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WELCOME 

While you are with us, we consider you a member of our staff and extend to you 
our assistance in every way possible. We believe your services will be more effective 
if you understand what we expect from a student employee and what you may 
expect from us.

Student employees are an essential part of our educational process in the district. 
We consider you significant contributor to the growth and development of our 
students.

The purpose of this handbook is to make your task as a student employee more 
meaningful and pleasant for you as well as for the students you are assisting. We 
hope you will find it beneficial. The material in this handbook is designed to 
include an overall view of our school system. It is our hope that this information 
will be an asset to you in becoming familiar with the policies and expectations of 
the various schools. This handbook will provide district requirements and 
procedures to guide and assist you in your professional role. 

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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Employment RelationshipTemporary Employee 

Student Employees 

The employment relationship between the school district and non-benefited 
employees (student 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 active employment.
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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.



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 

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.  

13 



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 last four of your social security 
number. The system will require that you change your password upon the first login. 
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Employee Information 

Compensation 

Salary is determined by the Fairbanks North Star Borough Board of Education. The hourly rate for all 
student employees is $9.84 per hour. Student employees are not eligible to participate in the 
state’s retirement program nor do they belong to a bargaining unit.

DIVISION OF LABOR STANDARDS & SAFETY (SUMMARY OF ALASKA CHILD LABOR LAW)

Age Requirements & Restrictions:

1. Alaskan youth under the age of 14 may only work in the following occupations:
• Newspaper sales and delivery.
• Babysitting, handiwork and domestic employment in or about private homes.
• Occupations in the entertainment industry, with an approved work permit from the Alaska Wage

and Hour Administration.

2. 14 and 15 Year Olds:
• Occupations in manufacturing, mining or processing, including work rooms or places where goods

are manufactured, mined or otherwise processed.
• Occupations involved in operation of power-driven machinery other than office machines.
• Occupations in construction (including demolition and repair) except office work.
• Any work in an establishment that serves alcoholic beverages.
• Public messenger service.
• Occupations in or about canneries, except office work.
• Work performed in or about boilers, engine rooms or retorts.
• Work involved with maintenance or repair of the establishment's machines or equipment.
• Occupations that involve working from window sills, ladders, scaffolds or their substitutes.
• Occupations handling or operating power-driven food slicers, grinders, choppers, cutters, and

bakery type mixers.
• Work in freezers, meat coolers, or preparation of meat for sale.
• Loading/unloading to or from trucks, railroad cars or conveyors.
• Occupations in warehouses and storage except office and clerical work.
• Occupations involving use of sharpened tools.
• Occupations in transportation of persons or property except office or sales work.

Federal Law
Child 14 & 15 years old may only work:
1. Outside school hours
2. No more than 40 hours in any one week when school is

not in session
3. Not more than 18 hours in any one week when school is

in session
4. Not more than 8 hours in any one day when school is not

in session
5. Not more than 3 hours in any one day when school is in

session
6. Between 7:00AM and 7:00PM in any one day except

during the summer (June 1 through Labor Day), when the
evening hours will be 9:00PM
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Alaska State Law
Children 14 & 15 years old may 
work:
1. A total of 9 hours of school and

work combined in one day
2. Only between the hours of

5:00AM to 9:00PM
3. No more than 23 hopurs per

week outside of schools hours
(domestic work and babysitting
excepted)

4. No more than 6 days per week

Restrictions on Work Hours



Employee Information 

Compensation Cont.

3. Minors 17 and under cannot be employed in:

• Occupations in manufacturing, handling or use of explosives.
• Occupations of motor vehicle driver or helper (some limited restrictions).
• Mining operations including coal.
• Logging or occupations in the operations of any sawmill, lathe mill, shingle mill or cooperage.
• Operation of power-driven woodworking machines.
• Occupations with exposure to radioactive substances and to ionizing radiation.
• Operation of elevators or other power-driven hoisting apparatus.
• Operation of power-driven metal forming, punching and shearing machines.
• Occupations involving slaughtering, meat packing or processing or rendering.
• Occupations involved in the operation and cleaning of power-driven bakery machines.
• Occupations involved in the operation of power-driven paper products machines.
• Occupations involved in the manufacture of brick, tile and kindred products.
• Occupations involved in the operation and cleaning of circular saws, band saws, and guillotine
shears.
• Occupations involved in wrecking, demolition, and shipwrecking operations.
• Occupations involved in roofing operations.
• Occupations involved with excavation operations.
• Electrical work with voltages exceeding 220, or outside erection or repair and meter testing
including telegraph and telephone lines.
• Occupations involving exposure to blood-borne pathogens.
• Occupations involved in canvassing, peddling, solicitation of door-to-door contributions, or acting as
an outside salesman.

