 
independent living.

•	 Ensure that the rights of eligible children and 
their parents are protected.

•	 Assist states, localities, educational service 
agencies, and federal agencies to provide for 
the education of all eligible children.

•	 Assess and ensure the effectiveness of efforts 
to educate eligible children.

IDEA 1997 changed the focus of education for 
eligible children from one that merely provides 
them access to an education to one that 
improves results for all children in our education 
system. The law provides a strong role for 
parents in educational planning and decision 
making on behalf of their children. It focuses 
the student’s educational planning process on 
promoting meaningful access to the general 
curriculum.

On December 3, 2004, President Bush signed 
the Individuals with Disabilities Education 
Improvement Act, a major reauthorization and 
revision of IDEA. The new law preserves the basic 
structure and civil rights guarantees of IDEA but 

also makes significant changes in the law. Most 
provisions of Public Law (PL) 108-446 went into 
effect on July 1, 2005.

Washington 
Administrative Code
The Washington Administrative Code (WAC) 
consists of the policies, rules, and regulations 
adopted by agencies of the state in interpreting 
and carrying out state law. Changes to the 
WAC (sometimes called “rules”) are adopted 
pursuant to the Administrative Procedures Act 
that requires public notice and hearing for any 
proposed rule. Agency authority to adopt rules is 
given in state law.

State Board of Education
The State Board of Education has the power and 
duty to “adopt rules to implement and ensure 
compliance with the program requirements” of 
the Basic Education Act (RCW 28A.150.220 [4]). 
These administrative rules are found in Title 
180 WAC. The State Board of Education (SBE) 
requires an annual review in October of each 
school district’s kindergarten through 12th-
grade program. The purpose is to determine 
compliance with the statutory basic education 
requirements and any supplemental basic 
education requirements the State Board 
may establish. Staff from the State Board of 
Education review each district’s report and 
make recommendations to the SBE. The SBE 
annually certifies each school district as being in 
compliance or noncompliance. Basic education 
support, in an amount established by the SBE, 
may be permanently deducted for a school 
district certified as being in noncompliance 
unless the SBE provides a waiver (WAC 180-16-
195).

Statutory basic education requirements 
include minimum instructional hour offerings, 
students- to-classroom teacher ratio, the 180-
day minimum school year, and certificated staff 
having current and valid certificates.
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Superintendent of 
Public Instruction
The Superintendent of Public Instruction 
has “the power and duty to make such rules 
and regulations as are necessary for the 
proper administration of” laws authorizing 
reimbursement of school district programs. (RCW 
28A.150.290) These administrative rules are 
found in Title 392 WAC.

The Superintendent of Public Instruction adopted 
chapter 392-121 WAC, which carries out laws 
governing the distribution of basic education 
support to school districts, and chapter 392-
122 WAC, which implements laws governing 
the distribution of state monies to school 
districts for programs other than basic education 
apportionment and transportation allocations.

Professional Educator 
Standards Board
The Professional Educator Standards Board 
(PESB) is comprised of the Superintendent of 
Public Instruction and 20 members appointed by 
the Governor for four-year terms. The members 
include four public school teachers, one private 
school teacher, three who represent higher 
education educator preparation programs, 
four school administrators, two educational 
staff associates, one public school instructional 
paraprofessional, one parent, and one citizen. 
The Superintendent of Public Instruction is an ex 
officio, non-voting member.

The purpose of the PESB is to establish policies 
and requirements for the preparation and 
certification of educators that provide standards 
for competency in professional knowledge and 
practice in the areas of certification; a foundation 
of skills, knowledge, and attitudes necessary 
to help students with diverse needs, abilities, 
cultural experiences, and learning styles to meet 
or exceed the four state learning goals.

RESOURCES
•	 Washington State Legislature
•	 Accounting Manual for School Districts
•	 WASA’s members-only EduPortal

The McCleary Decision
The McCleary lawsuit was filed in January 
2007 asserting that the state failed to meet its 
paramount constitutional duty to make ample 
provision for the education of all children 
residing within its borders, without distinction 
or preference on account of race, color, caste, or 
sex.

In January 2012, the Washington Supreme Court 
issued their decision concluding that the state 
had failed to meet its constitutional duty under 
Article IX of the state constitution to make ample 
provision for the education of all children in the 
state. The level of funding provided to school 
districts fell short of the actual costs of the basic 
education program. At the same time, the Court 
recognized that the Legislature had enacted a 
promising set of reforms via SHB 2261 and 2776.

The Court retained jurisdiction over the matter 
to monitor the Legislature’s implementation of 
the reform measures between 2012 and 2018. 
In several subsequent rulings issues in 2012 and 
2014, the Court continued to find that the state 
was “not meeting its paramount duty...to make 
ample provision for the education of all children 
residing within its borders.” In September 2014, 
the Court held the Legislature in contempt for 
failing to present a plan showing how it intended 
to achieve full compliance with Article IX by 
2018. In August 2015, the Court sanctioned the 
Legislature for its continued failure to present a 
plan.

On November 15, 2017, the Court determined 
that the state had achieved full compliance 
with the court orders and with the provisions 
of ESHB 2261 and SHB 2776, except for one 
major aspect: The Legislature delayed complete 
implementation of the new allocation model for 
full state funding of basic education salaries until 
the 2019–20 school year.

http://bit.ly/CodeEth
http://bit.ly/CodeEth
http://bit.ly/TransACT
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During the 2018 legislative session, SHB 2242 
was passed, with enacted measures designed to 
fully implement the new salary allocation model 
by the 2018–19 school year, among many other 
changes.

On June 7, 2018, the Court concluded that 
the state complied with their orders to fully 
implement its statutory program of basic 
education by September 1, 2018, and purged its 
contempt. The Court, therefore, terminated their 
retained jurisdiction and the contempt sanctions.

