
Renton School District
Human Resources Orientation for 

New Employees

Presenter Notes
Presentation Notes
Hi everyone. Welcome to your Human Resources orientation. We’re excited that you have decided to join the Renton School District team. One of our priorities in Human Resources is to provide our educators and support staff with a high level customer service, as you work to support the students in our schools.Today in our orientation, we will provide you with information about what support you can expect from our team, and set you up with a variety of resources to explore on your own.Our website and RSDNet site will be valuable tools for you to remember. We recommend that you bookmark them so you can quickly reference answers to questions you may have in the future.  During this presentation we will provide links to these sites, as well as any forms that you need.



Overview

• HR Team Overview
• Employee Groups
• Salary Placement
• Training and Reimbursement
• Evaluations
• Time Off and Substitute Requests
• Skyward Employee Access
• Leaves of Absences
• On the Job Injuries
• Other Important Information

Presenter Notes
Presentation Notes
Human Resources stands behind the core values of our District, and we are here to provide support to you as you work with Service, Excellence and Equity in your position as well. To help set you up for success in your position, we’re showing here the overview of topics that we’ll cover today, which range from contact information, to how to find information about your pay, to navigating Skyward Employee Access.There will be a lot of information presented during our short time, so feel free to take notes as we go. That being said, we’ll be available for questions whenever you need, and this presentation will be available to return to on our file sharing site called RSDNet.
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Presenter Notes
Presentation Notes
We’ll get started by showing you the different areas of support that we have in Human Resources. We’re led by an Assistant Superintendent and have 3 additional administrators as well. You’ll see on the slide examples of the areas which the different teams support in our department. 

https://www.rentonschools.us/employment/human-resources


Human Resources Team
Contact Information Page

Presenter Notes
Presentation Notes
Your primary contacts for every day support will be your Staffing Coordinators.  You’ve likely already been working with them as you have gone through the selection process and completed your new hire paperwork.Our department also supports labor relations, substitute services, leave requests and on the job injuries, and compliance management. And our HR Specialist is also the receptionist for the administration building. If you have a question and aren’t sure who has the answer, you can call any one of us to point you in the right direction.

https://www.rentonschools.us/employment/human-resources


Employee Groups and 
Salary

Presenter Notes
Presentation Notes
Now we’ll move into the section of our presentation discussing the different employee groups within the district as well as salary placement



Employee Groups

REA
Renton Education Association

Teachers
Educational Staff Associates (ESA)
Instructional Facilitators

RESP
Renton Education Support 

Professionals

Paraeducators
Office Support

RPTA
Renton Professional Technical 

Association

Technology Support
Behavior Technician
Various Others

AFT
American Federation of Teachers

Bus Drivers
Mechanics
Nutrition Services

SEIU
Service Employees International 

Union

Custodians
Grounds Workers

RPA
Renton Principals Association

Principals
Assistant Principals

Non-Unit 
Administration

Asst. Superintendents
Executive Directors
Directors
Managers

Head Start and 
ECEAP

Early Learning Teacher
Family Support Specialists

Confidential 
Assistants

Confidential Assistants
Executive Assistants
Senior HR Advisors

Collective Bargaining Agreements, Salary Schedules and Work Calendars are available here

Presenter Notes
Presentation Notes
.  The union associated with each position is always posted with the job, is shown on the job description, and also sent in your new employee email. The union groups are as follows:  Renton Education Association, or REA; Renton Education Support Professionals, or RESP; Renton Professional Technical Association, or RPTA; American Federation of Teachers, or AFT; Service Employees International Union, or SEIU; and Renton Principals Association, or RPA. Unrepresented groups include Non-Unit Administration, Early Childhood Education and Assistance Program, or ECEAP, and Head Start; and finally Confidential Assistants.  You’ll see the different unions or groups in the blue boxes, and in the white boxes underneath, there are examples of the various positions represented by each group.The link at the top of this page takes you to the HR website which has links to each Collective Bargaining Agreement.  The CBA is the result of the negotiation process between the District and the union, and contains topics such as wages, hours, and terms and conditions of employment.  We recommend ALL new employees flip through this agreement to get familiar with what’s inside.You will also be contacted by your union representatives either at the end of this presentation or through your building representatives with information on signing up to be a member of the union. Salary Schedules and work calendars are also posted on the same page as the CBAs.  We’ll go over salary placement next, which will be helpful information when you review the salary schedule.  It’s also very important to have your position calendar available, especially if you are in the REA group, with different requirements on different days, or if you are on a classified calendar that’s different than the 180-day main school year calendar.  If you have any questions about which calendar your position is on, you will want to confirm with your supervisor, or you can always reach out to your HR Staffing Coordinator as well.

