FAIRBANKS NORTH STAR BOROUGH SCHOOL DISTRICT
BOARD OF EDUCATION
September 15, 2014
Work Session: Human Resources &
Legislative/Budget Priorities
6:00 p.m.
Board Room
Administrative Center
520 Fifth Avenue
AGENDA
1. Call to Order
2. OUR MISSION is to provide an excellent and equitable education in a safe, supportive
environment so all students can become productive members of a diverse and changing
society.
3. Roll Call
Heidi Haas, President
Wendy Dominique, Vice President
John Thies, Treasurer
Allyson Lambert, Clerk
Lisa Gentry, Member
Sue Hull, Member
Sean Rice, Member
4. Human Resources
5. Legislative/Budget Priorities
6. Board Comments/Announcements
7. Adjournment

Work Sessions are an opportunity to study and review, in-depth, matters that may be too lengthy for a regular or special
meeting. No action may be taken at a work session. All work sessions, special and regular meetings are open to the
public.

Work Session

September 15, 2014
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Compliance issue #1: Personnel files and written procedures
Personnel and labor relations files are out of compliance and few to no written procedures exist
to guide prudent decision making.
Initial proposed solution: Contract with individuals and/or a service in order to do a complete
review and overhaul of every personnel, medical/confidential, recruitment, investigation, and
other files linked to personnel in order to bring them into compliance. As there are currently over
3,500 employees who have three or more files of various types, this corrective action is
expected to take 12-18 months. The following would be addressed:
 Misfiled items
 Standardization of files
 Merging files, when appropriate
 Exploring the feasibility of moving to electronic files
This group would also work with the district to develop an employee handbook and written
procedures.
Initial estimated cost: $100,000
Status to date
The Growth Company has submitted a proposal to review, analyze, and evaluate the current
HR filing system; devise a restructure model; and perform an extensive review of each of the
5000-9000 HR/LR/building files. Files would be standardized, inappropriate and misplaced
content would be removed, and missing content would be identified. Additionally, they would
design a “state of the art” file management system and train all necessary stakeholders on the
new system. They estimate the complete file review to be completed in 3-6 months.
Estimated Phase 1 cost: $8,840-$14,080. This would include two consultants being onsite for
3-5 days to perform a physical assessment of the current filing system (including review of 50150 files), analysis of current policies/procedures, and dialogue with legal counsel and district
staff to gauge current and potential issues within current HR practices.
Estimated phase 2 cost: TBD. Will be determined after Phase 1.
Compliance issue #2: Ineffective inter-and intra-departmental staffing and alignment
Initial proposed solution: Restructure as follows:


The Labor Relations Department would be eliminated and the Director of Labor
Relations would be a direct report to the Executive Director of Human Resources. $0



The EEO Director would be a direct report to the Executive Director of Human
Resources and the Superintendent. $0



Eliminate the Assistant Executive Director of HR position and replace it with a Director
of Compliance and Training. This position would oversee HR department compliance
and develop and monitor training as well as backfill for benefits management, including
FMLA. $0
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Add an Investigator of Personnel Issues and Student Discipline that would assist the
Director of Labor Relations with investigations and be the hearing officer for student
discipline. $120,000



Add an Executive Assistant position to support the Director of Labor Relations and
Director of Training and Compliance. $80,000

Initial estimated cost: $200,000
Status to date
Restructure is underway. The Labor Relations & EEO Departments no longer exist as separate
departments. Currently the Executive Director of Human Resources is also acting as the
Director of Labor Relations and the Director of Compliance. While the majority of the focus since
May has been on the integration of labor relations functions, steps are being taken to develop
and implement communication and decision making protocols around HR/EEO functions as well
as to refine and delineate duties.
The department does not need a second Executive Assistant position. However, an Exempt
Secretary position is necessary. The addition of an Exempt Secretary will allow the current
Executive Assistant to provide the complex and confidential administrative support needed by
the Executive Director. The Exempt Secretary will provide administrative support for student
discipline, employee investigations and compliance training, as well as prepare, edit and
disseminate bargaining documents during investigations.
Status of Hires
Compliance Director
Labor Relations Director
Investigation Specialist
Exempt Secretary
Trainer

Start Date
September 15, 2014
On or about October 15, 2014
TBD
September 8, 2014
N/A

Krista Lord
Kim Saner
In process of hire
Lonna Bartlett
Not filled

Estimated cost: No change to initial estimate
Compliance issue #3: Inadequate support for complex legal issues
The district deals with many complex issues on a daily basis that need consistent and ongoing
legal advice.
Initial proposed solution: Hire an attorney with duties to include offering advice on legal and
policy matters, researching legal issues, and representing the school district in litigation matters.
Initial estimated cost: $160,000
Status to date
No attorney has been hired. HR continues to rely on FNSB Legal for legal support. More
discussion is needed regarding how we proceed. Options include: proceed with hire of an
attorney, continue to rely of FNSB Legal, utilize services of other law firms, or some combination
of these options. The District and FNSB Legal have an upcoming meeting to discuss the
feasibility of each option.
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Estimated cost: TBD-To date, the HR Department has not utilized services of any outside
attorney.
Compliance issue #4: Background Checks
All employees are required to have an Interested Persons Report provided by the Alaska State
Troopers. The report only covers the State of AK. Additionally, all employees except temps are
required to be fingerprinted (FBI). Results can take 3-6 months to be returned to districts. HR
staff checks volunteers’ criminal history on Court View.
Initial proposed solution: Contract with background check service in order to have essential
background data needed to make safe, compliant hiring decisions. All employees and
volunteers will have the background check upon hire or before volunteering when expected to
be alone with students. All employees except temps will continue to have fingerprints done as
well. Require employees self-disclose arrests and convictions that occur while employed at the
district in order to determine suitability for continued employment.
Initial estimated cost: $30,000
Status to date
Fingerprinting and background check requirements should be customized based on the criteria
in the job description. Currently, they are not. Until job descriptions are overhauled and brought
into compliance, background check requirements will continue to be standardized across all
employee groups.
The district is in the process of finalizing short-term contracts with two vendors, Aurico and
Frasco. These vendors will be utilized until an RFP process is completed and a permanent
vendor is selected. As the compliance requirements and protocols are much more strict than
current practice, the District is working with FNSB Legal to review the liability language and is
taking steps to ensure the department is prepared for implementation.
Questions that need to be addressed include:
1) Will we require new employees to bear the expense of both the fingerprints and the
background checks?
2) Will we require background checks periodically for existing employees? Who will be
responsible for the cost?
3) Will we require employees to self-disclose arrests and/or convictions for certain crimes?
What policies need to be in place to address such disclosures?
Estimated cost: No change to initial estimate
Compliance issue #5: Training
Principals and other hiring managers are not properly trained in critical areas such as
 ADAAA
 Diversity management
 EEO
 Evaluations
 Interviewing
 Investigations
 Mandatory reporting
 Tracking-mandated trainings
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Wage and hour
Shared supervision

It is critical the district equip hiring managers with the right training and tools needed to make
good decisions and to remain compliant with employment and labor laws.
Initial proposed solution: Hire a trainer to work with the Director of Compliance to develop,
coordinate, and deliver ongoing training to district staff.
Estimated cost: $95,000
Status to date
Assistant Superintendent Sandy Kowalski has taken the lead on implementing and tracking
Child Abuse Prevention training (mandatory reporting). She has been working closely with the
Office of Children’s Services (OCS). In July, OCS provided training to all principals and
management team members. Principals and supervisors are providing the training, using eLearning, to teachers and exempt staff. All ESSA staff will be trained during their in-service on
September 29, 2014.
A resource manual, Administrator Training on Conducting Investigations, has been
developed. While still in draft, training of principals has begun and tools from the manual are
being used. An Investigation Intake Form was developed and is being used to capture critical
information needed after an alleged incident and to prompt required reporting. The district now
uses a team (building and administrative personnel) approach to address disciplinary issues.
Through this approach, recalibration across the district is taking place. Fairness, consistency,
and appropriateness are guiding influences for decision making.
The Director of Compliance will take the lead in this area once she is in place. While proper and
adequate training is key to compliance, the hiring of the trainer position will be delayed until the
department has a clearer understanding of the need and function of this position.
Compliance issue #6: Inadequate recruiting and hiring support for hiring managers
There is only one person responsible for recruitment which makes it extremely difficult to
conduct recruitment for each employee group along with adequately training and supporting
hiring managers. Additionally, there is only one person in the department assigned to fulfill this
function. If that person is out, there is little to no backup due to the workload already tied to
other positions.
Initial proposed solution: Add a recruiting and staff senior technician who would be a
direct report to the recruiting and staffing coordinator. Together, they would be responsible for
the following:
 Recruiting and staffing management
 Overhauling recruitment files in order to bring them into compliance
 Developing and providing training to hiring managers
 Training and supporting hiring committees
 Developing interview question banks
 Focused recruitment on substitutes
 Reclassification study-ESSA
 Exempt position alignment
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Redoing all job descriptions to address compliance with ADAAA (defining the essential
functions and mental and physical skills required by a position) and to address
background check requirements
Diversity management

