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WELCOME 

Welcome to your exciting assignment as a substitute 
and/or temporary employee in the Fairbanks North Star 
Borough School District. You have chosen a path that 
will be both challenging and highly rewarding.  You are 
taking on a role that is being increasingly shaped to 
meet the needs and expectations of the children in our 
public school system. 

The role of a substitute and/or temporary employee has evolved from being 
merely a day-to-day coverage person to one who provides quality instruction in 
every class each day. You are an integral part of student learning and achievement. 
The same high standards and accountability expected from permanently assigned 
teachers are also expected from you. 

Some important understandings that should guide you as you take on assignments: 

• Continuation of student learning along a continuum established by the
permanent teachers and school leaders is your primary focus.

• Students look to you to establish your authority and to exude self-
confidence in your role.

• Each classroom and school has procedures that must be quickly grasped 
and implemented to achieve effective instruction.

The Human Resources Department has created this handbook primarily: 

• To clarify processes associated with being a substitute and temporary
employee.

• To describe instructional and professional expectations for substitute
and temporary employees.

• To introduce best practices that will enable you to succeed in our schools.

Ultimately, our goal is to provide you with support so that you can help our 
schools to achieve the goal of improving learning and achievement for our 
students. 

On behalf of the Fairbanks North Star Borough School District, we commend you 
and thank you for your commitment to excellence. 

Human Resources Department 
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Getting Started 

What do I do next?  

Reminder: You are NOT authorized to work until you receive a Welcome 
Letter from Aesop. If you have not received a Welcome Letter via email 
within 10 days, please contact the Human Resources Department.  

Once you have been approved to substitute teach by the Human Resources 
Department, you will receive a Substitute Welcome Letter via email. Your 
employee number (F#) will be included in this Welcome Letter and this is the 
number you will utilize to complete your time cards. 

The Welcome Letter will also include your login and PIN number. You will use 
your PIN to access the system each time it calls you for jobs that may be 
available or for when you search for jobs on the website. Please keep your PIN 
confidential. Do not give your PIN to anyone. 

Prior to accepting work as a substitute or temporary employee, review the 
district’s policies and administrative regulations on student discipline. These 
are included in the Student Rights and Responsibilities Handbook, as well as in 
the School Board Policy Manual, which may be accessed at any school or 
through the district website. 

Employment Relationship

The employment relationship between the school district and non-benefitted 
employees (substitute teachers & temporary employees) is an “at will” 
relationship. 

This means: 

• You have the right to discontinue your working relationship with the district at
any time, for any reason, and without any advance notice given.

• The district reserves the same rights but may not terminate an employee for
reasons that are arbitrary or capricious.

If you wish to terminate your employment with the district, please notify the 
Human Resources Department, in writing, at your earliest convenience and you 
will be removed from Aesop. 

Substitute teachers and temporary employees are inactivated at the end of 
each school year if work wasn’t accepted during the current school year.
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Aesop/Sub Caller System 

Aesop System Overview 

AESOP is an automated system used to find substitute teachers or temporary 
employees for teachers and other staff during short term, temporary absences. 
AESOP allows staff to register their own absences using a web site or an 
Interactive Voice Response phone system. AESOP then finds substitute teachers or 
temporary employees to fill each vacancy and allows them to view and accept jobs 
online. Unfilled jobs trigger automatic phone calls to qualified substitutes 
teachers and temporary employees. 

A brief overview of AESOP is provided to each substitute teacher and temporary 
employee on the day of orientation. Once you have completed the new hire 
process you will be emailed your Login and Pin authorizing you to start work. You 
will then have access to the AESOP system. If you have questions or comments 
regarding the use of the AESOP system, please contact the Human Resources 
Department. 

For more information on AESOP see the Phone and/or Web Guide in this 
Handbook or use your Login and Pin to log on to www.aesoponline.com. 

Aesop Calling Information 

The most efficient way to accept job assignments is to go online to 
www.aesoponline.com. You are encouraged to go online as often as possible and 
accept available job assignments. Aesop will call you when your services are 
needed for unfilled positions. Each time you accept an assignment you will be 
given a confirmation number. Only persons on the district approved list will be 
eligible to serve as substitute teachers or temporary employees. 

The phone number to call the Aesop system is 1-800-942-3767. You are 
automatically defaulted into the system as being available all five days of the 
week, Monday through Friday, at all district schools. If you want to change these 
settings, you can access Aesop to update your preferences. 
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Aesop/Sub Caller System 

Aesop Cancellations, No Shows, Tardiness, And Job Shopping 

A substitute may not cancel a job once any part of the job has begun or within 
twenty-four (24) hours of the start time of the job. Please notify the school 
immediately if you are unable to complete the assignment. If you must cancel an 
assignment, please do so as early as possible to allow Aesop to call other 
substitutes. Substitutes who cancel out of a previously accepted assignment will 
be blocked from accepting a new assignment for 24 hours during the same day 
of the canceled assignment. 

By accepting a position in Aesop you have made a commitment to follow through 
with that assignment. Frequent cancellation of assignments, inappropriate job 
shopping (accepting positions, holding them for a period of time, and canceling 
out of the job or accepting another position at a different location), frequent 
tardiness, and no shows will be monitored and may result in reprimand and / or 
termination. 

Questions And Information 

If you have questions or need information on topics not addressed in this 
handbook, please ask a district administrator for assistance or contact the 
Human Resources Department at 452-2000, extension 11326. Thank you for 
serving as a substitute teacher or temporary employee in the Fairbanks North Star 
Borough School District! 
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Substitute QuickStart Guide|   
 

            © 2016 Frontline Education 
 

1 

Absence and Substitute Management 
LOGGING IN ON THE WEB 

To log in to the absence management system, type aesoponline.com in 

your web browser’s address bar. 

  

The Sign In page will appear. Enter your ID and PIN and click Login. 

CAN’T REMEMBER YOUR LOGIN INFO? 

If you’re having trouble logging in, click the Login Problems link next to 

the “Login button for more information.  

 

SEARCHING FOR AVAILABLE JOBS 

The system makes it easy to find available jobs right on the homepage. Available jobs appear in green on 

the calendar and in list form under the “Available Jobs” tab. 

 

To accept a job, simply click the Accept button next to the absence. If you do not want to accept 
this job, click the Reject button, instead. 

GETTING HELP AND TRAINING 

If you have questions, want to learn more about a certain 
feature, or want more information about a specific topic, 
click Help Resources and select Frontline Support to go 
to the Learning Center to search a knowledge base of 
help and training materials. 
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Substitute QuickStart Guide   |   
 

            © 2016 Frontline Education 
 

2 

ACCESSING ABSENCE MANAGEMENT ON THE PHONE 

Not only is the system available on the web, but you can also find and accept available jobs, manage 
personal information, change your PIN number, and more, all over the phone. 
 
When You Call into Absence Management 
 
To call, dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # 
sign), then your PIN number (followed by the # sign). 
 
When calling the absence management system, you can: 

• Find available jobs – Press 1 
• Review or cancel upcoming jobs – Press 2 
• Review or cancel a specific job – Press 3 
• Review or change your personal information – Press 4 

 
When the Absence Management System Calls You 
 
If an available job has not been filled by another substitute two days before the absence is 
scheduled to start, the system will automatically start calling substitutes, trying to fill the job.  
 
Keep in mind, when the system calls you, it will be calling about one job at a time, even if you’re eligible for 
other jobs. You can always call in (see “When You Call into Absence Management” section above) to hear a 
list of all available jobs.  
 

 
When you receive a call, you can: 

• Listen to available jobs – Press 1 
• Prevent absence management from calling again today – Press 2 
• Prevent absence management from ever calling again – Press 9 

 
If you are interested in the available job, Press 1. You will be asked to enter your PIN number 
(followed by the # sign). At this point, the absence management system will list the job details, and you will 
have the opportunity to accept or reject the job. 
 

 

 

 

 

Note: When the system calls, be sure to say a loud and clear “Hello” after answering the 

call. This will ensure that the system knows you picked up the call.  
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General Responsibilities of a Substitute/Temporary Employee 

Assignments 

On the first day of an assignment, you should be on time. Immediately upon your 
arrival, report to the building principal in order to receive your assignment and 
instructions. On subsequent days of subbing, you are expected to report 
according to the hours of work for your particular assignment. Schools have 
different starting times, therefore, substitutes must be sure to listen to the time 
given in the assignment information to know when to report. 

Substitutes and temporary employees observe the same hours as the regular 
employees, to include a non-paid lunch period. All schools, however, do not 
observe the same hours. It is your responsibility to confirm the time you are to 
report to work. 

Please be aware that you are not authorized to work in excess of forty hours per 
week. Doing so could result in termination from the Substitute 
Teacher/Temporary Employee listing. 
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General Responsibilities of a Substitute/Temporary Employee 

Overview of the School Day 

• Obtain directions to the classroom. Check with the principal or secretary regarding any
special school policies and any special activities for the day.

• Acquaint yourself with the location of the nurse’s office as well as all proper exits for
students to use during fire drill or other emergency procedures.

• Locate the class rolls or attendance sheet. Check attendance and make a head count to
ensure accuracy. Check with the principal or secretary regarding attendance procedures
and what to do about pupils who are absent, tardy, or returning from being absent the
day before. Students who ride a school bus will not be counted tardy if the bus is late.
**

• Locate the teacher’s lesson plan, which are usually found on or in the teacher’s desk. **
• Let the principal know if the teacher has not left a lesson plan or if it does not

provide sufficient details. As a substitute, it is your obligation to follow the
teacher's lesson plan as closely as possible unless there are compelling reasons not
to do so.

-OR -
 You have received prior permission from the principal to provide alternate

instruction.

• Locate instructional and student materials.

• Determine if the regular employee has playground, hall, lunch, or bus duties. If so, you
are responsible for these duties.

• Check the daily or weekly bulletins for special activities or early departures. Check the
regular employee’s box for bulletins, cards, or messages that may be necessary for your
work.

• Do not leave the building during the workday unless you obtain prior permission from
a building administrator.

• Encourage students to leave the room in an orderly condition at the end of the day.

• Return all materials to their proper locations.

• Leave a note for the regular employee informing him/her as to how the day went. Note
any specific problems.

• At the end of the scheduled work day, return keys and other materials and check out at
the office.