https://www.rentonschools.us/employment/collective-bargaining-agreements-salary-schedules-and-staff-calendars


Salary Schedule Placement

REA

Lanes: Credits earned by 9/30:
MA: subtract 45 from total post-
BA credits

Steps: Experience earned by 8/31:
Public, Private, Charter, 
International

Position must require a State 
education license

.5 FTE = Step 1

Certificated Substituting 
Experience is Eligible

ESAs and CTE may be eligible for 
industry experience

RESP

Classification by position

Steps:
Public School Experience in a like 
position 

RPTA

Classification by position

Steps:
Public school or industry 
experience in a like position

AFT

Classification by position

Steps:
State of Washington public 
employment experience

Head Start and 
ECEAP

Classification by position

Steps:
Same or like position
*Certain Educational degrees 
may be used in lieu of experience

Confidential 
Assistants

Confidential Assistants
Executive Assistants
Senior HR Advisors

VOE Form Links & Salary 
Placement Guides

Sick leave transfer request included for all groups

Certificated School-Based

Classified School District (RESP, 
RPTA, Early Learning)

Industry (ESA, CTE, RPTA, Early 
Learning)

Collective Bargaining Agreements, Salary Schedules and Work Calendars are available here

SIEU

Classification by position

Steps: N/A

Classified Salary Placement Guide 
(AFT, Early Learning, RESP, RPTA)

Certificated Salary Placement 
Guide (REA)

Presenter Notes
Presentation Notes
Next we’re going to talk about salary placement for the various employee groups.  Some of the groups have similar structures to their salary schedules, where you’ll see position classifications, or levels, as well as steps,. The steps are what you can potentially advance on with various district or non-District experience, depending on the employee group.Because each union group is unique, you’ll see in the white boxes what types of experience are eligible to advance your initial step.  The salary schedules and CBAs also provide more in-depth information about how many years are required before advancing to the next step. Additionally, we’ve included salary placement guides for classified and certificated positions that provided more detailed information about eligible experience and the step placement. The links below the green box are to Verification of Experience Forms and the forms can also be found on RSDNet. If you haven’t already filled one of these out and sent them off to your former employers, you’ll want to do that as soon as possible. The REA certificated salary schedule is most complex since your final placement is a result of a combination of levels of education as well as experience.  The total cumulative years of experience prior to the current school year, is what will calculate your step placement. If you have substitute teaching experience, that is eligible as well. The total of Full year, Partial year, and subbing experience is rounded either up or down to land you on the appropriate step.ESA and CTE positions also have some additional allowances for non-school district employment experience. Please work with your Staffing Coordinator to determine what additional forms or information may be needed for your specific position.

https://resources.finalsite.net/images/v1583447396/rentonschoolsus/cgtgcrhldcv6wgpvdc6j/Experience-CertificatedVerification.pdf
https://resources.finalsite.net/images/v1583447396/rentonschoolsus/hfk9a0yatrwblpzvloiy/Experience-ClassifiedSchoolDistrictExperience.pdf
https://resources.finalsite.net/images/v1587668882/rentonschoolsus/spm71hcwjisikz0ntxbq/Experience-IndustryExperience.pdf
https://www.rentonschools.us/employment/collective-bargaining-agreements-salary-schedules-and-staff-calendars
https://rentonschools.sharepoint.com/:b:/g/department/HR/EYXu9pPCk6ZHkexHvA03xXkBT3JW_J67OJem7yTeDCf6MA
https://rentonschools.sharepoint.com/:b:/g/department/HR/ES502txkQElEkgXapKGTlNkBLM6sb3ZYtSzuyX6ou4HM4w


REA - Clock Hours and Credits for Placement
All courses and clock hours for salary placement must be earned after your first Bachelor’s degree 
and meet one of OSPI’s defined criteria. Salary schedule lanes reflect quarter credit values.  
Credits must be earned on or before September 30th of the school year to be eligible for that 
year’s placement and must be received in Human Resources during the school year to be applied 
for credit that year.

Clock Hours – RSD Clock Hours – Non-RSD

Create your account in ProDev Must be earned through an 
OSPI-approved provider 

Twice annual uploads to 
Skyward from ProDev in fall and 
summer – no need to submit 
forms to HR!

