
Welcome to

Human Resources Department

516 176th Street East
Spanaway, Washington 98387

253-683-6000



MESSAGE FROM THE SUPERINTENDENT 

Welcome to Bethel School District! 

It’s a genuine pleasure to welcome you to the dynamic team of Bethel 

Schools. I want you to know that the service you provide, either directly 

or indirectly, is an important aspect of educating our students. 

Students, other staff members, parents and I will deeply appreciate 

your work. We’re looking forward to a great year in Bethel, and we’re 

glad you’ve chosen to join us.  

Sincerely, 

Tom Seigel 

Superintendent 



TABLE OF CONTENTS 

SECTION 1 GENERAL DISTRICT INFORMATION 3 
Bethel SD Helpful Telephone Numbers 3 

District Map  4 

List of School Addresses 5 

Student Calendar 6 

Bell Schedules  7 

SECTION 2 THINGS YOU NEED TO KNOW 9 
Important Substitute Information  9 

Absence Management (AESOP) Welcome Letter 10 

Quick Start Guide- Online 11 

Quick Start Guide- Phone 12 

Educator Access Plus (Attendance)  13 

SECTION 3 PAYROLL 16 
Substitute Payroll Information 16 

Classified Substitute Salary Schedule 17 

Certificated Salary Schedule  18 

SECTION 4 PROFESSIONAL DEVELOPMENT 19 
Certificated and Classified Professional Development 19 

SECTION 5 RESPONSIBILITIES AS A SUBSTITUTE 20 
Responsibilities of a Visiting Teacher  20 

Responsibilities of a Visiting Paraeducator 23 

Mode of Dress  25 

SECTION 6 POLICIES AND PROCEDURES 26 
Policy/Procedure Index Page 26 



IMPORTANT TELEPHONE NUMBERS

SUBSTITUTE HELP 

District Office   (253) 683-6000 

Absence Management (AESOP) (800) 942-3767  
(Substitute Calling System) www.frontlinek12.com/aesop 

Human Resources (253) 683-6000 

Substitute Office PHONE: (253) 683-6018 
(6:30 AM – 3:30 PM) FAX: (253) 683-6019 

EMAIL: subs@bethelsd.org 

Substitute Office Webpage: 
www.bethelsd.org/Page/792 

Payroll (253) 683-1601 
FAX: (253) 683-6039 

FOR JOB DESCRIPTION/INFORMATION 

SPECIAL SERVICES (253) 683-6920 
TITLE I / LAP (253) 683-6922 
ECEAP (PRESCHOOL) (253) 683-6929 
PCSC (253) 683-5950 

ADDITIONAL HELP 

Skyward Access (253) 683-6731 
(Attendance Help) 

Technology Help Line (253) 683-6767 
(MyBethel, Computer Access, E-Mail Help) 
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Elementary 
Schools
1. Camas Prairie
320 176th Street E.
Spanaway, WA 98387
253.683.7400
Cassie Stephani, Principal

2. Centennial
24323 54th Avenue E.
Graham, WA 98338
253.683.7700
Chris Brauer, Principal

3. Clover Creek
16715 36th Avenue E.
Tacoma, WA 98446
253.683.7800
Sara Olson, Principal

4. Elk Plain
22015 22nd Avenue E.
Spanaway, WA 98387
253.683.7900
Chad Honig, Principal

5. Evergreen
1311 172nd Street E.
Spanaway, WA 98387
253.683.8200
Jamie Burnett, Principal

6. Frederickson
17418 74th Avenue E.
Puyallup, WA 98375
253.683.6300
Ellen Eddy, Principal

7. Graham
10026 204th Street E.
Graham, WA 98338
253.683.8500
Amy Low, Principal

8. Kapowsin
10412 264th Street E.
Graham, WA 98338
253.683.8600
Stephanie McPhail, Principal

9. Naches Trail
15305 Waller Road E.
Tacoma, WA 98446
253.683.8700
Sean McKenzie, Principal

10. Nelson
22109 108th Avenue E.
Graham, WA 98338
253.683.6400
Kris Hillius, Principal

11. North Star
7719 224th Street E.
Graham, WA 98338
253.683.8800
Stephen Rushing, Principal

12. Pioneer Valley
7315 Eustis Hunt Road
Spanaway, WA 98387
253.683.8900
Christoph Green, Principal

13. Rocky Ridge
6514 260th Street E.
Graham, WA 98338
253.683.5000
Lindsey Marquardt, Principal

14. Roy
340 Peterson Street S.
Roy, WA 98580
253.683.5100
David Cordell, Principal

15. Shining Mountain
21615 38th Avenue E. 
Spanaway, WA 98387
253.683.5200
Paul Marquardt, Principal

16. Spanaway
412 165th Street S.
Spanaway, WA 98387
253.683.5300
Kim Kosa, Principal

17. Thompson
303 159th Street E.
Tacoma, WA 98445
253.683.5800
Ralph Wisner, Principal

Middle Schools
18. Bethel
22001 38th Avenue E.
Spanaway, WA 98387
253.683.7200
Julie Shultz-Bartlett, Principal

19. Cedarcrest
19120 13th Avenue Ct. E,
Spanaway, WA 98387
253.683.7500
Scott Martin, Principal

20. Cougar Mountain
5108 260th Street E.
Graham, WA 98338
253.683.8000
Bethany Aoki, Principal

21. Frontier
22110 108th Avenue E.
Graham, WA 98338
253.683.8300
Mark Barnes, Principal

22. Liberty
7319 Eustis Hunt Road E.
Spanaway, WA 98387
253.683.6500
Tom Mitchell, Principal

23. Spanaway
15701 B Street E.
Tacoma, WA 98445
253.683.5400
Tami Nelson, Principal

High Schools
24. Bethel
22215 38th Avenue E.
Spanaway, WA 98387
253.683.7000
Adam Cox, Principal

