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Substitute Services

Frontline Absence Management

Human Resources

Payroll

Technology Help

Substitute.services@bellinghamschools.org

Gabrielle Roberts 360-676-2784

PayrollOffice@bellinghamschools.org

Phone 360-676-5009

Help@bellinghamschools.org

Phone 360-676-4357

Website www.aesoponline.com

Phone 1-800-942-3767

HR.Dept@bellinghamschools.org
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1985 Barkley Blvd
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DISTRICT OFFICE     676-6400 
1985 Barkley Blvd, 98226 
Greg Baker, Superintendent     676-6501 
Sheri O’Day, Executive Admin. Assistant FAX: 676-6528  
 
ELEMENTARY SCHOOLS 
ALDERWOOD  -  201    676-6404 
3400 Hollywood Avenue, 98225-1134  FAX: 647-6896 
Amy Berreth, Principal -7500 
Leah Rose, Administrative Assistant -7571 
 
BIRCHWOOD -  202    676-6466 
3200 Pinewood Ave. 98225   FAX: 647-6875 
Micah Smith, Principal - 6000 
Carmina Cisneros Gomez, Administrative Assistant -6061 
 
CARL COZIER  - 203     676-6410 
1330 Lincoln Street, 98229-6238  FAX: 676-6578 
Carissa Jangard, Principal - 5800 
Jamie Cullop, Administrative Assistant -5840 
 
COLUMBIA  - 204    676-6413 
2508 Utter Street, 98225-2708  FAX: 647-6880 
Minh Nguyen, Principal - 5500 
Michele Foster, Administrative Assistant -5518 
 
CORDATA  - 210     676-6461 
4420 Aldrich Road, 98226-9680  FAX: 676-6462 
Eva Warner Chazo, Principal - 2500 
Ashwinta Deo, Assistant Principal - 2508 
Abigail Warick, Administrative Assistant - 2502 
 
GENEVA  - 206     676-6416 
1401 Geneva Street, 98229-5218  FAX: 647-6893 
Laura Britt, Principal - 6140 
Nicole Cook, Assistant Principal - xxxx 
Mariangely Gonzalez,, Administrative Assistant -6150 
 
HAPPY VALLEY  - 207    676-6420 
1041 24th Street, 98225-8603   FAX: 676-4989 
Kelly Gouveia, Principal - 5900 
Laura Murdzia,  Administrative Assistant - 5901 
 
LOWELL  -  209     676-6430 
914 15th Street, 98225-6305   FAX: 647-6894 
Stephanie Korn, Principal - 4900 
Lauralee Carbone, Administrative Assistant - 6430 
 
NORTHERN HEIGHTS  - 205   647-6820 
4000 Magrath Road, 98226-1729  FAX: 647-6824 
Pam Pottle, Principal - 6820 
Sharece Steinkamp, Assistant Principal - 6820 
Linda Kirschman, Administrative Assistant -7419 
 
PARKVIEW  - 211    676-6433 
3030 Cornwall Avenue, 98225-1817  FAX: 647-6882 
Stephanie Johnson, Principal - 5400 
Erica Rasmussen, Assistant Principal  - 5400 
Traci Kaiser, Administrative Assistant - 5430 
 
ROOSEVELT  -  213    676-6440 
2900 Yew Street, 98226-6127  FAX: 647-6895 
Aaron Darragh, Principal - 5760 
Tina Allsop, Assistant Principal - 5724 
Jennifer Schmidt, Administrative Assistant - 5750 
 
SILVER BEACH  -  214    676-6443 
4101 Academy Street, 98226-4443  FAX: 647-6884 
Jen Mallett, Principal - 2300 
Laura Lesley Administrative Assistant - 2340 
 
SUNNYLAND  - 215    676-6446 
2800 James Street, 98225-2639  FAX: 647-6891 
Dustin Heaton, Principal - 5600 
Jeff Coulter, POSA - 5628 
Lillian Harris, Administrative Assistant -5633 

 
WADE KING  - 212    647-6840 
2155 Yew Street Road, 98229-8812  FAX: 647-6841 
Courtney Ross-Webb, Principal - 2400 
Nicole Cook, Assistant Principal - 2460 
Melissa Day, Administrative Assistant -2471 
 
MIDDLE SCHOOLS 
FAIRHAVEN  - 316     676-6450 
110 Park Ridge Road, 98225-7907  FAX: 647-6887 
Steve Ruthford, Principal - 4600 
Shari Walsh, Assistant Principal - 4601 
Esmeralda Ortiz, Administrative Assistant - 4602 
 