SUMMARY SHEET REGARDING 
THE COURT’S MCCLEARY V. STATE 
RULING
•	 State Supreme Court documents related to 

McCleary

http://bit.ly/McClearyDocs
http://bit.ly/McClearyDocs
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SCHOOL FUNDING PRIMER

How Is Funding 
Allocated to Schools?
Most of the large state entitlement programs 
(basic education, special education, learning 
assistance, and bilingual) are paid through 
state apportionment formulas. At a simple level 
of understanding — state funding is based 
upon the number of reported student FTE, and 
the number of funded staff positions derived 
using legislative established staffing ratios. 
Additionally, the funding formula provides for 
MSOC (materials, supplies and operating costs) 
for all non-staffing costs.

State funding to a district will fluctuate in 
response to its actual reported student 
enrollment throughout the school year. The 
historic use of staff experience as a factor 
for salary funding is no longer present in the 
funding formula.

SHB 2242 CHANGES
The Salary Allocation Model was discontinued 
for the 2018–19 school year. Beginning in 
2018–19, the funding allocation levels for staff 
were established at the following amounts to be 
adjusted for inflation from 2017–18:
•	 Certificated Instructional Staff (CIS): $64,000
•	 Certificated Administrative Staff (CAS): 

$95,000
•	 Classified Staff (CLS): $45,912
Minimum CIS salary levels are set at $40,000. 
CIS with five years of experience must earn 
at least $44,000, with a maximum of $90,000. 
These values are adjusted for regionalization and 
Implicit Price Deflator inflation.

The average basic education allocation per full-
time student was $6,906 as of June 2018.

BASIC EDUCATION FUNDING 
FORMULA
Beginning in September 2011, a new funding 
model for Washington public schools was 
adopted based upon a prototypical school 
model. Within this model school-level funding 
to the district is provided based upon assumed 
staffing ratios for the operation of a school 
of a particular size. This model is based upon 
prototypical school sizes defined by grade-band 
level and student FTE as follows:

Grade Level Class Size
(Basic Ed)

High Poverty 
Class Size

K 19.00 17.00

1 21.00 17.00

2 22.00 17.00

3 22.00 21.00

4 27.00 n/a

5–6 27.00 n/a

7–8 28.53 n/a

9–12 28.74 n/a

7–8 Career and 
Technical Education 26.57 n/a

9–12 Career and 
Technical Education 26.57 n/a

Skill Centers 22.76 n/a
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Other School Staffing Elem
(K–6)

Mid
(7–8) High (9–12) Staff Type*

Prototypical 
Enrollment 400 432 600 Student FTE

Principals 1.253 1.353 1.880 CAS

Teacher Librarians 0.663 0.519 0.523 CIA

Guidance 
Counselors 0.493 1.216 2.539 CIS

School Nurses 0.076 0.060 0.096 CIS

Social Workers 0.042 0.006 0.015 CIS

Psychologists 0.017 0.002 0.007 CIS

Teaching Assistance 0.936 0.700 0.652 CLS

Office Support 2.012 2.325 3.269 CLS

Custodians 1.657 1.942 2.965 CLS

Student & Staff Safety 0.079 0.092 0.141 CLS

Parent Involvement 0.0825 n/a n/a CLS

School Level – Other School Staffing – The 
funding formula also provides allocations for 
other school staffing positions based upon 
enrollment within the prototypical school model. 
The following chart shows the funded FTE of 
each staffing position per the prototypical school 
size.

In the 2019–21 biennium, a funding 
enhancement was provided to 20 schools with 
the lowest overall student school score in the 
2018–19 school year for additional guidance 
counselors. To receive enhancement, schools 
must demonstrate actual staffing that meets 
or exceeds the units listed in the above chart. 
Elementary schools received an additional 0.307 
and middle schools received 0.512 guidance 
counselor per prototypical school.   

In the 2021–22 school year, the initial 20 schools 
were replaced with all schools that qualify 
for poverty funding greater than 50 percent. 
Elementary schools received an additional 0.186 
and middle schools received 0.704 guidance 
counselor per prototypical school.  

In the 2021–22 legislative session, house bill 
1664 was passed into law increasing the state 
allocation for guidance counselors, school 
nurses, social workers, and psychologists to be 
phased in over three years. This increase includes 
a staffing compliance for all staff identified as 
performing a role helping students with physical, 
social, and emotional well-being (PSES). The 
first year of implementation of this increase and 
compliance is school year 2022–23. During the 
two years of phase-in, schools with 50 percent 
poverty or greater will receive an additional 
0.333 guidance counselors per prototypical 
school. Compliance staff calculations include 
guidance counselors, school nurses, social 
workers, psychologists, student and staff safety 
and parent involvement coordinators. 
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See Figure 27: PSES Staffing Allocations for School Year 2022–23 below for updated PSES staff 
allocations. 

District-level funding is intended to provide 
staffing positions and cover costs related to 
the operation of the entire school district, not 
just a particular school or program. This type 
of funding is generated through the three 
main categories of districtwide support, central 
administration, and MSOC (materials, supplies, 
and operating costs).

Districtwide Support – Funding is allocated by 
staffing position at the following levels, based 
upon total district enrollment without respect to 
grade level:

Districtwide Support All Grades Staff Type

Base Enrollment 1,000 Student FTE

Technology 0.628 CLS

Facilities, Maintenance, 
and Grounds 1.813 CLS

Warehouse, Labrorers, 
and Mechanics 0.332 CLS

Central Administration – Staffing units total 
5.3% of staffing units generated as K–12 
teachers, school level staffing, and districtwide 
support. The percentage is not applied to 
staffing enhancements.

After total units are calculated by using the 
5.3%, they are separated into certificated 
administrative staff and classified staff at a ratio 
of 25.47% of the total and 74.53% of the total 
respectively.