25. Challenger
18020 B Street E.
Spanaway, WA 98387
253.683.6800
Jeff Johnson, Principal

26. Graham-Kapowsin
22100 108th Avenue E.
Graham, WA 98338
253.683.6100
Matt Yarkosky, Principal

27. Spanaway Lake
1305 168th Street E.
Spanaway, WA 98387
253.683.5600
Julie Baublits, Principal

28. Pierce County Skills Center
16117 Canyon Road
Puyallup, WA 98375
253.683.5950
Michelle Ledbetter, Director

District Services
29. Educational Service Center:
Administration,  Information 
Service Center, Special Services
516 176th Street E.
Spanaway, WA 98387
253.683.6000

30. Bethel Support Annex:
Operations, Print Shop, 
Warehouse
5410 184th Street E.
Building C
Puyallup, WA 98375
253.683.6080

31. Operations Support
Center
4015 224th Street E.
Spanaway, WA 98387
253.683.6085

32. Art Crate Field/
Stadium
22215 38th Avenue E.
Spanaway, WA 98387
253.683.7000

33. Bethel Learning Center
21818 38th Avenue E.
Spanaway, WA 98387
253.683.5940

34. Central Kitchen and 
Transportation Center
5625 192nd Street E.
Puyallup, WA 98375
253.683.6912 (Kitchen)
253.683.5900 (Transportation)

District Map 2017/18
Numbers refer to school locations (see map).
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#

– KEY –
Late Arrival 
Early Dismissal Elementary 
Early Dismissal Elem & MS 
Early Dismissal MS 
Early Dismissal MS & HS 
Early Dismissal for HS
Early Dismissal All Grades
Waiver Day / No School for 
students
No School
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#
#

13

2

1
4 5 6 7 8
11 12 13 14 15
18 19 20 21 22
25 26 27 28 29

SEPTEMBER
M           T           W         TH          F

2 3 4 5 6
9 10 11 12 13

16 17 18 19 20
23 24 25 26 27
30 31

M           T           W          TH          F

1 2 3
6 7 8 10

13 14 15 16 17
20 21 22 23 24
27 28 29 30

M           T           W          TH          F

OCTOBER

NOVEMBER

1
4 5 6 7 8
11 12 13 14 15
18 19 20 21 22
25 26 27 28 29

DECEMBER
M           T           W         TH          F

1 2 3 4 5
8 9 10 11 12

15 16 17 18 19
22 23 24 25 26
29 30 31

M           T           W          TH          F

1
5 6 7 8 9
12 13 14 15 16
19 20 21 22 23
26 27 28

M           T           W          TH          F

JANUARY

FEBRUARY

1 2
5 6 7 8 9
12 13 14 15 16
19 20 21 22 23
26 27 28 29 30

MARCH
M           T           W         TH          F

2 3 4 5 6
9 10 11 12
16 17 18 19 20
23 24 25 26 27
30

APRIL
M           T           W         TH          F

1 2 3 4
7 8 9 10 11
14 15 16 17 18
21 22 23 24 25
28 29 30 31

MAY
M           T           W         TH          F

1
4 5 6 7 8
11 12 13 14 15
18 19 20 21 22
25 26 27 28 29

JUNE
M           T           W         TH          F

2 3 4 5 6
9 10 11 12 13

16 17 18 19 20
23 24 25 26 27
30 31

JULY
M           T           W         TH          F

1 2 3
6 7 8 9 10
13 14 15 16 17
20 21 22 23 24
27 28 29 30 31

              AUGUST
M           T           W         TH          F

10 = Late Arrival
15 = Martin Luther King Day – No School

1 = MS End of 1st Trimester/Grade Prep 

18-Jan 1 = Winter Break
6 = Late Arrival

(Early Dismissal 6-8)

1-3 = Secondary Conferences

9 = HS End of 1st Qtr/Grade Prep
(Early Dismissal 9-12)

22-24 = Thanksgiving Break
10 = Veterans Day – No School

4 = Labor Day - No School

5 = Teacher/Principal Day – No Students

27 = Late Arrival

 7 = First Day of School
6 = Waiver Day #1 – No Students

7 = Late Arrival
16 = MS End of 2nd Trimester/Grade Prep

26-30 = Elementary Conference Week

23 = Elem Grade Prep
(Early Dismissal K-5)

(Early Dismissal K-5)

(Early Dismissal 6-8)

2-6 = Spring Break
11 = Late Arrival

13 = HS End of 3rd Qtr/Grade Prep
(Early Dismissal 9-12)

2 = Late Arrival

22-24 = Secondary Conferences

28 = Memorial Day – No School

25 = Snow Make-Up or No School

13 = Waiver Day #2 – No Students

25 = Late Arrival

(Early Dismissal K-5)
30-Nov 3 = Elem Conference Week

27 = Elem/MS Grade Prep 
(Early Dismissal K-8)

6 = Late Arrival
8 = Elem/MS/HS Grade Prep

19 = Last Day of School
(Early Dismissal K-12)

(Early Dismissal K-12)

2 = Elem/HS End of 2nd Qtr/Grade Prep

20 = Waiver Day #3 – No Students

(Early Dismissal K-5 & 9-12)

19 = President’s Day – No School

16 = Snow Make-Up Day or No School

(Early Dismissal 6-12)

(Early Dismissal 6-12)

Bethel School District is an Equal Opportunity Employer and complies with all federal rules and regulations, including Title IX, RCW 28A.640, RCW 28A.642 and Section 504. Bethel does not discriminate on the basis of sex, race, creed, religion, color, national origin, 
age, honorably discharged veteran or military status, sexual orientation including gender expression or identity, the presence of any disability, or use of a trained service animal by a person with a disability in its programs and activities and provides equal access 
to the Boy Scouts and other designated youth groups. Please contact Title IX officer Bryan Streleski, Director of Athletics and Security at 253.683.6055, Section 504 coordinators Lori Haugen (students), Executive Director of Special Education at 253.683.6920 or 
Todd Mitchell (staff), Executive Director of Human Resources at 253.683.6020 or Civil Rights coordinator Debbie Carlman, Director of Equity and Achievement at 253.683.6035 with any questions or complaints.