Initial estimated cost: $95,000
Status to date
For the period of July 1-September 30, the Recruiting and Staffing Coordinator was appointed to
the former Assistant Executive Director of Human Resources position to assist during the
transition. Focus on this area has been minimal as other areas have taken greater priority. As
hiring is one of the most critical functions of HR, this is an area that needs to quickly become a
priority.
Estimated cost: No change to initial estimate
Compliance issue #7: Wage and hour
The district has a difficult time tracking overtime and employee work hours.
Initial proposed solution: Move from negative time keeping to time clocks. Provide ongoing
guidance and training to all employees on the requirements of the Fair Labor Standards Act.
Initial estimated future cost: $120,000
Status to date
Moving from negative time keeping to time clocks is an area to be addressed in the future.
A memo that addresses overtime for classified support staff and hourly non-union staff,
including substitute teachers and temporary workers was sent to all staff on August 14, 2014.
The following areas were addressed:
 Definition
 Approval process
 Pay rate
 Comp time
 Volunteering
 Reporting to work
 Enforcement
Principals and supervisors have received guidance and support for implementing overtime
requirements. They are discussing requirements at the building level and, all ESSA staff will be
trained in this area at the September in-service. A questions and answers session was held for
impacted staff at the Administrative Center.
Estimated cost: TBD
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Compliance issue #8: FEA employee management
There are almost 1,000 FEA employees. One senior technician cannot adequately manage this
area due to the number of staff and the complexity of the contract.
Proposed solution: Split the job between two existing senior technicians. One would focus on
elementary staff and compliance. The other would focus on secondary and SAS contracts.
Estimated cost: $0
Status to date
Two senior technicians are now working with FEA staff. One works with elementary staff; the
other with secondary staff.
Compliance issue #9: Inadequate substitute management
There are no specific procedures that address substitute management. Substitutes are provided
with an orientation, but no official training.
Initial proposed solution: Utilize Stedi or another substitute training service to provide training
to all substitutes. Develop criteria for hire, management, and termination. Finalize education
qualifications for substitutes.
Initial estimated cost: Training: $60,000
Status to date
Automated reference checking for substitutes has been implemented. The Student Safety
memo and packet is incorporated in the orientation and will be incorporated into the Substitute
Teacher Handbook.
Estimated cost: No change to initial estimate
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HR Restructure
est uctu e
Organizational Chart #1
Executive Director of Human
Resources

Executive Assistant

Director of Labor
Relations

Exempt Secretary
(shared)

Investigation Specialist

Director of Compliance

Senior Technicians (4)
Certified (2)
Classified
Exempt/Subs/Temps

Staffing and
Operations Coordinator

Senior Technician
Recruitment & Staffing

Human Resources
Assistant

DRAFT 6/16/2014 8:19 PM
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Benefits Coordinator

Training Specialist

Director of EEO

Technician

Exempt Secretary
(0.5 FTE)
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DRAFT ****Investigation Intake Form ****DRAFT
The purpose of the Investigation Intake Form is to gather the basic information needed to determine if an investigation is warranted, who will conduct the
investigation, and to ensure that departments and agencies are notified appropriately.

Person filing complaint: ______________________________

Date Filed: ___________________________________

Potential victim: ____________________________________

Date/time of Complaint/Incident: _________________

☐Student

☐Staff

☐Other

Alleged perpetrator: ___________________________________________________
☐FEA

☐ESSA

☐Exempt

☐Sub

☐Temp

☐Volunteer

Witness #1: __________________________________________

☐Student

☐Staff

☐Other

Witness #2: __________________________________________

☐Student

☐Staff

☐Other

Witness #3: __________________________________________

☐Student

☐Staff

☐Other

Possible Injury

☐Yes

☐No

Medical attention sought ☐Yes

☐No

Summary of complaint/incident:

Reviewed applicable School Board Policies, ARs
and Negotiated Agreements

☐Yes

☐No

Assistant Superintendent’s office notified

☐Yes

☐No

Person/date/time notified: _______________________

Human Resources notified

☐Yes

☐No

Person/date/time notified: _______________________

OCS notified

☐Yes

☐No

Person/date/time notified: _______________________

Law enforcement contacted

☐Yes

☐No

Person/date/time notified: _______________________

Employee Placed on Administrative Leave

☐Yes

☐No

Letter provided: ☐Yes

☐No

Keys collected: ☐Yes

☐No

Electronics collected: ☐Yes

☐No

Investigation to be conducted by school (e.g. classroom management, inappropriate language, lying, etc.)
☐Yes

☐No

Investigator name: ___________________________________________

Investigation to be conducted by HR/EEO (e.g. harassment, discrimination, staff‐student boundaries, etc.)
☐Yes

☐No

Investigator name: ___________________________________________

Printed Name: __________________________

Signature: ________________________

HR use only
Date/time received in HR: __________________________
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Date: _____________

PTPC complaint filed: ☐Yes

☐No

FAIRBANKS NORTH STAR BOROUGH SCHOOL DISTRICT

Memorandum
To:

District Principals, Administrators, and Hiring Managers

CC:

Dr. Karen Gaborik, Superintendent

From:

Traci Gatewood, Executive Director of Human Resources

Date:

August 11, 2014

Re:

Overtime for Classified Support Staff and Hourly Non-Union Staff, including Substitute
Teachers, and Temporary Workers

This memo addresses the use of overtime by non-exempt staff. Non-exempt staff include classified
support staff, substitute teachers, and temporary workers. Non-exempt staff also includes staff paid at
an hourly rate but not represented by a bargaining unit due to the confidential nature of their jobs.
Staff in this group include technicians, assistants, and administrative support staff in the Human
Resources Department and executive assistants supervised by the superintendent, assistant
superintendents, and the school board.
Classified Support Staff**
Definition

Approval

Pay rate

Hourly Non-Union Staff, Substitute
Teachers & Temporary Workers
Overtime for hourly non-union employees is
any time worked over and above the regular
40-hour work week.

Overtime for classified staff is any time
worked over and above seven and
one-half (7.5) hours per day or thirtyseven and one-half (37.5) hours per
week and the sixth day in a work week.
No classified staff should work more
than 7.5 hours per day or 37.5 hours
per work week unless the time is
specifically approved by their
supervisor.
All overtime must be approved in advance by the employee’s supervisor except in
urgent situations, as defined by the supervisor. While employees will be paid for all
overtime hours worked, employees who fail to obtain approval prior to working hours
that extend beyond their normal approved workday/week will be subject to disciplinary
action. Repeated offenses may result in termination.
Approved overtime will be paid at the rate of
Approved overtime will be paid at the
rate of 1.5 times the employee’s hourly 1.5 times the employee’s hourly rate for any
hours worked over 40 hours per work week.
rate for any hours worked over 7.5
Each work week is considered separately in
hours per day or 37.5 hours per work
computing overtime and all other pay. The
week. The seventh day in the work
work week begins at 12:00 a.m. on Monday
week, if worked, shall be paid double
morning and ends at 11:59 p.m. on Sunday
time. Each work week is considered
evening.
separately in computing overtime and
all other pay. The work week begins at
It is not considered overtime if an employee
12:00 a.m. on Monday morning and
should work over 8 hours in one day until
ends at 11:59 p.m. on Sunday
the employee has worked over 40 hours in
evening.++
that work week.

