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SAFE SCHOOLS (VECTOR TRAINING)/ 
EMERGENCY PREPAREDNESS 

 
 
You will receive an email from me regarding Safe Schools and 
Emergency Preparedness. Please take a moment to read the email 
and the attachments. 
 
Each year, 2-4 Safe Schools modules are assigned and all Billings Public 
Schools employees are required to complete these modules. Building 
administrators allow time during the day for staff to complete these. 
 
In order for all employees to have the same modules completed, new 
employees will receive extra pay to complete modules from previous years. 
The number of hours will be on the instruction sheet you receive in the 
email. Since you are being paid additional hours, these need to be 
completed on your own time and NOT during regular work hours.  
 
You will also receive a Crisis Quick Reference Flip Chart. In this Flip 
Chart, you will find procedures on Evacuations, Lockdowns, Armed Intruder 
and Shelter-In-Place. Please take a moment to familiarize yourself with 
these procedures. These procedures are standard throughout the district 
so if you work in multiple buildings, the procedure will be the same. 

 
 

 
 



CRISIS QUICK 
REFERENCE FLIP 

CHART
BILLINGS PUBLIC SCHOOLS



CRISIS QUICK REFERENCE FLIP CHART
Notification is always by Administrator/ICS Commander, however, these procedures are for reference purposes and should not take the place of a 

person’s quick thinking and judgement in keeping themselves and their students safe.

 

This is a quick reference tool to be used in the classrooms of BPS. Student Discussions Points have also been included to educate students about the 
principles of being prepared. With any emergency or crisis, keeping everyone safe is directly affected by how everyone acts, respects authority and 
follows instructions and directions from those in charge.

NOTE: Each building will have identified an information officer on their ICS chart; however, during and after a school crisis or emergency, someone from 
the District’s office will give ANY and ALL reports to the media. UNDER NO CIRCUMSTANCE, should any staff give information to media or allow the 
media to interview a student!!

REMEMBER: Exercises and drills become better with good practice.

  

** Information in this flipchart is a result of work on our Billings Public School’s Emergency Response and Crisis Management Project in partnership 
with our local Emergency Responders and the State and Local Departments of Emergency Services**



EVACUATION

 Emergencies that may require evacuations include:

·         Fire

·         Gas leak

·         Chemical spill inside of building

·         Physical damage to the building

·         Bomb threat 

1.  Proceed quickly and orderly to designated exit. (If designated exit is unavailable, please proceed to the nearest, safest exit)

2.  Take class roster, survival packs, coats and medication if applicable.

3.  Proceed to pre-determined site on campus

4.  Take roll and report any missing students.

5.  Wait for further instructions.

 If determined unsafe to remain in building: Notification by Admin/ICS Commander

·         Administrator/ICS Commander will notify to proceed to re-location site

·         Take roll and report any missing students, staff, or visitors

·         Begin student/parent reunification 

**ENCOURAGE STUDENTS TO REFRAIN FROM USING CELL PHONES UNTIL DETERMINED SAFE**

 

 

  EVACUATION



ARMED INTRUDER

Initiated when threat is inside of the building.

*Best practice is to remove students away from situation as safe and quickly as possible.

RUN-LOCK-FIGHT
1.     RUN-
·        Prepare students to get out of “Kill Zone” quickly if it is safe to do so by any means necessary. This may require the destruction of school property (breaking a window, 
etc.).

2.     LOCK-
·        If it is not safe to remove students from situation, move students quickly and quietly to a safe, secure place in a room, away from windows and hall. (Usually against a 
common wall with an adjacent classroom)

3.     FIGHT-
·        Employees are not expected or encouraged to approach and engage violence with the suspect however, it is an option. This needs to be an individual decision. 

ARMED INTRUDER



LOCK DOWN

Initiated when threat is outside of the building.

 

·        Get inside classroom/office (sweep hall and bathrooms)

·        LOCK DOORS

·        Close and cover all windows in room including classroom doors

·        Continue teaching/working and wait for further instructions.