BETHEL SCHOOL DISTRICT
Student Calendar

2017-2018

Elementary = Grades K-5
Middle School = Grades 6-8
High School = Grades 9-12

Students Calendar = 177 school days for 
students and 3 waiver days for teachers.

Rev 5/31/17
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BETHEL SCHOOL DISTRICT BELL SCHEDULE
2017-2018

START DISMISS BREAKFAST START DISMISS M-TH START DISMISS
Bethel High School 7:35 2:05 Elk Plain 7:20 7:35 2:05
Graham-Kapowsin High School 7:30 2:00 Elk Plain Headstart AM 8:30 1:00
Spanaway Lake High School 7:50 2:20

Camas Prairie 8:15 8:30 3:00 Elk Plain Preschool AM 8:30 11:10
Challenger High - AM  M-F 7:55 10:55 Centennial 8:15 8:30 3:00 PM 12:05 2:55
Challenger High - PM  M-F 11:25 2:25 Clover Creek 8:15 8:30 3:00
Pierce Co Skills Center - AM 8:00 10:30 Graham 8:15 8:30 3:00 Frederickson  AM 9:20 12:00
Pierce Co Skills Center - PM 11:15 1:45 North Star 8:15 8:30 3:00 PM 12:55 3:35

Pioneer Valley 8:15 8:30 3:00
Bethel Middle School 7:30 2:00 Thompson 8:15 8:30 3:00 Pioneer Valley   AM 9:00 11:40
Cedarcrest Middle School 7:15 1:45 PM 12:35 3:15
Cougar Mountain Middle School 7:15 1:45
Frontier Middle School 7:20 1:50 Nelson     AM 9:20 12:00
Liberty Middle School 7:15 1:45 Kapowsin 8:45 9:00 3:30 PM 12:55 3:35
Spanaway Middle School 7:15 1:45 Roy 8:45 9:00 3:30

Shining Mtn  AM 9:00 11:40
PM 12:35 3:15

Transition 7:35 2:05
NW Soil 9:00 2:30 Evergreen 9:00 9:15 3:45 Spanaway  AM 9:20 12:00
NW Soil Early Dismissal Wed 9:00 12:30 Frederickson 9:00 9:15 3:45 PM 12:55 3:35
Relife MTWTH 8:00 3:00 Naches Trail 9:00 9:15 3:45
Relife Early Dismissal Fri 8:00 12:00 Nelson 9:00 9:15 3:45 Thompson  AM 9:00 11:40
LSA AM 9:00 11:00 Rocky Ridge 9:00 9:15 3:45 PM 12:35 3:15
LSA PM 12:00 2:00 Shining Mtn 9:00 9:15 3:45
Options T,W,TH 2:30 4:30 Spanaway 9:00 9:15 3:45

DHH Mt Tahoma 7:30 2:05 Elementary Early Dismissal Days
Bethel Middle School 4:20 DHH Baker Middle 8:15 2:45
Cedarcrest Middle School 4:15 DHH Birney Elem 9:00 3:30
Cougar Mountain Middle School 4:15 DHH Birney PS M-TH 9:00 3:30
Frontier Middle School 4:20 DHH Rogers HS M 8:55 2:25 High School Early Dismissal Days
Liberty Middle School 4:00 DHH Rogers HS T-F 7:55 2:25
Spanaway Middle School 4:00 DHH Ballou Jr M 8:40 2:10 Camas Prairie 9:30 2:30
Bethel High School 4:30 DHH Ballou Jr T-F 7:40 2:10 Challenge
Graham-Kapowsin High School 4:30 DHH Zeiger Early M 9:35 2:56
Spanaway Lake High School 4:45 DHH Zeiger T-F 8:35 2:56

ACTIVITY RUNS

SECONDARY SCHOOLS ELEMENTARY SCHOOLS PRESCHOOL / ECEAP / HEADSTART

SECONDARY SPECIAL EDUCATION

Middle School Early Dismissal Days

Cindy Carlson / Transportation 5/12/20177



BETHEL SCHOOL DISTRICT EARLY DISMISSAL SCHEDULE
2017-2018

SECONDARY SCHOOLS EARLY DISMISSAL ELEMENTARY SCHOOLS CONFERENCES EARLY DISMISSAL

BETHEL HIGH SCHOOL 10:15 CAMAS PRAIRIE 11:05 11:05
GRAHAM-KAPOWSIN HIGH 10:10 CENTENNIAL 11:05 11:05
SPANAWAY LAKE HIGH 10:30 CLOVER CREEK 11:05 11:05

ELK PLAIN 10:10 10:10
BETHEL JUNIOR HIGH 10:10 EVERGREEN 11:50 11:50
CEDARCREST JUNIOR HIGH 9:55 FREDERICKSON 11:50 11:50
COUGAR MOUNTAIN JUNIOR HIGH 9:55 GRAHAM 11:05 11:05
FRONTIER JUNIOR HIGH 10:00 KAPOWSIN 11:35 11:35
LIBERTY JUNIOR HIGH 9:55 NACHES TRAIL 11:50 11:50
SPANAWAY JUNIOR HIGH 9:55 NELSON 11:50 11:50

NORTH STAR 11:05 11:05
TRANSITION PROGRAM (LAB bldg) 10:15 PIONEER VALLEY 11:05 11:05

ROCKY RIDGE 11:50 11:50
ROY 11:35 11:35

CHALLENGER - AM   (no school) * N/A SHINING MT 11:50 11:50
CHALLENGER - PM   (no school) * N/A SPANAWAY 11:50 11:50
PCSC - AM (no bus) * N/A THOMPSON 11:05 11:05
PCSC - PM (no bus) * N/A