1|Page

Original: 11Aug14
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Classified Support Staff**

Hourly Non-Union Staff, Substitute
Teachers & Temporary Workers
Employees should not expect overtime if
they work over 8 hours in one day. If this
should happen, the employee should work
less hours at some other point within the
same work week so that the total hours
worked do not exceed 40 hours for that
week. The supervisor must approve this in
advance.
Paid hours not actually worked (e.g.,
vacations, holidays, sick/personal days, etc.)
will not be counted when determining if an
employee exceeds 40 hours worked in a
single work week. For example, if a fulltime employee worked 40 hours during the
week of Labor Day in addition to the 8 hours
paid for the Labor Day holiday, the total
hours paid would be 48 at regular time
rather than 40 regular time plus time-and-ahalf for the 8 hour paid Labor Day holiday.

Non-working time will not be counted as
hours worked for overtime calculations.
Non-working time might include holidays,
sick/personal days, vacation leave,
bereavement leave, etc. or any time when
employees are paid for time not worked.
Compensatory time is not allowed. Compensatory time is defined as paid time off, in
Comp Time
lieu of overtime pay, granted to an employee for working extra hours above and
beyond the regular workday/week.
Volunteering Employees may not volunteer to do the same type job for which they are paid a
wage.
Reporting to Employees may not perform work related activities when reporting early or staying late
to their work place/station.
Work
Enforcement Supervisors who knowingly allow employees to violate overtime rules will be subject to
disciplinary action.
**See the ESSA Negotiated Agreement, Article 7.16 Work Week and Overtime for additional information.
++Generally graveyard shift custodians’ work week begins at 11:00 p.m. on Sunday.

cc:

All Staff
ESSA

2|Page

Original: 11Aug14
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OUR VISION… Excellence and Equity for All
OUR MISSION is to provide an excellent and equitable education in a safe, supportive
environment so all students can become productive members of a diverse and changing society.







Student learning is at the center of everything we do.
Respect for the diversity and dignity of all individuals and groups is essential.
Provide a safe learning environment.
Quality education requires highly motivated, skilled, supportive teachers, administrators, and support staff.
High achievement evolves from high expectations and educational opportunities.
Active partnerships with the family and community are essential to support successful student learning.

The Fairbanks North Star Borough Board of Education encourages the use of innovative and creative strategies
and programs to attain these goals.
A. Student Achievement
 Raise achievement level for all students.
 Close the achievement gaps.
 Create multiple measures - artifacts and evidence.
Indicators:

 Increase achievement level on the following:
o
grade level SBAs and HSGQE in all areas (Reading, Mathematics, & Writing) for all grade levels
o
WorkKeys Assessment for all juniors
o
students taking the SAT and ACT tests
 Create multiple measures of academic progress: portfolios, districtwide formative and summative
assessments and implement a nationally norm referenced assessment for grades three through ten.

B. Career Technical Education
 Develop, maintain, and sustain a state-of-the-art Career and Technical Education Program.
 Program delivery needs to be fluid and always ready to respond to changing economic and industry needs.
Indicators:







Delineate pathways
Increase student participation
Develop apprenticeship opportunities
Increase enrollment for graduates at UAF-CTC
Develop collaborative advisory committees for our pathways with UAF-CTC

C. Technology
 Support the continued evolution and implementation of the district’s Technology Plan.
 Create and support sufficient opportunities for students to be successful in their future technology use.
Indicators:

 Staff and student proficiency increases as measured by state assessments
 Increase capacity for teachers to use instructional technology in all content areas
 Increase student technology use

D. Increasing Connections Between Parents, Community, Businesses, and Our Schools
 Support families through creation of proactive outreach strategies to increase parent and community engagement.
 Recognize parent participation on an ongoing basis at the school and district level.
 Re-establish the School Business Partnership program.
Indicators:

 Increase the number of connections and time spent volunteering in schools by parents and community members
 Formalize business partnerships with schools

 Focus instruction and resources on areas of need, such as
career and technical education, math and writing improvement, and
the gender achievement gap.
 Support class sizes that are conducive to learning.
 Use data-supported decision making and annual school planning.
 Provide educational options to families and students.
 Increase communication with, and support for, and respect of
students and families of diverse populations.

 Invest in quality professional development to meet district goals.
 Use technologies, including PowerSchool Premier, to enhance
learning, monitor student progress, involve parents, enhance
communication, and maintain efficient district operations.
 Recruit, hire, and retain a diverse workforce with the talents and
abilities to fulfill the district’s mission.
 Maintain excellent school facilities and manage capital improvement
projects.
 Develop long-term sustainability of overall district operations.
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Adopted 1-17-2012

FAIRBANKS NORTH STAR BOROUGH
BOARD OF EDUCATION

The Fairbanks North Star Borough Board of Education presents its 2014 Legislative Priorities to the
Interior Delegation, the Fairbanks North Star Borough Assembly, and the 28th Alaska State
Legislature.

 Preserve Instructional Program

Capital Requests

 Cost Factor
 Energy
 Cost Drivers



Health Care
PERS/TRS

 Sustainable, Equitable
 Adequate, Predictable



Barnette, Phase IV – Final Phase ($11,212,485)



Joy, Roof – 1989 Addition ($1,102,435)



Stem Initiative Training & Equipment ($750,000)



Dual Credit and Tech Prep Initiative ($400,000)



Cyber Centers Funding ($500,000)



Charter School Technology Upgrades ($250,000)



Early Learning Collaborative Grant ($400,000)



Nutrition Services Equipment ($525,000)



Furniture Replacement ($800,000)

 Public-Private Partnerships/CDL

 Innovation

 Grow Program Opportunities

 Consortium for Digital Learning (CDL)

OUR MISSION is to provide an excellent and equitable education in a safe,
supportive environment so all students can become productive members of a
diverse and changing society.
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2014 Legislative Priorities
The Fairbanks North Star Borough Board of Education presents its 2014 Legislative priorities to
the Interior Delegation, the Fairbanks North Star Borough Assembly, and the 28th Alaska State
Legislature. Our priorities align with the school district’s mission to provide an excellent and
equitable education in a safe, supportive environment so all students can become productive
members of a diverse and changing society.

OPERATING FUND REQUEST

The Board of Education is requesting sustainable funding for education. For the past three years
we have made significant cuts to educational services due to flat funding to the Base Student
Allocation (BSA). Sustainable and predictable funding will allow us to plan both short and long
term to maximize our resources in the classroom. We need stable, ongoing funding --- in particular,
increases to the BSA to match inflationary costs of the last few years --- to meet the changing needs
of our students.

ENERGY

The Board of Education is appreciative of the one-time energy grants the district received the last
three sessions, which helped us offset some of the increasing costs of energy. The district is doing its
part in terms of energy proofing our buildings and the AHFC has recognized our buildings as some
of the most energy efficient in the state. We are requesting the state again consider some way to
help offset our rising energy costs.

CAPITAL REQUESTS

The Board of Education has an ongoing commitment to maintain excellent school facilities
and manage capital improvement projects, as well as to use technologies to enhance learning,
monitor student progress, involve parents, enhance communication, and maintain efficient district
operations.
The top five priorities include:
t Barnette Magnet School Phase IV (Final Phase): $11,212,485 1
Barnette is one of the district’s oldest facilities. Most of the structure is more than 50 years old and
major building systems are wearing out. Fairbanks voters twice approved expenditures for Phase I
and II, and the legislature provided funding for Phase III. Phase IV of the project will complete the
renovation of the original 1960’s wing and demolish the 1970’s addition that has severe seismic
structural deficiencies.
t $ZCFS$FOUFST'VOEJOH 
This project will upgrade our existing six distance learning and technology centers. These centers
allow the district to offer a wide variety of classes through an online system that would otherwise
be unavailable to students at their home schools. The funding will allow the centers to expand their
course options, which will primarily benefit students from our schools of choice and smaller schools.
1