 LOCK DOWN



SHELTER IN PLACE

 
Emergencies outside of building would include:
 

·        Community situations (chemical spills, explosion, etc.)
·        Weather Emergencies (heavy snow, funnel clouds, flooding, lightening, high winds)
·        Building Emergencies (suicidal person, student emergency)

 
May necessitate staying inside the building and moving staff and students to a larger space such as a gymnasium of cafeteria.
 

·        Shut all windows and doors to the outside
·        Close all venting systems and seal windows if applicable
·        Move all students and staff into a larger predetermined area such as gym or cafeteria.
·        DO NOT ALLOW anyone to leave the school building if there is a harmful contamination outside from a refinery explosion etc.
·        Take roll of students in your area, reporting those students who are not accounted for.
·        Wait for further instructions.

 

**In the event of a community warning or dangerous situation, teachers NOT on the playground should help open/unlock exit doors to the playground to 
allow quick and orderly entry back into the building. Alerting system should be in place and communicated and practiced with staff and students**

 
   
 

SHELTER IN PLACE



BEA 
ORIENTATION

2022 - 2023 

BENEFITS OFFICE

Jennifer Kennedy, Benefits Manager



***  This is not a walk -in Clinic ***



The Portal and App provides you 
with 24 /7 access to important 
information about your health 
benefits in addition to valuable 

healthcare resources







Additional Information regarding the medical benefits are 
located on the Medical Benefits section of the Billings Public 

School Employee Health Plan.

Deductibles, per Plan Year: 

Per Covered Person ............................................................................................. $1,000

Per Family Unit ...................................................................................................... $2,000

Maximum Out -of -Pocket Amount, per Plan Year: 

Covered Person ..................................................................................................... $3,000 

Per Family Unit ....................................................................................................... $6,000

Copayments:

Primary Care Physician's Office Visit………………………………………………..….$25

Medical Benefits 



Additional Information on Dental Care can be found in the Dental Benefits section 
of the Billings Public School Employee Health Plan.

Preventative:
Limit of two routine examinations per plan year

Plan Year dental deductible: 

Per Covered Person….................................................................................................  0 

Per Family Unit...................................................................................................................$100

For Tooth Implants per Covered Person………..…$2,000(Lifetime benefit maximum)

Note: Some treatments will apply to Plan Year maximum & Lifetime benefit 
maximums

Dental Benefits



FLEXIBLE SPENDING ACCOUNTS

● Dependent Care Flexible Spending Account - DCA
○ $ 5,000 Annual Election 

● Health Flexible Spending Account - FSA
○ $ 2,750 Annual Election 

Billings Public Schools provides employees a means of paying medical and dependent care expenses 
with pre-tax dollars through a Flexible Benefit Plan. If you have any questions about this tax-saving 
benefit, contact the Insurance Office at 281-5045 or EBMS at 1-866-248-7204. For further information on 
identifying eligible medical expenses, the following IRS booklet is available: Publication 502, Medical and 
Dental Expenses

https://ebms.wealthcareportal.com/Page/ShopFsaStore

https://billingsschoolsorg.finalsite.com/fs/resource-manager/view/597b382b-a6f2-40ff-ad66-6f17290bd865


Additional details can be found at VSP.com or  Click here to review the Insurance/Benefits Page.

https://billingsschoolsorg.finalsite.com/faculty-staff-portal/benefits


EMPLOYEE ASSISTANCE PROGRAM

Mental health assessment, 
counseling, education and referral 
to enhance your total health and 
well being.

At Billings Clinic EAP and St 
Vincent's EAP, members on the 
medical plan will get up to 20 
visits per plan year paid at a 
100% by the district.

You can make an appointment with 
one of our EAP counselors by 
calling: BILLINGS CLINIC: 406-255-
8469 or 406-255-8481 or ST. 
VINCENT: 406-237-3585



Term Life Insurance and Accidental Death and Dismemberment

Term Life Volume = $50,000 (age reductions do apply)
Accidental Death & Dismemberment = $50,000

Long Term Disability

90 day elimination period
60 percent coverage/ $2,500 maximum benefit



Billings Public School District #2,
Group      #701858 Cycle 03 - Certified/BEA - Monthly on the 20th

If you are applying for Supplemental Life; Please 
complete and return the form within 30 days from 

your start date.