The following chart illustrates how the funding 
for central administrative staffing is derived:

Central Admin Percent Staff Type

Total Central Admin 5.3% n/a

Percent Certificated 
Admin 25.47% CAS

Percent Classified Staff 74.53% CLS
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MATERIALS, SUPPLIES, AND 
OPERATING COSTS (MSOC)
The funding model provides an allocation to 
cover these costs at a specific rate per student. 
The Legislature annually sets the funding level 
for MSOC in the budget bill. Funding is provided 
in seven specific categories of Technology, 
Utilities and Insurance, Curriculum and 
Textbooks, Other Supplies and Library Materials, 
Instructional Professional Development (CLS and 

CIS), Facilities Maintenance, and Security and 
Central Office. The basic ed rates for the 2021–22 
school year are as follows:
RCW 28A.150.260 says that the state allocation 
formula “shall be for state allocation and 
equalization purposes only and shall not be 
construed as mandating specific operational 
functions of local school districts . . .” School 
districts retain responsibility for determining 
staffing levels.
However, districts are held to a standard of 
employing at least 46 certificated instructional 
employees per 1000 students. School districts 
negotiate employee salaries and benefits in 
local negotiations with its employees. However, 
state law limits average base contract salaries 
for certificated instructional staff to the state 
allocated salary.

Basic Ed – MSOC

Total Per Student FTE $1,340

Technology 144

Utilities 383

Curriculum and Textbooks 151

Other Supplies and 
Library Materials 300

Library Materials 22

Instructional Professional 
Development (CIS/CLS) 23

Facilities Maintenance 190

Security and Central Office 131

OTHER PROGRAM FUNDING
Until the 2020–21 school year, the annual 
average headcount of Kindergarten–age 21 
special education enrollment, limited to 13.5% 
of annual average K–12 resident FTE, times the 
district’s BEA rate times .995. Then enrollment 
was broken into two student groups; students 
eligible for and receiving special education who 
spend 80 percent or more of their school day in 
general education settings and eligible students 
who spend less than 80 percent of their school 
day in general education settings. The formula 
for 2021–22 is as follows:   
•	 The annual average headcount of birth 

through age 5 and not enrolled in 
kindergarten special education enrollment, 
times the district’s basic education allocation 
(BEA) rate per student, times 1.15.   

•	 Plus, the annual average headcount of age 
Kindergarten–age 21 for students receiving 
special education who spend 80 percent or 
more of their school day in general education 
settings times the district’s BEA rate times 
1.0075. 

•	 Plus, the annual average headcount of age 
Kindergarten–age 21 for students receiving 
special education who spend less than 
80 percent of their school day in general 
education settings times the district’s BEA 
rate times .995. 

•	 It is not known which group will calculate 
funding over 13.5 percent, so this calculation 
is done after calculating full funding. If the 
percentage of special education students 
in the school district is greater than 13.5 
percent, then the percentage over is 
applied to the funding and reduced. Special 
education safety net funding is provided to 
districts that can demonstrate financial need 
due to high-cost individual students.

The large federal compensatory programs 
(programs for disadvantaged or special need 
students) are also funded through formulas.
Many of the smaller state and federal programs 
are funded through competitive grants. Districts 
must apply for competitive grants. Applicants 
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are scored and awards are made selectively. 
Successful applicants claim reimbursement for 
expenses incurred in providing the program.

When Does the State 
Distribute Funding to 
Schools?
The state distributes funding monthly based on 
apportionment formulas and reimbursement 
claimed through the grants management 
process. The State Treasurer, who is the banker 
for the state, electronically transmits funding 
to each county treasurer for each of the school 
districts headquartered in each county. The 
county treasurers are the bankers for the school 
districts. 

State funding is calculated based upon the 
annual reported student enrollment and factors 
for a school year and paid to districts over 
twelve months based upon a legislative payment 
schedule (RCW 28A.510).

How Do School Districts 
Raise Local Money?
ARTICLE 7 OF THE STATE 
CONSTITUTION AND CHAPTER
84.52 RCW grant school districts the authority to 
levy local property taxes. School districts may run 
a levy for a particular fund a maximum of two 
times in a calendar year. Unsuccessful levies may 
be resubmitted in subsequent years.

School district levies are of four fund types:
1.	 Excess General Fund levies are one-to-four- 

year levies used for day-to-day operations 
of the school. Such levies historically were 
labeled “maintenance and operation (M & O) 
levies.” Under SHB 2242, the law for levy and 
LEA was rewritten to reflect the following:
•	 M & O levies have been renamed 

“Enrichment levies.” Beginning September 
1, 2019, these levies may be used only to 
“enrich the state’s statutory program of 

basic education.”
•	 Effective for the 2019 tax year, levy 

capacity is capped at $1.50/$1,000 of 
assessed valuation. District levies are 
further limited to collecting only $2,500 
per student, if the $1.50/$1,000 generates 
a higher value.

•	 The transition for legislative changes to 
levies and LEA will impact districts.

•	 Local Effort Assistance is state money paid 
to eligible districts to supplement voter- 
approved excess General Fund levies. 
These payments help school districts that 
have lower levy collection per student due 
to low property valuations.

2.	 Debt Service Fund levies are multi-year 
levies used to pay principal and interest on 
general obligation bonds sold to finance 
school construction and remodeling. Voter 
approval of a bond issue authorizes the sale 
of bonds and the levy of taxes over the life of 
the bonds, which is often 15 to 30 years. Tax 
revenues are deposited in the Debt Service 
Fund.

3.	 Transportation Vehicle Fund levies are 
one- or two-year levies used to pay for 
school buses or other school transportation 
equipment.

4.	 Capital Project Fund levies are one-
to-six-year levies used to pay for school 
construction or remodeling.

STATE EQUALIZATION 
AND TAX RELIEF
The legislature provides local effort assistance to 
school districts with low property value. These 
monies, known as LEA, provide state funding to 
increase the number of dollars from local levies 
to $1,500 per student when the $1.50/$1,000 is 
inadequate to reach this level. Districts qualify 
for an amount determined by the difference 
between $1,500 per student and the amount 
raised with a $1.50/$1,000 levy. Eligible districts 
must assess a tax of at least $1.50/$1,000 to 
receive the maximum allowable.
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EXAMPLE:
•	 District’s $1.50/$1,000 tax rate = $1,400 per 

student
•	 State will provide additional funding at $100 

per student

LEA is not considered “Basic Ed” funding. 
Continued funding levels and calculation 
methodology is subject to continued legislative 
support.

MAJORITY PASSAGE
In order to receive voter approval, the levy must 
receive a majority of “yes” votes.

