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1. Introduction: 
The State of Washington and the Office of Superintendent of Public Instruction provide requirements for districts 
that have a Community Resource Officer Program.  These requirements are found in RCW 28A.320.124, RCW 
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28A.320.1241, RCW 28A.320.1242 and RCW 28A.310.515 and RCW 28A.400.345.  This Standard Operating 
Procedure Manual and all processes found herein follow the state requirements outlined in these statutes.   

This manual was written and reviewed as a collaborative effort among district and school administrators and 
representatives from each law enforcement agency within the boundaries of the district.  These agencies include 
Redmond Police Department, Kirkland Police Department, Sammamish Police Department, and the King County 
Sheriff’s Office.  An annual review of this manual is required and will be initiated by the district. 

2. Purpose: 
The purpose of this Standard Operating Procedure Manual is to provide direction to Lake Washington School District 
(the district) and the law enforcement agencies that have jurisdiction within the school district’s boundaries 
regarding the Community Resource Officers (CRO) that provide services to district schools.  This Standard Operating 
Procedure Manual is intended to assist in the communication, cooperation and mutual understanding between the 
Community Resource Officers, school administrators and the student populations they serve.  It is not intended to 
supersede existing law or policies of the district or participating agencies. 
Following are the five Purpose Statements of the Community Resource Officer Program: 

• Provide expertise, guidance, collaborative planning and response to the district related to threats of harm, 
safety and security in the context of the district’s Layered School Safety Program. 

• Increase understanding of each agency’s operations and impacts on service and response. 
• Help keep students out of the criminal justice system. 
• Provide positive interactions between law enforcement officers, school staff, students, and families. 
• Facilitate connection for school staff, students, and families to supportive community services. 

 

3. Layered School Safety: 
The Lake Washington School District recognizes that no single barrier or intervention is sufficient by itself to 
maintain a safe campus.  Rather, multiple layers of safety programming serve as a filter to be able to identify, 
resolve and mitigate threats.  The CRO program provides a direct and positive connection to local law enforcement 
agencies within the district’s boundaries.  This positive relationship with local law enforcement agencies allows for 
the expertise and training of the Community Resource Officers to collaborate with district leadership when faced 
with threats of harm or when other law enforcement related incidents occur. 

4. Anti-Discrimination: 
In alignment with Lake Washington School District Policy 3210 the CRO Program will not discriminate on the basis of 
race, color, national origin, sex, disability, age, gender, marital status, creed, religion, honorably discharged veteran, 
military status, sexual orientation, gender expression, gender identity, the presence of any sensory, mental or 
physical disability, the use of trained guide dog or service animal by a person with a disability and shall not be used 
as the basis for providing differing levels of law enforcement service, inconsistent enforcement of the law, or any 
other safety measures in the district. 

5. Immigration:  
For all students and families to feel comfortable and secure in the school environment, students, parents, and 
family members shall not be questioned by a CRO about their immigration status.  CRO’s will not assist Immigration 
and Customs Enforcement (ICE) officers in any way in conjunction with their assignment as a CRO or in any work 
related to students and their education. 

Information obtained by a CRO from district databases or student records will not be released to ICE personnel, or to 
other agencies investigating anything related to the immigration status of the student and/or their family members.  
If outside local or federal officers request information that may be related to an immigration investigation, they shall 
be referred to the Lake Washington School District’s Legal Counsel. 
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6. School Discipline: 
In alignment with Lake Washington School District Policy 3241, school administrators shall have broad latitude in 
addressing minor violations of the district policies that also may be violations of law.  Minor violations should be 
addressed by the school administrators without the involvement of Community Resource Officers. 

In general, CRO’s shall not be involved in school disciplinary matters. 

Self-harming behaviors such as nicotine use, marijuana use, or alcohol use should be addressed by school officials 
without involvement of the CRO.  Lake Washington School District shall provide a mechanism for referrals to 
alternative programs so that students receive appropriate consequences and counseling for their behavior. 

• Minor fights and disturbances may be handled under district policy without CRO involvement. 
• Inappropriate social media use should be addressed by the school to the extent it falls under district policy, 

provided there is not a victim involved that desires to report the situation to law enforcement as a crime.  If 
the material is sexually explicit, the administrator should confer with the CRO to determine the best course 
of action. 

7. Duties and Responsibilities 
Each law enforcement agency will place a trained officer as a CRO to service geographical regions of the district 
based on the four (4) comprehensive high schools in the district.  These CRO’s will serve all of the schools within the 
feeder pattern or region of that high school.  This includes any middle, elementary or choice school.  The primary 
duties of the CRO are: 

• Child Protective Services (CPS) investigations 
• Participate in threat assessments, as needed or requested 
• Provide continuous support of district efforts to manage threats of violence or harm 
• Respond to 911 and other emergency calls at schools 
• Conduct scheduled safety assessments of school facilities at the request of the district 
• Respond to collisions that occur on campus 
• Provide support for traffic and pedestrian concerns in school zones 
• Collect/dispose of evidence/paraphernalia obtained during school operations in accordance with 

department policy 
• Comply with district policies and procedures 

8. Weekly Schedule: 
It is important for all schools to have similar and appropriate support from the CRO program.  Understanding the need 
for CRO’s to be flexible and able to respond to emerging issues and emergencies, following are suggestions for creating a 
weekly schedule: 

•  Based on varying priorities and commitments, the CRO will strive to visit a different school each week.  
• During this visit, they will collaborate with building administrations.  Examples of subjects to cover: 

o Open CPS reports 
o Threat Assessments 
o Traffic and pedestrian safety 
o School Safety needs 
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9. Data Collection and Reporting: 
Data is collected by the district as well as each law enforcement agency.  Based on reporting definitions, the data 
between agencies may have some variation. 