Attn:
Jennifer Kennedy

Lincoln Center
Room 103



*Cancer & Accident plans can be pre-tax

For more information or enrollment information 
contact Jerry Theis at (406) 294-2529 or text to 
(612) 716-0308, gerald_theisjr@us.aflac.com

❏ Short Term Disability

❏ Accident Plan 

❏ Cancer Insurance Plan

❏ LegalShield

❏ IDShield

❏ Combined

For more information or enrollment information 
contact Rick Halmes at (406) 208-8142 

rmhalmes@hotmail.com

Payroll Deducted Additional Benefits



If you would like us to contact a business 
that is not listed on the district webpage to 

see if they would offer a Corporate 
Discount to the Billings Public Schools, 

please contact Jennifer Kennedy, Benefits 
Manager at kennedyj@billingsschools.org

https://docs.google.com/document/d/1nIfLdveUD2M8QT9N9M1akdAMhXWL7B6x/preview


Start at:
https ://www.billings s chools .org
/

● “Faculty/Staff”

● “Benefits”

https://www.billingsschools.org/


The Medical & Dental contribution 
of $760 will be paid at 100% for 

BEA with a 1.0 FTE!

$760

1.0



BENEFITS ENROLLMENT FORM



FLEXIBLE SPENDING 
ACCOUNTS

ENROLL OR DECLINE

ANNUAL Election or 
Declination Required

Bargaining Union : 
BEA



CROSSOVER/AUTO PAY
ELECT ORDECLINE 

ANNUAL ENROLLMENT



Reminder: Please Review Your Check Stub! 



Please complete the following 4 forms
BEFORE YOU LEAVE TODAY!

Medical -Dental -Vision Enrollment
Benefits Enrollment Form

125 Flexible Spending Account
Auto Flex Enrollment

Please return to the Lincoln center, Room 103



Jennifer Kennedy

Benefits Manager 

kennedyj@billingsschools.org

(406) 281 -5045

This summary is for informational purposes only.
All benefits and general provisions described herein are subject to the terms, 

limitations, and exclusion of the Summary Plan Descriptions for Billings Public 
Schools. 

mailto:kennedyj@billingsschools.org


Please let your building Administrator know if you are injured. 

Your building secretary has required claim forms. 





Please do not use MiCare for 
workers Compensation.

Jennifer Kennedy

Benefits Manager 

kennedyj@billingsschools.org

(406) 281 -5045

mailto:kennedyj@billingsschools.org


Tatia Bennett
Payroll Accountant

(406) 281-5013



Pay Day

►Pay day = 20th of each month.  

►If the 20th is a Saturday or Sunday,   
pay day will be the Friday before.



Paychecks

►The first regular pay day of the school 
year will be on September 20.



Paychecks – 10 or 12 
pay
►10 Pay Option:  10th and final check 

received on the last day of school

►12 Pay Option:  Final three paychecks 
received on the last day of school



Paychecks – 10 or 12 
pay Friday, September 2nd

Deadline for changing 10 or 12 pay selection

Submit changes in writing to Payroll.



Employee ID

►Use employee ID on all 
correspondence

►Forgot your ID#?
►Call Payroll or HR



Discretionary Days

►12 for full time  

►Based on FTE for part time

►Unused discretionary days roll into sick 
days at the end of the school year.



Timesheet for BEA Licensed Employees
Available at:

Faculty/Staff page of 
billingsschools.org

School Secretary

Payroll Office 
(Rm 206 - Lincoln Center)



Timesheets

►Submission Deadline:  10th of the 
month

►Hours worked in current month are 
paid the following month.  

Extra hours in August = paid in 
September



Timesheet Tips
► Legal name and correct ID number.

► Separate months = separate timesheets
►Hours on the date they are worked
► Initial changes, sign, and date

Missing information will result in a
timesheet being returned to the school.

Please avoid delays!