Elections must also pass validation requirements, 
at least 40% of voters in special election voted in 
the last general election.

ELECTION DATES, EXCEPTION
Levy elections must be held on specific dates 
(with exceptions for acts of God):
•	 The second Tuesday in February;
•	 The fourth Tuesday in April;
•	 The first Tuesday in August; and
•	 The first Tuesday after the first Monday in 

November (general election)

SUBMISSION
Beginning with Enrichment Levy elections for 
2020 and beyond, districts must submit a levy 
expenditure plan to OSPI for approval before 
submitting the levy measure to their voters. 
These will be audited by State Auditors and 
reviewed for expenditures in the Sub-General 
Fund. 

Levy ballot issues must be submitted to county 
auditors in the format they require at least 46 
days prior to the election date.

Districts are required to solicit bids statements 
both in favor and in opposition of the measure. 
The County Auditor will handle all Committee 
appointments. 

CERTIFICATION OF AMOUNTS
Levy amounts must be certified annually to the 

county legislative authority by the board of 
directors for districts of the first class and by the 
ESD superintendent for districts of the second 
class.

NON-VOTED DEBT
Within the constraints of debt limitation, non-
voted debt may be authorized by the board. 
Non-Voted Debt is limited to 0.375% of the value 
of the taxable property within the district. 

How Does the State Help 
Pay For Construction?
The state assists school districts with the costs 
of construction and modernization of buildings 
used for instructional purposes. The state 
does not pay for school district administrative 
buildings, stadiums, or other non-instructional 
facilities, nor does the state pay for land 
purchases.

State assistance varies with the amount of 
assessed valuation for property tax purposes 
in each school district. The more wealth 
(property value) per pupil the district has, the 
lower the percentage of state assistance. The 
minimum state matching percentage is 20%. 
The percentage of state assistance is applied to 
a cost allowance per square foot. The legislature 
through OSPI sets the area cost allowance.

What Are the Sources of 
State Money for School 
Construction?
Proceeds from the sale of timber on Common 
School Trust Lands are dedicated for state school 
construction matching payments. In recent 
years, these revenues have been insufficient 
and the legislature has found it necessary to 
appropriate money from other sources. Some 
of the additional monies have come from the 
state General Fund or from state-issued general 
obligation bonds.
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Who Is Responsible for 
Financial Management 
of Schools?
The locally elected school district board of 
directors is ultimately responsible for the 
financial management of a school district. School 
boards hire a superintendent that oversees the 
day-to-day management of the school district 
School districts operate within the constraints of:
•	 Laws passed by the U.S. Congress
•	 U.S. Department of Education regulations 

implementing federal law
•	 Laws and budgets passed by the Washington 

State Legislature
•	 OSPI and SBE regulations implementing state 

and federal law
The complexity of school finance arises from the 
number of programs funded and from the many 
reporting, accounting, and audit requirements 
of each program. Since 2013–14, OSPI has 
administered:
•	 16 formula-driven state programs funded 

through the apportionment process
•	 30 state grant programs
•	 13 federal grant programs
•	 7 inter-agency grant programs
•	 3 private grant programs
•	 Numerous programs funded under contracts 

between OSPI and school district
School districts prepare an annual budget for 
public review and comment by July 10 of each 
school year. Budgets must be formally adopted 
by the school board before the beginning of the 
school year (September 1). Upon adoption, the 
budgets are submitted to OSPI.

School districts account for all revenues and 
expenditures using standard account codes 
defined in the Accounting Manual for Public 
School Districts in the State of Washington.

All expenditures are identified by program, 
activity, object, and revenue source. Districts 

submit annual financial reports to OSPI.

The Washington State Auditor examines school 
district accounting practices and compliance 
with state and federal requirements for receiving 
funding.

Nine regional ESDs help OSPI implement state 
and federal policies and collect information from 
school districts. ESDs also assist school districts 
by providing cooperative services that are more 
efficiently performed regionally. ESD programs 
and cooperatives allow districts to eliminate 
duplication of services, realize significant savings, 
and receive special program funding that might 
otherwise be unavailable to them.

RESOURCES
•	 Organization and Financing of Washington 

Public Schools
•	 Administrative Budgeting and Financial 

Reporting Guidance
•	 Accounting Manual for School Districts

http://bit.ly/OrgFin
http://bit.ly/OrgFin
http://bit.ly/ABFRG
http://bit.ly/ABFRG
http://bit.ly/OSPI-AccManual
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ESSENTIAL FINANCIAL SERVICES
School Financial Services 
and State Report
RCW 28A.310.010 authorizes ESDs to provide 
cooperative and informational services to 
local districts, and assist the Superintendent 
of Public Instruction and the State Board of 
Education in the performance of their statutory 
or constitutional duties. Consulting and financial 
report processing services by ESDs for local 
districts are included in the ESD services funded 
by the state. These services are available to 
all districts. In addition, ESDs have statutory 
monitoring duties over second class school 
district finances (districts with fewer than 2000 
FTE). ESDs must also annually certify local levy 
collections for second class school districts.

FINANCIAL CONSULTING SERVICES
ESDs provide financial consulting and technical 
assistance to districts based on their expertise 
and at the request of OSPI or local districts. 
These services include, but are not limited to:
•	 Guidance on school finance laws and 

regulations
•	 Support in interpreting the Accounting 

Manual for school districts
•	 Clarification of OSPI financial bulletins, 

memos, and policy updates
•	 Assistance with budgeting, financial 

reporting, and cash flow management 
(short- and long-term, including debt service 
planning)

•	 Review and technical assistance for district 
special education safety net applications

•	 Financial reviews and comparative analysis to 
support informed decision-making

•	 ESDs serve as partners and advisors, ensuring 
that districts have access to the resources 
and expertise needed to maintain financial 
stability and compliance.