**Pertains to Substitute Teachers 
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General Responsibilities of a Substitute/Temporary Employee 

Classroom Management & Discipline 

"Effective classroom management is essentially invisible."    - Rick Smith 

Though classroom management is often discussed separately from exemplary 
instruction, studies have shown that they are directly related. Therefore, the primary 
contributor to a well-managed classroom is a well-planned lesson. If disruptive behavior 
occurs, you should be prepared to act appropriately. In order to be prepared, you should 
familiarize yourself with the rules of the school. Most schools will provide this 
information to you when you are assigned to a classroom. Remember that despite the 
fact that disruptions may occur, the students are counting on you to create a positive 
atmosphere for learning to take place. You can be firm with students while still being 
respectful. 

Remember that YOU are the adult in the room. Refrain from restraining or 
confronting students, shouting at students or calling them names, denying access to 
the bathroom or nurse's office, sarcasm, isolating children in the back of the room 
or outside the classroom, or confiscating of personal items. 

Do NOT use any type of corporal punishment. Do not threaten or intimidate students. 
NEVER touch students in a negative way. You should refrain from physical contact 
with students and not put yourself in a situation that could result in accusations of 
misconduct. 

Strategies for Promoting Positive Behavior 

 Ensure you have a "Do Now" assignment available to the students when they walk
into the classroom.

 Focus on instruction immediately.
 Familiarize yourself with the lesson plan for the day.
 State your expectations clearly and simply.
 Introduce, in as precise a manner as you can, the goal of the lesson and what you

want students to do and understand.
 Use your strengths/skills to motivate students - be positive and encouraging.
 Walk around the classroom to assess students' understanding and provide support -

make sure they know you can see and hear everything that goes on in the room.
 Acknowledge and reinforce appropriate behavior with positive verbal reinforcement.
 Use time limits to maintain the structure of the lesson.
 Encourage students to participate fully with assigned responsibilities, such as

keeping time, or other engaging behaviors.
 Use the names of students whenever possible.
 Assess continually to ensure understanding - ask students to reinterpret

instructions or key ideas.
 Please use positive feedback: verbal praise, a nod, a smile, a 'thumbs up', etc.
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General Responsibilities of a Substitute/Temporary Employee 

Avoiding Negligence 

All staff members are concerned about protecting their students from harm and 
themselves from lawsuits. While not all accidents can be avoided, liability for them can 
be avoided or minimized if you have provided adequate supervision of students.  The 
following are required to help you prevent injuries to students under your care, act 
responsibly in the event of accidents, and avoid legal problems should mishaps occur. 

 Never leave students unattended. Use the classroom intercom or send a
student with a message if you need to contact the principal, another teacher,
etc.

 Accompany the class to the playground at recess periods and supervise their
return to the classroom, unless this has specifically been assigned to another
staff member. 

 Never give medicine of any kind, including aspirin, to students. Refer students who
are taking medication to the office or nurse for supervision. Consult with the
school nurse regarding particular situations.

 Do not order a disruptive student to leave class unsupervised. Instead:

o use the telephone or intercom to contact the office and request assistance;
o ask a different student to go to the office and request assistance;
o ask another employee to escort the student to the office; or
o ask another employee to supervise the class briefly while you escort the

student to the office.

 Caution students against hazardous or unusual conditions such as slippery
floors which require care.

 Maintain a neat, orderly, and safe environment for students.

 Do not permit students to engage in horseplay, mock fights, or to call each other
offensive names.

 Know how to quickly contact personnel who can assist with an emergency
(administrator, nurse, custodian, etc.).

 If you become aware of any instances of suspected child abuse or neglect, inform
the building administrator and follow the reporting procedure outlined in Board
Policy 1065.

 If a student appears to be ill, call for assistance. If a student appears to be
under the influence of drugs or alcohol, contact the nurse or an
administrator for assistance.

 Report accidents, injuries, or any physical conflict between students to the office
or nurse immediately. As soon as possible, write down what happened for school
officials and keep a copy of the report for yourself.
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General Responsibilities of a Substitute/Temporary Employee 

Avoiding Negligence, Cont. 

• If a student does not return to class, check with the office to verify his or her status
(excused to go home, waiting for parent pick-up, etc).

• Do not keep students after class or after school.

• Do not transport students in your vehicle.

• Do not permit any individuals other than school district employees to question or
interview a student except in the presence of the principal, assistant principal, or
designee.

• If someone comes to your classroom to pick up a child, refer him/her to the office.
The student should not leave your class unless you have permission from the
administration.

• Obtain permission from the principal before sending notes or other communications
home to parents.

• Ensure that instructional materials are appropriate for use. Do not introduce
controversial or objectionable subjects or materials (i.e. information on the occult,
racist cartoons, sexually explicit books) to students. Follow district guidelines on the
showing of any movies or videotaped materials. Refer to Board Policy 971.3 and
Administrative Regulation 971.3. Be familiar with and assist in enforcing the district’s
Acceptable Risk Policies governing students’ and staff members’ use of district
computers. These may be found in the technology section of the district’s web site or
ask a staff member in the school library.

• Do not date students or socialize with students after school.

• Avoid being left alone with a student for an extended period of time.

• Safeguard district equipment and materials against misuse and/or theft.

• If a student teacher is assigned to your class, remain on duty in the classroom,
assisting the student teacher as necessary.

• Always display professional standards of manner, grooming and ethics.
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General Responsibilities of a Substitute/Temporary Employee 

Providing Instruction 

BEFORE CLASSES BEGIN: 

 Write your name on the board.

 Familiarize yourself with the teacher’s lesson plans and the textbook or materials you
will be using.

 As time permits, make notes on the lesson to become comfortable with the materials
and better organized in your presentation.

 Anticipate students’ questions about the materials and be prepared to answer them.

 During passing periods, remain close to the classroom door in the hallways to
monitor student behavior.

DURING EACH CLASS: 

• Begin class as soon as the bell rings. A prompt, organized beginning will project an
in-charge image.
• If any students are still standing after the bell, ask them to take their seats.
• Greet the class and introduce yourself.  Be pleasant and smile.

• Follow the lesson plan furnished by the teacher. (If it is not possible to follow it, you
will need to leave a note for the teacher describing the way(s) in which you deviated
from the lesson plan. If there was no lesson plan or an inadequate lesson plan
provided to you, notify and consult with an administrator.)

• Present an overview of the day’s lesson (and a review of the previous lesson if you are
returning to a class from the day before).

• Introduce the first activity, including the following information:
• The title/type of the lesson
• Write the instructional objectives on the board
• The students' roles (taking notes, reading, etc.)
• The amount of time to be spent on the activity
• Related activities (discussion groups, homework, etc.)
• Evaluation (project, composition, test, etc.)

During the introduction, motivate student interest by emphasizing the value of the 
lesson to them academically or personally. 

• Throughout the class, ensure the students understand the lesson.
• Give clear, concise directions and explanations.
• Use the board or verbal cues to emphasize important points or to clarify

complicated directions.
• Watch for signs from the students indicating confusion or an inability to hear

or keep up with lecture notes, and adjust your presentation accordingly.
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General Responsibilities of a Substitute/Temporary Employee 

Providing Instruction, Cont. 

 If students are doing desk work or group work, circulate to assist them as necessary.
Praise students who are doing well; give corrective feedback and encouragement to
those who are having difficulty.

 Do not let the instructional pace drag.
 Handle materials in an orderly manner. Have everything organized so you do not

waste time looking for books, lesson plans, etc. while students are idle.
 Ask serious students to assist you in distributing and collecting papers, books,

etc.
 Check for lists of suggested helpers.
 Move quickly from one activity to another.

 As much as the lesson plan will allow, vary the students’ roles during the class. For
example, rather than having them be listeners for an entire hour, provide activities
that will require      them to alternately listen, write, and discuss. Younger students in
particular have short attention spans, so plan a variety of activities to prevent their
getting restless.

 Vary the order in which you call on students.

 Avoid confusing students by jumping abruptly from one activity to the next. Make the
transition between activities systematically, as follows:
 Step 1: Summarize the first activity.
 Step 2: Pause for questions and comments.
 Step 3: Introduce the next activity.

AT THE END OF CLASS: 

• Collect the students’ work.
• Immediately secure papers to ensure none become misplaced.
• Label the papers with a cover sheet.
• Verify with students that all papers have been turned in.

• Review important points of the lesson, following these steps:
• Step 1: Summarize the lesson, emphasizing the purpose of the day’s

activities.
• Step 2: Answer and ask specific questions about the lesson.
• Step 3: Review overall objectives.

• Preview the next class.
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General Responsibilities of a Substitute/Temporary Employee 

Providing Instruction, Cont. 

 Go over the homework assignment with the class.
 Carefully explain the assignment, encouraging the students to ask questions

about any aspect of the assignment they do not understand.
 Give directions on how the work is to be done and when the assignment is due.
 Go over examples from the exercises with the class to ensure the students know

how to do the assignment.
 Give directions for the next class (bring textbooks, complete worksheets, review

notes, etc.).

 Give the students specific directions for end-of-class housekeeping chores.

 Compliment the students on their performance and thank them for good behavior
and work.    Let them know you will be informing the classroom teacher of what took
place in class.

 Make assignments for the next day according to the teacher’s plan, taking into
consideration the work accomplished during the day.

AFTER CLASS: 

 Organize and label the students’ work.

 Grade any homework or assignments, if appropriate or requested.

 If you were unable to follow or complete the lesson, leave a note for the teacher
providing an explanation.

 If any student(s) significantly misbehaved, provide information to the teacher about
the incident(s) and how they were handled.

 Before leaving the building, report to the principal and ask if there is anything else
you need to do. If you are in the same class the next day and have any questions
about the lesson plans or what should be covered in class, review those issues with
the principal.
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Substitute/Temporary Employee Performance & Conduct 

Performance and Conduct Concerns 

Occasionally, a school will find the performance of conduct of a substitute or 
temporary employee less than satisfactory and will inform the human resources 
department of that concern. This could happen for a variety of reasons, such as 
lateness, failing to report to an assignment, insubordination and inability to 
follow procedures, poor classroom management skills, ineffective or non-
existent lesson planning, failure to communicate effectively and other 
performance based issues will also be reported to the Human Resources 
Department.