Direct Deposit

►Direct Deposit in your bank on payday

►Paper check delivered to home school 
on payday



Union Dues

►Calculated by the BEA, deducted from 
your paycheck

►Questions?  

Contact the BEA office at (406) 248-9812.



Teachers Retirement System (TRS)

►Participation is mandatory.

►District pre-tax contribution = 9.37%

►Employee pre-tax contribution = 8.15%



Employee Online
►View and print pay stubs

►Update tax withholding

►Change direct deposit 

►Update personal information



Employee Online

►Log In:  Employee ID# (000xxxxx)

►Password:  Last 4 of SSN



Questions:

►Tatia Bennett

bennettt@billingsschools.org

(406) 281-5013



New H ir e Or ientation
Technology 

Welcome



About Us
Brandon Newpher
Chief Information Specialist
406.281.5051

2

Tessa Olson
Ordering & Budgeting Manager
406.281.5053

Help Desk
help@billingsschools.org
406.281.5151

Technology Secretary
406.281.505 0



Accounts and Email
Please get your HR paperwork done as 
soon as possible to set your accounts 

up in Technology.

-EMAIL
-POWERSCHOOL
-HELP DESK

-SAFE SCHOOLS

3



LOGIN CREDENTIAL
LAST NAME FIRST INITIAL @ 
BILLINGSSCHOOLS.ORG

EMAIL PASSWORD IS THE SAME FOR: LEAVES, 
POWERSCHOOL, HELP DESK, SAFE SCHOOLS, 
CREDIT APPROVALS

4



How To Get to Quick Link
5

>https://www.billingsschools.org/faculty - staff - portal

> Yellow box on the right side 
of the screen

> Click on Quick Links

https://www.billingsschools.org/faculty-staff-portal
https://www.billingsschools.org/faculty-staff-portal/quicklinks


Help Desk - 4 0 6 .28 1.5151

P leas e place a h elp des k  tick et or  em ai l  help@ bi l l ings s chools .or g f or  
techn ical  as s is tan ce. 

A tech  is  as s ign ed to each bui ldin g. E ach tech has  3- 4  s chools  s o help 
des k  tick ets  en s ur e you don ’ t get m is s ed!

V is i t the H elp Des k  l in k  on  the Quick  L in k s  page f or  m or e!
https : //www.bi l l in gs s chools .or g/f aculty- s taf f - por tal/quick l in k s

T echn ology does  n ot s uppor t the us e of  per s on al  devices . ( pr in ter s ,  
phon es ,  Alex a)  

HElp Desk
6

mailto:help@billingsschools.org
https://www.billingsschools.org/faculty-staff-portal/quicklinks


Employee Online Login

Username: Employee ID with leading 
zeros to make it 8 digits long

Example: 00012345

Password: Last 4 digits of your Social 
Security number

We do not mail out W - 2’s. 
You must print them online.

7



TEACHER WEBSITES
Compliance (Web Accessibility) and the Office of Civil Rights 

requires public school districts to follow guidelines to improve 
the accessibility of our websites. 

Teacher websites ADA must be created in new Google Sites and 
follow our checklist of guidelines required to maintain 

compliance.

Our Technology Integration Specialists offer classes on Google 
Sites and Web Accessibility.

Google Classrooms are acceptable. SeeSaw is not ADA Compliant 
however you will know the needs of your students best. 

Symbaloos are NOT compliant.

8



Mitel Phones
9

DIAL 9 TO GET OUT 
OF THE BUILDING!

Voicemail set up:
Your voicemail pin is 1234, you will be prompted to change it upon first login. Stay on the line to 
set up your voicemail greeting. Don’t forget to press # to save your greeting.

If your name on your phone is incorrect, please submit a help desk ticket. 

Connect Client:
We encourage the use of the this software that can be downloaded to your computer. It allow you 
to manage your phone from you computer monitor. This software does not work outside of the 
BPS Network.

Visit 10.15.1.2 in your search bar to download. 
Username: Last name first initial
Password: changeme



Ordering System
All orders must be approved by your home 
school principal.

Do not purchase Technology with the 
school P - card. All technology over a 
certain dollar amount must be asset 
tagged. 