ALL PRE-SCHOOLS CANCELLED CANCELLED
ALL ECEAP CLASSES CANCELLED CANCELLED
HEADSTART CANCELLED CANCELLED
Endeavor (Elem gifted program) same schedule as Naches Trail Elem
Challenge @ Shining Mt CANCELLED

Report Card Prep: LATE ARRIVAL DAYS
SECONDARY EARLY DISMISSAL DAYS

ELEMENTARY EARLY DISMISSAL DAYS

Student Led Conference Days: TEACHER/PARENT CONFERENCE DAYS
SECONDARY CONFERENCE DAYS Elementary:  

Cindy Carlson / Transportation / 5/12/20178



THINGS YOU NEED TO KNOW 

Email is important! All Absence Management (AESOP) notifications, confirmations, changes in 

assignment, and/or cancellations, are sent via email. Please make sure the sub office has your BEST 

email address and that you check it daily. 

Activation 

Once your Absence Management (AESOP) profile is activated you will receive a welcome email. This 

email contains important training links that you must view prior to logging in. The email will also contain 

important information on how to login to Absence Management (AESOP) and what your first steps 

should be. 

District Email 

All substitutes are issued a district email address. You will receive your MyBethel login information 
with instructions on how to update your password before you leave today. To access your MyBethel 
email go to bethelsd.org and select the MyBethel Icon in the top right hand corner.  

Safe Schools 
All district staff including substitutes are required to complete the four mandatory Safe Schools 
trainings yearly. You will receive your Safe Schools login information to your MyBethel email address 
within a week of attending New Employee Orientation. Once you receive your login information please 
go to bethel.wa.safeschools.com/login and complete the trainings.  

Rejecting Jobs 

It is recommended that you do NOT "reject" jobs. The system tracks rejections and will reduce your 

ability to view available jobs in advance. Once a job is rejected you will no longer be able to view it. 

Simply do not click "Accept" or "Reject" next to a job you are not interested in online. For the phone 

system simply hang up the phone if you are not interested.  

Cancelling Jobs 

Cancelling a job within 24 hours of that job's start time will result in the system putting you in NON-

WORK DAY status. If you are cancelling within 2 hours of the job's start time, you will need to contact 

the sub office to have them pull you out of your assigned position. In both situations you will be unable 

to view any other available jobs for that day. 

Inactivity 

Substitutes that do not accept jobs for a period of 3 months or more may be inactivated due to lack of 

service, requiring the substitute to re-apply and possibly incur fingerprinting costs. 

Guidelines for Emergency Cert Substitutes 
As a reminder, emergency substitutes work under the following district guidelines: 

● Emergency substitute assignments are limited to five (5) consecutive days per assignment. Debi

Christensen must approve exceptions in HR.

● To align with OSPI rules, emergency substitutes cannot accept prearranged jobs.
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EXAMPLE WELCOME LETTER 
TO: DOE, JANE 
Bethel School District 403 

6/14/2017 

Dear Jane, 

We have the pleasure of notifying you that Bethel School District 403 is using an automated service that greatly 
simplifies and streamlines the process of finding and managing substitute jobs in this district. This service, called 
Aesop, utilizes both the telephone and the Internet to assist you in locating jobs in this school district. The Aesop 
system is available 24 hours a day, 7 days a week.  Aesop uses three methods to make jobs available to substitutes: 

1. You can search for and accept available jobs, change personal settings, update your calendar, and personalize
your available call times by visiting Aesop on the internet at www.aesoponline.com. If the employee has uploaded 
lesson plans on the Internet, you will be able to view them online once you take the job! 

2. You may interact with the Aesop system by way of a toll-free, automated voice instruction menu at 1-800-942-
3767. Here, you can proactively search for jobs and manage existing jobs.  We recommend calling in to check the 
computer recording of your name by pressing Option 5. 

3. Aesop will also make phone calls to substitutes to offer jobs. The administrative office has selected the following
hours as standard call times when the Aesop service may call for substitutes: 5:00:00 AM – 1:00:00 PM in the 
morning and 5:00:00 PM – 10:00:00 PM in the evening. The phone number we have on record for you is 253-555-
0505. 

Important Notes: 

Follow the link for a training video on getting started. 
For additional resources please follow the link to the learning center. 

In order to access the Aesop system, you will need to enter your ID and PIN numbers as follows: 
ID Number   0001234 

PIN Number 0505 

* Once you login you will need to accept the User License Agreement.
* You must then activate your School list. Click on the Preferences tab, choose "show me assignments at the

schools selected below, then select your schools and "SAVE". 
* If you accept a job, Aesop will issue a confirmation number. Please remember that your transaction is not

complete until Aesop supplies you with a confirmation number. 

We are confident that you will find the Aesop experience beneficial and enjoyable. Should you experience difficulty 
using the Aesop system in any way, please contact the substitute office. 

Thank you, 

BSD Sub Office 
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Substitute QuickStart Guide| 

            © 2016 Frontline Education 

1 

Absence and Substitute Management 
LOGGING IN ON THE WEB 

To log in to the absence management system, type 

signin.frontlineeducation.com in your web browser’s address bar and 

select Sign In for the “Absence Management” feature. 

The Sign In page will appear. Enter your ID and PIN and click Login. 

CAN’T REMEMBER YOUR LOGIN INFO? 

If you’re having trouble logging in, click the Login Problems link next to 

the “Login button for more information.  

CREATING AN ABSENCE 

The system makes it easy to find available jobs right on the homepage. Available jobs appear in green on 

the calendar and in list form under the “Available Jobs” tab. 

To accept a job, simply click the Accept button next to the absence. If you do not want to accept 
this job, click the Reject button, instead. 