If a substitute or temporary employee exhibits unsatisfactory performance or 
conduct at a school, the school may initiate a request to the Human Resources 
Department to limit the substitute’s ability to accept further job assignments.  
In the request, the school will describe the nature of their concern and why the 
administrator feels the substitute or temporary employee is not fit to return to 
that working location. During the time you are blocked from accepting 
assignments, while the matter is under review, you will NOT be paid.  

The substitute or temporary employee will be notified of the decision to restrict 
the ability to accept job assignments and a meeting will be scheduled to discuss 
the concerns.  You will be allowed an opportunity to respond to the allegations 
through a meeting with the school administrator or the Human Resources 
Department.  A decision will be made at the conclusion of the internal process 
and you will again be notified of the outcome.

While it is our overall goal to support and assist substitutes and temporary 
employees, sometimes these efforts are not successful. If the situation cannot 
be mutually resolved, the District may opt to end the "at will" employment 
relationship.  

We have provided a Substitute/Temp Complaint Matrix on the next page that 
outlines performance and conduct concerns.  
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Substitute/Temporary Employee Performance & Conduct 

Substitute/Temp Complaint Examples 
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Employee Information 

Payroll 

Employees are paid every two weeks (bi-weekly). Your paychecks will be mailed to your 
home address until direct deposit takes effect, which can take up to two pay periods.  
Please be sure your mailing address and email address are correct.  If there is an error 
or if either changes, please log in to your Employee Self Service account (ESS) through 
the district website at http://www.k12northstar.org/ and make the necessary changes. 

During the school year, there are special payrolls that need to be processed early due 
to negotiated agreement pay day requirements. When a payday falls on a holiday then 
the payday will change to the preceding day.  It is possible your paycheck may be two 
to three days short due to the early processing of time sheets, but the missed days 
will appear on your next regular paycheck. Times this may occur are at winter break 
and at the end of the school year. Consult an administrative secretary if you have 
questions on when an early payday may fall. 

The schools will submit your time worked to the payroll office. If all your hours for a 
two week period have been turned in, then all the time will be reflected and paid.  If a 
day’s pay is not reflected on your paycheck, it may be due to a time sheet not being 
timely submitted to the payroll office; in such cases the pay will be processed within 
the next pay period. 

Questions regarding substitute pay should be directed to the Human Resources 
Department at extension 11326. Questions regarding hours missed in a specific pay 
period should be directed to the Payroll Office at extension 11320 or the school in 
which the hours were worked. 

Electronic Fund Transfer (EFT) or Direct Deposit 

Direct Deposit is highly recommended for all school district employees. Direct deposit 
provides for the electronic transfer of the employee's pay directly to the employee's 
bank account. Once enrolled and in effect, you will receive your pay stub via email in 
a password protected attached PDF document.  
Note:The password will be the last 4 digits of your social security number. 

Employee Self Service (ESS)  

ESS allows substitute and temporary employees view their paycheck information 
online via the payroll portal. Paystubs can also be printed from this portal. ESS will allow 
employees to view: 

 Payroll Information
 Paycheck History
 W-4 Elections
 W-2

Initially you will sign in with your "f" number and Pass + last four of your social security 
number (Passxxxx). The system will require that you change your password upon the 
first login. 
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Employee Information 

Compensation 

SUBSTITUTE TEACHER 

Salary is determined by the Fairbanks North Star Borough Board of Education. 
The hourly rate for all substitute teachers is $18.00 per hour. Compensation is 
not subject to the retirement program and does not belong to a bargaining unit. 

Substitute teachers are able to accept work as a temporary employee, but will be 
paid based on the hourly rate of the selected position. 

Substitutes who serve continuously in the same position, for more than 19 
consecutive days are considered long-term substitutes. Compensation for long-
term substitutes is at the contracted teacher per diem rate as shown on the 
current teachers’ salary schedule. Holidays and in-service days will not be paid. 
Long term substitutes are required to possess a current Alaska teaching 
certificate and have a copy of said certificate on file in the Human Resources 
Department prior to accepting a long-term substitute position. 

TEMPORARY EMPLOYEES 

Salary is determined by the Fairbanks North Star Borough Board of Education. 
The hourly rate for temporary employees varies based on the position accepted. 
Compensation is not subject to the retirement program and does not belong to a 
bargaining unit. Rates can be found at http://www.k12northstar.org/Page/1990.
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Job Class # Job Title Old Pay Rate
New Pay 
Rate Notes

5462 NB-BREAK AIDE $10.00 $12.00 Also known as Recess Aide
5466 NB-CUSTODIAN $12.00 $15.00

5470 NB-KINDER AIDE 2.5HRS $12.00 $15.00
Teacher's Aide in a Kindergarten 

classroom

5480 NB-SECRETARY $11.00 $15.00
Attendance Secretary, Counseling 

Secretary, Activities Secretary

5482 NB-SPED AIDE/CLERK $15.00 $15.00

Teacher's Aide in a Special Education 
classroom or a Clerk in a Special Education 
office. Recent pay increase during 16-17 

school year

5484 NB-SUPPORT SERVICES $11.00 $15.00
Support positions that are not in the 

classroom, e.g. Safety Assistant

5488 NB-TUTOR/ASS'T/NON-SPED $11.00 $15.00
Positions in the classroom that do not fit 

any of the above circumstances

5486 NB-TEMPORARY-MISC varies varies
Job that does not fit any of the above 

circumstances

Job Class # Job Title - Pay Rate Notes
5220 NB-SUB-TEACH-CERTIFIED $20.00 Alaska Certified Sub
5230 NB-SUB-TEACH-NON-CERTIFIED $18.00 Non-Certified Sub, Bachelors Degree

5231 NB-SUB-TEACH-NON-CRT-ASSOC>48H $18.00
Non-Certified Sub, Associates Degree or 
48+ credits

5235 NB-SUB-TEACH-INTERN $18.00 Student Teaching Intern

5240 NB-SUB-TEACH-LONG-TERM

Teacher 
Salary 
Schedule Certified Long Term Substitute

Job Class # Job Title Old Pay Rate
New Pay 
Rate Notes

5472 NB-LIBRARY AIDE $9.00 $12.00 Aide to library staff
5474 NB-LIBR ASSOC ELEM $12.00 $18.00 Library Associate. Elementary level only
5476 NB-LIBR ASSIST SEC $11.00 $15.00 Library Assistant. Secondary level only
5478 NB-RN-NURSE $22.00 $23.00
5468 NB-ELL TUTOR $15.00 $18.00
5464 NB-CULTURAL LIAISON $20.00 $20.00
5460 NB-ADMIN SECRETARY $12.00 $18.00
5490 NB-STUDENT WORKER $9.80 $9.84
5492 NB-AFTER SCH-PROG varies varies
5110 NB-NAVIGATOR $16.00 $16.00

12/21/2017

(Schools/departments must get in touch with HR for a sub or temp to have any of these specialized job class codes.)

2017-2018 Substitute & Temporary Pay Rate Structure

(Every sub and temp will see these job class codes when clocking in & out.)
Standard Temp Job Class Codes

Substitute Teacher Job Class Codes
(Only subs who have provided transcripts will see one of these job class codes when clocking in & out.)

Specialized Job Class Codes



Clocking In and Out Using the Kiosk - 1

Clocking In and Out Using the Kiosk

These directions will help staff member navigate the Clocking In/Out process for Timeclock Plus.  

The examples shown below are for clocking in and out on a kiosk. For more information, go to 

https://www.k12northstar.org/Page/5818.

Enter Your ID Number

1. Enter your Badge/ID number which is your fnumber without the f.

2. Select Continue.

Enter your Pin Number

1. Enter your PIN number

2. Then selet Continue. 

3. Common Error: Some employees accidentally hit Cancel and assume that they are clocked 

https://www.k12northstar.org/Page/5818


Clocking In and Out Using the Kiosk - 2

in/out. They are confused when they have a Missed Punch message on their next clock in/out.

Verify your Name and Select Clock in or Clock out

1. Verify your name.

2. Select either Clock In or Clock Out.

Verification

This screen verifies who you are.  You must click Continue.

Common Error: Employees are confused because the middle of the screen says you are clocked 

out. This is correct as in this example the employee is clocking in, but their current status is that 

they are clocked out. 



Clocking In and Out Using the Kiosk - 3

Select Your Job Code

If this screen comes up, select the job code for your job. Then select Continue.

Success

This screen lets the employee know that their clock in or out was succesful. 

Common problems:

1. Employee selects Cancel rather than Continue.

2. Employee takes too much time. After 15 seconds, the kiosk times out. Employee will see the 

Enter ID screen.

Managers and Timekeepers can view the reason for the missed clock in or out in the Audit Log.  



M E M O R A N D U M 
 
 
TO:  All Staff 
 
FROM: Wendy Tisland, Executive Director of Human Resources 
 
DATE:  July 24, 2017 
 
SUBJECT: 2017-2018 Legal Requirements & Expectations for Student Safety 
 
As a school district employee, you play a critical role in providing a safe place for 
students to learn. As such, you are required to review and comply with the requirements 
set forth in the following policies and documents that address the legal requirements 
and the district’s expectations for all staff regarding interaction with students.  
 

1. School Board Policies and Administrative Regulation* 
• Policy 543 

o Conditions of Employment - Ethical and Professional Conduct** 
• Policy 614.3 

o Duties and Responsibilities of Teachers - Ethical and Professional 
Conduct ** 

• Policy 811.2 
o  Employee and Volunteer Use of Electronic and Social Media 

Communications - Policy 
• Policy 1011 

o Nondiscrimination  
• Policy 1012 

o Harassment  
• Policy 1012.1 

o Harassment - Sexual Harassment  
• Policy 1052.12 

o Student Disciplinary Actions – Disciplinary Consequences – Simple 
Discipline - Corporal Punishment 

• Policy 1065 
o Student Welfare - Reporting Child Abuse and Neglect 

• Policy 1065.1 
o Student Welfare – Reporting Child Abuse and Neglect - Staff 

Reports 
• Policy 1068 

o Student Welfare - Erin’s Policy for a Child Sexual Abuse Prevention 
and Education Program 

• Administrative Regulation 130.2 
o Nondiscrimination - Gender Identity 

   

FAIRBANKS NORTH STAR BOROUGH SCHOOL DISTRICT 
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**Policies 543 and 614.3, Ethical and Professional Conduct, hold all staff to a 
professional standard in their conduct toward students, parents, guardians, co-
workers, and members of the public, including engagement in constructive, tactful 
communication. Electronic communication is held to the same professional standard 
of conduct as traditional face-to-face, verbal, or written communication. 