This project is 4th on the CIP list. Should this capital project be funded, the cost would be reduced to $4.1 million
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t /VUSJUJPO4FSWJDFT&RVJQNFOU 
The district is in need of replacing a majority of the freezers around the district. Many of the existing
units are inefficient, having been in operation since the original opening of the schools.
t 'VSOJUVSF3FQMBDFNFOU 
The district is in need of replacing a large percentage of classroom furniture and equipment.
Many schools are still using damaged and deteriorating furniture and equipment that was
purchased during the opening of their school. Building budgets are barely able to cover the
cost of consumable materials, leaving many student desks, lab tables and stools, and other basic
educational equipment in a state of disrepair.
t +PZ&MFNFOUBSZ4DIPPM3PPG  
Joy Elementary School was originally built in 1961, with an addition completed in 1989. The school
has experienced many leaks, costing the district over $28,000 in the last two years alone, and
the situation is expected to get worse. The district has declared this situation an emergency. The
requested funding will provide for removal of existing roofing and insulation, inspection of roof
decking for welding and structural deficiencies, and the installation of new vapor barrier, insulation,
membrane and flashing.
0UIFSDBQJUPMSFRVFTUQSJPSJUJFTJODMVEF2
t %VBM$SFEJU5FDI1SFQ*OJUJBUJWF 
t 45&.*OJUJBUJWF5SBJOJOH&RVJQNFOU 
t $IBSUFS4DIPPM5FDIOPMPHZ6QHSBEFT 
t &BSMZ-FBSOJOH$PMMBCPSBUJWF(SBOU 

ACADEMIC STANDARDS FUNDING

The district estimates implementing the State of Alaska English, language arts, math and cultural
standards will cost approximately $15 million over the next four to five years. The standards involve
five different initiatives (standards, technology, curriculum, assessment, and evaluation). Funding
for these initiatives is needed to provide the structures and support systems necessary to ensure our
students and staff are successful.

EARLY CHILDHOOD

The Board of Education supports legislation to add additional funding for early learning and preschool programs as an investment for our future. Funding of innovative pilot programs within the
private sector would enable districts to close the achievement gap and prepare young students to
start kindergarten ready to learn.

TECHNOLOGY

The tools necessary to prepare students for the future require technology funding. Our technology
and infrastructure needs continue to grow with the implementation of the new State assessment
program. Delivery systems are evolving and technology will continue to play an important role.
Predictable funding assistance for technology would allow our district to plan accordingly and
structure replacement cycles to ensure a quality 21st century educational program for all students.
2

Detailed information on these projects entered into CAPSIS

FAIRBANKS NORTH STAR BOROUGH BOARD OF EDUCATION

2014 Legislative Priorities
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Notice of Nondiscrimination: The Fairbanks North Star Borough School District is an equal employment and educational opportunity institution.

Human Resources Department
Fairbanks North Star Borough School District
520 Fifth Avenue, Fairbanks, Alaska 99701-4756
Telephone: 907-452-2000, ext 11326; Fax: 907-451-6008
www.k12northstar.org

SUBSTITUTE
TEACHER
&
TEMPORARY
EMPLOYEE
HANDBOOK
Please retain for future reference
School Year 2014/2015

Welcome to the Fairbanks North Star Borough School District!
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 you will be happier and your
services more effective if you understand what we expect from a substitute
teacher & temporary employee and what you may expect from us.
Substitute teaching and performing temporary duties are an essential part of our
educational process in the district. We consider you a most special and significant
contributor to the growth and development of our students.
The purpose of this handbook is to make your task as a substitute teacher or
temporary employee more meaningful and pleasant for you as well as for the
students. 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, procedures and requirements to guide and assist you in your
professional role.
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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 these same rights.

If you do wish to terminate your employment, please notify the Human Resources Department at the
earliest possible date and we will remove your name from Aesop, the sub-caller system (thus, avoiding
any unwanted 5:30 a.m. calls).
Non-benefitted employees are inactivated at the end of each school year if you have not worked for at
least one day during the current school year.

ASSIGNMENTS
On the first day of an assignment, you should appear as promptly as possible. 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.
Non-benefitted employees observe the same hours as the regular employees. All schools, however, do
not observe the same hours. It is your responsibility to confirm the time you are to report to work.
The Fairbanks North Star Borough School District utilizes Aesop, an automated sub-caller system. A
document explaining the call-out procedures, time lines, and how to login is located on the next page
and is available at the Human Resources Office. Please be aware that you should not be scheduled to
work by regular teachers. All absences and acceptances should be scheduled through the sub-caller
system.
The district’s records regarding non-benefitted employees are continually updated as changes occur.
Please be aware, however, that there may be a lag time between the time you submit your initial
application paperwork or subsequent changes, and the school being able to access the information on
line.
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DAILY CHECKLIST
Please follow this daily checklist after accepting an assignment:
•

Check in at the office with the principal or secretary.

•

Obtain any room keys needed, if required.

•

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 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 plans, which are usually found on or in the teacher’s desk.**
o

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 plans as
closely as possible unless there are compelling reasons for not being able to follow it.

- Or o

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 workday, return keys and other materials and check out at the office.
**Pertain to Substitute Teachers
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CLASSROOM MANAGEMENT AND DISCIPLINE
To be effective, strive to create a climate in which success is expected, academics are emphasized, and
the environment is orderly.
It is essential to understand and practice good classroom discipline and management. This is
necessary before any classroom learning can occur. Good classroom control can be the best prevention
of major classroom difficulties.
Often a class will try to “test” you. Students may try to gain status by upsetting class routines. Your
response to these situations is crucial. Self-control is a must! You must begin by establishing order
during the first minute of the first period of the day. Your responses must be calm, firm yet fair, and
tempered with good humor. You can prevent many problems with a combination of planning,
awareness, and sensitivity.
To assist you in maintaining discipline, the following actions are required. Study them and implement
them appropriately in your specific situation.

1.

Do NOT use any type of corporal punishment. Do not threaten or intimidate
students.

2.

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.

3.

Prior to accepting work as a non-benefitted employee, r eview 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.

4.

Before entering the classroom, ask the principal or secretary for any information on special
discipline policies or procedures followed at the school.

5.

Always insist students address all teachers and adults by their titles: Mr., Mrs., Miss, Ms.

6.

Remember that you are the adult and not a pal to the students.

7.

Set clear limits/standards/rules for the students and then be CONSISTENT in enforcing them.

8.

Expect students to behave well. Praise students for good behavior.

9.

As you speak, circulate in the classroom to monitor activity and to target possible trouble spots.

10.

Use your voice, eyes, and other non-verbals to communicate.

11.

Go to the students when they request help. This avoids confusion and unnecessary
commotion.

12.

Pause and wait, if necessary, for attention and silence before speaking. Avoid sarcasm or any
shouting. Do not use any type of profanity with students.
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CLASSROOM MANAGEMENT AND DISCIPLINE, CONT.
13.

Be prepared. Keep activities moving and students working. Always have some additional activities
planned.

14.

Use a positive approach.

15.

If you are having problems in maintaining classroom discipline, or need guidance on
particular situations, consult one of the school’s administrators.

16.

As a non-benefitted employee, please DO NOT:
•

Touch students or their belongings

•

Tell jokes

•

Discuss your personal problems

•

Make a big deal out of a minor behavior problem

•

Place students in the hallway unsupervised

•

Overreact

•

Complain to the students

•

Let student(s) have access to the teacher’s grade book

•

Embarrass or humiliate a student in any way

•

Allow students to leave your class without a pass

•

Keep students after the bell so that they are late for another class or the bus
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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.
1.

NEVER use corporal punishment with students. This is prohibited by Board policy and state
law. Corporal punishment includes hitting, pushing, pinching, forcing a child to stand up for
long periods of time, making a student do push-ups, or using any physical force.

2.

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.

3.

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.

4.

Never give medicine of any kind, including aspirin, to students. Refer students who are taking
medication to the office or nurse for supervision. Refer to Board Policy and Administrative
Regulations for guidance on this subject. Consult with the school nurse regarding particular
situations.

5.

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

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

6.

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

7.

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

8.

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

9.

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

10.

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.

11.

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.

12.

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.

7

AVOIDING NEGLIGENCE, CONT.
13.

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.)

14.

Do not keep students after class or after school.

15.

Do not transport students in your vehicle.

16.

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.

17.

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.

18.

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

19.

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.

20.

Do not date students or socialize with students after school.

21.

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

22.

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

23.

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

24.

Always display professional standards of manner, grooming and ethics.
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GUIDELINES FOR PROVIDING INSTRUCTION
BEFORE CLASSES BEGIN:
1.

Write your name on the board.

2.

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

3.

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

4.

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

5.

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

DURING EACH CLASS:
1.

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.

2.

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.)

3.

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).

4.

Introduce the first activity, including the following information:
•
•
•
•

The title/type of the lesson
Write the instructional objectives on the board
o The student’s roles (taking notes, reading, etc.)
o 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.
5.