KULSHAN  -  328     676-4886 
1250 Kenoyer Drive, 98229-2346  FAX: 647-6892 
Kevin Terpstra, Principal - 4889 
Hazel Clapp, Assistant Principal - 4701 
Jeneen Durand, Administrative Assistant -4702 
 
SHUKSAN  -  317     676-6454 
2717 Alderwood Avenue, 98225-1222  FAX: 647-6879 
Craig Baldwin, Principal - 4840 
Rachel Grogan, Assistant Principal - 4800 
Cindy Schuitema, Administrative Assistant - 4884 
 
WHATCOM  -  318    676-6460 
810 Halleck Street, 98225-3243  FAX: 647-6899 
Mischelle Darragh, Principal - 4300 
Breann Hulford, Assistant Principal - 4361 
Karly Brannen,  Administrative Assistant -4355 
 
HIGH SCHOOLS 
BELLINGHAM  -  419    676-6575 
2020 Cornwall Avenue, 98225-3648  FAX: 647-6803 
Ben Goodwin, Principal -7104 
Chris Carlson, Assistant Principal -7301 
Nikki Lockhart, Assistant Principal -7302 
Monica Rasmussen, Administrative Assistant -7101 
 
OPTIONS  -  429     647-6871 
2015 Franklin Street,  98225-3648  FAX:  647-6872 
Bethany Barrett, Principal - 5100 
Nick Hayes, Assistant Principal – 5103 
Carmen Vassar Administrative Assistant - 5101 
 
SEHOME  -  420     676-6481 
2700 Bill McDonald Parkway, 98225-5909 FAX: 647-6863 
Sonia Cole, Principal - 5203 
Mike Couto, Assistant Principal – 5290 
Camille Mora, Assistant Principal - 5290 
Monica Contreras, Administrative Assistant -5203 
 
SQUALICUM  -  427    676-6471 
3773 E. McLeod Road, 98226-7728  FAX: 676-6561 
Laurel Peak, Principal - 6464 
Meghan Dunham, Assistant Principal - 7697 
Jeremy Louzao, Assistant Principal  -7612 
Phyllis Crouse, Administrative Assistant -7610 
 
COMMUNITY TRANSITIONS   676-6470 
1600 Birchwood Avenue 
Bellingham, WA  98225    
Bethany Barrett, Administrator-5100 
Nick Hayes, Administrator - 5103 
Erin Voiss, Office Assistant  – 4502 
 
FAMILY PARTNERSHIP PROGRAM-555       676-6424 
1409 18th Street, 98225 
Kate Baehr, Principal - 4950 
Peggy Gallegos Administrative Assistant -6424 
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STUDENTS ADULTS
Clear the hallways and remain in room or 
area until the “All Clear” is announced 

Do business as usual

Close and lock the door 
Account for students and adults 
Do business as usual

HOLD! In your room or area. Clear the halls.

IN AN EMERGENCY 
TAKE ACTION

STUDENTS ADULTS
Leave stuff behind if required to 
If possible, bring your phone 
Follow instructions

Lead students to Evacuation location 
Account for students and adults  
Notify if missing, extra or injured students 
or adults

STUDENTS ADULTS
Move away from sight 
Maintain silence 
Do not open the door 

Recover students from hallway if possible 
Lock the classroom door 
Turn out the lights  
Move away from sight 
Maintain silence 
Do not open the door 
Prepare to evade or defend

LOCKDOWN! Locks, lights, out of sight.

EVACUATE! (A location may be specified)

SHELTER! Hazard and safety strategy. 

© Copyright 2009-2024, All Rights Reserved. The “I Love U Guys” Foundation. The Standard Response Protocol and Logo are Trademarks of The “I Love U Guys” Foundation 
and may be registered in certain jurisdictions. This material may be duplicated for distribution per “SRP Terms of Use”. SRP Poster_EN | V 4.2 | Revised: 03/30/2024 
http://iloveuguys.org

STUDENTS ADULTS
Use appropriate safety strategy 
for the hazard

Lead safety strategy 
Account for students and adults 
Notify if missing, extra or injured students 
or adults

Hazard Safety Strategy 
Tornado	 Evacuate to shelter area 
Hazmat	 Seal the room 
Earthquake	 Drop, cover and hold 
Tsunami	 Get to high ground

STUDENTS TEACHERS
Return to inside of building 
Do business as usual 

Bring everyone indoors 
Lock outside doors 
Increase situational awareness  
Do business as usual 
Take attendance

SECURE! Get inside. Lock outside doors.