Submit clock hour transcript or 
final clock hour form to your HR 
Advisor or Generalist

10 clock hours = 1 quarter credit

College Credits and Degrees

Official transcript required for all 
degrees 

Order electronic official transcripts 
and have them sent directly to your 
Senior HR Advisor

1 semester credit = 1.5 quarter credits

Presenter Notes
Presentation Notes
This slide is specific to the certificated salary schedule. Both credits and clock hours can be combined to determine which lane of the salary schedule you’ll be placed on. To be eligible for the current year placement, credits and clock hours must be earned by September 30th of this school year. As long as the credits were earned before that date, we can accept documentation submitted after that date, but before the end of the school year. Then if your placement is affected, we can make a retroactive adjustment back to the start of the school year.When you review the salary schedule document, you’ll see the different lanes displayed across the top, with either a BA or MA indicator, as well as a + sign with a number. The number is the quarter credit value of credits earned beyond those degrees. The table here on the slide gives you information about the documentation that is required for both credits and clock hours.  Credits earned through a university always require an official transcript. If you’re ordering an electronic official transcript, you’ll need to have it sent directly to your Staffing Coordinator. If you have a paper copy, you can mail or drop the original off at the district office.  Since a lot of universities operate on a semester calendar rather than quarter, we’ve shown the equivalency here, which is 1.5 quarter credits to 1.0 semester credit.  Clock hours can be earned any time after your first BA is conferred.  The conversion to quarter credits for clock hours is 10:1. so 10 clock hours = 1 quarter credit. Here on the slide, we split up the clock hour information into two columns, clock hours earned from RSD, and clock hours earned outside of RSD. Those can be earned either through another school district, or various other outside clock hour providers.RSD clock hours are automatically uploaded twice per year from ProDev, so you don’t need to turn any documentation into HR for those to be added to your profile.  Just make sure you setup your ProDev profile and register for any courses that you’ll be participating in.  The uploads will take place in the fall and summer, usually in the months of October and July.Non-RSD clock hours will need to be submitted on a clock hour form or transcript to HR. Before signing up for a course which you expect clock hours for, we recommend checking the OSPI clock hour provider list to make sure the institution is granted permission from OSPI to issue clock hours.  



Payroll Basics

• Payroll contact: rsd.payroll@rentonschools.us
• Benefits Contact: rsd.benefits@rentonschoools.us

Work Start Date First Paycheck Annual Pay Spread

1st – 15th of Month End of month Equal pay spread through August

16th – 20th of Month

260-Day Employees: 
Partial check at end of month

Less than 260-Day Employees:
End of following month

260-Day Employees: After partial 
check, equal spread through August

Less than 260-Day Employees:
Equal pay spread through August

21st – End of Month End of following month Equal pay spread through August

Pay day is the last working day of each month

Presenter Notes
Presentation Notes
Here is a very brief summary of how the payroll cycles work. You’ll be hearing separately from the payroll department with more detailed information, but we thought it would be helpful to provide both general timelines as well as contact information for your payroll and benefits contacts. Generally speaking, all school district employee pay is calculated based off of your salary placement and work days, and spread in equal installments through August. The exception to this is that if you’re in a partial year leave replacement position, in which case your regular assignment pay will be spread until the month after your position ends. Your first pay check depends on what day of the month you start on. 

mailto:rsd.payroll@rentonschools.us
mailto:rsd.benefits@rentonschoools.us


Classified Training Hours & Expense Reimbursement 

Training Hours
RESP and RPTA

Training Hours Form: Here

Documentation Submission Deadline: 1st of the month 
to be paid on the next pay

Annual Maximums:
RESP: Up to $1,200 per school year

Hourly Rate = RESP 2, Step 1

RPTA: Up to $1,500 per school year
Hourly Rate = RPTA 2, Step 1

Expense 
Reimbursement

RESP and RPTA

Expense Reimbursement Form: Here
Attach proof of payment

Submission window: September 1 – August 31

Individual Eligibility:
RESP: Up to $350 per year
RPTA: Up to $150 per year

Other groups may have reimbursable expenses (AFT, 
SEIU, etc). Speak with your supervisor for eligibility

Presenter Notes
Presentation Notes
Classified employees in the RESP and RPTA groups are eligible to submit what are called training hours for job-relating training that you participate in. The two units have different rates of pay for those hours and different annual maximums. Those amounts are displayed here, and more information is available in the respective collective bargaining agreements. Payouts occur at the end of each month with other assignment pay. Logs submitted by the first of the month will be paid out that same month. Logs received after the 1st of the month will be paid on the next pay check. Expense reimbursement is also available for RESP and prof tech members. The form is linked here, and the submission window for the school year in reimbursements in sept 1st – august 31st. 

https://rentonschools.sharepoint.com/forms/Human%20Resources%20Forms/Training%20Hours%20Log.pdf
https://rentonschools.sharepoint.com/forms/Business%20Services/Employee%20Expense%20Reimbursement.pdf


Certificated Tuition Reimbursement

Form Link: Tuition Reimbursement Request Form

Reimbursement Request Allowance: One course per teacher, per contract year

Reimbursement Amount: Reimbursement amounts will be calculated after all 
requests have been submitted.