10



Personal Technology
TECHNOLOGY DOES NOT SUPPORT:

ALEXA
PERSONAL PRINTERS

PERSONAL IPADS
CELL PHONES

THERE IS A GOOD CHANCE DEVICES SUCH AS THESE WILL NOT FUNCTION PROPERLY ON OUR 
BPS NETWORK. 

CONTENTKEEPER CERTIFICATES ARE CURRENTLY ONLY FOR SCHOOL ISSUES DEVICES. WE WILL 
NOTIFY YOU WHEN AND HOW TO AUTHENTICATE YOUR PERSONAL DEVICES SUCH AS CELL 

PHONES WHEN THAT TIME COMES. 

IF CONTENT KEEPER CERTIFICATES ARE NOT WORKING ON YOUR SCHOOL ISSUED MACHINE, 
PLEASE CONTACT YOUR BUILDING TECH. YOUR DEVICE NEEDS TO BE ENROLLED CORRECTLY IN 
OUR SYSTEMS. THIS WILL HAPPEN IF YOU CANNOT SUCCESSFULLY USE YOUTUBE OR GOOGLE. 

11



Thanks!

Any questions?

12



Technology 
Director: Brandon Newpher

Billings Public
Schools



What is Duo Security?

What is two-factor authentication?

How will Duo change my login experience?

Billings Public
Schools

 Two-Factor Authentication

Duo Security

Why do we need two-factor authentication?



What is Duo Security?
Duo Security is a company that provides a cloud-based

software service that utilizes two-factor
authentication to ensure secure access to services and

data. 

What is two-factor
authentication?

Two-factor authentication provides a second layer of security to any
type of login, requiring extra information or a physical device to log in, in

addition to your password.
 

By requiring two different channels of authentication, we can protect
user logins from remote attacks that may exploit stolen usernames and

passwords. 



Why do we need two-factor
authentication?

Login credentials are more valuable than ever and are increasingly

easy to compromise. Over 90% of breaches today involve

compromised usernames and passwords.

Two-factor authentication enhances the security of your account by

using a secondary device to verify your identity. This prevents anyone

but you from accessing your account, even if they know your

password.



Step 1 Log into your normal programs

Step 2 Duo will then have you sign in to authenticate your access

Step 3 Easily sign in with Duo by smart phone! 

**if you do not have access to a smartphone please contact the Helpdesk.

 

How will Duo change my
login experience?



Welcome from the Billings 
E ducat ion Associat ion

We are happy you are here! 



Sometimes new 
h ir e  o r ie n ta tio n  

is  a  little  
o ve r wh e lm in g . 

We  u n d e r s ta n d . 



Today I want to talk 
a b o u t yo u r  u n io n  

a n d  th e  im p o r ta n c e  
o f b e in g  a n  a c tive  

m e m b e r . 

In tr o d u c tio n s  a r e  in  o r d e r : 

M y n a m e  is  Do u g  Ro b is o n

I a m  a  b u s in e s s  te a c h e r . 

I a m  yo u r  c u r r e n t B E A Pr e s id e n t. 

I wa s  e le c te d  in to  m y p o s itio n  b y m y 

fe llo w u n io n  b r o th e r s  a n d  s is te r s . 

H i!



In person

For your contract

On a state and 
national level

Educator’s 
Conference

National Board 

Teacher 
Leadership

Voting rights

Liability 
insurance

Discounts! 

Access to a 
person in your 

corner

All our work is 
done by 

certified staff

Scholarships

Fund for Kids in 
Need

We 
advocate 
for you! 

We provide 
Professional 
development

You are 
the union! 

There are 
Perks to being 

a member!

Tell me about our union!
An organization of teaching professionals who 

work to protect their rights and interests



Each school elects one 
p e r s o n  fo r  15  m e m b e r s . T h e y 
a r e  th e  m o s t p o we r fu l. 
M e e ts  m o n th ly.