 
* The School Board Policies and Administrative Regulations are available on the district's 
website at: http://www.boarddocs.com/ak/fbns/Board.nsf/Public   
 

2. Defining Staff-Student Boundaries 
This document is a joint publication of the district's Employment and Educational 
Opportunity (EEO)/Affirmation Action Office, the Education Support Staff 
Association (ESSA) and the Fairbanks Education Association (FEA).  All staff 
are expected to follow these guidelines for appropriate interactions with students.  
  

3. Classroom Safety Flyer  
This flyer cites provisions of the FEA Negotiated Agreement and the ESSA 
Negotiated Agreement with the School Board that addresses provisions for all 
staff on appropriate physical contact with students. 

 
4. Professional Teaching Practices Commission Code of Ethics 

This code sets forth the ethics certificated staff must follow.  The ethical 
standards that fulfill staff's obligation to students are the standards the district 
expects for all staff dealing with students. School Board Policy 543, Conditions 
of Employment - Ethical and Professional Conduct, adopts the definition of 
professionalism as a standard for all employees. 
 

Questions regarding your responsibilities can be directed to your building administrator, 
supervisor, or the Human Resources Department.  
 
 

 
Attachments (4) 
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Title:  Policy 543: Conditions of Employment - Ethical and Professional Conduct 
Legal: 20 AAC 10.020 - 20 AAC 10.030; Appropriate Staff-Student Interaction Guidelines - Defining Staff-Student 

Boundaries Brochure 
 
Employees are expected to be professional* in their attitudes and behaviors toward students, parents, co-
workers, and members of the public. The Code of Ethics of the Education Profession adopted by the 
Professional Teaching Practices Commission (20AAC 10.020. – 20AAC 10.030) and the district's 
“Defining Staff-Student Boundaries” brochure provide guidance and expectations for all employees. 
 
*To be professional means: 

1. to accept responsibility; 
2.  to perform one’s job competently; 
3.  to accord just, equitable, and respectful treatment to all persons encountered in the workplace;  
4.  to engage in constructive, tactful communication; and 
5.  to practice collaborative problem-solving when appropriate. 

 
Title: Policy 614.3: Duties and Responsibilities of Teachers - Ethical and Professional 

Conduct 
Legal: 20 AAC 10.020 – 20 AAC 10.030; Appropriate Staff-Student Interaction Guidelines - Defining Staff-Student 

Boundaries Brochure 
 
Teachers are expected to be professional* in their attitude, behavior, and communication with students, parents, 
and co-workers and are required to abide by the Code of Ethics of the Education Profession adopted by the 
Professional Teaching Practices Commission (20AAC 10.020.–20AAC 10.030). The district's Defining Staff-
Student Boundaries brochure also provides guidance and expectations for all employees. 

*To be professional means: 
1. to accept responsibility; 
2. to perform one’s job competently; 
3. to accord just, equitable, and respectful treatment to all persons encountered in the workplace; 
4. to engage in constructive, tactful communication; and 
5. to practice collaborative problem-solving when appropriate. 

 
Title: Policy 811.2: Employee and Volunteer Use of Electronic and Social Media 

Communications - Policy 
Legal: AS 14.20.095; Appropriate Staff-Student Interaction Guidelines - Defining Staff-Student Boundaries Brochure; 

Professional Teaching Practices Commission Code of Ethics (20 AAC 10.020 – 20AAC 10.030); Garcetti v. 
Ceballos, 547 U.S. 410 (2006); Pickering v. Board of Education, 391 U.S. 563 (1968). 

 
Cross References:   543 - Policy 543: Conditions of Employment - Ethical and Professional Conduct  

800.2 - Policy 800.2: School Board Policy on Technology - Policy  
802.23 - Policy 802.23: Student Use of Technology - Unsuitable Material Filters  

 
Communication is an essential element of the learning process. Using available technology can enhance 
communication and thereby enhance learning (cross reference School Board Policy 800.2: Technology). 
  
All employees are held to a professional standard in their conduct toward students, parents, guardians, co-
workers, and members of the public, including engagement in constructive, tactful communication. 
Electronic communication is held to the same professional standard of conduct as traditional face-to-face, 
verbal, or written communication (cross reference School Board Policy 543: Ethical and Professional Conduct). 
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Employees and volunteers must understand the importance of establishing and maintaining the proper 
boundaries in communications with students. The same standards for appropriate content apply to electronic and 
social media communication (see Guidelines in the Defining Staff-Student Boundaries Brochure). 
  
The district reserves the right to monitor electronic communications conducted using district equipment, systems 
or networks. Employees and volunteers using electronic communication and social media should be mindful that 
it can be difficult to control and maintain privacy online, remembering that social media content can always 
become public and; even content with privacy controls may be made available to those outside preferred 
settings. Any content posted online may be discovered or reported to the district. For  example, the district may 
discover information as a result of its own efforts to monitor its online reputation, as a result of an investigation 
or complaint, or other legitimate reason. The district will handle information received or discovered in 
accordance with the district’s policies and procedures. Electronic and social media communication found to 
violate law, policy, regulations, guidelines or rules may result in corrective or disciplinary action, up to and 
including termination. 
  
This policy supplements, and does not replace, other district policies. Electronic communications remains 
subject to all applicable district policies, including but not limited to nondiscrimination and harassment, 
sexual misconduct, telecommunications access, staff ethics, confidentiality, and professional and ethical conduct 
standards.  
  
The superintendent shall develop an administrative regulation to implement this policy. The administrative 
regulation shall be reviewed periodically and revised as needed in order for it to evolve to reflect emerging 
social media technologies.  
  
Use of Social Media on Behalf of the District 
The school district has a presence with online sites and social media accounts. The superintendent shall develop 
policies governing access to and control over official school district accounts.  
 
A successful social media presence requires monitoring and attention. Individuals using social media to 
disseminate information for the district should consider whether there are adequate resources (including time) 
to maintain the communication, monitor and address responses and communications from others regarding the 
content. 
 
Individuals using social media for the district must be transparent and make clear that any postings made as part 
of their job are posted for the district. 
 
Everyone using social media for the district should be accurate, fair and courteous, use proper grammar and 
avoid jargon and unnecessary abbreviations or acronyms that may be unfamiliar to the intended 
audience, students or parents. 
 
No one should conduct or encourage illegal activity or engage in commercial solicitation while using social 
media for the district. 
 
No one should publish profane or obscene or sexually explicit language or content while using social media for 
the district. 
 
No one using social media for the district should violate the legal ownership interests of any party. It is 
important to respect copyrights and give credit where credit is due. 
 
No one should use social media for the district to promote, foster or perpetuate  impermissible discrimination. 
 
Everyone using social media for the district must refrain from disseminating information that may tend to 
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compromise the safety or security of students, the public or the district. Guidelines and legal limitations such as 
FERPA apply in social media. Confidential matters must be kept private. 
 
It is important for everyone using social media for the district to do so in a respectful and professional manner. 
 
Users who make an error while using social media for the district should be honest about mistakes and correct 
them quickly. Negative comments or developments should be handled quickly and professionally. If employees 
or volunteers choose to modify an earlier post, they should make clear they have done so. 
 
The district reserves the right to restrict or remove any content provided by employees or volunteers in the 
course of their employment that is in violation of district policy or applicable law. 
  
Communication with Students 

1. An employee’s communication with students in the classroom or directly related to instruction is an 
extension of the employee’s job.  

2. An employee’s communication with students outside of the classroom or not directly related to 
instruction may be restricted and require parent consent. 
  

3. When using electronic communication and social media to communicate with students and their 
families, employees and volunteers are required to do so in a manner that:   

a. is consistent with responsible and professional use;  
b. does not interfere with efficient and effective operation of the district; and  
c. does not compromise the safety and well-being of students. 

4. An employee using social media to communicate with students must provide equitable 
communication by alternative methods to those students without technology. 

5. Employee communication with students must comply with individual sites’ terms of use and privacy 
policies (COPPA).  

6. Employee communication with students recognizes the school district’s student web protection 
parameters which limit student access during school hours (see School Board Policy 802.23: 
Unsuitable Material Filters) (CIPA). 

Private Use of Social Media 
Volunteers and employees of the district have First Amendment rights to speak on matters of public concern. 
 
Employees and volunteers engaging in social media as private citizens should not attribute their personal 
statements, opinions or beliefs to the district.  
 
Employees and volunteers should not use district logos or trademarks or other intellectual property of the district 
when engaging in social media as private citizens. 
 
Employees and volunteers engaged in social media as private citizens should remain aware that guidelines and 
limitations such as FERPA remain applicable and should not use social media to disclose confidential 
information regarding students. 
 
Employees should be mindful of their ongoing ethical obligations as educators and should not post any material 
that constitutes harassment, hate speech or libel. 
 
Nothing in this policy restricts or modifies the right of a teacher to engage in comment and criticism outside of 
school hours regarding school personnel, members of the governing body of any school or school district, or any 
other public official or any school employee to the same extent that a private individual may exercise that right 
in accordance with Alaska Statute 14.20.095. 
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Factors the district may consider when considering violations of this policy include: 
1. whether the employee or volunteer knowingly and directly initiated inappropriate communication 

with students;  
2. whether the employee or volunteer intended or intentionally disregarded the possibility that students 

would see his or her inappropriate postings; and  
3. whether the nature of the communication itself reflected,   

a. inappropriate employee-student communication, such as discussion of sexually suggestive or 
sexually explicit topics, or  

b. unprofessional communication that has negatively impacted the employee’s or volunteer’s 
ability to perform his or her job responsibilities effectively. 

Definitions 
1. Electronic communication shall mean, but not be limited to, any communication that is sent by, 

delivered by, received by, or that otherwise uses: 
a. e-mail; 
b. instant messaging; 
c. text message; 
d. telephone, including cellular or mobile phone or smartphone; 
e. social-media site; 
f. the Internet; or 
g. any similar technology.  

2. Online conduct shall mean, a) the transmission of any electronic communication, and b) the 
publication of any content via social media. 

3. Social media shall mean forms of electronic communication through which users create online 
communities to share information, personal messages, ideas, photographs, videos, and other content. 