Documentation Required:
Reimbursement Form 
Original Receipt
Course Completion Verification 

Submit To: Executive Assistant, Department of Learning and Teaching 

Submission Deadline: August 15th

Presenter Notes
Presentation Notes
Certificated REA staff also have an opportunity to submit reimbursement requests for professional development. You can submit the request for up to one course per school year using the form linked here. You’ll need to provide a receipt of payment as well as confirmation of completion to the Executive asst in our dept of learning and teaching. 

https://rentonschools.sharepoint.com/forms/Learning%20and%20Teaching/Tuition%20Reimbursement%20Application.pdf#search=tuition%20reimbursement


ProDev Portal

Register for RSD courses

Access clock hour transcripts 
and forms

Getting Started Guide

Presenter Notes
Presentation Notes
We recommend all certificated staff and paraeducators become familiar with our ProDev Portal system. You can use this system to register for in-service courses and access your clock hour transcript for completed courses with the Renton School District. Included on this page is a link to the ProDev Portal system, which can also be found on our Renton Schools homepage under Staff Resources. We’ve also included a quick Getting Started Guide to help build your profile and access your records in the future.

https://rentonprodev.hrmplus.net/Home.aspx
https://rentonprodev.hrmplus.net/Portals/2/Resources/ProDev%20Getting%20Started%20Guide.pdf


Additional Trainings – Paraeducators only

The Paraeducator Certificate Program offers statewide standards-based training for all paraeducators, and
supports a career growth ladder for those who wish to advance their career as a paraeducator or pursue a 
teaching profession.

Training components
The training begins with the 28-hour Fundamental Course of Study (FCS), a course focused on the new 
paraeducator standards of practice, broken out over 12 courses.

• RSD Paraeducator Certificate/Fundamental Course of Study webpage

Presenter Notes
Presentation Notes
As part of a statewide standards based training for all paraeducators, newly hired paraeducators in the Renton School district will be required to complete 28 hours of training during the first year of employment. This training is called the Paraeducator Fundamental Course of Study and has 12 courses. Completion of the FCS courses is the first step in the Paraeducator Certificate Program. If you are in a Paraeducator position, you should have received information about FCS in your new hire email. We have also created a webpage to proved more information about FCS that can be found at the provided link. We also ask that you regularly check your email for more information about FCS through the school year.

https://www.rentonschools.us/employment/fcs


Mandatory Trainings and 
Staff Evaluation



Mandatory Trainings
The trainings below are required for ALL employees in Vector Training

Username: State ID (found in Skyward Employee Access)
Due: 30 days from start date

Acknowledgements & Trainings 

Disciplinary Action & Discharge 

Electronic Resources 

What Every Employee Must be Told 

Code of Conduct 

Drug-Free Workplace

Child Abuse, Neglect & Exploitation 

Guide for Protecting the Abused & Neglected 

Professional Staff & Student Boundaries 

Harassment, Intimidation & Bullying 

Student Health Emergencies (4)

Jason Flatt Act

Coronavirus Awareness

Any additional trainings specific to individual positions will be communicated separately from 
Human Resources

Presenter Notes
Presentation Notes
Here is a list of mandatory trainings that are going to be sent to you to complete within the program called Vector Training. You’ll receive an email once your account is started, and from that day you’ll have 30 days to complete these online training modules. If you are a RESP or RPTA employee, you can also submit a training hours form for the completion of these trainings as well. Vector Training has other training modules you may be interested in viewing too. The requirement for training hour reimbursement is that the content is applicable to your position, so be sure the training makes sense for your role. 

https://rentonschools-wa.safeschools.com/login


First Aid / CPR – Required by School Board policy for identified positions 
within 90 days of employment

1.Assistant Principal
2.Career and Technical 
Education (CTE) Teacher
3.Dean of Students
4.Nurse
5.Occupational Therapist
6.Physical Education Teacher
7.Physical Therapist
8.Preschool Teacher
9.Principal
10.Self-Contained Special 
Education Teacher (ILC, ASD, 
EBD, IK, etc.)