2025
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Dear Colleague:

Thank you for choosing to work as a substitute for Bellingham Public Schools!  
Whether you are new to the district or a returning substitute, we are excited to 
have you with us and look forward to your service to the students and staff in our 
district.

As a substitute, you provide an extremely valuable service to our schools.  Without 
you, we would not be able to offer our students a seamless educational experience 
on the days when regular staff are not present.  This is a highly valued and very 
important service, for which we thank you.

Please take some time to learn about The Bellingham Promise, which you will find 
online at http://bellinghamschools.org/TheBellinghamPromise and included in 
this Handbook.  This important document is our guiding light that reminds us of 
the important work we do, and the commitments that we all make to the students 
of this community.

If you have any questions about processes and procedures in our district, please 
contact our Substitute HR Specialist, Gabrielle Roberts, at (360) 676-2784 or 
Substitute.Services@bellinghamschools.org.

Thank you, and welcome to Bellingham Public Schools.

Matt Whitten

Matt Whitten
Assistant Superintendent of Human Resources

https://www.bellinghamschools.org/about/the-bellingham-promise
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Great Teaching with 
Strong Support 

High quality instruction occurs every day in 
every classroom, where we establish a safe 

and engaging learning environment. We 
support culturally-responsive instruction 

through effective leadership, ongoing staff 
learning, and a diverse staff reflective of our 

students. 

Innovation 
and Flexibility 

We support the diverse needs and 
learning styles of our students by 
being innovative and flexible. We 

embrace change and creative 
thinking and know that this 

requires a high level of trust and 
engagement with our community. 

Early Childhood 
Education 

We support students and families 
from prenatal through graduation. 

We invest in a strong early childhood 
program because of its powerful 

long-term return for our students and 
community. 

A One 
Schoolhouse 

Approach 
Our schools are part of a larger One 

Schoolhouse, and we focus on taking 
care of each other. We provide an 

equitable distribution of resources 
and services to ensure excellence for 

all students. 

Student, Family, and 
Community Engagement 

We develop partnerships and engage with a 
wide variety of stakeholders, including families 

and community partners, to support the 
success of all students. 

key strategies 
We will accomplish this by focusing on… 

vision 
We, as a community, 
make a collective commitment to 
Bellingham’s children. We will 
empower every child to discover 
and develop their passions, 
contribute to their community, 
and achieve a fulfilling and 
productive life. 

mission 
We collectively commit 
that our students are cared for and 
respected, and that they will 
graduate from our schools prepared 
for success. All students will be 
exceptional in their own way, with 
strong character, a passion for 
learning, and ready for the widest 
range of educational and vocational 
options to support a diversity of life 
choices. 

core beliefs 
We believe: 

•  compassion and service 
build community, 

•  teaching children to do their 
best involves self-reflection 
and reaching higher, 

•  diversity enhances a strong 
and healthy community, and 

•  together we achieve more 
than alone. 

•  all children should be loved, 
•  the whole child is important, 
•  every child can learn at high 

levels, 
•  early learning and development 

are critical, 
•  learning is lifelong and essential 

to a high quality of life, 

outcomes 
We develop students and 
graduates who are… 

•  readers and writers, 

•  scientists and mathematicians, 

•  historians and global thinkers,

•  artists and performers, 
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•  artisans and technicians, 
•  multilingual readers and speakers, 
•  skilled users of technology and 

information, 

•  leaders, collaborators 
and team players, 

•  dependable and responsible 
people, 

•  confident individuals who 
continuously challenge themselves, 

•  respectful and compassionate 
humans, 

•  honest and ethical individuals 
who act with integrity, 

• healthy, active individuals, 

• critical thinkers and problem solvers, 
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• effective communicators, 
• innovators and creators, and 
• well-rounded community members 

engaged with the broader world. 
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Equity, Diversity 
and Inclusion 

We envision and strive for a more diverse, 
inclusive and equitable organization. Focus 

areas include, but are not limited to, race 
and ethnicity, gender identity and sexual 

orientation, socioeconomic status, ability, 
language and culture. 
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S u b st i t u t e  I n f o r m a t i o n  &  Po l i c i e s