 
Title:    Policy 1011: Nondiscrimination 
Legal:   AS 14.18.060;  AS 18.80.220-225; AS 47.80.010; Civil Rights Act of 1964, Title VI and Title VII; Equal Pay Act of 

1963; Age Discrimination in Employment Act of 1967; Education Amendments of 1972, Title IX; Rehabilitation Act 
of 1973, Section 504; Individuals with Disabilities Education Act; Age Discrimination Act of 1975; Vocational 
Educational Act, Title II; Americans with Disabilities Act, Title II, as amended by the ADAAA of 2008; Genetic 
Information Nondiscrimination Act of 2009, Title II 

 
Cross References: 130 * - Policy 130: Nondiscrimination  

130 - AR 130: Nondiscrimination - Nondiscrimination and Affirmative Action  
1011 * - Policy 1011: Nondiscrimination  

 
The Board is committed to a policy of nondiscrimination in relation to race, ethnicity, color, religion, creed, sex, 
age, national origin, physical or mental disability, marital status, changes in marital status, pregnancy, 
parenthood, sexual orientation, gender identity, disabled veterans or other eligible veterans, or any other basis of 
discrimination prohibited by local, state, or federal law, except where a bona fide requirement may lawfully 
disqualify an individual. This policy will prevail in all matters concerning staff, students, contractors, the public, 
educational facilities, programs, services and activities. 

 
Title:    Policy 1012: Harassment 
Cross References: 131 - Policy 131: Harassment ;  

534 - Policy 534: General Personnel Policies – Harassment 
1046.7 * - Policy 1046.7: Student Rights and Responsibilities - Disruptive      Student Behavior - Harassment  
1046.7 - AR 1046.7: Student Rights and Responsibilities - Disruptive Student   Behavior - Harassment  

 
It is the policy of the Fairbanks North Star Borough School District to maintain a learning and work 
environment that is free of harassment. The school district prohibits all forms of harassment. 
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Harassment includes but is not limited to any verbal, nonverbal, written, physical conduct, or electronic 
communication relating to race, ethnicity, color, religion, creed, sex, age, national origin, physical or mental 
disability, marital status, change in marital status, pregnancy, parenthood, sexual orientation, gender 
identity, disabled veterans, or other eligible veterans that is sufficiently severe, pervasive, or persistent that it 
substantially interferes with or limits an individual’s work, academic, athletic, or activity performance or creates 
an intimidating, hostile, or offensive work or academic environment. 
 
Allegations of harassment should be reported immediately. Reports may be made to the building principal, a 
supervisor, or the director of Employment and Educational Opportunity (EEO). Allegations of harassment will 
be promptly, fairly, and thoroughly investigated. Violations of this policy will be subject to appropriate action, 
including discipline. 
 
Retaliation against a person alleging harassment or participating in an investigation of an allegation of 
harassment is prohibited. The school district shall promptly, fairly, and thoroughly investigate all reported 
allegations of retaliation and take appropriate action. 

 
Title:  Policy 1012.1: Harassment - Sexual Harassment 

Legal:  Title VII of the Civil Rights Act of 1964; Title IX of the 1972 Education Amendments 
 
Cross References:  131.1 - AR 131.1: Harassment - Sexual Harassment  

535 - Policy 535: General Personnel Policies - Sexual Harassment  
1012.1 - AR 1012.1: Harassment - Sexual Harassment  

 
It is the policy of the Fairbanks North Star Borough School District to maintain a learning environment that is 
free from sexual harassment. 
 
It shall be a violation of policy for any person to harass a student under school authority through conduct or 
communications of a sexual nature. It shall also be a violation of policy for students to harass students or 
other persons through conduct or communications of a sexual nature. 
 
Any student or other person who believes he or she has been subjected to sexual harassment should report the 
alleged conduct immediately to the building principal, counselor, or other individual designated to receive 
such complaints. Allegations of sexual harassment shall be investigated promptly, fairly, and thoroughly. 
 
Violations of this policy will be subject to appropriate action, including discipline. 

 
Title: Policy 1052.12: Student Disciplinary Actions - Disciplinary Consequences - Simple 

Discipline - Corporal Punishment 
Legal:  4 AAC 07.900; 4 AAC 07.010(c) 
 
The use of corporal punishment in the Fairbanks North Star Borough School District is prohibited. (4 AAC 
07.010(c)) Corporal punishment means the application of physical force to the body of a student for disciplinary 
purposes. It does not include the use of reasonable and necessary physical restraint of a student to protect the 
student or others from physical injury, to obtain possession of a weapon or other dangerous object from a 
student, to maintain reasonable order in the classroom, or on school grounds, or to protect property from 
serious damage or destruction. (4 AAC 07.900) Physical contact by authorized employees for the purpose of 
administering first aid or to attend to student health needs if reasonable and necessary is not within the definition 
of corporal punishment. 
 
 

Page 31



 
Title:  Policy 1065: Student Welfare - Reporting Child Abuse and Neglect 
Legal:  AS 47.17.010; AS 47.17.020 
Cross References: 1065 - AR 1065: Student Welfare - Reporting Child Abuse and Neglect  
 
The school district protects the health and well-being of students who may be adversely affected through 
physical injury or neglect, mental injury, sexual abuse, sexual exploitation, or maltreatment by requiring reports 
of suspicion of child abuse or neglect to the Office of Children Services in accordance with AS 47.17.010 and 
AS 47.17.020. 

 
Title: Policy 1065.1: Student Welfare - Reporting Child Abuse and Neglect - Staff 

Reports 
Legal:  20 AAC 10.020(b)(4) 
 
Employees, who in the performance of their occupational duties, have reasonable cause to suspect that a student 
has suffered harm as a result of child abuse or neglect shall immediately report the harm to the Fairbanks’ Office 
of Children’s Services. Employees may also report suspicions of abuse or neglect that have come to their 
attention in their non-occupational capacity. Any doubt about reporting suspected child abuse and neglect is to 
be resolved in favor of protecting the student. 

Teachers shall report to the Professional Teaching Practices Commission knowledge of an educator’s act of 
physical abuse of a student or sexual conduct with a student. 

 

Title: Policy 1068: Student Welfare - Erin’s Policy for a Child Sexual Abuse Prevention 
and Education Program 

Cross References:   1068 - AR 1068: Student Welfare - Erin’s Policy for a Child Sexual Abuse Prevention and Education Program 
 
The school district shall develop a comprehensive child sexual abuse program with the goal of informing 
students and staff about child sexual abuse and available resources. The program shall include, but not be 
limited to: 

1. adopting a child sexual abuse curriculum to provide age-appropriate information to teach students 
the difference between appropriate and inappropriate conduct in situations where child sexual abuse 
could occur, and to identify actions a child may take to prevent and report sexual abuse or sexual 
assault; 

2. providing students with resources and referrals to handle these potentially dangerous situations;  
3. providing students access to available counseling and educational support;  
4. providing mandatory training to all district staff to ensure they are fully informed on:   

a. the warning signs of sexual abuse and sexual misconduct involving a child,  
b. mandatory reporting requirements,  
c. school district policies,   
d. establishing and maintaining professional relationships with students, 
e. available resources for children affected by sexual abuse or misconduct; 

5. methods for increasing teacher, student, and parent awareness of issues regarding sexual abuse of 
children; and   

6. A minor student shall be excused from participating in classroom instruction regarding sexual abuse 
and sexual assault upon receipt by the principal of a written request from the student’s parent or 
guardian. 
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Title  AR 130.2: Nondiscrimination - Gender Identity 
Cross References: 130.2 * - Policy 130.2: Nondiscrimination - Gender Identity  

130 - AR 130: Nondiscrimination - Nondiscrimination and Affirmative Action  
131.1 - AR 131.1: Harassment - Sexual Harassment  

 
Purpose 
The purpose of this regulation is to advise district staff regarding issues relating to transgender and gender 
nonconforming students in order to create a safe learning environment for all students, and to ensure that every 
student has equal access to all components of the educational program. 
  
Procedure 
The issues addressed in this regulation include: 

1. Definition  
2. Names/Pronouns  
3. Dress 
4. Family Acceptance 
5. Access to gym class and sports 
6. Locker room accessibility 
7. Restroom accessibility 
8. Confidentiality 
9. Discrimination and/or Harassment 

 
This regulation does not anticipate every situation that might occur.  It does offer suggested approaches to 
specific issues when the safety of transgender and gender nonconforming students may be at risk. 

1. Definitions 
a. “Transgender Students” refers to students whose gender identity is different from their sex at 

birth, and whose gender expression is different from the way males or females are expected to 
look or behave. 

b. “Gender Identity” refers to one’s feelings, understanding, interests, and outlook about whether 
one is female or male, or both, or neither, regardless of one’s biological sex. 

c. “Gender Expression” refers to the way a person expresses her or his gender, through gestures, 
movement, dress and grooming. 

d. “Gender Nonconforming Students” refers to students who have a gender expression that does not 
conform with stereotypical expectations, for example, “feminine boys,” “masculine girls,” and 
students who are androgynous. 

e. "Sexual Orientation” refers to a student’s sexual attraction to or sexual preference for a sexual 
relationship with others.  Sexual orientation could be homosexual, heterosexual, or bisexual.   

f. “Gay, Lesbian, Bisexual” are terms that refer to students with particular sexual preferences 
towards others of their same sex or of either sex. 

2. Names/Pronouns   
a. It is strongly suggested that teachers, including counselors, privately ask transgender or gender 

nonconforming students when appropriate how they want to be addressed.  If a school staff 
member has a question pertaining to how a student wishes to be addressed it is recommended the 
staff member consult with the student’s counselor who can determine the student’s preference 
and then communicate to the staff as appropriate.  In cases where a student and parents are in 
disagreement about the name and pronoun to be used at school, school officials should seek a 
resolution acceptable to the student and to the parents. 

b. Students are to be addressed by the name and pronoun that corresponds to the gender identity that 
the student consistently asserts at school.  A student may request to be addressed by his or her 
“preferred name” (and preferred pronoun) that corresponds to their gender identity without 
obtaining a court order or without changing their official records.  This preference guide 
acknowledges that inadvertent slips or honest mistakes in the use of the “preferred” names or 
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pronouns might occur, but it does not condone an intentional and persistent refusal to respect a 
student’s gender identity. 

c. The district is required to maintain a permanent student record which includes the legal name of 
the student and the student’s sex.  The district will change a student’s official records to reflect a 
change in legal name or gender upon receipt of documentation that such legal name or gender has 
been changed pursuant to a court order. 

