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For more information on who to contact for support in HR, go to:  
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How Can HR Help You?
The Human Resources Department provides a variety of services to district employees. These 
services include, but are not limited to, employment, compensation, benefits, contractual obligations 
to the unions, labor relations, substitute management, absence management, certification support, 
volunteer processing and fingerprinting and background checks.  Let’s take a quick look at each of 
these areas!

Employment – HR posts all vacant positions. Most are posted internally to members of the 
bargaining unit first, then posted for external applicants if needed. HR screens all applicants to 
ensure that they meet the minimum qualifications necessary for the position. Qualifications many 
include experience, education, certificates, endorsements, etc. Each new employee undergoes a 
background check, fingerprinting, and attends a new hire orientation, which are held weekly during 
the school year.

Compensation – Each summer HR builds new salary tables per the negotiated agreement.  These 
tables are then uploaded into MUNIS so any salary increases are implemented in a timely fashion.  
HR also ensures employees are placed on the appropriate column and step for both new hires and 
current employees who are moving up the pay scale.

Benefits – FNSBSD employees are entitled to specific benefits, mainly negotiated through their union 
contracts. These benefits include personal, annual, and sick leave, medical, dental, and vision 
coverage, access to a 403B Plan, and an Employee Assistance Program.  The Benefits Coordinator 
works closely with the Health Care Committee and manages all Family Medical Leave Act (FMLA) 
cases to ensure that the district is in compliance with federal law. 

Certification for Teachers – Every three or five years, depending on your certification status, teachers 
must recertify.  HR helps teachers navigate through the paperwork providing support such as timely 
reminders for when certifications are expiring, employment verification letters, and mandatory 
training record forms.  

Absence Management through AESOP and Substitute Recruiting - Up to 10% of FNSBSD’s 
employees are out on sick or personal leave each day.  This equates to needing 150 – 200 substitutes 
per day.  HR actively recruits substitutes and temporary employees to fill these much needed 
positions.

Volunteers – FNSBSD have over 1800 volunteers who have submitted their volunteer packets and 
been approved to volunteer in our schools. HR ensures that the volunteers have completed a 
background check and met all state and federal guidelines for mandated training.  Yes, volunteers do 
have to complete both bloodborne pathogen and child abuse training!

http://bit.ly/HRwhotocontact
https://www.k12northstar.org/Page/1977