Subs t i t u te  Respons ib i l i t i e s

Ma in ta i n i ng  Confiden t i a l i t y

M a i n t a i n i n g  c o n fi d e n t i a l i t y  i s  m a n d a t e d  b y  t h e  Fe d e r a l  E d u c a t i o n a l  
R i g h t s  a n d  P r i v a c y  A c t  ( F E R PA )  f o r  s t u d e n t s  a n d  H I PA A  l a w s  f o r  s t a f f .  
I t  i s  t h e  l a w,  a n d  i t  i s  i m p e r a t i v e  t h a t  s c h o o l  p e r s o n n e l  f o l l o w  t h i s  
e t h i c a l  c o d e  o f  c o n d u c t .  We  a r e  e x p e c t e d  t o  r e s p e c t  t h e  l e g a l  a n d  
h u m a n  r i g h t s  o f  c h i l d r e n  a n d  t h e i r  f a m i l i e s ,  a s  w e l l  a s  o u r  c o w o r k e r s  
a n d  o t h e r  d i s t r i c t  s t a f f .  T h e r e f o r e ,  m a i n t a i n i n g  c o n fi d e n t i a l i t y  i s  
e s s e n t i a l .

A s  a n  e m p l o y e e ,  y o u  m a y  l e a r n  c o n fi d e n t i a l  i n f o r m a t i o n  a b o u t  s t u d e n t s  
i n  y o u r  s c h o o l  a n d  s t a f f  o f  t h e  D i s t r i c t .  I t  i s  o f  c r i t i c a l  i m p o r t a n c e  t h a t  
y o u  k e e p  t h a t  i n f o r m a t i o n  c o n fi d e n t i a l  a n d  n o t  d i v u l g e  i t ,  e v e n  t o  
f r i e n d s  o r  f a m i l y.  S t u d e n t s  a n d  f a m i l i e s  t r u s t  y o u  –  j u s t  a s  t h e y  d o  
o t h e r  s t a f f  m e m b e r s  –  t o  m a i n t a i n  t h e i r  r i g h t s  a n d  p r i v a c y.  E m p l o y e e s
s h o u l d  a l w a y s  t h i n k  b e f o r e  d i s c u s s i n g  i n f o r m a t i o n  w i t h  a  t h i r d  p a r t y.  
O n l y  t h o s e  i n d i v i d u a l s  w h o  a r e  d i r e c t l y  i n v o l v e d  “ n e e d  t o  k n o w ”  
i n f o r m a t i o n .

• A l w a y s  a r r i v e  o n  t i m e  a s  l i s t e d  i n  A b s e n c e  M a n a g e m e n t .   C h e c k  i n
w i t h  t h e  s c h o o l  o f fi c e  a n d  s i g n  t h e  A b s e n c e  M a n a g e m e n t  s i g n  i n
s h e e t .   B e  s u r e  t h e  j o b  d e s c r i p t i o n  a n d  t i m e s  r e fl e c t  y o u r  a s s i g n m e n t ,
a s  t h i s  i s  w h a t  i s  r e p o r t e d  t o  t h e  P a y r o l l  D e p a r t m e n t .   T h e  s i g n  i n
s h e e t  m u s t  b e  s i g n e d  e a c h  d a y  y o u  w o r k .

S u b s t i t u t e s  a r e  r e q u i r e d  t o  w o r k  t h e  d u r a t i o n  o f  t h e  d a y  e v e n  o n  e a r l y  
r e l e a s e  d a y s  u n l e s s  y o u  a r e  d i r e c t e d  o t h e r w i s e .

• O b t a i n  t h e  e m p l o y e e ’s  l e s s o n  p l a n s  o r  c h e c k  w i t h  t h e  s c h o o l ’s
a d m i n i s t r a t i v e  a s s i s t a n t .   I t  i s  i m p o r t a n t  t o  f a m i l i a r i z e  y o u r s e l f  w i t h
a n y  s c h e d u l e  c h a n g e s ,  fi r e  d r i l l s  a n d  e m e r g e n c y  p r o c e d u r e s .   A n
“ E m e r g e n c y  P r o c e d u r e s  f o r  S c h o o l  S t a f f ”  fl i p  c h a r t  s h o u l d  b e
d i s p l a y e d  i n  e a c h  c l a s s r o o m .