3. Dress 
The district’s dress code should be applied uniformly to all students.  Transgender and/or gender 
nonconforming students have the right to dress in accordance with the gender identity the student 
consistently asserts at school recognizing the district’s dress code with its safety provisions, its 
prohibitions, and guidance regarding appropriate attire. 

4. Family Acceptance 
Some transgender and gender nonconforming students are not open about their gender identity at 
home because of safety reasons.  A school should focus on the student’s safety as the priority when 
providing or reporting information about the student to parents or guardians.  

5. Access to Physical Education and Sports 
Transgender and gender nonconforming students shall have the same opportunities to participate in 
physical education as all other students. Participation in competitive athletic activities and contact 
sports are to be addressed on a case-by-case basis to ensure fairness. 

6. Locker Room Accessibility 
Schools shall provide appropriate locker room facility access to nonconforming gender identity 
students.  If there is a reason or desire for increased privacy and/or safety, the student may be 
provided access to a reasonable alternative locker room such as: use of a private area (i.e., a nearby 
restroom stall with a door, an area separated by a curtain, a P.E. instructor’s office in the locker 
room, or a nearby health office restroom).  If needed a separate changing schedule may be provided 
utilizing the locker room before or after the other students.  

7. Restroom Accessibility 
At the discretion of the school administrator, a student may be provided access to a restroom facility 
that corresponds to the gender identity that the student consistently asserts at school.  If the student 
and administrator feel that there is a reason or desire for increased privacy and/or safety, the student 
may be provided access to an alternative restroom such as a single stall “unisex” restroom or the 
health office restroom.  In all instances, the school administrator makes the decisions about 
alternative restroom use governed by judgment concerning the safety and best interests of the student 
in question. 

8. Confidentiality   
a. Transgender students have a right to privacy regarding their transgender status.  Therefore, 

school personnel should not disclose a student’s transgender status to others, including parents, 
and/or other school personnel unless there is a specific “need to know.”  

b. When discussing a particular issue such as conduct, discipline, grades, attendance, or health with 
a transgender or gender nonconforming student, focus should be on the conduct or particular 
issue, and not on any assumptions regarding the student’s actual or perceived gender identity.   

9. Discrimination and/or Harassment 
Complaints alleging discrimination or harassment based on a student’s actual or perceived 
transgender or gender nonconforming identity are to be handled in the same manner as other 
discrimination/harassment complaints. (See Administrative Regulation 130 for information regarding 
the filing of discrimination/harassment complaints.) 
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Staff members must understand the difference between appropriate and inappropriate 
interactions with students. 
 

Appropriate interactions are those that create a safe environment in which students may grow, 
learn, seek help in solving problems and conflicts, and develop social skills.  Inappropriate   
interactions cross the boundaries separating student from adult needs and create a relationship that   
becomes peer-to-peer rather than adult-to-child. 
 

Offenders may be judged by students and others to be the “best” staff members, are very popular with students and are 
often recognized for contributions.  Staff members who have frequent one-to-one contact with students or who work in 
extracurricular activities can be at risk for inappropriate interactions or student allegations of inappropriate interactions.  
The expanding access to and use of technology as an informal and mobile communication tool may lead to inappropriate   
interactions. 
 

The examples shown may help you to determine when appropriate interactions begin to cross the line to inappropriate. 
  

Appropriate Interactions Inappropriate Interactions 
Maintain appropriate personal space Invades personal space; physical proximity that is too close 

Maintain reasonable eye contact Maintain intense eye contact 

Appropriate comments regarding academic 
environment and social activities 

Comments that are personal or physical in nature, i.e., “you have great legs,” 
“you should wear that sweater more often,” “what big muscles you have,” may 
have sexual overtones; condoning inappropriate topics for discussion; 
condoning verbal comments with sexual overtones; flirting 

Student aides assigned duties appropriate to the 
academic environment 

Student aides assigned duties to meet personal needs of staff members 

Student-staff communication appropriate and 
under-stood by general population 

Student-staff communication has implied messages and inside understanding 
not commonly understood by general population; hidden communication 

Conversations with students support learning and 
growth for student; student’s perspective is focus of 
conversation 

Conversations with students disclose personal and confidential information so 
that the student becomes the confidant of the adult; staff revealing personal      
information that could make student uncomfortable; adult becomes focus of 
conversation 

Appropriate use of student conferences in a 
manner consistent with educational purpose 

Pattern of spending time alone with student in conferences or other activities 
beyond educational expectations 

Student-staff relationship centered on academics, 
school events and activities 

Student-staff relationship maintained outside school events, manifested by 
taking student(s) to lunch, gift giving, outside social activities, frequent rides 
home or receiving or writing personal notes 

Maintain fair and equal treatment of all students 
with occasional exceptions 

Pattern of covering for or providing excuses for particular students, writing 
passes repeatedly for favored  students to cover tardies or absences 

Leaders of extracurricular and co-curricular 
activities maintain clear standards around gender 
issues and harassment 

Leaders of extracurricular and co-curricular activities encourage atmosphere of 
loose and inappropriate boundaries around gender and harassment issues 

A pat on the back, shoulder or arm 
Shoulder massage, lingering touches, squeezes, requesting affection; hugs, 
kisses or invitations to “give me a hug,” “give me a kiss;” touches on private 
parts of bodies 

Exercising good judgment on whether to touch 
students and/or under what circumstances; 
sensitive to individual preferences and cultural 
norms 

Touching students who may misinterpret the touch due to individual 
circumstances, cultural standards or developmental stage 

Referring serious student problems to the 
appropriately trained professional 

Staff members acting as helpers for serious student problems in circumstances 
where appropriate training in effective advising or counseling is warranted 

Parent approves of the interaction Parent questions the appropriateness of the interaction 

Communications via electronic technology related 
to instruction or school-sponsored activity and sent 
to or accessible to the entire class 

Social networking or other electronic technology communications that reveal 
personal information, or are directed at individual students 

Defining Staff – Student 
Boundaries 
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Staying Within Appropriate Boundaries of the Staff-Student Relationship 
 

  HELPFUL HINTS FOR STAFF MEMBERS   
1. Establish the parameters of the relationship 
2. Reaffirm the helping nature of the relationship 
3. Be prepared to develop a specific plan for addressing the students’ needs 

4. Involve other adults in implementing the plan. 
 

                  EFFECTIVE ADVISORS   
1. Understand their own emotional needs 

• Staff members/advisors who are in emotional need are the most vulnerable to the seductive 
dependency of an unprofessional relationship. 

2. Understand propriety issues related to helping relationships 
• Professional and personal boundaries become blurred when staff members/advisors take 

students to lunch, write and receive personal notes or make physical contact 

3. Understand the emotional and physical development of students 
• Students who believe no one listens to them often transfer feelings of affection to the staff 

member/ advisor 
 

Reporting Abuse 
School district personnel, administrative staff members, practitioners of healing arts, child care providers, and 
others are required by law (A.S. 47.17.020) to report suspected child abuse or neglect when they have 
reasonable cause to suspect it has resulted in harm to a child.  This obligation is an individual’s legal duty.   

Reports must be made to: 
Office of Children’s Services 

751 Old Richardson Highway, Ste. 300 
Fairbanks, Alaska 99701 

Telephone: (907) 451-2650 
Fax: (907) 451-2616 

Email: hss.ocsnrointake@alaska.gov 
 
School Board Policy 1065 directs all school district personnel to strictly adhere to the state law mandating 
report of suspected child abuse or neglect.  Any employee who suspects that a child has experienced physical or 
sexual abuse or physical or emotional neglect shall make a report to the Office of Children’s Services.  (1065.1) 

 
 

FAIRBANKS EDUCATION ASSOCIATION      EDUCATION SUPPORT STAFF ASSOCIATION 
 
 

 

FAIRBANKS NORTH STAR BOROUGH SCHOOL DISTRICT 

     

 

520 Fifth Avenue 
Fairbanks, AK  99701-4756 
Phone: (907) 452-2000 
Fax:  (907) 451-6160 
www.k12northstar.org 

2118 South Cushman Street 
Fairbanks, AK  99701 
Phone: (907) 456-4435 

Updated 7-2017 

2118 South Cushman Street 
Fairbanks, AK  99701 

Phone: (907) 456-4435 
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WARNING! 

Never touch a student during discipline! 
 

A message from your 
FEA and ESSA Rights Committees… 

 
 
FEA Article 518, CLASSROOM SAFETY, IV. and V., and ESSA Article 7.20, 
CLASSROOM SAFETY, d. and e., state: 

 
IV. Teachers (Employees) may have physical contact with students when 
reasonable and necessary to maintain a safe environment, to administer first aid, 
and to attend to health needs.  Examples of these circumstances include protecting 
self, protecting students from physical harm, preventing accidental injury, moving 
through a crowd to attend to an emergency, and providing appropriate care, or 
restraint, for students with special needs. 

 
V. Teachers (Employees) may not have physical contact with students in 
the context of disciplinary action. 

 
Even escorting a disruptive student by the arm 
to the office could be considered inappropriate 

contact! 
 

MAKE SURE YOU'RE NOT THE ONE GETTING 
DISCIPLINED! 
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Chapter 010 - Professional Teaching Practices Commission  

 
 
20 AAC 10.020.  CODE OF ETHICS AND TEACHING STANDARDS. (a) The following code of 
ethical and professional standards governs all members of the teaching profession. A violation of 
this section is grounds for discipline as provided in AS 14.20.030. 
 
(b)  In fulfilling obligations to students, an educator: 

 (1) repealed 10/25/2000;  
 (2) may not deliberately distort suppress, or deny access to curricular materials or 

educational information in order to promote the personal view, interest, or goal of the 
educator; 

 (3) shall make reasonable effort to protect students from conditions harmful to learning or to 
health and safety; 

 (4) may not engage in physical abuse of a student or sexual conduct with a student and 
shall report to the commission knowledge of such an act by an educator; 

 (5) may not expose a student to unnecessary embarrassment or disparagement; 
 (6) may not harass, discriminate against, or grant a discriminatory advantage to a student on 

the grounds of race, color, creed, sex, national origin, marital status, political or religious 
beliefs, physical or mental conditions, family, social, or cultural background, or sexual 
orientation; shall make reasonable effort to assure that a student is protected from 
harassment or discrimination on these grounds; and may not engage in a course of 
conduct that would encourage a reasonable student to develop a prejudice on these 
grounds; 

 (7) may not use professional relationships with students for private advantage or gain; 
 (8) shall keep in confidence information that has been obtained in the course of providing 

professional service, unless disclosure serves a compelling professional purpose or is 
required by law; 

 (9) shall accord just and equitable treatment to all students as they exercise their 
educational rights and responsibilities. 