GETTING HELP AND TRAINING 

If you have questions, want to learn more 
about a certain feature, or want more 
information about a specific topic, click the 
Help tab to go to the Learning Center to 
search a knowledge base of help and training 
materials. 

11



Substitute QuickStart Guide   |  

            © 2016 Frontline Education 

2 

ACCESSING ABSENCE MANAGEMENT ON THE PHONE 

Not only is the system available on the web, but you can also find and accept available jobs, manage 
personal information, change your PIN number, and more, all over the phone. 

When You Call into Absence Management 

To call, dial 1-800-942-3767. You’ll be prompted to enter your ID number (followed by the # 
sign), then your PIN number (followed by the # sign). 

When calling the absence management system, you can: 
• Find available jobs – Press 1
• Review or cancel upcoming jobs – Press 2
• Review or cancel a specific job – Press 3
• Review or change your personal information – Press 4

When the Absence Management System Calls You 

If an available job has not been filled by another substitute two days before the absence is 
scheduled to start, the system will automatically start calling substitutes, trying to fill the job. 

Keep in mind, when the system calls you, it will be calling about one job at a time, even if you’re eligible for 
other jobs. You can always call in (see “When You Call into Absence Management” section above) to hear a 
list of all available jobs.  

When you receive a call, you can: 
• Listen to available jobs – Press 1
• Prevent absence management from calling again today – Press 2
• Prevent absence management from ever calling again – Press 9

If you are interested in the available job, Press 1. You will be asked to enter your PIN number 
(followed by the # sign). At this point, the absence management system will list the job details, and you will 
have the opportunity to accept or reject the job. 

Note: When the system calls, be sure to say a loud and clear “Hello” after answering the 

call. This will ensure that the system knows you picked up the call.  

12



Bethel School District 
Student Records 

Welcome to Bethel School District and thank you for substituting in our schools. 

Teachers across our district are using Educator Access Plus (EA+) to take attendance for both 

elementary and secondary schools. As a substitute you too have the responsibility to take 

attendance for the classes that you will be working with in all schools. This document will walk you 

through the process. 

Getting a Laptop 

When entering the building ask for a Chromebook to use for the day. If one isn’t available, please 

ask for instructions on how to enter attendance online. The expectation is that all substitutes will 

take attendance electronically, not on paper. 

Logging Into the Computer 

Once you have logged into the computer, click on a browser icon to access the Internet. This 

should take you directly to the Bethel School District website (www.bethelsd.org) or the single 

sign on webpage. Type in the web address www.bethelsd.org if the web page does not 

automatically open. 

Logging Into Skyward 

1) Click on “Family Access” to log into the district portal.

Note: Clicking on “Family Access” will provide you with a single login to access Educator 

Access Plus (EA+), Employee Access, and Family Access, if you are a parent/guardian of 

active Bethel student. 

Login In 

Information 

PC Computer Chromebook MAC Computer 

Username The first part of your 

email address 

Public bethel 

Password Bethelxxxxx (xxxxx = 

employee #) 

Enter Leave this field blank 

If you are unable to log into the computer contact the ACT (Technology person in 

the school) first. If unavailable, call the Technology Help Desk at: 683-6767. 

13
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Revised 1/4/17:mb 2 

2) To log into Skyward, use your unique Login/Password.

a. Username: The first part of your email, preceding the @ symbol.

b. Password: Passw0rd (the O is a zero). This is a temporary password and you will be

prompted to generate a new one the first time you log in.

c. To help you remember your login information, please record it here and store in a

secure place. 

Login Information Network Skyward 

Username 

Password 

3) Enter your Skyward username and password in the appropriate fields. The first time you log in

you will be prompted to change your password. Initially a temporary one of *Passw0rd” is

assigned to all new staff. Select a password that is unique and memorable to only you.

Note: Usernames and passwords are attached to staff confidential information. A substitute 

should never “borrow” a teacher’s log in information for accessing Educator Access +. Also, 

properly log out of Skyward after attendance is taken. This secures your personal information 
from anyone who may use the computer after you are done. 

Note: Be sure the Login 

Area, at the bottom, is 
set to All Areas. 

14



Revised 1/4/17:mb 3 

For All Substitutes 

A. There are two steps to ensure you can successfully take attendance for all classes you are 

assigned to. 

B. If Skyward does not display the Educator Access 

Plus Home” at the top left corner of the window, 

navigate to Educator Access Plus by clicking on the 

“Educator Access Plus” link in the Jump to Other 

Systems box.  

C. Click on the “Teacher Access” module button and select the 

option you need. Depending on your access you will be able 

to go to Gradebooks or My Classes. Attendance is taken in 

My Classes.  

D. The ability to take attendance is in “Post Daily”. Click on “Post Daily 

Attendance” and click on the class that is currently in your room. 

Mark attendance and remember to click on “SAVE” before exiting. 

Note: Attendance can be corrected after it has been saved, just save 

it again after making the changes. 

For Elementary Schools – Lunch Count 

E. While on the page to take attendance, the screen can be set to enter lunch count. Click on the 

“Show Survey Question” link to enable this. 

F. Using the drop down arrows next to Student 

Lunches, Milk and Adult Lunches, indicate how 

many of each are needed. Click on “SAVE” 

before exiting. 

For the security of our students we remind you that the information 
contained in EA+ is confidential. Access is limited to the dates of the 
substitute assignment. 
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SUBSTITUTE PAYROLL INFORMATION 
Our pay periods are from the 11th of one month through the 10th of the following month.  District 

warrants are issued on the last business day of the calendar month. Work performed through the 10th 
of the month will be paid on the warrant issued the last business day of that month. The warrant 

amount will be available in the recipient's banking account on payday; unless the recipient has opted 
out of Direct Deposit. 