FINANCIAL REPORTING 
PROCESSING
ESDs support districts in fulfilling their financial 
reporting obligations to OSPI. These services 
include, but are not limited to:
•	 Student enrollment reporting (eligibility, 

counting, and required timelines)
•	 Budget development and submission 

(estimates, hearing procedures, compliance 
checks)

•	 Monthly and annual financial statement 
reporting (procedures, deadlines, and 
technical support)

•	 Personnel reporting guidance to ensure 
accurate submissions

•	 Additional technical support based on 
evolving state requirements

While ESDs facilitate these processes, final 
financial reporting responsibilities rest with the 
school districts and OSPI.

BUSINESS MANAGEMENT 
AND SUPPORT SERVICES
ESDs offer contracted business services to school 
districts to support financial management and 
operations. These include:
•	 Customizable business management support 

tailored to district needs
•	 Payroll, accounts payable, and financial 

reporting services
•	 Internal controls and audit preparation 

assistance
•	 Long-term financial planning and forecasting
ESD business management services allow 
districts to outsource critical financial functions, 
improving efficiency and compliance while 
leveraging regional expertise.
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THE VALUE OF A MENTOR
WASA and the regional ESDs work together to 
assign each incoming superintendent with a 
mentor. When your mentor is first identified and 
the two of you begin to establish a relationship, 
discuss and compare expectations for both of 
your roles. You should spend time clarifying each 
of your responsibilities and the process the two 
of you will use to communicate. Take the time 
to build a trusting relationship — it will pay off 
in dividends! The following are just a few ways 
you can help to ensure that your mentor/mentee 
relationship is fulfilling and beneficial.

Develop a Schedule
Ask your mentor to get some specific dates on 
the calendar for meetings. You may want to 
include formal topics to be discussed so that you 
both are prepared.

Share Your Goals
Make sure your mentor fully understands 
your district’s goals, mission and vision so 
that meaningful support can be provided. It 
is also helpful if your mentor also knows your 
professional strengths and in what areas of 
growth you might like to focus on so that 
inaccurate assumptions are not made.

Keep Communication 
Open & Productive
Some mentees have found it more effective to 
send an email with their wonderings or questions 
prior to a meeting or a phone call with their 
mentor. This allows the mentor to develop 
resources that may help to guide you in the 
decision- making process. No surprises allow for 
discussions to be targeted and productive.

Actively Participate
Engage in your own learning, collaborate, listen, 
share your ideas and ask questions. Avoid 
distractions or interruptions during this time to 
maximize efficiency and effectiveness of time.

Be Honest
Let your mentor know if you don’t understand 
something or need additional support. Ask 
questions and express your opinions even if you 
have a different viewpoint. It is all about growth!

Stay Positive
Remember that your mentor is available to offer 
feedback, ask reflective questions, and to help 
you grow as a superintendent. It is not intended 
as criticism.

Keep Information 
Confidential
The confidentiality of the content of discussion 
within the mentoring relationship is critical.

Build Relationships
Ask your mentor to help you develop a cohort 
of experts in the area that you can utilize as 
possible resources and support.

Remember that as a mentee you have a great 
opportunity for growth — this growth mindset 
will not only allow you to deepen and develop 
your skills but will have a positive impact on your 
district. It is important to have a “big picture” 
view and realize that the work you do with your 
mentor has a greater impact than just the two of 
you!

An ideal mentor will help guide, push, and 
inspire you to maximize your leadership 
potential. In addition, having a safe confidante 
to help develop strategies, answer questions and 
push you to reflect on what the best practices 
are going forward is an amazing gift! Successful 
mentor/ mentee relationships are built on trust, 
respect, active listening, and commitment. Those 
who invest the time and effort in this process 
often have the added benefit of having a deep 
professional relationship with their mentor that 
will last long outlast their career.
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ASSOCIATIONS, ORGANIZATIONS,
& AGENCIES
Alliance of Educational 
Associations (AEA)
AEA is a partnership of educational organizations 
that provides information and acts as a positive 
influence on legislation to create the best 
possible educational system for students in 
Washington State.

MEMBERS
•	 Washington Association of Maintenance 

and Operations Administrators (WAMOA)— 
Educational facilities professionals providing a 
safe, secure and healthy learning environment 
for student achievement.

•	 Washington School Nutrition Association 
(WSNA)—School nutrition professionals 
supporting student learning through the 
provision of healthy school meals.

Association of 
Educational Service 
Districts (AESD)
The nine Educational Service Districts (ESDs) 
together form the Association of Educational 
Service Districts (AESD) — a statewide network 
that strengthens the collective impact of ESDs 
and ensures consistent, equitable services across 
Washington.

The AESD:
•	 Supports the growth and development of 

ESD board members statewide.
•	 Delivers statewide programs and services 

through the AESD Network to support 
student and educator success.

The AESD Network is guided by six shared values 
and beliefs:
•	 Equity: Commitment to high quality service 

and the success of every child.
•	 Accountability: Services that reliably 

produce meaningful outcomes.
•	 Leadership: Creative, agile, and efficient 

stewardship of resources to meet local needs.
•	 Relationships: Trust, respect, honesty, and 

integrity in all partnerships.
•	 Synergy: Strengths of individual ESDs 

multiply when aligned in a statewide system.
•	 Integrity: Goodwill and respect for 

confidentiality in collaborative work.

By sharing expertise and resources, the AESD 
promotes efficiency, equity, and high quality 
outcomes for children. In partnership with OSPI, 
the AESD also maintains a formal statewide 
system for coordination, communication, 
and alignment of initiatives. This enduring 
commitment ensures Washington’s students, 
educators, and leaders have equitable access to 
opportunities and support across the state.

Association of 
Washington School 
Principals (AWSP)
A leading voice on K–12 education for more than 
40 years, the Association of Washington School 
Principals is the state’s preeminent professional 
association for principals, assistant principals 
and principal interns. Their mission is to support 
principals and the principalship in the education 
of all students.

AWSP serves about 3,500 members from 
elementary, middle, and high schools as well as 
policymakers and administrators. Membership 
opens the doors to opportunities that help 
enhance development as a leader and advance a 
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career path. There are professional development 
seminars, award-winning publications, 
networking events, and a career center.