 
(c) In fulfilling obligations to the public, an educator: 

(1) repealed 10/25/2000; 
(2) shall take reasonable precautions to distinguish between the educator’s personal views 

and those of any educational institution or organization with which the educator is 
affiliated; 

(3) shall cooperate in the statewide student assessment system established under 4AAC 
06.710-4 ACC 06.790 by safeguarding and maintaining the confidentiality of test 
materials and information; 

(4) repealed 10/25/2000; 
(5) may not use institutional privileges for private gain, to promote political candidates, or for 

partisan political activities;  
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(6)  may not accept a gratuity, gift, or favor that might influence or appear to influence 
professional judgment, and may not offer a gratuity, gift, or favor to obtain special 
advantage; 

(7) may not knowingly withhold or misrepresent material information in communicating with 
the school board regarding a matter before the board for its decision; and 

(8) may not use or allow the use of district resources for private purposes not related to the 
district programs and operation.  

 
(d) In fulfilling obligations to the profession, an educator: 

(1) may not, on the basis of race, color, creed, sex, age, national origin, marital status, 
political or religious beliefs, physical condition, family, social or cultural background, or 
sexual orientation, deny to a colleague a professional benefit, advantage, or participation 
in any professional organization, and may not discriminate in employment practice, 
assignment, or personnel evaluation; 

(2) shall accord just and equitable treatment of all members of the profession in the exercise 
of their professional rights and responsibilities; 

(3) may not use coercive means or promise special treatment in order to influence 
professional decisions of colleagues; 

(4) may not sexually harass a fellow employee; 
(5) shall withhold and safeguard information acquired about colleagues in the course of 

employment, unless disclosure serves a compelling professional purpose; 
(6) shall provide, upon the request of the affected party, a written statement of specific 

reasons for recommendations that led to the denial of increments, significant changes in 
employment, or termination of employment; 

(7) may not deliberately misrepresent the educator’s or another’s professional qualifications; 
(8) repealed 10/25/2000; 
(9) may not falsify a document, or make a misrepresentation on a matter related to 

licensure, employment evaluation, test results, or professional duties; 
(10) may not intentionally make a false or malicious statement about a colleague’s 

professional performance or conduct; 
(11) may not intentionally file a false or malicious complaint with the commission; 
(12) may not seek reprisal against any individual who has filed a complaint, provided 

testimony or given other assistance in support of a complaint filed with the commission; 
(13) shall cooperate fully and honestly in investigations and hearings of the commission; 
(14) repealed 10/25/2000; 
(15) may not unlawfully breach a professional employment contract; 
(16) shall conduct professional business through appropriate channels; 
(17) may not assign tasks to unqualified personnel; 
(18) may not continue in or seek professional employment while unfit due to (A) use of drugs 

or alcohol that impairs the educator’s competence or the safety of students or 
colleagues; (B) physical or mental disability that impairs the educator’s competence or 
the safety of students or colleagues; 

(19) may not interfere with a colleague’s exercise of political or citizenship rights and 
responsibilities. 
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RISK MANAGEMENT STATEMENT 

All employees are covered under the provisions of the Alaska Workers’ 
Compensation Act. Benefits are provided in accordance with this law for 
treatment required as the result of any accident or injury occurring while 
carrying out the duties pertaining to his/her position. All accidents or 
injuries requiring medical treatment other than first aid must be reported 
within 24 hours by completing a Report of Occupational Injury or Illness 
form. Forms are available from the building principal or the Human 
Resources Office. Completed forms should be forwarded to Risk 
Management as soon as possible. 

Any employee who experiences an injury or incident that does not result in 
treatment by a medical provider or a time loss from work must fill out an 
Employee First Aid Injury/Incident Report and forward it to Risk Management 
as soon as possible. This form is to be used for FIRST AID type injuries only. 
This form does not start a worker’s compensation claim for an employee. 
However, signing the form does not waive any rights under workers’ 
compensation laws. If, in the future, medical attention is required for this 
injury, the employee must report it to his/her supervisor immediately and fill 
out a Report of Occupational Injury or Illness form. 

Any accident involving students or members of the public, occurring on school 
property or at any school supervised activity, should be reported in writing to 
the district office by the building principal as soon as possible. Names of 
witnesses should be obtained and included in the report. Employees are 
cautioned that they should under no circumstances make any admission of 
negligence by a district employee or assumption of liability by the school 
district. 
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ADDITIONAL EMPLOYMENT OPTIONS 
LIBRARY MEDIA If you would like to work at the school libraries, please 

contact Library Media Services at 452-2000 ext. 11249. 
LANGUAGER 

INTERPRETOR / 
TRANSLATOR 

If you would like to work as a language interpreter, please 
contact Federal Programs at 452-2000 ext. 11467. 

SIGN LANGUAGE 
INTERPRETER 

If you would like to work as a sign language interpreter, 
please contact University Park at 479-6963. 

NURSE (RN or LPN) If you would like to work as a school nurse, please contact 
the nurse coordinator at 452-2000 ext. 11253.  Must be 

licensed. 
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FAIRBANKS AREA SCHOOLS



NORTH POLE AREA SCHOOLS
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For Help with Logging into Employee Self Service Call 907-452-2000 ext. 11397 
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July
 S M T W T F S

1 
 2 3 4 5 6 7 8 
 9 10 11 12 13 14 15 
16 17 18 19 20 21 22 
23 24 25 26 27 28 29 
30 31 

October

2017

S M T W T F S
 1 2 3 4 5 6 7 
 8 9 10 11 12 13 14 
15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 31 

January
S M T W T F S

1 2 3 4 5 6 
7 8 9 10 11 12 13 
14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31 

2018

2017
August

10, 16 Teacher Work Days
11-15 Professional Development

17 First Day for Students

September
4 Labor Day (holiday)     

29 Professional Development 
October

13 End of 1st Quarter (early dismissal)
30-31 Parent-Teacher Conferences

November
23-24 Thanksgiving (holiday)

December
20-22 Last 3 Days (early dismissal)

22 End of 2nd Quarter (early dismissal)
25 Winter Break - Begin

2018
January

5 Winter Break - End
8 Teacher Work Day (no school) 

15 Martin Luther King Jr. (holiday)

February
2 Professional Development

19-20 Parent-Teacher Conferences

March
9 End of 3rd Quarter (early dismissal)

12-16  Spring Break

April
2-6 Testing (all students attend school)

9-13 Testing (all students attend school)
May

15-17 Last 3 Days - Early Dismissal
17 Last Day for Students
18 Professional Development
21 Teacher Work Day

520 Fifth Avenue, Fairbanks, AK 99701
k12northstar.org

S M T W T F S
1 2 3 4 5 

6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25      26  
27 28 29 30 31

August

June
S M T W T F S

1 2 
3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 25 26 27 28 29 30

April
S M T W T F S

 1 T T T T T 7 
 8 T T T T T 14 
15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 

February
S M T W T F S

1 2 3 
4 5 6 7 8 9 10 
11 12  13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28

1st Quarter: 44 days

March
S M T W T F S

1 2 3 
4 5 6 7 8 9 10 
11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

3rd Quarter: 43 days

December
S M T W T F S

1 2 
3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 25 26 27 28 29 30 
31 2nd Quarter: 48 days

September
S M T W T F S

1 2 
 3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 25 26 27 28 29 30

November
S M T W T F S

1 2 3 4 
5 6 7 8 9 10 11 
12 13 14 15 16 17 18 
19 20 21 22 23 24 25 
26 27 28 29 30 

May
S M T W T F S

1 2 3 4 5 
6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29 30 31

4th Quarter: 45 days

▲▲

▲▲

School Start/End  

End of Quarter
(early dismissal)

Testing Day

Last 3 days 
(early dismissal)

Professional
Development Day
(no school)

Vacation/Holiday   
(no school)

T

Parent-Teacher    
Conferences  
(no school)

Teacher Work Day (no 
school)

Tentative Make-Up 
Days for Bad Weather

▲

1st  semester: 93 days
2nd semester: 89 days

Adopted by School Board: June 2, 2015

DRAFT
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ANDERSON ELEMENTARY, K-2 
Stacey Stansell, Principal 7:50-2:20 
768 Kodiak Street, Eielson AFB 99702  
372-2167 FAX 372-3437 
 
ANNE WIEN ELEMENTARY, K-6 
Michael Angaiak, Principal 8:30-3:00 
1501 Hampstead Ave., Fairbanks 99701 
451-7500 FAX 451-7564 
 
ARCTIC LIGHT ELEMENTARY, K-6 
Thad Keener, Principal 8:30-3:00 
Asst. Principal: Teresa Lesage 
4167 Neely Road, Ft. Wainwright 99703 
356-2038 FAX 356-2189 
 
BARNETTE MAGNET, K-8 
James Groves, Principal 8:15-2:45 
725 Tenth Ave, Fairbanks 99701  
456-6072 FAX 451-9602 
 
BEN EIELSON JR/SR, 7-12 
Bruce Bell, Principal 7:45-2:15 
Asst. Principal: Barbara Wiley 
675 Raven’s Way, Eielson AFB 99702 
372-3110 FAX 372-3202 
Counseling Fax: 372-3039 
 
BOREAL SUN CHARTER, K-7 8:45-3:15 
Tal Harlan, Head Teacher  
2404 S. Barnette St. Fairbanks 99701 
452-5444 
 
CAREER EDUCATION CTR., 11-12 
Craig Kind, Head Teacher 
724 27th Ave., Suite 1, Fairbanks 99701  
479-4061 FAX 479-0230 
 
CHINOOK CHARTER, K-8 
Wendy Demers, Head Teacher 8:15-2:45 
3002 International St, Fairbanks 99701 
452-5020 FAX 452-5048 
 
CRAWFORD ELEMENTARY, 3-6 
Barbara Sperl, Principal 8:00-2:30 
692 Raven’s Way, Eielson AFB 99702 
372-3306 FAX 372-3199 
 