Representative council

Elected by the 
membership. Meets 
monthly. President, 1st 
Vice President, 2nd Vice 
President, Secretary, 
High School Director, 
Middle School Director, 
Elementary Director, 
Three Directors at Large

Board of directors

You must be a 
current member to 
vote and to receive 
communication. 
Ratifies our contract.

The members

How is the BEA structured? 
Who makes decisions?



What percentage of 
B il l ings P ubl ic School s 
t eacher s ar e member s?

94%



25,000 members in MT

B E A is  th e  la r g e s t lo c a l 
in  M o n ta n a

Pr e s id e n t Am a n d a  
C u r tis , s ta te wid e  b o a r d , 

Do u g  s e r ve s  o n  th is  
b o a r d

M e e ts  e ve r y two  
ye a r s  n a tio n a lly.

H e lp s  with  fu n d in g  
to  o u r  s ta te . 

M e e ts  e ve r y ye a r  
n a tio n a lly

H e lp s  with  fu n d in g  to  
o u r  s ta te . We  b e n e fit 

m o r e  th a n  wh a t we  g ive . 

Mfpe
Montana Federation of 

Public Employees

AFt
American Federation 

of Teachers

NEA
National Education

Association

What is the MFPE?
Are we a part of the NEA or AFT?



Every building has at least one 
b u ild in g  r e p . S ta r t h e r e . 

T h e y will s e n d  o u t m e m b e r  o n ly 
c o m m u n ic a tio n . B a r g a in in g  

in fo r m a tio n , s u r ve y’s , n o te s  fr o m  
m e e tin g s .

If yo u r  b u ild in g  r e p  c a n ’t h e lp - th e n  
c o n ta c t m e ! 

If I need help from my 
union who do I call?



Go the the School Website:

www.billingsschools.org

Click on Faculty/Staff

Click on Labor Information

Click on BEA  2021 -24 Labor Agreement

How do i find my contract? 

http://www.billingsschools.org


What is an moa? Why is 
ever yone t a l k ing about ?



www.facebook.com/billingseducationassociatio
n

Join our union for the benefits
Join us online for information

@bealocal7515

BEA website - www.beabillings.org



Weingarten Rights

B e  In vo lve d  in  yo u r  U n io n - it is  th e  
U  a n d  I in  u n io n  th a t m a ke s  u s  
s tr o n g

K n o w yo u r  C o n tr a c t 

If I had to know one thing before I go to 
school….



What does it cost?

What does that include? Everything we have 
discussed. The negotiation of your contract, 

advocacy for you individually, as a group at SD2, 
state wide, and nationally . 



Press HARD - c a r b o n  c o p y 

Wh y d o  we  n e e d  yo u r  h o m e  p h o n e ?  E m a il?

Du e s ?  We  c a n  fill th a t o u t! 

Y o u r  c o p y is  th e  la s t p a g e . T u r n  in  yo u r  
m e m b e r s h ip  fo r m  a n d  g e t yo u r  g ift!

Time to fill out the membership form! 



Welcome Video from President 
Cur t is:

Welcome to your Union

https://www.mfpe.org/welcome-to-your-new-union/
https://www.mfpe.org/welcome-to-your-new-union/


We wish you all the best this 
year . W e ar e her e t o hel p.
we ar e gl ad you ar e her e!



Homeless Education Program
Billings Public Schools

Kevin Brook
Homeless Education Liaison, K-12

Riverside Middle School
Office:  281-6719

Cell:  671-8421
brookks@billingsschools.org



Which child is homeless?



Federal Definition of Homeless 
Children & Youth

Individuals who lack a fixed, regular, and adequate 
nighttime residence and includes those:
• Living in emergency/transitional shelters
• Living in trailer parks and campgrounds because 

they lack adequate living accommodations 
• Doubled-up because of loss of housing or other 

similar situations



Definition, Continued

• Living in runaway shelters, abandoned buildings, 
cars, parks, the streets or other inadequate 
accommodations

• Throwaway children (i.e. those whose parents or 
guardians will not permit them to live at home) if 
they live on the streets, in shelters, or in other 
transitional or inadequate accommodations

• Living in hotels, motels due to economic hardship.