SUB TEACHER PAY SUB CLASSIFIED PAY 

PER FULL DAY (3.75 hrs. >): $140.00 HOURLY: SEE ATTACHED PAY SCHEDULE 

PER HALF DAY (3.75 hrs. <): $70.00 

PLEASE NOTE: Visiting Secretarial/Clerk pay is listed within this handbook, and on the District website, 
within the Classified Substitute Salary Schedule B. The standard deductions are: Federal Withholding Tax, 
Social   Security Contribution, and Labor and Industries insurance premium.  Visiting teachers who have 
been members of the Washington State Teachers Retirement Systems (TRS) should make certain that 
they have the appropriate forms filed with the Payroll Office for appropriate deductions. New member 
eligibility is determined by current TRS guidelines, which are available from the Payroll Office. 

Long-Term Assignments (Certificated Sub’s Only) 

 Long-term assignments are teaching assignments, which continue for 21 or more consecutive workdays. 
After the 20th day, the visiting teacher's pay is adjusted to the appropriate placement on the State 
Teacher Salary Schedule.  Placement is based on education   and   experience.   The annual   placement   
is divided   by 180   teacher workdays and paid as per diem for the duration of the long-term assignment. 
If you are interested in filling long term positions please provide copies of your official transcripts.  

July Incentive (Certificated Sub’s Only) 
July lump sum incentive for meeting minimum working day threshold will be paid out on the last business 
day of July. Please see BEA Article 50 SUBSTITUTES for details. 

Unemployment Eligibility 

Washington State does not allow unemployment payments to educational workers between school 

sessions (Spring, Winter, and Summer Break). To qualify for unemployment payments, you must have a 

qualifying amount of non-school wages. 

Reasonable Assurance 

Every spring the substitute office sends out notice of reasonable assurance of continued employment 

with BSD via mail to all substitutes for the upcoming school year. If you wish to remain active for the 

upcoming school year you need to complete the form once received and return by the last day of the 

current school year.  
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2017-2018 CLASSIFIED SUBSTITUTE SALARY SCHEDULE B

Level 2 Level 3 Level 4 Level 5 Level 6 Level 7 Level 8 Level 9 Level 10 Level 11 Level 12 Level 13

Sub Rate 14.77$    16.00$    17.40$     18.32$     19.07$     20.29$     20.71$     21.09$     22.20$    24.94$    27.91$     29.99$    

Ch
ild

Nu
tr

iti
on *Helper *Cook

*Serving Cook
*Assist Cook Mgr
*CK Prod Asst.

*Cook Manager
*CK Prod Mgr

*CK Truck Driver *Loader/Picker

As
sis

t/
Sp

 
Se

rv
ice

s

*Child Care I
*Copy/Mail Center
*Crossing Guard
*CTE Supply Shopper
*English Reader/Grader
*In-School Suspension
*Parent Volunteer
Assistant
*Student Supervison 

*Basic Education
*CTE
*ECEAP/Headstart
*ELL
*Infant/Toddler/Headstart
*Printshop Helper
*Speech/Lang
*SpEd EBD
*SpEd Mainstream
*SpEd Non-Mainstream
*SpEd Non-Mainstream WC
*SpEd Preschool
*SpEd Structured Program
*Title I/LAP

*District Courier
*Print Shop Operator

*Campus Safety
*Stuent Resource Specialist

*Reprographic Tech *FSW
*ECEAP/Headstart Instructor
*School Psyc Intern
*Speech/Lang Instructor

*COTA

Se
cr

et
ar

ia
l/

Cl
er

ica
l

*Curr Whs Support Clerk *Attendance
*Clerk-Mobile Device
*Clerk-Career/Tech Ed
*LMC - School
*Office - ESC/School
*Sp Srvcs - Bldg Support
*Sp Svcs - Physch Support
*Sp Svcs - SpEd Records

*ASB/LMC-Middle School
*Budget & ASB Elem
*Child Nutrition
*Clerk- Career & College Readiness
*District Receptionist
*Elem Registrar
*Health
*SS-Medicaid
*Transportation Recptionist

*ASB- Middle School
*CN Revenue
*Curriculum Materials
*District Learning Media Center
*On-Time Grad Success
*Printshop
*Registrar - Middle School
*SS- Registrar

*Bethel Rec Secretary/Receptionist
*Clerk - ASB High School
*Curric & Assess Technician
*Family Center
*Financial Technician
*Receiving/Inventory
*Registrar-High School
*Substitue System Operator

*Class Prof. Dev/Work Comp Spec.
*HR Specialist
*Payroll Specialist
*Secretary - Director
*Secretary - Facilities Planning
*Secretary to Principal
*Substitue Coordinator
*Title I/LAP Program Technician 

*Human Rescources Technician
*Integrated Info Technician
*Purchasing Support Tech
*LPN:Early Childhood, SpEd, Basic Ed
*Special Services Technician
*Secretary to Executive Director
*Transportation/Parts

*Technology Support Tech

Cu
st

od
ia

l *Custodian *Head Custodian -Elem
*Head Custodian-CSS

*Head Custodian - MS *Head Custodian - HS

M
ai

nt
en

an
ce

*Grounds Helper *General Helper
*Painter Helper

*Grounds Maintenance *Warehouse Driver *Certified Grounds Maint
*Certified Maint Tech
*Comp Op Fiscal/Student
*General Maintenace
*Painter
*Stadium Worker
*Warehouse Person

*AV/Computer/Telecom Tech
*Carpenter
*Copier Tech
*Alarms, Appliance Tech
*Plumber
*Locksmith
*Web/Graphics/Design Specialist

*Electrician
*HVAC Tech
*Systems Analyst Tech

Tr
an

sp *Bus Driver *Computer Planning Routing Tech
*Driver Trainer

*Dispatcher
*Head Planner/Router

M
ec

h *Mechanic

Bu
s A

ss
t *Bus Asst
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STAFF DEVELOPMENT OPPORTURNITIES 

CERTIFCATED 

Credit and Cost Information 
Since you are a registered visiting teacher with Bethel School District, you are eligible to 
take advantage of our staff development classes.  Credit and cost information is listed 
under specific classes.  Applicable credit and course fees will be collected at the first 
session of class.  Please note that only checks or money orders will be accepted.  
Courses with a materials fee will be required to pre-pay to confirm registration for that 
course. 