1.Behavior Tech
2.Building Office Manager
3.Certified Occupational Therapy 
Assistant (COTA)
4.Elementary and Secondary Health 
Clinic Staff
5.Health Service Assistants
6.Kitchen Lead/Manager
7.Nurse
8.Physical Therapy Assistant
9.Preschool Paraeducator
10.Preschool Teacher
11.Paraeducator

12.Safety & Security Staff
13.Swim Pool Staff (all)
14.Bus Driver
15.Driver Trainer
16.Mechanic
17.Transportation Dispatcher
18.Physical Activity Advisors
19.Athletic Coaches

Certificated Staff Classified Staff

Presenter Notes
Presentation Notes
First AID, CPR, and AED certifications are required for some of the positions in our district. If you have a current First AID, AED and CPR certification, you’ll want to send it to Human Resources. If you do not have a current certification and need to sign up for a class, you can go to our ProDev Portal where you can create an account and then register for the next available course. If you’re not sure if your position requires this certification, you can either refer to this list or contact your Staffing Coordinator. 



Evaluations
There are two evaluations required for all employees- after a new hire probationary period and  

a yearly/annual review

NEW HIRE PROBATIONARY REVIEW: The time frame for the probationary hire differs by union agreement, but
is generally within the first 3-5 months of employment. 

ANNUAL REVIEW: All employees’ performance is evaluated annually, either by the end of the school year or 
before the end of the union’s calendar year.

Any additional evaluations are outlined in union CBAs. 

Hourly employees, substitutes and coaches are exempt from evaluations. Leave replacement 
employees will have a new hire probationary review. 

Presenter Notes
Presentation Notes
All employees’ performance is required to be evaluated after an initial probationary period and on an annual basis. The length of the new hire probationary period varies by position/union but is approximately 90 days. All employees will also be reviewed annually, either at the end of the school year or the end of the contract year for year-round employees. The REA union has additional evaluations outlined in the CBA. Hourly employees, substitutes and coaches are exempt from evaluations. If you are hired for a leave replacement contract, you will have an evaluation after 90 days or at the end of the leave replacement contract, whichever comes first. Employees hired for an extended leave replacement contract may also receive an annual evaluation as well. 



Skyward Employee Access

Presenter Notes
Presentation Notes
Alright, now we’re going to move into our Skyward Employee Access, also known as EA, portion of our presentation to go over what employee information you will be able to see in EA.  We encourage you to familiarize yourself with this system. Often times both HR and payroll will send communication out asking you to verify information posted in EA, or point you there to retrieve a document that has been issued to you. 



Skyward Employee Access

Viewable in EA
All employees

Pay checks, W-2s

Pay Assignments

Salary Placement
• Lane, Step and Credits

Personal contact information
• Submit form to change

Nickname 
• Optional - Enter preferred 

first name for display in 
email

Viewable in EA

Certificated Employees Classified Employees

Contract Work Assignment Sheet

Credits and Degrees eligible for 
salary placement

Training hours confirmed in HR

Teacher Certification Union Seniority Date

Experience eligible for salary 
placement

After logging in for the first time, review contact information for accuracy.  

Transcripts and clock hours are entered as quickly as possible and you see those areas populate 
prior to your first pay day.

Presenter Notes
Presentation Notes
All employees can use EA to view personal contact information, pay check stubs, W-2s, and details of your pay assignments - including salary placement. Certificated staff degrees, credits and clock hours, and years of experience used toward salary placement are also viewable here.When you login to Employee Access for the first time, we ask that you review your contact information for accuracy. If you have a name change, have recently moved or have a change in any other contact information, you’ll need to submit a form to either Payroll or the KEC receptionist. You can find that change request form in RSDNet.At the bottom of the Employee Profile area of Employee Access, you’ll see a link titled “Nickname.”  In this area you can add an additional display name to your email address if you have a preferred name over your legal name that you want visible in your email. We’re required to use your legal name as your official email address, but filling in this field allows you to display your preferred name.  