Identified Homeless Students 
enrolled in SD2 Billings

2019-20:    457 identified students

2020-21:   468 identified students

2021-2022:  573 identified students
Covid Impact 2019-2021 School Years



BPS Homeless Program

• Full time Liaison
• School supplies, hygiene items, backpacks, etc.
• School Transportation – MET/fuel only cards
• School fees, gym shoes
• Anything that ensures the academic success of 

homeless students



Student & Parent Educational Rights

Immediate enrollment and participation in school 

• Homeless families do not need to provide proof of 
residency or address that could cause delay

• Lack of school records, birth certificate or 
immunization records cannot prevent homeless 
student from enrolling

• Homeless students have the right to remain in school 
of origin and the district MUST provide transportation  



Student & Parent Educational Rights, 
Continued

• Additional academic assistance through Title 1
• Equal access to all programs the student may qualify for 

– cannot be disqualified due to homeless status
• Equal access to extra-curricular activities.  
• If transportation is a barrier to a student’s or parent’s 

participation, then the LEA can provide it.  For example:  
Parent Teacher Conferences, Open House, School 
Carnival, Music concerts, etc.



Hidden Homelessness

• Often times, a 
student will not 
share what they are 
going through.  
However, there are 
often signs that 
teachers can look 
for.



Our Shared Response…

The Power of Relationships



FRONTLINE
Absence Management



Absence Management will be used to request time off and locate a substitute.

You must enter an absence for any time you are out of the classroom, whether you need a substitute or not.

Once an absence is entered, it will start the process for locating a substitute, it does not have to be approved before it 
starts this process.

An absence can be entered up to 48 hours after the start of an absence. If the cutoff time is missed, contact the 
secretary.

Absences can be canceled up to 30 minutes prior to the start time. If an absence is not canceled, and substitute arrives 
at the school, the school will still be required to pay for that substitute.

Jobs do not “call” out for a sub until 48 hours prior to the job start time, however it will be available immediately to 
preferred subs. Below is an example of how the system will call out for subs:



PREFERRED SUBSTITUTE PROCESS: 

Substitutes are offered jobs on a preferred system using a calculation from when the job is entered and the start time. Jobs are available 
for web shopping based on the lead time as follows:

• Employee 100%
• Schools 90%
• District 80%

Add preferred subs as you find subs that work well in your classroom. This will help fill jobs quicker. If you are new to the District you 
may need to ask others who they recommend. Instructions are included in your packet to set up preferred subs. 

Setting up the Preferred Sub list will open more subs sooner to the jobs. If you do not have any preferred subs, your job will not be 
visible until it reaches the 90% lead time – IF schools have preferred subs set up - if not it will not be available until it reaches the 80%. 
Below is a chart that explains this process.

EXAMPLE: An employee creates an absence at 6:00 PM on July 29th and her absence starts at 8:00 AM on July 30th. This gives the 
system exactly 14 hours of Lead Time.

Lead Time 14 Hours

Employee 
List

100% 
Visibility 
(14hrs)

School List
90% Visibility 

(12hrs 
36min)

District List
80% Visibility 

(11hrs 
12min)

Employee List  -
100% Visibility

• Substitutes can see jobs 07/29/2020 at 6:00PM

School List   –
90 % Visibility

• Substitutes can see jobs 07/29/2020 at 7:24PM

District List –
80% Visibility

• Substitutes can see jobs 07/29/2020 at 8:48PM



ACCESS TO FRONTLINE

3 Emails will be sent to your Billings Public Schools email account: 
• Welcome To Frontline
• My Employee Letter
• Invitation to Join

If you do not know your email account, please contact your school for 
assistance. 
If you do not receive all 3 emails, look in your JUNK/SPAM folders. If the 
emails are not found there, then contact Megan Taylor in Human 
Resources.



You must access Absence Management via the web using 
the Invitation that is sent. Create an access ID using the 

District standard of last name first initial (just like your 
email) and password. 





Your Name

How to get Frontline Support for Training videos





Once you have reviewed the training videos in Absence Management, you can begin 
entering absences. 