Prior to the first day of school, CRO’s will be provided with a link to the LWSD CRO Daily Data Collection Form which 
is accessible electronically.  The district requires all data from each CRO to be submitted no later than every Monday 
for the previous week’s work. 

There are two types of data being collected: 

• The Office of the Superintendent of Public Instruction requires the following data be submitted on an annual 
basis:  

o Number of Hours on Campus  
o In the unlikely event of involvement in student discipline, use of force or arrest and if so, the 

following information must be provided:  
 Description of each incident 
 The student’s race, ethnicity, and other demographics 
 Whether the student has an IEP or 504 plan 

o The number of complaints related to job duties and student interactions filed against a CRO 
 

• In addition to state requirements LWSD also collects the following data: 
• Name of all schools they served that day 
• Total number of hours worked on each campus 
• Total number of hours worked off campus  
• The type of activities participated in while on campus 
• Types of Reports Taken 
• Agency Report Numbers 
• Demographic information when a referral is made to the County Prosecutor  

 

10. Recruitment and Evaluation: 
CRO’s are employees of the law enforcement agency that they represent, and the district has no employment 
authority over them.  In the Memorandum of Understanding (MOU) with each city, the district agrees to support the 
CRO program and have trained officers to provide service within all schools. 

Recruitment - each agency is responsible for the recruitment and hiring of CRO’s.  However, the district has a vested 
interest to ensure that the CRO(s) that are placed in schools uphold the professional standards of the district.   

Each law enforcement agency and the district agree that a district representative will be included in the interview 
process for CRO’s.  This representation may be voting or non-voting in the process.  Notice will be given by the law 
enforcement agency to the Risk and Safety Services Department when an interview panel is being convened to 
recruit staff for a CRO position.  Risk and Safety Services will provide the name of the district representative that will 
sit on the panel.  Once that is decided the law enforcement agency will work directly with the district representative 
on the details of the interview process. 

Evaluation – the district does not formally evaluate each CRO, this is the responsibility of the law enforcement 
agency.  However, to ensure that each CRO is performing according to the program standards and the professional 
standards of the district, Risk and Safety Services will collect input from all schools regarding the CRO that serves 
them.  This input will be done quarterly during the school year.  The input will be gathered through a survey and 
collected for each CRO.  Once the data is complete, Risk and Safety Services will send the CRO supervisor a report.  
These quarterly reports will be sent in December, March, and June of each school year. 
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11. Complaint Process: 
There may be times when a concern or complaint is made regarding a CRO in a school.  The complaint may be filed 
with the school/district or may be filed directly with the law enforcement agency.   

If the complaint is first filed with the school/district, the following steps are required: 

• Complaint made to school/district regarding CRO. 
• Complainant completes “CRO Complaint Form”. 
• Complaint forms are forwarded to Risk and Safety Services within 24 hours. 
• Risk and Safety Services reviews the complaint and forwards it to the corresponding law enforcement 

agency supervisor. 
• Risk and Safety Services confirms with the school principal that a complaint has been made and reviews the 

contents of the complaint form with the principal. 
• District sets up meeting with law enforcement agency to review complaint and determine next steps.  In 

collaboration with law enforcement agency, the district will determine if CRO will remain working with 
school(s). 

• The district will perform a policy compliance review based on the contents of the complaint to determine if 
district policy has been violated.   

• Law enforcement agency may perform internal investigation. 
• Once investigations are complete, determination will be made on the content of the complaint and any 

further steps that need to be taken. 
• Final employment decisions are made by the law enforcement agency.   
• The district has the option to prohibit the CRO from returning to an individual school in the capacity of a CRO.  

The district cannot prohibit an officer from responding to a school for a police emergency or routine call for 
service. 

• Final determinations will be made in writing and will be shared between the district and the law enforcement 
agency. 

• A common report reviewed by both the district and the agency will be provided to the complainant as to the 
outcome of the complaint. 

If the complaint is first filed with the law enforcement agency, the following steps are required: 

• Complaint made to law enforcement agency regarding CRO. 
• Law enforcement agency informs Risk and Safety Services of complaint and district “CRO Complaint Form” 

is completed. 
• Risk and Safety Services informs the school principal and reviews the contents of complaint with principal. 
• District sets up meeting with law enforcement agency to review complaint and determine next steps.  In 

collaboration with law enforcement agency, district will determine if CRO will remain working with school(s) 
• The district will perform a policy compliance review based on the contents of the complaint to determine if a 

district policy has been violated.   
• Law enforcement agency may perform an internal investigation, given circumstances of complaint. 
• Once investigations are complete, determination will be made on the content of the complaint and any next 

steps that need to be taken. 
• Final employment decisions are made by the law enforcement agency.   
• The district has the option to prohibit the CRO from returning to an individual school in the capacity of a CRO.  