Registration Guidelines 
The procedures for registration in district classes are as follows: 

 Registrations will not be accepted over the phone.

 Registration may be completed by using the sheets located in the back of the
staff development calendars.  You must enclose a check or money order with
your registration form for courses requiring a materials fee.

 Registration forms will be collected for three days following distribution of the
new calendar.  The forms will then be mixed together, and names will be
registered as drawn.  After the class has been filled, any remaining names will be
placed on a waiting list.  This system provides an equal opportunity for all
locations to apply for popular classes.

 Bethel School District employees/visiting teachers, parents and community
members are given first priority in Bethel staff development offerings.  Out-of-
district participants will be registered on a space-available basis.

You can pick up a staff development calendar at our main office reception area. 

If you have any questions, please call Tricia Gillespie at (253) 683-6955. 

CLASSIFIED 

Substitutes interested in taking a course for personal interest reasons, may be 
accommodated on a space-available basis provided they agree to pay $5.00 per class 
hour (plus the cost of any required course materials) prior to the start of class.  

For questions related to the Classified Professional Development Program, please 
contact our Program Specialist at (253) 683-6090. 

PLEASE NOTE: Substitutes are not eligible for Classified Professional Development 
program funds. 

19



RESPONSIBILITIES OF A VISITING TEACHER 

Arrival and Departure Time 
The District requires that visiting teachers adhere to the arrival and departure time that applies 
to regular teachers. This is one half hour before school starts and one half hour after the 
students are dismissed for the day (including late start days). Please refer to the bell schedule. 

There may be times when you get a late call from the Aesop system and it may be difficult, if 
not impossible, to arrive by the time indicated. This is understood and accepted as unavoidable. 
The times given were established to help the visiting teacher have the time so essential for a 
successful teaching experience. The visiting teacher should report directly to the school office. 
He or she will be given information and materials pertinent to the school and position involved. 
Many school shave developed a substitute manual to assist you in your assignment. 

If you accept a position and will not be able to arrive by the indicated start time please contact 
the substitute office.  

Lesson Plans and Materials 
Lesson plans are usually found in the absent teacher’s classroom or in the school office. 
However, since it is impossible always to anticipate illness, and advisable for the visiting teacher 
to develop short units and activities to use when suitable. (K-5, Middle School, and High School) 

Room Care 
The care of the room is up to the visiting teacher. It should be left clean, orderly, and in good 
condition. Chairs should be in their proper places, paper picked up and windows closed. This is 
not, however, to suggest that the visiting teacher is expected to do the picking up; he or she 
should see that the students do it. 

Classroom Control 
Class control can be a major problem for a visiting teacher. A few simple suggestions will help 
you establish good class routines, provide for an efficient learning situation, and establish 
mutual respect of teacher and students.  

 Be Positive: You are there to insure that students continue to receive quality education.
 Be Patient: It is natural for a class to test a visiting teacher.  You represent a change for

them.  Patience, understanding, firmness, and respect will diminish distrust.
 Expect Good Behavior:  Children tend to respond to whatever we expect of them.  A

positive approach is worth a hundred negative rules.
 Be Fair and Consistent: Your success in classroom control will depend to a great extent

on your degree of fairness and consistent treatment.  Children must know what to
expect of you and what you expect of them.  Uncertainty is a breeder of misbehavior.

 Be Ready: Materials and plans for the day are a must.  This is another reason for getting
in early and ensuring that you know what you want the class to be doing during the day.
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RESPONSIBILITIES OF A VISITING TEACHER 

 Leave Time: Especially on the secondary level when classes change each period.  Leave
enough time at the end of each period for the class to gather materials together and for
you to prepare for the next group.

 Use Common Sense: This is the prime suggestion of all.  All rules regulation, guides, and
directives in the world are no substitute for it.  You can always ask questions of the
office staff.

 Keep Your Sense of Humor: What more can be said?

**If classroom control becomes a problem, please contact the building secretary for 
assistance.** 

Teaching the Class 
The guest teacher has the prime responsibility to teach as well as possible what the regular 
teacher has outlined.  The following suggestions are offered: 

 Be Prepared: Through plans and materials left by the regular teacher or through the use
of short units of your own.

 Begin on Time: Do not give the class time to develop restlessness and disinterest.  Begin
immediately and get the students involved.

 Introduce Yourself: Explain why you are there and emphasize that class will be
conducted as usual according to the regular teacher’s instructions.  Write your name on
the board.

 Make Clear Presentations: What the children gain from the lesson will depend on how
well you present it.  Provide clear models.

 Provide for Child Involvement: In a really good lesson, children should have an active
part in discussion, planning, questioning, and decision-making.  Be sure that directions
are clear and supervision is provided.  Allow students to share an example when
appropriate.

 Discourage Unnecessary Trips: Review carefully requests to leave the room, go to the
library, or nurse’s office, etc., and by all means do not dismiss the class early.

Ending the Day 
The visiting teacher, like the regular teacher, is required to complete a full school day (7-½ 
hours), and needs to stay until the scheduled release time, unless prior approval has been given 
by the principal. Besides leaving the room in good order, a visiting teacher should have 
completed the grading of any assigned papers, prepared for the next day’s classes (to the 
extent he or she is able), attended any building meeting (unless excused by the principal), and 
returned the visiting teacher’s folder and any building keys to the office. 

21



RESPONSIBILITIES OF A VISITING TEACHER 

It is also requested that the visiting teacher leave a brief written comment on each class or 
subject if he or she is not to return the next day.  Note any assignments or activities the class 
covered, particularly in reference to the lesson plans left by the regular teacher.  