Working closely with principals statewide 
through boards and committees, so that member 
interests are accurately and fully addressed. 
The organizational structure ensures they can 
beresponsible to the changing needs of their 
members, regardless of education level, issue 
or geographic regions. AWSP is affiliated with 
the National Association of Elementary School 
Principals and the National Association of 
Secondary School Principals provides members 
with the latest information on trends, policy 
issues and events, both regionally and nationally.

Employee Relations & 
Negotiations Network 
(ERNN)
ERNN was created to better organize and 
communicate information between and among 
school districts and ESDs. Membership in their 
statewide network provides regular reports on 
emerging bargaining and employee relations 
issues and greatly enhances your school district’s 
perspective in negotiations. ERNN membership is 
based on district size not individual membership, 
which means all the administrators in your 
district have access to ERNN services and 
bargaining support.

Office of Superintendent 
of Public Instruction 
(OSPI)
The Office of Superintendent of Public 
Instruction (OSPI) is the primary agency 
charged with overseeing K–12 public education 
in Washington state. Led by State School 
Superintendent Chris Reykdal, OSPI works with 
the state’s 295 school districts to administer 
basic education programs and implement 
education reform on behalf of more than one 
million public school students.

Rural Education Center 
(REC)
The Rural Education Center is a statewide 
cooperative of small and rural districts, several 
educational service districts, and other key 
educational organizations committed to 
achieving the highest quality of learning on 
behalf of children in our public schools.

GOALS
•	 Evaluate and redesign as needed the Rural 

Education Center (REC) to achieve its mission, 
philosophy, and vision

•	 Increase REC’s voice at policy development 
groups

•	 Increase information exchange between REC 
member schools

•	 Expand the REC leadership network
•	 Increase partnerships and strengthen existing 

partnerships to expand REC resources

State of Washington 
Professional Educator 
Standards Board (PESB)
The mission of Washington’s Professional 
Educator Standards Board is educator quality, 
recognizing that the highest possible standards 
for all educators are essential to ensuring 
attainment of high standards for all students.

Their vision is to provide highly effective 
professional educators who meet the diverse 
needs of schools and districts and prepare all 
students to graduate able to succeed as learners 
and citizens.

Washington State Board 
of Education (SBE)
The mission of the State Board of Education is 
to lead the development of state policy for K–12 
education, provide effective oversight of public 
schools, and advocate for student success.
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The Washington State Board of Education has 
committed to using equity as a guiding principle 
in its decision-making related to its statutory 
charges, strategic planning, and in developing 
annual policy proposals for consideration by 
Washington State Legislature and Governor.

The Washington State Board of Education is 
committed to successful academic attainment 
for all students. Accomplishing this will require 
narrowing academic achievement gaps between 
the highest and lowest performing students, 
as well as eliminating the predictability and 
disproportionality in student achievement 
outcomes by race, ethnicity, and adverse 
socioeconomic conditions.

Washington Association 
of School Administrators 
(WASA)
The Washington Association of School 
Administrators (WASA) is an organization for 
professional administrators that is committed to 
leadership:

•	 Leadership in providing equity and excellence 
in student learning.

•	 Leadership in developing competent, ethical, 
and visionary leaders by:

	◦ Providing member services.
	◦ Offering growth opportunities for leaders.
	◦ Promoting community and legislative 

support for education.

WASA’s membership includes more than 
1,600 members and is open to all educational 
administrators in central office, building 
management, and educational agency positions.

Washington Association 
of School Business 
Officials (WASBO)
The Washington Association of School Business 
Officials is a professional association that 
provides programs and services to promote 
best practices of school business management, 
professional growth and the effective use of 
educational resources.

Washington School 
Public Relations 
Association (WSPRA)
WSPRA is a nationally recognized professional 
organization of K–12 education professionals. 
They strive to improve communication among all 
stakeholders in our state’s public school systems.
Members represent schools, school districts, 
educational associations, consulting agencies 
and organizations. WSPRA is a state affiliate of 
the National School Public Relations Association.

Washington Student 
Achievement Council 
(WSAC)
The mission is to advance educational 
opportunities and attainment in Washington. In 
pursuit of the mission, the Washington Student 
Achievement Council:

•	 Leads statewide strategic planning to improve 
educational coordination and transitions.

•	 Supports Washingtonians through the 
administration of financial aid, 529 college 
savings plans, and support services.

•	 Advocates for the economic, social, and civic 
benefits of postsecondary education.
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Washington School 
Personnel Association 
(WSPA)
The mission of the Washington School Personnel 
Association is to provide leadership in promoting 
effective human resources practices within 
the education community through legislative 
involvement, professional development activities 
and a broad-based resource network.

Washington State School 
Directors’ Association 
(WSSDA)
WSSDA builds leaders by empowering its 
members with tools, knowledge, and skills to 
govern with excellence and advocate for public 
education.

All Washington School Directors effectively 
govern to ensure each, and every student has 
what they need to be successful within our 
state’s public education system.



This page is intentionally blank



 

  

 
  

  

      

  

               

          

    

    

    

   

      

   

    
    

   
    

         
      

SUPERINTENDENT OF PUBLIC INSTRUCTION 
Olympia, Washington 

OATH OF OFFICE 

STATE OF WASHINGTON, County of ss. 

I, . do solemnly swear (or affirm) that I will support the 

Constitution of the United States and the State of Washington and will faithfully perform the 

duties of Superintendent/Secretary of School District No. in 

the county of , state of Washington, according to the best of my ability. 

Signed: 

Address: 

SUBSCRIBED AND SWORN TO (or affirmed) before me this day of 

, 20 . 

Signed: 
(official administering oath) 

(title of official) 

NOTE: Signatures must be acknowledged by a district superintendent, 
a notary public, or other official authorized to administer oaths. 

Rev. 1/20 
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APPOINTMENT OF DISTRICT CLAIMS AGENT 

Board Resolution No. __________ 

WHEREAS, pursuant to the provisions of RCW 4.96.020 the governing body of each local 

governmental entity shall appoint an agent to receive any claim for damages made under 

Chapter 4.96 RCW; and 

WHEREAS, all claims for damages against a local governmental entity, or against any local 

governmental entity’s officers, employees, or volunteers, acting in such capacity, shall be 

presented to the agent within the applicable period of limitations within which an action must be 

commenced. 