Breaks:

An employee under 18 years of age who is scheduled to work 6 consecutive hours is entitled to a 30 
minute break during the work day.

An employee under 18 who works 5 consecutive hours is entitled to a 30 minute break before 
continuing to work.
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Updated 7/10/2017 

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 



Updated 7/10/2017 

**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) 

http://www.boarddocs.com/ak/fbns/Board.nsf/Public


FNSBSD School Board Policies and Administrative Regulations 
 

Policies & Administrative Regulations  
Page 1 of 8 

 

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). 
  

http://www.touchngo.com/lglcntr/akstats/aac/title20/chapter010/section020.htm
https://www.k12northstar.org/domain/1098
https://www.k12northstar.org/domain/1098
http://www.touchngo.com/lglcntr/akstats/aac/title20/chapter010/section020.htm
https://www.k12northstar.org/domain/1098
https://www.k12northstar.org/domain/1098
http://touchngo.com/lglcntr/akstats/2007Statutes/Title14/Chapter20/Section095.htm
https://www.k12northstar.org/domain/1098
http://www.touchngo.com/lglcntr/akstats/aac/title20/chapter010/section020.htm
https://www.law.cornell.edu/supct/html/04-473.ZS.html
https://www.law.cornell.edu/supct/html/04-473.ZS.html
https://supreme.justia.com/cases/federal/us/391/563/case.html
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ADCN7Q5D5061
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ADAQGQ5E3AE0
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ADAR7F60B267
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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. 

http://www.touchngo.com/lglcntr/akstats/statutes/title14/chapter18/section060.htm
http://touchngo.com/lglcntr/akstats/Statutes/Title18/Chapter80/Section220.htm
http://www.touchngo.com/lglcntr/akstats/Statutes/Title47/Chapter80/Section010.htm
https://www.justice.gov/crt/fcs/TitleVI-Overview
https://www.eeoc.gov/laws/statutes/epa.cfm
https://www.eeoc.gov/laws/statutes/epa.cfm
https://www.eeoc.gov/laws/statutes/adea.cfm
https://www.dol.gov/oasam/regs/statutes/titleix.htm
https://www.dol.gov/oasam/regs/statutes/sec504.htm
https://www.dol.gov/oasam/regs/statutes/sec504.htm
https://www.dol.gov/oasam/regs/statutes/age_act.htm
http://www2.ed.gov/policy/elsec/leg/esea02/pg20.html
http://www2.ed.gov/policy/elsec/leg/esea02/pg20.html
https://www.eeoc.gov/laws/statutes/adaaa.cfm
https://www.eeoc.gov/laws/types/genetic.cfm
https://www.eeoc.gov/laws/types/genetic.cfm
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACUVSJ822760
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACQ22R001B1C
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACYHA84783BD
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACVT2D6ADC76
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACYPXA66AC36
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=AD4KQL52F80F
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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.

https://www.eeoc.gov/laws/statutes/titlevii.cfm
https://www.justice.gov/crt/overview-title-ix-education-amendments-1972-20-usc-1681-et-seq
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACWREY6D5BEA
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ADCMU65CE2FE
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=AD3PFP6346AB
http://www.touchngo.com/lglcntr/akstats/aac/title04/chapter007/section900.htm
http://www.touchngo.com/lglcntr/akstats/aac/title04/chapter007/section010.htm
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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.

http://www.touchngo.com/lglcntr/akstats/Statutes/Title47/Chapter17/Section010.htm
http://www.touchngo.com/lglcntr/akstats/statutes/title47/chapter17/section020.htm
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=AHWPBP63DA3D
http://www.touchngo.com/lglcntr/akstats/aac/title20/chapter010/section020.htm
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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

http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACUVZ482FEE7
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACQ22R001B1C
http://www.boarddocs.com/ak/fbns/Board.nsf/Public?open&id=ACWREY6D5BEA


FNSBSD School Board Policies and Administrative Regulations 
 

Policies & Administrative Regulations  
Page 8 of 8 

 

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.) 