A visiting teacher, to be most effective, should not be expected to act as a babysitter.  You have 
a definitive and important part in the education of children, to emphasize that importance in 
the eyes of the regular teacher, it is most helpful to have a list of work accomplished by the 
visiting teacher.  It is also helpful if you leave your name and phone number in the event the 
regular teacher desires a follow-up call.  Remember, your phone number is used by teachers to 
request you back on the Aesop system.  

If you enjoyed the students and classroom, it is nice to leave a thank you note expressing your 
sentiments.  Leave it on the teacher’s desk. 

Leave the classroom in the same order as when you arrived. 

Professional Ethics  
Visiting teachers are expected to maintain the same ethical standards as regular teachers. It is 
detrimental to speak negatively of other teachers, parents, students, or other staff members to 
anyone. Discuss any problems or concerns with the building principal or someone in Human 
Resources.  

Release of Students 
No visiting teacher in primary, elementary, or secondary schools should ever release a student 
from class without specific authorization from the school office.  Any parents or visitors to a 
building must first report to the office to sign in and obtain a school pass before visiting any 
classrooms. 

Emergencies 
Be certain to familiarize yourself with the emergency procedures unique to each 
building.  These include but are not limited to fires, earthquakes, hazardous weather condition, 
etc.  Emergency procedures may be found in the visiting teacher folder or by consulting with 
the building principal. 
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ROLES AND REPONSIBILITIES OF A VISITING PARAEDUCATOR 

Roles and Responsibilities 

 Monitor and assist students during teacher-directed, whole class instruction.

 Monitor and support students during independent work or cooperative learning

activities under teacher direction.

 Provide follow-up instruction after teacher-directed instruction.

 Provide small group instruction (pre-teaching or alternative instruction to students

under teacher direction.

 Train others (peer partners, peer tutors, volunteers, and parents) to provide instruction

or assistance to students under the direction of a certificated staff member.

 Support students’ instructional program through the preparation of materials and the

fulfillment of other clerical tasks.

 Monitor students in a variety of settings such as the cafeteria, bus loading area,

playground, hallway, or auditorium.

Confidentiality and Ethics 

1. Never violate confidentiality!  Understand the rule, “Need to know vs. Desire to Tell.”  It

will guide you in deciding when and to whom you share student information.  Only

those people who are directly involved in the education of a special needs student may

have specific information.

2. Remember you have both your public and private self.  As an educator you are always

scrutinized by your community.  It is important to project a professional, ethical image

both in and out of school.

3. If you are unsure about accessing specific student information, ask your supervising

teacher.

4. If you are unsure about sharing student information, defer to your supervising teacher.
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ROLES AND REPONSIBILITIES OF A VISITING PARAEDUCATOR 

Expectations 

1. Maintain confidentiality.

2. Respect the legal and human rights of children, youth, and their families.

3. Follow district policies for protecting the health, safety, and well being of children and

youth.

4. Demonstrate an understanding of distinctions in roles of various educational personnel.

5. Follow the directions of teachers and other supervisors.

6. Follow the chain of command for various administrative procedures.

7. Demonstrate dependability, integrity, respect for individual differences and other

standards of ethical conduct.

8. Demonstrate a willingness to participate in training activities to improve performance.

Relationships with Students and Parents 

1. Discuss a child’s progress, limitations, and/or educational program only with the

supervising teacher in the appropriate setting.

2. Discuss school problems and confidential matters only with appropriate personnel.

3. Refrain from engaging in discriminatory practices based on a student’s disability, race,

sex, cultural background, or religion.

4. Respect the dignity, privacy, and individuality of all students, parents, and staff

members.

5. Present yourself as a positive adult role model.

Relationship with Teacher/Supervisor 

1. Recognize the teacher as a supervisor and team leader.

2. Establish communication and a positive relationship with the teacher.

3. When problems cannot be resolved, utilize the school district’s grievance procedures.

4. Discuss concerns about the teacher or teaching methods directly with the teacher.
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MODE OF DRESS 

Your mode of dress will generally color student reaction positively or negatively 
instantly.  Any outlandish, outmoded, or risqué costume tends to divert student 
attention.  More so than with the regular teacher, students judge your competence by 
this first impression.  Attire that is entirely appropriate on one level may be viewed as 
inappropriate at another.  For instance, at the elementary level you will find it necessary 
to dress for physical interaction with the children, and possibly wear fun, bright, non-
threatening colors.  On the high school level the model would reflect the adult world.  
You can achieve an authoritarian no nonsense look by wearing dark tailored clothing.  
Under any circumstance, appropriate clothing needs to be planned ahead and ready to 
go, to prevent any last minute frustration. 

Always keep in mind that you are a role model! 
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POLICY & PROCEDURE 

Policy/Procedure # Title 

5010 NONDISCRIMINATION AND AFFIRMATIVE ACTION 

5013 SLURS, A FORM OF DISCRIMINATION 

5005 EMPLOYMENT AND/OR VOLUNTEER DISCLOSURES, 
CERTIFICATION REQUIREMENTS, ASSURANCES, AND 
APPROVAL 
Citizenship Status 

5009 EMPLOYEE ETHICS 

2133 DIVERSITY-MULTICULTURAL EDUCATION 

6590 SEXUAL HARASSMENT 
Complaint Procedures 

3206 SEXUAL HARASSMENT RELATED TO STUDENTS 
Student-Related Sexual Harassment Complaint Forms 

5271 REPORTS OF IMPROPER GOVERNMENTAL ACTION 

5283 POSESSION OF WEAPONS BY EMPLOYEES 

3249 POSESSION OF WEAPONS BY STUDENTS 

5201 DRUG-FREE WORKPLACE 

6802 USE OF SUPPLIES AND EQUIPMENT 
Home Use of District Equipment 

5233 CERTIFICATED STAFF RESPONSIBILITIES 
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