Skyward Employee Access – Salary Placement
Lane/Step History – Salary Schedule Placement

Beginning of the 
year hires will 
be able to see 
these lines by 

mid-September

Presenter Notes
Presentation Notes
The first area of EA we’ll be going over is Lane/Step History, which is where you can see your salary placement. If you are a new hire starting in a new school year, please keep in mind that our HR team is working as quickly as possible to process all of your incoming documentation to update your placement as quickly as possible. Though there may be a longer delay at the beginning of the year in this information being displayed in Skyward, rest assured that your placement will reflect all documentation received as of the start of the school year in time for September payroll.  If there is a delay in any documentation coming into our office, Payroll can issue a retroactive adjustment back to the start of your assignment as long as the documentation is received by the end of the school year. 



Skyward Employee Access – Assignments
Assignments

Beginning of the 
year hires will 
be able to see 
these lines by 

mid-September

Presenter Notes
Presentation Notes
Just a couple of links down from lane/step history is a link titled ‘assignments’. This is where you’ll see the actual pay items for the full year that are applicable to you. Base pay will always be your main assignment, and then if you have additional pay items that are either paid to everyone in your employee group, or individual stipends for additional work you’re completing, you’ll see them here as well.  You can use the left and right scroll bars to see additional details than what we were able to show here on the slide, and there’s also a ‘view’ button you can click to expand each line into its own window.  If you have questions on anything you see here, reach out to your HR Staffing Coordinator.



Skyward Employee Access – REA Experience
The system will 
display a report 

of any 
experience 

entered into
Skyward by HR

Presenter Notes
Presentation Notes
To view certificated years of experience that have been entered by HR, our team has created a report which you can run that will show you what has been entered. It will show you one line per school year, and display all applicable information for that year, including employer and work dates of FTE completed. The displayed sample on this slide shows what you can expect the report to look like. This report will only show what is eligible for salary placement, so if there is a question on whether experience is applicable please contact your HR Staffing Coordinator. 



Skyward Employee Access – Professional 
Development - REA

Link: Detailed 
instructions for 

totaling your credits 
in Excel

Option 1

Option 2

Increase the number of 
classes to view or use arrows 
to scroll

Presenter Notes
Presentation Notes
For certificated employees, you’ll be able to see credits and clock hours entered into Skyward by HR staff in the Prof Development area. If you want to see the details of the lines in an easy format, we recommend exporting the list to Excel which you can see there in Option 1. If you just want a calculation of the total number of credits, the red arrow that says ‘option 2’ points to a button that says “view education and experience summary”. If you click that, the system will bring up a box with your credit and experience totals. If you have questions what these numbers mean relating to your salary placement, just reach out to your HR Staffing Coordinator. If you are watching this video at the beginning of the school year, our processing time may be a bit delayed, but we’re working as quickly as possible to get everything entered. Documentation eligible for Salary placement received through the end of August will account for your September salary placement.

https://rentonschools.sharepoint.com/department/HR/HR%20Resources/Credits%20Clock%20Hours%20Skyward%20Guide.pdf


Skyward Employee Access – Professional 
Development – RESP and RPTA Training Hours

Increase the number of 
classes to view or use 
arrows to scroll

Link: Classified 
Training Hours 
Skyward Guide

Presenter Notes
Presentation Notes
RESP and RPTA staff can see training hours in the under Custom Forms and the link “class training hours”. We’ve linked a helpful guide here that you can use for detailed information on the columns in this view. This is an area that is helpful to reference if you want to verify that HR has received what you’ve submitted.

https://rentonschools.sharepoint.com/department/HR/HR%20Resources/Classified%20Training%20Hours%20Skyward%20Guide.pdf


Skyward Employee Access – Employee Letters

‘View Document’ will bring up a .pdf of your individual document

Presenter Notes
Presentation Notes
If you’re a classified staff member, you’ll see an announcement come out in September prior to pay day to review a document called your Work Assignment Sheet. You won’t need to sign the form, but it is very important for you to review so that you can make sure that you understand your salary placement and that your work hours show accurately. 



Time Off Allocations and 
Reporting

Presenter Notes
Presentation Notes
Now we’re transition to time off allocations and reporting.



Time Off - Allocations

Leave for Employees in Regular or Temporary Positions

Leave Type Annual Allocation
(Prorated by Annual FTE)

Sick Leave 12 days 

Emergency Leave See CBA

Personal Leave (Restricted days apply)
Restricted Day Request Form Link

See CBA 

Bereavement & Jury Duty See CBA

Vacation (260-day employees only) See CBA

Notify your supervisor and enter all leave in appropriate system as soon as you are aware of 
the need for time off.