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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GUIDELINES FOR PROVIDING INSTRUCTION, CONT.
6.

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.

7.

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.

8.

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.

9.

Vary the order in which you call on students.

10.

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:
1.

Collect the students’ work.
•
•
•

2.

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.

3.

Preview the next class.

4.

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.).
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GUIDELINES FOR PROVIDING INSTRUCTION, CONT.
5.

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

6.

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.

7.

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

AFTER CLASS:
1.

Organize and label the students’ work.

2.

Grade any homework or assignments, if appropriate or requested.

3.

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

4.

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

5.

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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PAYROLL SCHEDULE 2014/2015
Payroll is processed every two weeks. Payday is normally on the Friday following the pay period
ending on the previous Sunday.

Payroll Schedule SY 14/15
JULY
W
2
9
16
23
30

S

M

6
13
20
27

7
14
21
28

T
1
8
15
22
29

T
3
10
17
24
31

S

M

T

3
10
17
24
31

4
11
18
25

5
12
19
26

7
14
21
28

M
1
8
15
22
29

SEPTEMBER
T
W
T
2
3
4
9
10
11
16
17
18
23
24
25
30

S

M

5
12
19
26

AUGUST
W
T
6
13
20
27

7
14
21
28

F
4
11
18
25

S
5
12
19
26

F
1
8
15
22
29

S
2
9
16
23
30

5
12
19
26

JANUARY
T
W
T
1
6
7
8
13
14
15
20
21
22
27
28
29

F
2
9
16
23
30

S
3
10
17
24
31

M
2
9
16
23

FEBRUARY
T
W
T
3
4
5
10
11
12
17
18
19
24
25
26

F
6
13
20
27

S
7
14
21
28

F
6
13
20
27

S
7
14
21
28

T
2
9
16
23
30

F
3
10
17
24

S
4
11
18
25

S
2
9
16
23
30

S
6
13
20
27

S

M

4
11
18
25
S
1
8
15
22

F
5
12
19
26

S
6
13
20
27

S
1
8
15
22
29

M
2
9
16
23
30

MARCH
T
W
T
3
4
5
10
11
12
17
18
19
24
25
26
31

F
3
10
17
24
31

S
4
11
18
25

S

M

T

6
13
20
27

OCTOBER
T
W
T
1
2
7
8
9
14
15
16
21
22
23
28
29
30

5
12
19
26

6
13
20
27

7
14
21
28

APRIL
W
1
8
15
22
29

S

M

NOVEMBER
T
W
T

F

S

M

T

MAY
W

T

2
9
16
23
30

3
10
17
24

4
11
18
25

7
14
21
28

S
1
8
15
22
29

3
10
17
24
31

4
11
18
25

5
12
19
26

6
13
20
27

7
14
21
28

F
1
8
15
22
29

M
1
8
15
22
29

DECEMBER
T
W
T
2
3
4
9
10
11
16
17
18
23
24
25
30
31

JUNE
W
3
10
17
24

T
4
11
18
25

F
5
12
19
26

S

S
7
14
21
28

5
12
19
26

Start Pay Period

6
13
20
27

F
5
12
19
26

S
6
13
20
27

S
7
14
21
28

End Pay Period

12

M
1
8
15
22
29

T
2
9
16
23
30

Pay Day

PAYROLL INFORMATION
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 2 to 3 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 admin 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 Payroll; in such cases the
pay will be processed within the next payroll.
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.

PAYROLL ADVICE INFORMATION
Direct Deposit notifications and annual Form W-2 will be delivered to the email address you have on
file with the Human Resources Department.
One of the features of the Munis payroll system is the ability to send secure emails containing an image
of your payroll advice and your annual Form W-2. To open the image you must enter a password.
When you receive your Direct Deposit or annual Form W-2 notification, open the email and click to
download PDF attachment. You will be prompted for a password which may look like the image below.
If you open it with "Preview" you will see a big red window.
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PAYROLL ADVICE SAMPLE & EXPLANATION

1
2
4
3
5

6

7

8

The document above is an example of the School District’s payroll advice. Each numbered section of
the payroll advice is explained in detail on the next page.
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PAYROLL ADVICE SAMPLE & EXPLANATION, CONT.
1.

Advice Amount – your net pay for the period.

2.

Section two contains (from left to right):
• Emp No – your employee number within the Munis system; also referred to as your “f” number.
• Employee Name – the name you provided us on IRS form W-4.
• Dept. (Ck. Loc.) – your check delivery location.
• Advice Date – the date your net pay will be deposited to your bank account(s).
• Week Ending (Period Ending) – the pay period end date.
• Type – the District processes payroll biweekly (every two weeks) for all employees.
• Advice No. – a unique identifying number for this payment.

3.

Section three contains (from left to right):
• Earnings – the various categories of pay you received for the period. The earnings codes and
descriptions are on page 3 of this document.
• Days/Hrs – the number of hours for each category of pay received. SAS and MOA contracts
always have a “1” in this column.
• Rate – your hourly rate.
• Current – your total gross wages for the period.
• YTD – your calendar year-to-date gross wages.

4.

Section four contains (from left to right):
• Deductions – deductions are items that subtract from your gross wages, for example federal
taxes. The deduction codes and descriptions are on page 4 of this document.
• Current – deductions subtracted in the current pay period.
• YTD – deductions subtracted calendar year-to-date.

5.

DEPOSITS: DIRDEP NET – a list of all banks receiving direct deposits and the related amounts.

6.

Section six contains a summary of leave balances:
• Leave – is the short description of the leave type.
• Beginning – the number of leave hours available at January 1st of each year.
• Earned – the number of leave hours earned during the pay period.
• Used – the number of leave hours used during the pay period.
• Balance – the number of leave hours available at the end of the pay period.
• YTD Earned – total number of leaves hour earned during the calendar year.
• YTD Used – total number of leave hours used during the calendar year.

7.

Section seven contains a summary of withholding allowances for federal tax purposes:
• Filing Status – options are S for single or M for married.
• Exemptions – number of exemptions claimed on the W-4 you supplied to the District.
• Extra Amount – dollar amount of additional federal tax, if any, you requested be deducted from
your gross pay.

8.

Section eight recaps the advice total for taxable pay, gross pay, deductions and net pay for the
current pay period and calendar year-to-date.
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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.

COMPENSATION – TEMPORARY EMPLOYEE
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.

TEMPORARY PAY RATES SY 14/15
Pay Type 123 - Student Entry Level
Student
Student - Food Service
Student - Library
Student - Homework/Tutor
Student - Summer Grounds

$7.75

Pay Type 124 - Student 1 Year Experience
Student -Advanced Homework/Tutor (1 yr)

$8.00

Pay Type 125 - Student 2 Years Experience
Student -Advanced Homework/Tutor (2 yr)

$8.50

Pay Type 126
Student -Advanced Homework/Tutor (3 yr)
Aide - Central Kitchen
Aide - Kitchen
Helper - Adult Library

$9.00

Pay Type 127
Aide - Break
Assistant - Safety

$10.00
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TEMPORARY PAY RATES SY 14/15, CONT.
Pay Type 128
Aide - Teachers
Assistant - Accounting
Clerk - Mail
Clerk - Payroll
Receptionist
Secretary

$11.00

Pay Type 129
Custodian
Laborer- Adult Summer (FMD)
Aide - ANE
Aide - Behavior Intervention
Aide - Kindergarten
Aide - SPED (IR/ER)
Associate - Library
Custodian
Mentor - FYF
Mentor - Parent
Recruiter - Migrant
Secretary - Administrative
Tutor (ERII, ASP, SP)
Warehouseperson

$12.00

Pay Type 130
Laborer – Summer Grounds, Senior, (FMD)

$13.00

Pay Type 132
Coordinator – After School Program
Coordinator – Community Resource (CRC)
Coordinator – ERII
Laborer – Summer Grounds, Senior (FMD)
Specialist – Material Development
Tutor - Homebound
Interpreter – Sign Language
Translator – Language
Tutor – ELL

$15.00

Pay Type 133
Electronics Mechanics – Summer

$16.00

Pay Type 135
Maintenance Technicians – Summer

$18.00

Pay Type 139
Nurse – Registered

$22.00
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AESOP GENERAL INFORMATION
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 and temporary employees. The
administrative management functions of AESOP provide administrators with full information about
absences and assignments.
A brief overview of AESOP is provided to each substitute teacher and temporary employee on the day of
orientation. You will be provided with a Login and Pin within several days of completion of the
orientation packet. 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 at the end of 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. If you need to change
this schedule, you must access Aesop to change the days of the week and/or times you are available.