NOW THEREFORE BE IT RESOLVED, that the Board of Directors of 

School District No. ______, County, Washington, appoints the below listed 

agent to receive any claims for damages made under Chapter 4.96 RCW. 

Agent Appointed: 
(position title, not specific name) 

Office Address: 

Business Hours: 

DATED this 

Board President 

day of 

Vice-President 

, 20 

Board Member 

. 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 
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CERTIFICATION OF MANUAL SIGNATURE 

(sample of manual signature) 

I,  the undersigned affiant, being first duly sworn on 

oath, depose and say: 

A. My name is . 
 (print or type) 

B. I have been duly chosen and am qualified and acting as 

 for  
 (name of position) (name of district) 

C. The signature above is my true manual signature. 

   
Signature 

SUBSCRIBED AND SWORN to before me this  day of  , 20 . 

  
Notary Public in and for the state of Washington,  

residing in  County 

NOTE: This affidavit is made to comply with Chapter 39.62 RCW. 



This page is intentionally blank



  

   

    

              

 

      

 

      

   

  

    

    

  

              

     

       

   

      
    

     
   

  

   
      

AUTHORIZATION OF FACSIMILE SIGNATURE 

Board Resolution No. __________ 

WHEREAS, Chapter 86, Laws of 1969, as codified in RCW 39.62 authorizes the use of 

facsimile signatures by any public officer in lieu of a manual signature to execute any “public 

security” or any “instrument of payment”; 

WHEREAS, the statute further requires that before any authorized officer may use a facsimile 

signature plate or stamp, he/she must file a manual signature with the Secretary of State, duly 

certified while under oath; and 

WHEREAS, , Superintendent/Secretary of Board, has 

filed Certificate of Manual Signature, duly certified under oath, with the Auditor of 

County. 

NOW, THEREFORE, BE IT RESOLVED that the facsimile plate or stamp, as imprinted below, 

for , Superintendent/Secretary, be accepted for use 

in lieu of a manual signature of any public security or any instrument of 

School District No. . 

ADOPTED this day of , 20 . 

Facsimile: 

Board President Vice-President Board Member 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 
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AUTHORIZATION OF WARRANT SIGNATURE 

Board Resolution No. __________ 

WHEREAS, has been designated Superintendent/Secretary 

to the Board of School District No. effective ; 

WHEREAS, the Secretary to the Board is required to sign all warrants ordered to be issued by 

the Board of Directors; and 

WHEREAS, the number of payroll and all accounts payable warrants issued each month by 

School District if signed personally by the President of the Board would impose too great a task, 

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of 

School District No. , 

County, Washington, as follows. 

A. Moneys of such school districts shall be paid out only upon orders for warrants signed by

the president, or a majority of the board of directors and countersigned by the secretary:

(First-class districts)

B. Second-class school districts, subject to the approval of the superintendent of public

instruction, may draw and issue warrants for the payment of moneys upon approval of a

majority of the board of directors, such warrants to be signed by the chair of the board

and countersigned by the secretary:

PROVIDED, that when, in the judgment of the board of directors, the orders for warrants issued 

by the district monthly shall have reached such numbers that the signing of each warrant by the 

chair of the board personally imposes too great a task on the chair, the board of directors, after 

auditing all payrolls and bills, may authorize the issuing of one general certificate to the county 

treasurer, to be signed by the chair of the board, authorizing said treasurer to pay all the 

warrants specified by date, number, name and amount, and the funds on which said warrants 

shall be drawn; thereupon the secretary of said board shall be authorized to draw and sign said 

orders for warrants. Orders for warrants and warrant registers may be sent in an electronic 

format and using facsimile signatures as provided under chapter 39.62 RCW. 

Rev. 1/20 



  

  

     

        

 

        

  

      
    

     
   

 
  

   
      

BE IT FURTHER RESOLVED that the signatures below are the true and correct signatures to 

appear on said warrants or certificates effective , 20 . 

The County Treasurer is hereby authorized 

to pay all warrants authorized by such signatures. 

ADOPTED this day of , 20 . 

EFFECTIVE: 

Board President Vice-President Board Member 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 



  

  

    

      

           

                

   

                 

  

     

         

  

  

        

        

  

      
    

     
   

 
  

   
      

AUTHORIZATION TO INVEST FUNDS 

Board Resolution No. __________ 

WHEREAS, School District No. ______ 

will have General, Capital Projects, Transportation Vehicle, Debt Service, and Associated 

Student Body monies during 20___ – 20___ that will not be required for immediate use of the 

District; and 

WHEREAS, it is the intent of the District to utilize resources so as to maximize use of the 

taxpayer’s dollars, 

IT IS HEREBY RESOLVED by the Board of Directors of 

School District No. ____, _____________________ County, Washington, authorizes 

, Superintendent, or his designee, 

, Fiscal Officer, to continue to invest such 

monies as they become available effective . 

DATED this day of , 20 , pursuant to 

RCW 28A.320.310.320. 

Board President Vice-President Board Member 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 
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DESIGNATION OF DISTRICT AGENT 

Board Resolution No. __________ 

BE IT RESOLVED that the Board of Directors of 

School District No. ____, _____________________ County, Washington, designates 

, as the Superintendent, of 

School District No. ____, and as Superintendent, 

is hereby authorized to sign any and all Federal, State, County, and City applications 

and all necessary Federal, State, County, and City reports on behalf of the 

School District No. ____. 

DATED this day of , 20 . 

Board President 

Board Member 

Vice-President 

Board Member 

Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 
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DESIGNATION OF AUDITING OFFICERS 

Board Resolution No. __________ 

WHEREAS, the Board of Directors of is 

required to appoint the Auditing Officers of the School District, 

IT IS HEREBY RESOLVED, by the Board of Directors of 

School District No. ____, _____________________ County, Washington, that 

, Superintendent, and 

Fiscal Officer, be designated as Auditing Officers of the District to perform duties as authorized. 

DATED this day of , 20 . 