Presenter Notes
Presentation Notes
Here you’ll see several leave type categories, and the one that is consistent amongst all of the employee groups is sick leave. If you are a full-year employee, you’ll receive an allocation of 12 days of sick leave per year. This balance can be carried over from year to year, and you’ll submit your time using the appropriate system which we’ll go into next. Vacation time is allocated in a similar way, but the number of days you’re eligible for is dependent on your years of service and your CBA. If you would like to request use of a Personal Day on a Restricted Day, you will need to submit the form linked in this slide to the Executive Assistant in Human Resources.  You will then receive confirmation on whether or not your request is approved. The other leave types, like emergency and personal leave, jury duty, bereavement are dependent on your CBA. You’ll want to look through the agreement for the parameters of those leaves and any restrictions on using the different leave types.

https://rentonschools.sharepoint.com/forms/Human%20Resources%20Forms/Leaves%20-%20Request%20for%20Personal%20Leave%20on%20a%20Restricted%20Day_Form%20No.2132A_R%2011-2-.pdf#search=restricted


Time Off - Reporting

Employee Group Absence Management Skyward Employee Access

REA Classroom Teachers
Counselors
Deans of Students

KEC-Based Facilitators
Clinical ESAs

RESP School Based Non-School Based

RPTA Behavior Technicians
Mental Health Specialists

All Others

SEIU Custodians All Others

AFT N/A All

Confidential Assistants N/A All

Administrators N/A All

Guides AMS Time Off Guide Skyward Time Off Guide

Absence Management: Login information will be emailed
Skyward: Login to Employee Access and click Time Off

Presenter Notes
Presentation Notes
We have two systems for reporting time off, one is Absence Management which is the Frontline system that’s used for requesting subs. Generally speaking, if your position requires a sub, this is the system that you’ll use.  If your position does not require a sub, you’ll use Skyward to report your absence. Specific detailed instructions on submitting absences in these systems are linked in these slides and available on RSDNet.

https://rentonschools.sharepoint.com/:b:/g/department/HR/Eb-B6wMWAjRDpsnT8tyu_CcBBPNV6P8rOwQA13EC_ZDkrw
https://rentonschools.sharepoint.com/:b:/g/department/HR/Ef9EfYN3zAJOv3t7ohDqbhkB1M6PUWYHpuyQ-kRzBJ_jhg


Absence Requests – Absence Management
If you need to enter absences that either require or do not require substitute coverage, you will use the 
Absence Management system

Absence Management System Quick Start Guide – Keep this document handy!

You will receive an email from no-reply@frontlineed.com to your RSD email with directions on YOU creating 
your personal login credentials on AMS
• Be sure to write your independently created username & password down – the Substitute Office cannot 

retrieve passwords as they are confidential

Log in to AMS to confirm the following:
- Name 
- Title 
- Work Schedule 
- Location 
If any information is not correct, call the Substitute Office at 425/204-2353 or email the Substitute Office at 
sub.office@rentonschools.us and they will update the information

If you have not received your login credentials and need to enter an absence, or if you have changes to your 
profile, contact the Substitute Office at sub.office@rentonschools.us or (425) 204-2353

425) 204-2353

Presenter Notes
Presentation Notes
If your position requires a sub for an absence, you’ll report time off through the Absence Management system, or AMS as we refer to it. Our Substitute Office will be setting up accounts for all new hires, and you’ll receive an email to create your account soon if you haven’t already.  This email will come from the Frontline system and will give you instruction on creating your login credentials.An Absence Management System Quick Start Guide can be accessed through the Frontline system by clicking on the question mark and entering key words like employee quick start guide.  The first time you login we recommend that you verify your position and contact information.  If anything looks off, or if you have any questions about using the system, you can contact our sub office within human resources using the email or phone number shown here at the bottom of the slide.If you determine that there are questions or updates about an absence that you have entered, first contact your office manager for support however if they are not available feel free to reach out to the sub office for support.If you have not received the email to create you login credentials for the system, please contact the sub office via the contact information provided for above.As a recommendation when entering absences, please upload lesson plans or directives for subs that can be used to help guide their work while fulfilling your assignments.  We also suggest entering detailed sub notes that will also provide guidance to subs who will be working in your assignment.  The more information for subs, the better!

https://rentonschools.sharepoint.com/department/HR/HR%20Resources/AMS%20EmployeeQuickStartGuide.pdf
mailto:sub.office@rentonschools.us
mailto:sub.office@rentonschools.us


Long-Term Leaves and 
On-The-Job Injuries



Long-Term Leaves of Absences
Always review your employee group’s CBA for what options are applicable