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 an hour before 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 cancelled 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 cancelling 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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ESS Handout
Employee Self Service (ESS) allows employees to access and update their own
personal information through Internet access.
ESS will allow employees to view:
•Payroll Information
•Paycheck History
•W-4 Elections
•W-2
•Dependents
•Health Benefit Elections
•Benefit Costs
•Leave Balances
•Training Records & Opportunities

Once you log into the district website, s elect ESS.
Initially you will sign in with your "f" number and the last four of your social security
number. Munis will require that you change your password upon the first login.

Copy right 2012 Fairbanks North Star Borough School District
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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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ANDERSON ELEMENTARY, K-2

JOY ELEMENTARY, K-6

TANANA MIDDLE, 7-8

Shari Merrick, Principal
7:50-2:20
768 Kodiak Street, Eielson AFB 99702
372-2167
FAX 372-3437

Lori Swanson, Interim Principal
24 Margaret St., Fairbanks 99701
456-5469
FAX 456-1477

ANNE WIEN ELEMENTARY, K-6

LADD ELEMENTARY, K-6

Michael Angaiak, Principal
8:30-3:00
1501 Hampstead Ave., Fairbanks 99701
451-7500
FAX 451-7564

Cori Anthony, Interim Principal
601 F St., Fairbanks 99701
451-1700
FAX 451-9137

ARCTIC LIGHT ELEMENTARY, K-6

LATHROP HIGH, 9-12

Mary Carlson, Principal
8:30-3:00
Asst. Principal: Lalaunie Whisenhant
4167 Neely Road, Ft. Wainwright 99703
356-2038
FAX 356-2189

Robert Meade, Principal
7:45-2:15
Asst. Principals: Petra Uotila, Vacant
& Clarice Mingo
901 Airport Way, Fairbanks 99701
456-7794
FAX 452-6735
Counseling Fax: 456-4475

BADGER ROAD ELEMENTARY, K-5
Dan File, Principal
9:00-3:30
2301 Bradway Road - Physical
520 Fifth Ave., Fairbanks 99701 - Mailing
488-0134
FAX 488-2045

BARNETTE MAGNET, K-8
Dana Evans, Principal
8:15-2:45
1000 Barnette St., Fairbanks 99701
456-6072
FAX 451-9602

8:30-3:00

Greg Platt, Principal
9:30-4:00
Asst. Principal: Kathy Beebe
600 Trainor Gate Rd., Fairbanks 99701
452-8145
FAX 456-2780

9:00-3:30

TICASUK BROWN ELEMENTARY, K-5

NORDALE ELEMENTARY, K-6

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
Kristie Calvin, 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

Brian Powell, Principal
8:30-3:00
397 Hamilton Ave., Fairbanks 99701
452-2696
FAX 456-5608

Kyra Aizstrauts, Principal
8:45-3:15
554 Loftus Road, Fairbanks 99709
479-6963
FAX 479-6219

NORTH POLE ACADEMY, 7-12

WATERSHED CHARTER, K-8

Bao Do, Head Teacher
2945 Monk Ct., NP 99705
490-9025
FAX 490-9021

Jarrod Decker, Head Teacher
8:30-3:00
4975 Decathlon, Fairbanks 99709
374-9350
FAX 374-9360

NORTH POLE ELEMENTARY, K-5

WELLER ELEMENTARY, K-6

Mark Winford, Principal
9:00-3:30
250 Snowman Lane, North Pole 99705
488-2286
FAX 488-1232

Lynn Weckesser, Principal
8:30-3:00
635 Elementary Drive - Physical
520 Fifth Avenue Fairbanks 99701 - Mailing
457-1629
FAX 457-2663

BEN EIELSON JR/SR, 7-12
Mario Gatto, 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

CAREER EDUCATION CTR., 11-12
Craig Kind, Head Teacher
724 27th Ave., Suite 1, Fairbanks 99701
479-4061
FAX 479-0230

NORTH POLE HIGH, 9-12
Annie Keep-Barnes, Interim Principal 7:45-2:15
Asst. Principals: Carol Warbelow & Ron Gherman
601 NPHS Blvd., North Pole 99705
488-3761
FAX 488-1488
Counseling Fax: 490-2305

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
Joshua Snow, Principal
9:50-3:38
601 Loftus Road, Fairbanks 99709
474-0958
FAX 479-2104

HUNTER ELEMENTARY, K-6
Robyn Ward, Principal
8:45-3:15
1630 Gillam Way, Fairbanks 99701
456-5775
FAX 452-8891

Tyrone Oates, Interim Principal
Asst. Principal: Bruce Bell
3750 Geist Rd, Fairbanks 99709
479-2261
FAX 479-8286
Counseling Fax: 479-2264

7:45-2:15

Dave Foshee, Interim Principal
7:45-2:15
Asst. Principals: Beth Reagin & Sarah Gillam
3800 Geist Rd., Fairbanks 99709
479-4221
FAX 474-8901
Counseling Fax: 479-8371

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

WOODRIVER ELEMENTARY, K-6

PEARL CREEK ELEMENTARY, K-6

OTHER SCHOOLS:

Kate LaPlaunt, Principal
9:00-3:30
700 Auburn Drive, Fairbanks 99709
479-4234
FAX 479-4025

Fairbanks B.E.S.T. 452-2000 Ext. 11201
Fairbanks Youth Facility
456-1536
BRIDGE Program
474-2144

RANDY SMITH MIDDLE, 7-8
Dave Dershin, Principal
9:30-4:00
Asst. Principal: Vacant
1401 Bainbridge, Fairbanks 99701
458-7600
FAX 458-7676

RYAN MIDDLE, 7-8
Heather Stewart, Principal
9:30-4:00
Asst. Principal: Vacant
951 Airport Way, Fairbanks 99701
452-4751
FAX 451-8834

SALCHA ELEMENTARY, K-6
HUTCHISON HIGH SCHOOL, 9-12

WEST VALLEY HIGH, 9-12

Vacant, 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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Grant Guy, Principal
9:00-3:30
5000 Palo Verde Dr., Fairbanks 99709
479-4211
FAX 479-5077

SCHOOL DISTRICT
ADMINISTRATIVE CENTER
520 Fifth Ave., Fairbanks, 99701
www.k12northstar.org
Karen Gaborik, Interim Superintendent
Sandra Kowalski, Asst. Supt–Elementary
Shaun Kraska, Interim 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
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To Review or Change your Personal
Information, Press ④

• If you are sick and wish not to work, Press
② - To Prevent Further Calls Today.

Review or Change
Personal Information ④

1.800.942.3767

1.800.942.3767
Learn how to:
Search for jobs by phone

Respond when the system
offers you a job
Personalize the phone system

Change Name recording ①
Change Pin number ②
Change Phone number ③

• If two or more substitutes have the same
phone number it is to your advantage that
you both voice-record your names. Aesop
will then play the voice recording at the
beginning of the phone call and you can
enter the correct Pin number.

Main Menu

• Please say “hello” in order for Aesop to
begin the phone call.

Review a Specific
Assignment ③

• Typically, Aesop will not leave a message
on your home answering machine.

Cancel Assignment ③
Listen to next job ④

• The phone number that appears on Caller
ID is: 1-800-942-3767.

Phone System
Instructions for
Substitutes

Review Upcoming
Assignments ②

When Aesop calls you:

Hear Again ②
Cancel Assignment ③
Listen to next job ④

Special Things to Note

Aesop Phone Menu at a Glance

• To review or change your name recording,
Press ①
• To change your Pin number, Press ②
• To change your phone number, Press ③

Hear a List of Available
Assignments ①

Accept Assignment ①
Hear Again ②
Reject Assignment ③
Listen to next job ④
Replay skipped job ⑤

When you call Aesop

www.FrontlineK12.com/Aesop



Available 24/7

Please note that some options may
not be available to you.