• A l l  s u b s t i t u t e s  s h o u l d  w e a r  t h e i r  s u b s t i t u t e  I D  b a d g e .   I f  y o u  h a v e
f o r g o t t e n  y o u r s ,  t e m p o r a r y  n a m e  t a g s  c a n  b e  o b t a i n e d  i n  t h e  o f fi c e .

• Pe r s o n a l  C e l l  P h o n e s  -  W h i l e  a t  w o r k ,  e m p l o y e e s  a r e  e x p e c t e d  t o
e x e r c i s e  d i s c r e t i o n  i n  u s i n g  p e r s o n a l  c e l l u l a r  p h o n e s .  Pe r s o n a l  c a l l s
d u r i n g  w o r k  h o u r s ,  r e g a r d l e s s  o f  t h e  p h o n e  u s e d ,  c a n  i n t e r f e r e  w i t h
e m p l o y e e  p r o d u c t i v i t y,  s t u d e n t  s a f e t y  a n d  m a y  b e  d i s t r a c t i n g  t o
o t h e r s .  S u b s t i t u t e s  a r e  o n l y  t o  m a k e  p e r s o n a l  c a l l s  d u r i n g  b r e a k s  a n d
l u n c h  a n d  t o  e n s u r e  t h a t  f r i e n d s  a n d  f a m i l y  m e m b e r s  a r e  a w a r e  o f  t h e
d i s t r i c t ’s  p o l i c y.
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Dress  Code

B e l l i n g h a m  P u b l i c  S c h o o l s  d o e s  n o t  h a v e  a n  o f fi c i a l  d r e s s  c o d e  f o r  
s t a f f .  H o w e v e r,  h e r e  a r e  a  f e w  g e n e r a l  g u i d e l i n e s  t o  c o n s i d e r :

• T h i n k  a b o u t  t h e  t y p e  o f  w o r k  y o u  w i l l  b e  d o i n g .
• B e  p r e p a r e d  f o r  b o t h  i n d o o r  a n d  o u t d o o r  s e t t i n g s  b y  w e a r i n g

a p p r o p r i a t e  s h o e s  a n d  o u t e r w e a r.
• B e  m i n d f u l  o f  w e a r i n g  s c e n t e d  p e r f u m e s  a n d  l o t i o n s .

Emergency  Con tac t  Fo r  ms

A l t h o u g h  e m e r g e n c i e s  o n  t h e  j o b  a r e  r a r e ,  i t  ' s  i m p o r t a n t  t o  b e  
p r e p a r e d .  P l e a s e  m a k e  s u r e  t o  r e v i e w  a n d  u p d a t e  y o u r  e m e r g e n c y  
c o n t a c t  f o r m  e a c h  s c h o o l  y e a r.  Yo u  c a n  d o  t h i s  t h r o u g h  y o u r  S k y w a r d  
a c c o u n t  b y  f o l l o w i n g  t h e s e  s t e p s :  E m p l o y e e  I n f o r m a t i o n  >  O n l i n e  
Fo r m s  >  C l i c k  o n  E m e r g e n c y  C o n t a c t .

Subs t i t u te  Cance l l a t i ons

S o m e t i m e s ,  i t  i s  n e c e s s a r y  t o  c a n c e l  a  j o b  d u e  t o  i l l n e s s ,  e m e r g e n c i e s ,  
o r  o t h e r  u n f o r e s e e n  c i r c u m s t a n c e s .  P l e a s e  k e e p  t h e  f o l l o w i n g  i n  m i n d :

• C a n c e l i n g  a  J o b  W i t h i n  2 4  h o u r s  ( L a s t  M i n u t e ) :
◦ D u r i n g  s c h o o l  h o u r s -  C a n c e l  a n d  c o n t a c t  t h e  s c h o o l  d i r e c t l y
◦ O u t s i d e  o f  s c h o o l  h o u r s -  C o n t a c t  S u b s t i t u t e  S e r v i c e s  a n d  c a n c e l  t h e  

j o b  ( i f  y o u  c a n )
• I f  y o u  a r e  c a n c e l i n g  a  j o b  f o r  t h e  f u t u r e  ( m o r e  t h e n  2 4  h o u r s ) ,  i t  i s  n o t

n e c e s s a r y  t o  c o n t a c t  t h e  s u b s t i t u t e  o f fi c e ,  t h o u g h  s c h o o l s  w o u l d  
a p p r e c i a t e  t h e  h e a d s  u p .  