The district cannot prohibit an officer from responding to a school for a police emergency or routine call for 
service. 

• Final determinations will be made in writing and shared between the district and the policy agency. 
• A common report reviewed by both the district and the agency will be provided to the complainant as to the 

outcome of the complaint. 
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12. Training: 
All Community Resource Officers working in LWSD must complete the training requirements listed below.  The 
district will facilitate registration of the CRO with the Educational Service District (ESD) to ensure they have access to 
the materials necessary to meet the training requirements.   

• Two days of on-the-job training is required. 
o New CROs will complete the required on the job training the first two days of their CRO placement.  

LWSD will coordinate the location and trainer of on-the-job training.  
o On the job training form will be completed and submitted to the ESD by the district.  
o This training will include LWSD Policy Review. 

• Completion of the following 13 topics within six months of employment as a CRO: 
1) Constitutional and civil rights of children in schools, including state law governing search and 

interrogation of youth in schools; 
2) Child and adolescent development  
3) Trauma-informed approaches to working with youth; 
4) Recognizing and responding to youth mental health issues; 
5) Educational rights of students with disabilities, the relationship of disability to behavior, and best 

practices for interacting with students with disabilities; 
6) Bias free policing and cultural competency, including best practices for interacting with students from 

particular backgrounds, including English learner, LGBTQ, immigrant, female, and nonbinary students; 
7) Local and national disparities in the use of force and arrests of children; 
8) Collateral consequences of arrest, referral for prosecution, and court involvement; 
9) Resources available in the community that serve as alternatives to arrest and prosecution and pathways 

for youth to access services without court or criminal justice involvement; 
10) De-escalation techniques when working with youth or groups of youth; 
11) State law regarding restraint and isolation in schools, including RCW 28A.600.485; 
12) The federal family educational rights and privacy act (20 U.S.C. Sec. 1232g) requirements including 

limits on access to and dissemination of student records for noneducational purposes; and 
13) Restorative justice principles and practices. 

LWSD will monitor progress of the training requirements and submit completed training materials to the ESD for 
issuance of a completion certificate.  A copy of the certificate will be provided to the CRO Agency, and a copy will 
remain on file with the District.  

    13. CRO Program Promotion: 
It is important that when sharing information about the CRO Program either from the district or from the law 
enforcement agency, there are common messages and a standard delivery method.  All presentations and 
promotions of the program will be done through collaboration with the district and respective agency to ensure these 
standards are met.   

*Materials will be mutually created to be used for presentations, open houses, forums or meetings.  This will be 
done by the end of the school year each year, to prepare for school in the fall. 

RCW 28A.320.124 requires the district to share information about district safety and security staff.  This includes 
district School Safety and Prevention Specialists and Community Resource Officers.  This will be done at the 
beginning of each school year.  

Each year in August, the district will facilitate a “meet and greet” for all CRO’s placed in schools so that school 
administrators will have the opportunity to interact with the CRO that will be serving their school for that year. 

http://app.leg.wa.gov/RCW/default.aspx?cite=28A.600.485
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14. CRO Program Annual Review: 
Annually the district will host a meeting with law enforcement agencies to review the CRO Program.  This will include 
the review of: 

• Memorandum of Understanding (MOU) 
• Standard Operating Procedure Manual 
• Communication processes 
• Data collection 
• Training requirements 
• Program promotion 

 

15. Glossary Of Terms: 
Educational Service District – regional organization established at the state level as a vehicle to link local public 
schools with state and national educational resources. 

Memorandum of Understanding – the agreement between the district and local law enforcement agency outlined in 
a formal document. 

School Safety Staff – any staff whose primary job duty is to provide safety and security services for the district.  This 
includes Community Resource Officers (contracted commissioned officers from local law enforcement) and School 
Safety and Prevention Specialists (district employees). 

Student Discipline – any action taken by the district in response to student behavioral expectations. 

16. Sample Forms: 
These sample forms are used for processes outlined in this document and can be found on the Safety Center.  Each 
law enforcement agency also has these forms electronically. 
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CRO Training Units Completion Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 CRO On the Job Training Form – Day 1 
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CRO On the Job Training Form – Day 2 

 

 

 

 

 

 

 

 

 

 

 

 

Complaint Form 
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17. Signature Page: 
 

 

_______________________________ ____________________  ___________ 
Lake Washington School District Authorized Signature  Printed Name/Position   Date 

 

_______________________________ ____________________  ___________ 
Kirkland Police Department Authorized Signature  Printed Name/Position   Date 

 

_______________________________ ____________________  ___________ 
Redmond Police Department Authorized Signature  Printed Name/Position   Date 

 

_______________________________ ____________________  ___________ 
Sammamish Police Department Authorized Signature  Printed Name/Position   Date 
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