Aesop will ask you to enter the confirmation
number.
• To cancel this assignment , Press ③
• To listen to the next assignment, Press ④
• To return to the Main Menu, Press ⑥

To Review or Cancel a Specific
Assignment, Press ③



1.800.942.3767
When you have successfully accepted
an assignment Aesop will play back the

confirmation number.

www.aesopeducation.com
• If you select this option then Aesop will
never call you again.

To prevent Aesop from ever calling, Press ⑨
If you are unavailable, Press ③

• To accept the assignment, Press ①
• To hear the assignment again, Press ②
• To reject this assignment and not hear it
again, Press ③
• To listen to the next assignment, Press ④
• To replay a bypassed assignment,
Press ⑤
• To return to the Main Menu, Press ⑥
Aesop will play you a list of up to five
available jobs.

Aesop will now read off all the details of the
assignment.

To Hear a List of Available
Assignments, Press ①

• To hear this again, Press ②
• To cancel this assignment , Press ③
• To listen to the next assignment, Press ④
• To return to the Main Menu, Press ⑥
• To review your assignments for the next 7
days, Press ③
• To return to the previous menu, Press *

To Review or Cancel your Upcoming
Assignments, Press ②


1.
2.
3.

When you call Aesop

Pressing the star key (‘*’) will always take
you back one menu level anywhere in the
phone system.

Dial 1.800.942.3767
Enter your ID number followed by the
pound key (‘#’)
Enter your PIN number followed by
the pound key (‘#’)

When you call Aesop

To prevent further calls today, Press ②



When you have successfully accepted
an assignment Aesop will play back the

confirmation number.

• To accept the assignment, Press ①
• To hear the assignment again, Press ②
• To reject but allow additional Calls today,
Press ③
• To reject this assignment and prevent
additional calls today, Press ④
Enter your Pin number followed by the
pound key (‘#’)
Aesop will now read off all the details of the
assignment.
Aesop will play you the School District
Name and the School Name.

If you are interested in a job, Press ①
When you answer the phone, say “Hello” and
Aesop will present the following options:

When Aesop calls you

SUBSTITUTE TEACHER
&
TEMPORARY EMPLOYEE
WEB GUIDE INSTRUCTIONS

Table of Contents
Getting Started ............................................................................................................ 2
Home Page .......................................................................................................................... 3
Finding Jobs........................................................................................................................ 7
Schedule .............................................................................................................................. 10
History................................................................................................................................. 14
Feedback ............................................................................................................................. 15
Preferences .......................................................................................................................... 17
Printable Help ..................................................................................................................... 21

Getting Started
Using Aesop Successfully
Note: This guide covers most of the functions that are available to substitutes in Aesop. These
functions are permission based. If you see something in this guide that you are not able to do, your
district may not have given you permission to access this function.

Proactively fill your schedule
Aesop offers you the flexibility to proactively search for jobs and fill your own schedule the way you
want. To help you benefit most from automated substitute placement, Aesop offers you both phone
and web services for finding and accepting jobs. Substitutes can call in to Aesop toll-free at 1-800942-3767 or log in online at www.FrontlineK12.com/Aesop .

Manage your preferences
With Aesop, not only can you plan your schedule ahead of time, but you can also choose Non-Work
Days, specify preferred schools and adjust call times to fit your schedule. You can also view work
history and receive phone and e-mail notifications of available jobs.

Find out about available jobs
Aesop notifies substitutes of available jobs they qualify for. Most employee absences are entered the
day before the absence occurs, but they can enter their absences very far in advance. Depending on
the district’s settings, substitutes can discover available jobs days, weeks, or even months in advance.
Aesop can alert substitutes to new jobs through both phone and e-mail services.
Substitutes can then choose to accept or reject the assignment.

Log on to Aesop
The first step to log on to Aesop is to visit the Aesop website. Put
www.FrontlineK12.com/Aesop into your internet browser address bar and hit the Enter
button on your keyboard.
Substitute Web Guide

This will take you to the Aesop website. At the top right corner of this page you will see the area to
login. Use the ID (most likely your 10-digit phone number) and PIN provided to you by your district.
Once you have entered this info into the boxes click the Login button.
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If you are new to Aesop your district may have provided you with a Welcome Letter. Your
ID and PIN will be in this letter.

What if I forgot my PIN?
You can click the “Forgot your login” button which will open a new page. On this page you can have a
PIN reminder sent to your email address.

Home Page
Once you have logged into Aesop you will be taken to your home page. You may first get a couple
pop-ups of your important notifications. There are two types of notifications you can receive.

Notifications
Web Alerts - These are alerts that have been created by your district for substitutes to see. They can
3

contain important general information that may be useful to you. Once you have read the alerts you
can click the Dismiss button to move on. These web alerts can be revisited at any time from your
website.

Confirmations - You also may receive notifications that you need to confirm. The example below
is a notification that the sub has been removed from a job and their services are no longer needed.
These notifications are very important and must be confirmed before you can move on to your home
page.

Once you have dismissed or confirmed all of your notifications you will be able to view your
home page.
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Top Bar
At the very top of your home page you will see a black bar with four different buttons you can click
on.

Your Name - Clicking on your name will take you to the Preferences tab where you can change
your personal information and PIN and other settings.
Available Jobs - The number of current available jobs will be displayed in the green circle.
Clicking on this option will bring you to the available jobs tab where you will see a list of the
available jobs.
Notifications - The number of notifications (web alerts) you have will be displayed in the green
circle. Clicking on this option bring up a list of your current web alerts.
Logout - Clicking the Logout option will log you out of Aesop and bring you to a login page.

Main Tabs
The next section of your home page are the Main Tabs.
Substitute Web Guide

Home Tab - The tab with the blue house icon is your home tab. You can click this tab from
anywhere in the website to be taken back to the home page.
Available Jobs - Clicking this tab will take you to a page listing all of the current available jobs for
you.
History - The History tab will take you to a page where you can view the history of your jobs and
non-work days.
Preferences - Clicking this tab will bring you to the preferences area of your website you can
change your personal information, PIN, preferred schools to work at, and call times.
Help - The Help tab will bring you to a page where you can find the User Guide as well as the
contact information for your district's Aesop Administrator.

Calendar
Just below the main tabs is your calendar. The calendar is color coded to show the different
types of days.
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Use the back and forward arrows to either side of the calendar to move back and forward in time on
the calendar.

Clicking on an individual day in the calendar will pop up information about that day. If there is
an available job on that day you can accept or reject it right from the pop-up.

Job Tabs
The main body of your home page will be your job tabs. They can be found directly beneath the
calendar. Clicking these tabs will not take you away from the home page but will change what you
are viewing on the home page.

Available Jobs - This tab will bring up the view of the currently available jobs for you. The
6

number in parenthesis represents how many available jobs there are.
Scheduled Jobs - This tab shows the currently scheduled jobs you have already accepted. The
number in parenthesis represents the number of currently scheduled jobs.
Past Jobs - The Past Jobs tab brings up your job history for the past 30 days. The number in
parenthesis represents the number of past jobs in the last 30 days.
Non Work Days - This tab will show you your upcoming Non Work Days as well as non work
days from the past 30 days. You can also create non work days from here. The

Finding Jobs
On your Sub Web page there are three places you can click to access a list of jobs that you are
qualified and available to fill.

Job Details
When you have your list of available jobs up you can see all the details of the job (Teacher
name/title, job date, job time, location, etc..) without having to go to another screen.

Accepting or rejecting this job is as simple as clicking the Accept or Reject button, but there are
other job details you can view as well.
7

Notes
If you see an icon that look like a sheet of paper that means this job has notes. These could be
important notes from the Teacher letting you know information about the job.

These notes can be viewed before accepting or rejecting the job. Just click the icon and
the notes will pop up on your screen. To exit the notes click the X in the top right corner of the popup.

Multi Day Absence
Some absences in your available jobs list may be multi day absences. Multi day absences will be
indicated with the icon you see below.

For these jobs instead of seeing an Accept button you will see a See Details button.

Click this button to have the job expand to show the details for each day in the job. You can
collapse the job again by clicking the Hide Details button. To accept the job click the Accept
Multi-day button.
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Phone Number and Map
In each job listing there will be an icon for the school's phone number as well as a map to the
school.
Click on the green phone icon to have the school's phone number pop up. If the icon is gray that
means the school's phone number is not available.

Click on the map pin icon to open up Google Maps where you can get directions to the school. If
the icon is gray that means the schools address is not available.