A  s u b s t i t u t e  w h o  d e m o n s t r a t e s  a  p a t t e r n  o f  l a s t - m i n u t e  c a n c e l l a t i o n s
m a y  b e  r e m o v e d  f r o m  t h e  s u b s t i t u t e  l i s t .  

I m p o r t a n t  N o t e :  I f  t h e  c a n c e l l a t i o n  o c c u r s  w i t h i n  2 4  h o u r s  o f  t h e  
a s s i g n m e n t ,  Fr o n t l i n e  w i l l  a u t o m a t i c a l l y  m a r k  i t  a s  a  “ n o n - w o r k ”  d a y,  
a n d  y o u  w i l l  n o  l o n g e r  h a v e  a c c e s s  t o  a s s i g n m e n t s  f o r  t h a t  d a y.

O n c e  y o u  h a v e  a c c e p t e d  a n  a s s i g n m e n t ,  s t a f f  a r e  c o u n t i n g  o n  y o u  t o  b e
t h e r e .  P l e a s e  d o  n o t  a c c e p t  a  a s s i g n m e n t  i f  y o u  a r e  u n c e r t a i n  o f  y o u r  
a b i l i t y  t o  c o m m i t .  I t  i s  p r o b l e m a t i c  w h e n  s u b s t i t u t e s  c a n c e l  a n  
a s s i g n m e n t  t o  t a k e  o n  m o r e  d e s i r a b l e  p o s i t i o n s .  
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Schoo l  Cance l l a t i ons  & W ea ther  Emergenc i es

Remova l  f r om Subs t i t u te  L i s t

S c h o o l s  m a y  c l o s e  f o r  t h e  d a y  o r  o p e n  t w o  h o u r s  l a t e  d e p e n d i n g  o n  
w e a t h e r  c o n d i t i o n s .  D e c i s i o n s  a r e  u s u a l l y  m a d e  i n  t h e  e a r l y  m o r n i n g  
r a t h e r  t h a n  t h e  n i g h t  b e f o r e  t o  e n s u r e  t h a t  t h e  m o s t  u p - t o - d a t e  
w e a t h e r  c o n d i t i o n s  a n d  f o r e c a s t s  a r e  t a k e n  i n t o  a c c o u n t .  W h e n  t h e r e  
a r e  c h a n g e s  t o  s c h o o l  s c h e d u l e s  d u e  t o  s n o w  o r  b a d  w e a t h e r,  t h i s  
i n f o r m a t i o n  i s  t y p i c a l l y  c o m m u n i c a t e d  b y  6 : 0 0  a . m .  T h e  d i s t r i c t  u s e s  
v a r i o u s  m e t h o d s  t o  k e e p  y o u  i n f o r m e d .

Reasonab l e  Assurance

B e l l i n g h a m  P u b l i c  S c h o o l s  w i l l  c o n t i n u e  t o  o f f e r  y o u  s u b s t i t u t e  
e m p l o y m e n t  f o r  t h e  2 0 2 5 - 2 0 2 6  s c h o o l  y e a r.  I t  i s  a n t i c i p a t e d  t h a t  t h e
d i s t r i c t  w i l l  h a v e  a s  m u c h  [ o r  m o r e ]  w o r k  a v a i l a b l e  f o r  y o u  i n  
2 0 2 5 - 2 0 2 6  a s  w a s  a v a i l a b l e  f o r  y o u  t h i s  p a s t  s c h o o l  y e a r,  t a k i n g  i n t o  
a c c o u n t  e n r o l l m e n t  p r o j e c t i o n s ,  t h e  n u m b e r  o f  p o s i t i o n s ,  a n d  t h e  s i z e  
o f  o u r  s u b s t i t u t e  l i s t .

E m p l o y m e n t  w i t h  o u r  d i s t r i c t  c a l l s  f o r  s e v e r a l  c u s t o m a r y  
v a c a t i o n / r e c e s s  p e r i o d s  d u r i n g  t h e  s c h o o l  y e a r,  a s  e s t a b l i s h e d  b y  t h e  
2 0 2 5 - 2 0 2 6  s c h o o l  c a l e n d a r  w h i c h  i s  p o s t e d  o n  t h e  d i s t r i c t  w e b s i t e .   
T h e  d i s t r i c t  e x p e c t s  t o  h a v e  s u b s t i t u t e  w o r k  a v a i l a b l e  f o r  y o u  f o l l o w i n g  
e a c h  o f  t h e s e  v a c a t i o n / r e c e s s  p e r i o d s

P l e a s e  c o n t a c t  S u b s t i t u t e  S e r v i c e s  i f  y o u  a r e  n o  l o n g e r  a v a i l a b l e .