DENALI ELEMENTARY, K-6 
Deborah Hall, Principal 8:30-3:00 
1042 Lathrop Street, Fairbanks 99701  
452-2456 FAX 451-0792 
 
EFFIE KOKRINE CHARTER, 7-12  
Josh Snow, Head Teacher    9:50-3:38 
601 Loftus Road, Fairbanks 99709 
474-0958 FAX 479-2104 
 
HUNTER ELEMENTARY, K-6 
Jane Bedford, Principal 8:45-3:15 
1630 Gillam Way, Fairbanks 99701 
456-5775 FAX 452-8891 
 
HUTCHISON HIGH SCHOOL, 9-12 
Robyn Taylor, Principal                    7:45-2:15  
Asst. Principal: Beth Reagin  
3750 Geist Rd, Fairbanks 99709 
479-2261 FAX 479-8286 
Counseling Fax: 479-2264 
 
JOY ELEMENTARY, K-6 
LaLaunie Whisenhant, Principal 8:30-3:00 
24 Margaret Ave., Fairbanks 99701  
456-5469 FAX 456-1477 

 
 
LADD ELEMENTARY, K-6 
Cori Anthony, Principal 9:00-3:30 
601 F St., Fairbanks 99701 
451-1700 FAX 451-9137 
 
LATHROP HIGH, 9-12 
Carly Sween, Principal 7:45-2:15 
Asst. Principals: Tyrone Oates, Linda Kang & 
Rob Sylvester 
901 Airport Way, Fairbanks 99701  
456-7794 FAX 452-6735 
Counseling Fax: 456-4475 
 
MIDNIGHT SUN ELEMENTARY, K-5 
Joanne Vanfleteren, Principal 9:00-3:30 
2301 Bradway Road - Physical 
520 Fifth Ave., Fairbanks 99701 - Mailing 
488-0134  FAX 488-2045 
 
NORDALE ELEMENTARY, K-6 
Brian Powell, Principal 8:30-3:00 
397 Hamilton Ave., Fairbanks 99701 
452-2696 FAX 456-5608 
 
NORTH POLE ACADEMY, 7-12 
Diana Childs, Head Teacher 
2945 Monk Ct., NP 99705  
490-9025 FAX 490-9021 
 
NORTH POLE ELEMENTARY, K-5 
Mark Winford, Principal 9:00-3:30 
250 Snowman Lane, North Pole 99705  
488-2286 FAX 488-1232 
 
NORTH POLE HIGH, 9-12 
Clarice Mingo, Principal  7:45-2:15 
Asst. Principals: Carol Warbelow &  
Allyson Nicholson 
601 NPHS Blvd., North Pole 99705  
488-3761 FAX 488-1488 
Counseling Fax:  490-2305 
 
NORTH POLE MIDDLE, 6-8 
Richard Smith, Principal 8:00-2:30 
Asst. Principal: KC Bodily 
300 East 8th Ave., North Pole 99705  
488-2271 FAX 488-9213 
 
PEARL CREEK ELEMENTARY, K-6 
Kate LaPlaunt, Principal 9:00-3:30 
700 Auburn Drive, Fairbanks 99709  
479-4234 FAX 479-4025 
 
RANDY SMITH MIDDLE, 7-8 
Dave Dershin, Principal 9:30-4:00 
1401 Bainbridge, Fairbanks 99701 
458-7600 FAX 458-7676 
 
RYAN MIDDLE, 7-8 
Heather Stewart, Principal 9:30-4:00 
Asst. Principal: Petra Timmons 
1450 Cowles Street, Fairbanks 99701  
452-4751 FAX 451-8834 
 
SALCHA ELEMENTARY, K-6 
Tori Brannan, Interim Principal 9:00-3:30 
8530 Richardson Hwy - Physical  
520 Fifth Ave., Fairbanks 99701-Mailing 
488-3267  FAX 488-5358 
 
STAR OF THE NORTH SECONDARY 
See Career Ed. Center & NP Academy 
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TANANA MIDDLE, 7-8 
Jethro Jones, Principal   9:30-4:00 
Asst. Principal: Courtney Orr 
Trainor Gate Rd., Fairbanks 99701 
452-8145         FAX 456-2780 
 
TICASUK BROWN ELEMENTARY, K-5 
Shawna Henderson, Principal  9:00-3:30 
785 Lakloey Drive - Physical 
520 Fifth Ave., Fairbanks 99701 - Mailing 
488-3200 FAX 488-6208 
 
TWO RIVERS SCHOOL, K-8 
Catherine Pusch, Interim Principal 9:00-3:30 
400 Two Rivers Road - Physical  
520 Fifth Ave., Fairbanks 99701 - Mailing 
488-6616 FAX 488-8487 
 
UNIVERSITY PARK ELEMENTARY, K-6 
Kyra Aizstrauts, Principal 8:45-3:15 
554 Loftus Road, Fairbanks 99709  
479-6963 FAX 479-6219 
 
WATERSHED CHARTER, K-8 
Jarrod Decker, Head Teacher 8:30-3:00 
4975 Decathlon, Fairbanks 99709  
374-9350 FAX 374-9360 
 
WELLER ELEMENTARY, K-6 
Lynn Weckesser, Principal  8:30-3:00 
635 Elementary Drive - Physical 
520 Fifth Avenue Fairbanks 99701 - Mailing 
457-1629 FAX 457-2663 
 
WEST VALLEY HIGH, 9-12 
Sarah Gillam, Principal 7:45-2:15 
Asst. Principals: Dave Foshee, Greg Gibson & 
Heather Johnson 
3800 Geist Rd., Fairbanks 99709  
479-4221 FAX 474-8901 
Counseling Fax: 479-8371 
 
WOODRIVER ELEMENTARY, K-6 
Grant Guy, Principal 9:00-3:30 
5000 Palo Verde Dr., Fairbanks 99709  
479-4211 FAX 479-5077 
 
OTHER SCHOOLS: 
  Fairbanks B.E.S.T.  452-2000 Ext. 11201 
  Golden Heart Academy 456-1536 
  BRIDGE Program 474-2144 

 
SCHOOL DISTRICT 

ADMINISTRATIVE CENTER 
520 Fifth Ave., Fairbanks, 99701 

Ph-452-2000 Fax-451-6160 
www.k12northstar.org 

Dr. Karen Gaborik, Superintendent 
Sandra Kowalski, Asst. Supt- Elementary 

Shaun Kraska, Asst. Supt- Secondary 
 

FACILITIES MANAGEMENT 
1300 Minnie St., Fairbanks, 99701 

Ph-452-4461 Fax-451-0062 
Dave Norum, Executive Director 

 

NUTRITION SERVICES 
1305 Charles St., Fairbanks, 99701 

Ph-451-1004 Fax-374-8721 
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S M T W T F S S M T W T F S


19/14 1 2 3 12/2 = 11/14 - 27 6/1 1 2 3 06/2 = 5/15 - 28


4 5 6 7 8 9 10 4 5 6 7 8 9 10


18/13 11 12 13 14 15 16 17 12/16 = 11/28 - 12/11 11 12 13 14 15 16 17 06/16 = 5/29 - 6/11


18 19 20 21 22 23 24 18 19 20 21 22 23 24  


17/12 25 26 27 28 29 30 31 12/30 = 12/12 - 25 25 26 27 28 29 30 6/30 = 6/12 - 25


Vacation


                             START          END FEA (184) 1st pay =  8/26                 Last = 6/2


FPA (206) 1st pay = 7/29                    Last = 6/2


FPA (196) 1st pay = 8/12                  Last = 6/2


MAY


DECEMBER JUNE


FEA                      8/10             5/19


FPA (206)           7/18             5/26
FPA (196)           8/1               5/26 July, December & June = 3 checks


SEPTEMBER MARCH


Payroll Schedule FY 17 (2016-17)
JULY JANUARY


AUGUST FEBRUARY


Start Pay Period End Pay Period Pay Day Holiday


OCTOBER APRIL


NOVEMBER


H:\Human Resources\Gateway\Calendar\SY 2016-17\HR Payroll Calendar 2016-17
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Absence and Substitute Management 
LOGGING IN ON THE WEB 


To log in to the absence management system, type aesoponline.com in 


your web browser’s address bar. 


  


The Sign In page will appear. Enter your ID and PIN and click Login. 


CAN’T REMEMBER YOUR LOGIN INFO? 


If you’re having trouble logging in, click the Login Problems link next to 


the “Login button for more information.  


 


SEARCHING FOR AVAILABLE JOBS 


The system makes it easy to find available jobs right on the homepage. Available jobs appear in green on 


the calendar and in list form under the “Available Jobs” tab. 


 


To accept a job, simply click the Accept button next to the absence. If you do not want to accept 
this job, click the Reject button, instead. 


GETTING HELP AND TRAINING 


If you have questions, want to learn more about a certain 
feature, or want more information about a specific topic, 
click Help Resources and select Frontline Support to go 
to the Learning Center to search a knowledge base of 
help and training materials. 



http://aesoponline.com/
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ACCESSING ABSENCE MANAGEMENT ON THE PHONE 


Not only is the system available on the web, but you can also find and accept available jobs, manage 
personal information, change your PIN number, and more, all over the phone. 
 
When You Call into Absence Management 
 
To call, dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # 
sign), then your PIN number (followed by the # sign). 
 
When calling the absence management system, you can: 


• Find available jobs – Press 1 
• Review or cancel upcoming jobs – Press 2 
• Review or cancel a specific job – Press 3 
• Review or change your personal information – Press 4 


 
When the Absence Management System Calls You 
 
If an available job has not been filled by another substitute two days before the absence is 
scheduled to start, the system will automatically start calling substitutes, trying to fill the job.  
 
Keep in mind, when the system calls you, it will be calling about one job at a time, even if you’re eligible for 
other jobs. You can always call in (see “When You Call into Absence Management” section above) to hear a 
list of all available jobs.  
 


 
When you receive a call, you can: 


• Listen to available jobs – Press 1 
• Prevent absence management from calling again today – Press 2 
• Prevent absence management from ever calling again – Press 9 


 
If you are interested in the available job, Press 1. You will be asked to enter your PIN number 
(followed by the # sign). At this point, the absence management system will list the job details, and you will 
have the opportunity to accept or reject the job. 
 


 


 


 


 


Note: When the system calls, be sure to say a loud and clear “Hello” after answering the 


call. This will ensure that the system knows you picked up the call.  


 