Accepting or Rejecting a Job
Now that you have seen the job details you are ready to accept or reject the job.

Reject
To reject a job all you have to do is click the Reject button on the right side of the job listing.
Rejecting a job will make it disappear from your available jobs and you will not see it again. Only
click the reject button if you are absolutely sure that you will not want to come back to this job later.
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Accept
To accept a job click the green Accept button on the right side of the job listing.

Once you have accepted the job you will receive a pop-up at the top of your screen showing you the
confirmation number. If there is a file attached to the absence you will also see a link to view the
attached file. This pop-up will stay on your screen until you dismiss it. Dismiss it by clicking the x
next to Dismiss Message.

Once you have a confirmation number you know that the job is yours and no other sub will be able to
accept this job.

Schedule
Scheduled Jobs
To view a list of your currently scheduled jobs click the Scheduled Jobs tab on your home page.
The tab will have a number in it indicating how many currently scheduled jobs you have at this
time.

When you click this tab your scheduled job will be listed in the main window. The details of each
job will be displayed including the name/title of the employee, the time of the absence, the
duration, and the location. Your confirmation number will also be listed here. The phone and map
icons can be accessed on this page as well.
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Email the Employee
If you have been given the permission in Aesop to email employees you may see a blue envelope
icon in the job info.

Clicking this icon will open up the email client on your computer with the employee's email address
populated.

Attachments
If you see a paperclip icon in the job info that means there is an attachment, like a Word or
Excel document, with this absence.

To view the attachment click the paperclip icon. This will open a pop-up on your screen with the
attachment or attachments listed. Click the attachment you want to view to open it up.

Cancelling a Job
Depending on the permissions given to you in Aesop, you may be able to cancel a job after you have
accepted it. Not all absences will have the option to cancel. An example of this would be if a job is
too close to its start time Aesop may not allow you to cancel it. If you do have the ability to cancel a
job you will see a red Cancel button.
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When you click the Cancel button you will receive a pop-up asking you if you are sure you want to
cancel the absence. Click Yes to confirm the cancel.

After you have cancel the absence you will see a pop-up letting you know the absence has been
successfully cancelled. Dismiss the pop-up by clicking the x.
Another permission your district may have given you is the ability to cancel a single day of a multiday absence. When looking at the job details you will see a Cancel Job button for any days that are
eligle to be cancelled (typically you will only be allowed to cancel the upcoming day). Clicking this
button will just cancel that day rather than the entire multi- day absence.

After clicking Cancel Job you will be prompted with a warning that you are about to cancel a job for
that day. Click Yes to confirm.

Non Work Days
If you have days or partial days that you are not able to substitute you can create Non Work Days so
Aesop will not offer you jobs on those days. Click the Non Work Days tab to view your non work days
and to create new ones. The tab will have a number on it indicating how many non work days you
have scheduled.
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To create a new non work day click the Add Non-Work Day button. This will bring up a window
where you can enter your non work day info.

Single Non Work Day

To create a single work day...
Date - Type the date into the box or use the calendar icon to select the date.
From/to - Enter the start and end times for when you can't work. You must uncheck the "All Day"
box to edit the times.
Reason - Enter the reason for your non work day. This info is not required. Click the Save button
when you are ready to save the non work day.
Repeating Non Work Day
You can also create a non work day that will repeat. For example, maybe you can't work on Tuesdays
for the entire month.

When creating the non work day, click the check box for Repeat. Then mark the circle for Tuesday.
Put in the end date you want this to repeat until.
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Click the Save button to save the repeating non work day.

Removing a Non Work Day
In your Non Work Days tab you will see a Remove button for any non work days that are still in
the future. Click the remove button for the specific non work day you want to remove.

You will receive a confirmation pop-up. Click Yes to confirm.
Substitute Web Guide

History
Past Jobs
If you want a quick view of the jobs you have worked in the past 30 days, you can access the Past
Jobs tab. On the tab there will be a number in parenthesis which indicates how many jobs you
have had in the past 30 days.

History Tab
If you would like to go further than 30 days into your job history you can click the History tab in
the main tabs.
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The History tab will allow you to look at the history of your absences and non work days for
various time periods. Just click the predefined time period to see the info for that date range.

Custom Date Range
To create a custom date range click the Custom option. A date range box will pop up. Enter your
custom date range and click the Go button to bring up the info for that range.

Feedback
Many districts use Aesop to help collect data about their substitute's job experience. If your district
has opted to use this feedback feature, you will see a Feedback tab at the top of your home page.

Leaving Feedback
Click on the Feedback tab to be taken to a list of all of the absences from the past 14 days that you
can leave feedback on. To leave you experience feedback click on the Leave Feedback button for the
individual absence.
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This will take you to a page where you can answer questions about how your job went. The first thing
you will want to do is choose an overall rating. This is a 1 to 5 star rating with 1 star meaning your
job experience was "poor" and 5 stars meaning your job experience was "outstanding". Hover over
and click on the number of stars you would like to give.

Below the star rating you will see a list of questions you can answer. These questions may have been
customized by your district so the questions you see in this guide may differ from what you see on
your web page. If any questions are marked with ** that means the district requires that you answer
them before you can submit your feedback.

Once you have marked your star rating and answered the questions you can click the Submit button
at the bottom of the page. Once you submit your feedback you will not be able to go back in and edit
it.

Reviewing Feedback
After you have left experience feedback for absences in Aesop you can review the
feedback for all jobs in the current school year. To do this, click on the Feedback that I left
tab in the feedback section.
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This will bring up a list of all jobs you have left feedback about in the current school year.
Feedback link to see the specific answers you gave to the questions on the Feedback form for that
job.

Preferences
Aesop allows you to customize some of your settings like the times Aesop calls you and what
schools you would like to work at. You may also be able to edit your personal information and
PIN number. To access these things click the Preferences tab on your home page.

Personal Info
To view and/or change your personal info click the Personal Info option in the left menu.

To edit your information click the Edit button. Most district allow their substitutes to change
their email address and phone number. You may have permission to edit other info as well. If
you make any changes click the Apply button to save the changes.

Change Pin
The next option in the preferences menu is to change your pin. This is the pin you use to login to
Aesop.
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To change your pin:
1. Enter you old pin.
2. Enter your new pin.
3. Confirm by entering your new pin again.
4. Click the Apply button to save.
Note: Pins must be 4 or 5 digits long and can only be numerical.

Preferred Schools
Another option you have in Aesop is to choose a list of schools that you want to work at or choose a
list you don't want to work at. If you are a new sub Aesop will default you to see jobs at all schools.
If you are ok with this you do not need to change any settings here.
Click the Schools option in the menu to access this. At the top of the screen you will be able to
choose if you want to the list of schools to be where you want to see jobs or where you don't want to
see jobs. Click the circle for the option you want to choose.

Use the All or None buttons to clear out or fill in your list.

Then click the check boxes for the individual schools you want or don't want (depending on the
above setting) to see jobs at. In the example below you can see the sub doesn't want to see jobs
from elementary schools.
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When you have selected all of the schools, click the Save button to save.

Call Times
By default you will be called for job during the time period set up by your school district, but you can
customize these times or turn off calling all together if you wish. To edit your call times click the Call
Times option in the Preferences Menu.

You district's default morning and evening call times will be displayed. You can edit your call
times by clicking the Edit button at the bottom of the screen for any day.
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This will bring up a window where you can select the time you want to get called for that day of the
week.

Dont Call Me - Choosing this options will set Aesop to not call you at all on this day of the week.
Call me during the district call times - This will set your call times to the district default. Call
me between - Here you can set the earliest and latest time you are willing to be called for this day
of the week.
Once you have picked your settings you have two options:
Apply to All - This will apply these settings to every day of the week.
Apply only to - This will only apply these setting to the day of the week you are editing.

Turning Calling Off
In the top right corner of the calling times area you will see the following option.
To turn your calling from Aesop completely off choose the No option. You will then receive a
warning pop-up from Aesop.

Click OK to confirm. This will mean Aesop will not call you with job offers but you will still be able to
search for jobs online.
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Printable Help
Each topic in this help guide can be printed individually by clicking the Print icon (see arrow below)
while in that topic.

There is also a printable PDF version of the entire help guide that can be accessed by clicking
the link below.
Printable PDF
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