S u b s t i t u t e s  m a y  b e  d e a c t i v a t e d   f o r  t h e  f o l l o w i n g  r e a s o n s :

- I n a c t i v i t y  -  Yo u  a r e  e x p e c t e d  t o  w o r k  a t  l e a s t  o n e  a s s i g n m e n t  p e r  
m o n t h   ( 1 0  i n s t a n c e s  i n  a  y e a r ) .  T h i s  a n n u a l  m i n i m u m  r e q u i r e m e n t  w i l l  
b e  p r o r a t e d  f o r  s u b s t i t u t e s  w h o  b e g i n  e m p l o y m e n t  a f t e r  t h e  s c h o o l  
y e a r  h a s  s t a r t e d

- E x c e s s i v e  l a s t  m i n u t e  c a n c e l l a t i o n s

- Fa i l u r e  t o  r e p o r t  t o  a n  a c c e p t e d  a s s i g n m e n t

- M u l t i p l e  l a t e  a r r i v a l s  o r  l e a v i n g  e a r l y

D e p e n d i n g  o n  t h e  c i r c u m s t a n c e s ,  y o u  w i l l  h a v e  t h e  o p p o r t u n i t y  t o  
r e a p p l y  t o  s u b s t i t u t e ,  w h i c h  r e q u i r e s  a n  o n l i n e  a p p l i c a t i o n ,  r e v i e w  o f  
y o u r  h i s t o r y  a n d  u p d a t i n g  H R  a n d  P a y r o l l  p a p e r w o r k .
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Annua l  Tra i n i ng

A s  d i s t r i c t  e m p l o y e e s ,  a l l  s u b s t i t u t e s  a r e  r e q u i r e d  t o  c o m p l e t e  
m a n d a t o r y  t r a i n i n g  o n  a n  a n n u a l  b a s i s .  T h i s  i n c l u d e s  t h e  B l o o d b o r n e  
P a t h o g e n  Tr a i n i n g ,  w h i c h  i s  c o m p l e t e d  d u r i n g  y o u r  o n b o a r d i n g  s e s s i o n .  
N e w  s u b s t i t u t e s  a r e  e x p e c t e d  t o  c o m p l e t e  t h e  r e m a i n i n g  r e q u i r e d  
t r a i n i n g s  a s  s o o n  a s  p o s s i b l e  w h i l e  a c t i v e l y  s u b s t i t u t i n g .
We  r e c o g n i z e  t h a t  s u b s t i t u t e s  m a y  n o t  w o r k  o n  a  d a i l y  b a s i s  a n d  t h a t  
t h e s e  t r a i n i n g s  a r e  c o m p l e t e d  o u t s i d e  o f  t h e  r e g u l a r  w o r k d a y.  A s  s u c h ,  
w e  u n d e r s t a n d  i t  m a y  t a k e  l o n g e r  f o r  s u b s t i t u t e s  t o  c o m p l e t e  a l l  
r e q u i r e d  m o d u l e s .  P l e a s e  n o t e  t h a t  c o m p e n s a t i o n  i s  n o t  p r o v i d e d  f o r  
t r a i n i n g  c o m p l e t e d  o u t s i d e  o f  s c h e d u l e d  w o r k  h o u r s .  H o w e v e r,  
c o m p l e t i o n  o f  t h e s e  t r a i n i n g s  i s  e s s e n t i a l  t o  r e m a i n  a c t i v e  o n  t h e  
s u b s t i t u t e  l i s t  e a c h  y e a r.

Pro fess i ona l  Deve l opment

B e l l i n g h a m  P u b l i c  S c h o o l s  o f f e r s  a  w i d e  r a n g e  o f  t r a i n i n g  a n d  
p r o f e s s i o n a l  d e v e l o p m e n t  ( P r o D e v )  o p p o r t u n i t i e s  t h r o u g h o u t  t h e  
s c h o o l  y e a r.  S u b s t i t u t e s  a r e  w e l c o m e  a n d  e n c o u r a g e d  t o  p a r t i c i p a t e  i n
t h e s e  c o u r s e s  f r e e  o f  c h a r g e ;  h o w e v e r,  p l e a s e  n o t e  t h a t  c o m p e n s a t i o n
i s  n o t  p r o v i d e d  f o r  t i m e  s p e n t  p a r t i c i p a t i n g  i n  t h e s e  t r a i n i n g s .
R e c o m m e n d e d  P r o D e v  c o u r s e s  f o r  s u b s t i t u t e s  t y p i c a l l y  i n c l u d e :