Common Types of Long-Term Leaves

Medical Leave Non-Medical Leave

Pregnancy/Childbirth/Childcare Educational Leave

Personal Medical Condition Other CBA-Specific Leaves

Caring for a Family Member

Please submit an online leave request if your absence will be more than five consecutive 
workdays. If in doubt, check with your supervisor or our Leave Coordinator in Human Resources 
at rsd.leaves@rentonschools.us. Leave forms and resources can be found 
at: https://www.rentonschools.us/employment/leaves

Presenter Notes
Presentation Notes
If you anticipate that you’ll be out for more than five workdays, we ask that you submit a leave request form. Depending on your employee group, you may be eligible for different types of leaves. Some common leave types are shown here. In general, medical leave request forms should be submitted to the HR leave coordinator, and non-medical leaves will be handles through your HR advisor

mailto:rsd.leaves@rentonschools.us
https://www.rentonschools.us/employment/leaves


Long-Term 
Leaves of 
Absences

• Leave Resources Links:
• Medical Leave Options
• Medical Leave Process
• Medical Leave FAQs
• Online request for leave

Presenter Notes
Presentation Notes
Medical leaves may fall into different categories, so we’ve included this infographic as a visual aide. We have additional resources linked in the HR Resources area of RSDNet and district Leaves page. If you have leave questions please reach out to our leave coordinator as well, to determine what steps you need to take to request a leave, and what specific forms may be required.

https://resources.finalsite.net/images/v1597161475/rentonschoolsus/webpu3ogxdc8ww0gl9b2/RSDLeaveOptions.pdf
https://resources.finalsite.net/images/v1597161489/rentonschoolsus/aqweuxthjbp5e53dm6to/RSDLeaveProcess.pdf
https://resources.finalsite.net/images/v1597161451/rentonschoolsus/rtkp7pepgclndeb4kr6a/RSDLeaveFAQs.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=kEqU9AlbxUieqwmuu72f6y-ty5ayNtlCpiUu6HvAx85UMVQ0N0dGTEJDTlNZMjVCMTNZUEdJSExUMyQlQCN0PWcu


On-The-Job Injuries
Report any injury to your supervisor and the RSD Workers Compensation Coordinator as 
soon as possible.

Workers Compensation claim forms and resources can be found on the district Risk 
Management page: https://www.rentonschools.us/departments/business-services/risk-
management

Pay continuance during an L&I leave will be dependent on your employee group CBA

Presenter Notes
Presentation Notes
We want to quickly mention that if you are injured on the job, please report the incident to your supervisor and the Workers Compensation Coordinator as soon as possible. Workers Compensation forms and resources can be found on the district Risk Management page. Pay continuance during an L&I leave will be dependent on your employee group’s CBA.

https://www.rentonschools.us/departments/business-services/risk-management


Employee Referral Program & Bonus

• Classroom Paraprofessionals
• Health Services Assistants (Regular and COVID)
• Nutrition Service Workers
• Custodians
• Bus Drivers
• Substitute Paraprofessionals (upon accepting and fulfilling 20 sub assignments)
• Substitute Certificated Staff (upon accepting and fulfilling 20 sub assignments)

The District is now offering a $500 referral bonus to employees who identify 
candidates, send them to our application and who are hired and successfully 
complete the 90-day probationary period in the following areas:

Presenter Notes
Presentation Notes
Before we end the HR portion of our presentation we want to let you know about our Employee Referral Program & Bonus. As part of the district’s recruitment efforts, we are offering a $500 referral bonus to employees who identify quality candidates for the positions listed on this slide. Additionally, new recruits will receive a $500 signing bonus. If you know someone who would be a great fit with the Renton School District, be sure to send them to our job postings website and apply. During the online application process applicants will be asked if they were referred by a Renton School District employee and then be asked to provide your name. Once the applicant has completed the 90-day probationary period or 20 substitute jobs if a substitute position, you and your referral will both be issued the $500 bonus.



THANK YOU FOR ATTENDING!

• Find many of the help guides and documents posted on RSDNet
HR Resources – RSDNet

• Watch your email throughout the year for communication from 
Human Resources with announcements, deadlines, and more!

Presenter Notes
Presentation Notes
Thank you for attending! As a reminder, we encourage you to head to RSDNet for links to all of the documents that we referenced here today, as well as more resources from our other departments like Business Services, Technology Help and more. You can always reach out to our team if you have any questions now or throughout the year. Thank you so much for watching. We hope you have a great school year!

https://rentonschools.sharepoint.com/department/HR/HR%20Resources/Forms/AllItems.aspx
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