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 



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 
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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! 





For Help with Logging into Employee Self Service Call 907-452-2000 ext. 11397 
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Call: 877.533.2363
TDD: 800.697.0353
Online: guidanceresources.com
App: GuidanceResources® Now
Web ID: MY5848i

Contact Your  
GuidanceResources® Program

Your ComPsych® GuidanceResources® 
program offers someone to talk to and 
resources to consult whenever and 
wherever you need them.

Call: 877.533.2363
TDD: 800.697.0353 
Your toll-free number gives you direct, 24/7 
access to a GuidanceConsultantSM, who will 
answer your questions and, if needed, refer 
you to a counselor or other resources.

Online: guidanceresources.com 
App: GuidanceResources® Now 
Web ID: MY5848i 
Log on today to connect directly with a 
GuidanceConsultant about your issue or to 
consult articles, podcasts, videos and other 
helpful tools.

24/7 Support, 
Resources & 
Information

Contact Us... Anytime, Anywhere
No-cost, confidential solutions to life’s challenges.

Confidential Emotional Support
Our highly trained clinicians will listen to your concerns and 
help you or your family members with any issues, including:

• Anxiety, depression, stress

• Grief, loss and life adjustments

• Relationship/marital conflicts

Legal Guidance
Talk to our attorneys for practical assistance with your most 
pressing legal issues, including: 

• Divorce, adoption, family law, wills, trusts and more

Need representation? Get a free 30-minute consultation and 
a 25% reduction in fees. 

Financial Resources 
Our financial experts can assist with a wide range of issues. 
Talk to us about:

• Retirement planning, taxes

• Relocation, mortgages, insurance

• Budgeting, debt, bankruptcy and more

Online Support
GuidanceResources® Online is your 24/7 link to vital 
information, tools and support. Log on for:

• Articles, podcasts, videos, slideshows

• On-demand trainings

• “Ask the Expert” personal responses to your questions



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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2018
January

2019
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August
 9, 15 Teacher Work Days
 10-14 Professional Development
 16 First Day for Students

September
 3 Labor Day (holiday) 
 27 Staff Training Day (early out)     
 28 Professional Development 

October
 12 End of 1st Quarter (early dismissal)
 25-26 Parent-Teacher Conferences

November
 9 Staff Training Day (early out)
 12 Professional Development 
 22-23 Thanksgiving (holiday)

December
 19-21 Last 3 Days (early dismissal)
 21 End of 2nd Quarter (early dismissal)
 24 Winter Break - Begin

2019
January
 4 Winter Break - End
 7 Teacher Work Day (no school) 
 21 Martin Luther King Jr. (holiday)
 31 Staff Training Day (early out)

February
 1 Professional Development
 18-19 Parent-Teacher Conferences

March
 8 End of 3rd Quarter (early dismissal)
 11-15  Spring Break
 25-29 Testing Window

April
 1-26 Testing Window

 May
 15-17 Last 3 Days - Early Dismissal
 17 Last Day for Students
 20 Teacher Work Day

520 Fifth Avenue, Fairbanks, AK 99701
k12northstar.org

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 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   

February

1st Quarter: 44 days
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School Start/End  

End of Quarter
(early dismissal)

Testing Window

Last 3 days 
(early dismissal)

Staff Training Day 
(early dismissal)

Professional
Development Day
(no school)

{ }

Vacation/Holiday   (no 
school)

Parent-Teacher    
Conferences  
(no school)

Teacher Work Day (no 
school)

Tentative Make-Up 
Days for Bad Weather

▲

1st  semester: 92 days
2nd semester: 88 days
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