Please review the Absence Reason Guidelines to help you enter the correct leave type. This is included in your New 
Hire Folder.

Discretionary Time
• 12 Days/year – These days are for vacations, personal time and “sick” time. Once these days are used,  no more 

time will be granted.
• If days are not used, the following year, days will roll into a “Sick Bank”

• This is the only way to accrue “sick” time. Use Discretionary time wisely and only if absolutely needed.
• NOTE: Once you have accrued sick time, sick leave can only be used after all Discretionary time has been 

used. 

• Maternity Leave – No sooner than 3 months prior to your due date, contact Megan Taylor in Human Resources for 
the process of maternity leave. 

• Professional Leaves – MUST be approved before taking the time off.  Use the guidelines for the appropriate leave 
type. 

Please contact Megan Taylor in Human Resources if you have any questions about what leave type you should be 
using or concerns with an absence approval. 



LEAVE WITHOUT PAY 

Must be approved by the District appointed Administration

Only granted when all Discretionary and Sick time have been used AND under extenuating 
circumstances

Leave without pay could affect benefits and retirement.

NEVER take Leave without Pay on the last day of school. You must be in a paid status on the last day of 
school if you want your paid benefits to continue through the summer break.

Excessive absences- if an employee reaches the stage of leave without pay, classroom productivity 
becomes a concern. Continuous Education is a priority and the best way to achieve that is to have 

teachers in their classrooms. 

Use your Discretionary days ONLY when absolutely needed. 
Try and plan vacations during breaks in school and summer months. 

Try to schedule medical appointments outside of school hours. 
Plan for the future – save your days! 

Illness and injuries can happen at anytime; you want to have time available when you need it the most. 



BLACKOUT DAYS
The District calls 30 “Blackout Days” (as needed) throughout the school year. 

These are days that the District feels might have a potential sub shortage due to the amount of staff that will be out.

All Blackout Days will be called no less than 3 days prior to the day.

A District wide email will be sent out to all employees. Dates will also be listed on Absence Management in the Web Alert pop
up when you sign into Absence Management.

If a Blackout Day has been called, all Discretionary leaves from that point on will be denied for that day. If you have an 
emergency, please contact your school administration and they will help you process your absence. 

If you already have an absence submitted prior to the day being declared a Blackout Day, it does not mean that it will be denied. 
*** Please note *** It is ALWAYS up to administration to approve absences, whether a blackout day has been called 

or not.  Submission of an absence is not a guaranteed approval. Please plan accordingly and have                     
absences submitted and approved prior to taking Discretionary time, if possible. A confirmation number 

is not approving the absence, it is confirming you have entered an absence.

If you have any issues or concerns with your absence on a blackout day, please contact Megan Taylor in Human Resources



FMLA Family Medical Leave Act (FMLA)
If you are going to miss 4 days or more from work due to a medical issue, whether it is yourself or a family 
member, please contact Megan Taylor in Human Resources.  This includes maternity leave. 

Human Resources will help you manage the time off and send you paperwork for FMLA. 

FMLA is job protection that is provided under Federal Law and is in addition to your Labor Agreement 
protection. Additional information is provided in your new hire folder. 

If you are unsure if your extended leave qualifies for FMLA, ALWAYS contact HR. We are here to answer 
any questions you may have. 



WELCOME TO
BILLINGS PUBLIC 

SCHOOLS
AND

HAVE A GREAT YEAR!!



2022 BEA New Hire 
Orientation



Welcome Video

https://watch.screencastify.com/v/pJ0YPxMn9XWVrFX1qRmW


What our department can do….

- Indian Education for All Professional Development
- Increase the Graduation Rate for our American Indian Students 
- Academic Achievement of American Indian Students 
- Improve Parent Involvement of American Indian Students



Curriculum Coaches

Jacie Jeffers 

(406-696-8253) Middle and High School

Carolyn Rusche

(406-670-4906) Elementary 



https://sites.google.com/billingsschools.org/indianeducation


Calli Nicholson
rusche-nicholsonc@billingsschools.org

281-5071

mailto:rusche-nicholsonc@billingsschools.org
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