Board President Vice-President Board Member 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 
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CERTIFIED SIGNATURES OF DISTRICT PERSONNEL AUTHORIZED 
TO SIGN SCHOOL CONSTRUCTION PROJECT DOCUMENTS 

Board Resolution No. __________ 

WHEREAS, WAC 392-344-120 requires the District to provide the State Superintendent of 

Public Instruction with certified signatures of District personnel authorized to sign school 

construction project documents on behalf of the District; 

NOW, THEREFORE, BE IT RESOLVED that the 

School District No. ______ Board of Directors hereby authorizes the following person(s) to sign 

the District’s school construction project requests for payment and other school construction 

documents with the following certified signatures. 

ADOPTED this day of , 20 . 

EFFECTIVE: 

Superintendent and Board Secretary 

Board President Vice-President Board Member 

Board Member Board Member 

ATTEST: 

Superintendent, Secretary to the Board 

Rev. 1/20 


	Superintendent Handbook Oct 2025.pdf
	INTRODUCTION TO WASHINGTON ASSOCIATION OF SCHOOL ADMINISTRATORS
	First Business
	New Member or Vacancy on the Board of Directors
	Public Disclosure
	Conflict of Interest (Superintendent and Board Members)
	Open, Public, Executive and Non-Open Meetings
	Professional Conduct

	MINDING YOUR DISTRICT’S BUSINESS
	WORKING WITH YOUR BOARD
	New Player, New Team
	Understanding Roles
	Preparing for Your Evalutation

	STRATEGIC PLANNING
	Why Strategic Planning?
	Review and Revise or Restart?
	Understanding Culture and Managing Change
	What Is Your Framework?

	ACTIVITIES PLANNING
	COMMUNICATIONS, MEDIA, AND GOVERNMENT RELATIONS
	Communications
	Media
	Government Relations

	PREPARING TO BARGAIN
	The Relationship Between Budgeting & Bargaining
	Making Budget 
	Preparing for Bargaining
	Calendar of Opportunities and Prompts

	LEGAL FOUNDATIONS OF SCHOOL FINANCE
	State Constitution
	State Laws
	The Doran Decision and Basic Education Funding
	Education Reform
	Key Federal Law
	Washington Administrative Code
	State Board of Education
	Superintendent of 
	Public Instruction
	Professional Educator Standards Board
	The McCleary Decision

	SCHOOL FUNDING PRIMER
	How Is Funding Allocated to Schools?
	When Does the State Distribute Funding to Schools?
	How Do School Districts Raise Local Money?
	How Does the State Help Pay For Construction?
	What Are the Sources of State Money for School Construction?
	Who Is Responsible for Financial Management of Schools?

	ESSENTIAL FINANCIAL SERVICES
	School Financial Services and State Report

	THE VALUE OF A MENTOR
	Develop a Schedule
	Share Your Goals
	Keep Communication Open & Productive
	Actively Participate
	Be Honest
	Stay Positive
	Keep Information Confidential
	Build Relationships

	ASSOCIATIONS, ORGANIZATIONS,
	& AGENCIES

	Pages from SuperintendentHandbook AT END

	County_a: 
	superintendent_a: 
	school district_a: 
	School District No: 
	the county of: 
	Address 1: 
	Address 2: 
	day: 
	Month_a: 
	year_a: 
	title of official: 
	Board Resolution No_0: 
	county_1: 
	district_name: 
	District_number: 
	Agent appointed: 
	Office Address: 
	Business Hours: 
	day of_1: 
	Month_1: 
	year­1: 
	Board President_1: 
	VicePresident_1: 
	Board Member_1: 
	Board Member_2_1: 
	Board Member_3_1: 
	Superintendent Secretary to the Board_1: 
	Name_2: 
	Name_3: 
	name of position: 
	name of district: 
	day of_2: 
	Month_2: 
	Notary Public: 
	County_2: 
	County_3: 
	School District_3a: 
	district_number_3: 
	day of_3a: 
	Month_3: 
	Year_3: 
	Facsimile_1: 
	Board President_3: 
	VicePresident_3: 
	Board Member_1_3: 
	Board Member_2_3: 
	Board Member_3_3: 
	Superintendent Secretary to the Board_3: 
	Superintendent_4: 
	Superintendent_4a: 
	Board Resolution No: 
	Superintendent name: 
	effective date: 
	School District name: 
	district_number: 
	effective date_2: 
	day of: 
	year_2: 
	EFFECTIVE_3: 
	Superintendent Secretary to the Board: 
	County: 
	Board Resolution No-b: 
	district_number-b: 
	School District Name-b: 
	school year_1b: 
	school year_2b: 
	school district number_2b: 
	School District Name_2b: 
	superintendent name-b: 
	fiscal officer name-b: 
	county-b: 
	effective date-b: 
	date-b: 
	Month-b: 
	year-b: 
	Board President-b: 
	VicePresident-b: 
	Board Member-b: 
	Board Member_2-b: 
	Board Member_3-b: 
	Superintendent Secretary to the Board-b: 
	Board Resolution No_5: 
	district number_5: 
	school district: 
	county: 
	superintendent_5: 
	school district_2: 
	district number_2: 
	Superintendent: 
	School District_3: 
	district number_3: 
	day of_5: 
	Month_5: 
	year_5: 
	Board President_5: 
	VicePresident_5: 
	Board Member_5: 
	Board Member_2_5: 
	Board Member_3_5: 
	Superintendent Secretary to the Board_5a: 
	Board Resolution No_6: 
	district_6: 
	district_2: 
	superintendent: 
	fiscal officer: 
	day of_6: 
	Month_6: 
	year_6: 
	Board President_6: 
	VicePresident_6: 
	Board Member_1_6: 
	Board Member_2_6: 
	Board Member_3_6: 
	Superintendent Secretary to the Board_6: 
	Board Resolution No_7: 
	district_7: 
	district number_7: 
	day of_7: 
	Month: 
	year: 
	EFFECTIVE: 
	Superintendent and Board Secretary: 
	Board President: 
	VicePresident: 
	Board Member: 
	Board Member_2: 
	Board Member_3: 