• S u p p o r t i n g  A l l  S t u d e n t s :  E f f e c t i v e  P a r a e d u c a t o r  S u p p o r t  i n  a n  
I n c l u s i v e  S e t t i n g  f o r  L e a r n e r s  w i t h  C o m p l e x  N e e d s

• Po s i t i v e  B e h a v i o r  S u p p o r t s :  P r e v e n t i n g  a n d  R e s p o n d i n g  t o  E s c a l a t i o n
• B a s i c s  o f  D e s t i n y  L i b r a r y  P r o g r a m  ( Fo r  S u b s t i t u t e s )

A d d i t i o n a l l y,  s u b s t i t u t e s  h a v e  a c c e s s  t o  t h e  B r a i n - B a s e d  R e g u l a t i o n
t r a i n i n g  s e r i e s ,  w h i c h  i n c l u d e s  t h e  f o l l o w i n g  m o d u l e s :

• P a r t  1
• P a r t  2
• P a r t  3
• P a r t  4

P a r t i c i p a t i o n  i n  t h e s e  t r a i n i n g s  h e l p s  s u b s t i t u t e s  b u i l d  v a l u a b l e  s k i l l s  
a n d  b e t t e r  s u p p o r t  s t u d e n t s  a n d  s t a f f  a c r o s s  t h e  d i s t r i c t .  We  
e n c o u r a g e  a l l  s u b s t i t u t e s  t o  t a k e  a d v a n t a g e  o f  t h e s e  o p p o r t u n i t i e s  a s  
p a r t  o f  t h e i r  o n g o i n g  p r o f e s s i o n a l  g r o w t h .
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S u b st i t u t e  I n f o r m a t i o n  &  Po l i c i e s

Job  T i t l es  and  Desc r i p t i ons

L e v e l  E  P a r a e d u c a t o r s

S u p e r v i s i o n  –  H e l p s  p r o m o t e  a  h a r m o n i o u s  a t m o s p h e r e  a n d  s a f e  
e n v i r o n m e n t  f o r  s t u d e n t s .  M a y  t a k e  p l a c e  o n  t h e  p l a y g r o u n d ,  i n  t h e
l u n c h r o o m ,  a t  b u s  p i c k  u p / d r o p  o f f  p o i n t s ,  o n  t h e  s c h o o l  b u s  a n d  o t h e r
l o c a t i o n s  o f  t h e  s c h o o l  s i t e .

S k i l l s  S u p p o r t  –  A s s i s t s  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e  
c l i m a t e  f o r  s t u d e n t  l e a r n i n g .  P r o v i d e s  s p e c i fi c  s u p p o r t  f o r  a s s i g n e d  
s t u d e n t s  w h o  a r e  a t  r i s k ,  e d u c a t i o n a l l y  d i s a d v a n t a g e d ,  r e q u i r i n g  
p r o g r a m  s u p p o r t  f o r  a c a d e m i c  w o r k  n e c e s s a r y  t o  m e e t  s t a t e  s t a n d a r d s ,  
c o u r s e  c o m p l e t i o n ,  g r a d u a t i o n ,  a n d / o r  h a v e  a  v a r i e t y  o f  d i s a b i l i t i e s .  
Wo r k s  c l o s e l y  w i t h  c e r t i fi c a t e d  s t a f f  a s  p a r t  o f  a  p r o g r a m  o r  
i n s t r u c t i o n a l  t e a m .  I n s t r u c t i o n  m a y  t a k e  p l a c e  i n  t h e  g e n e r a l  e d u c a t i o n  
c l a s s r o o m  o r  a l t e r n a t i v e  l o c a t i o n .

M u l t i l i n g u a l  L e a r n e r  –  S u p p o r t s  M u l t i l i n g u a l  L e a r n e r s  ( M L L )  w i t h  
E n g l i s h  l a n g u a g e  s k i l l s  a n d  a c a d e m i c  c o n c e p t  d e v e l o p m e n t  t h r o u g h o u t  
t h e  D i s t r i c t ,  a s  d i r e c t e d  b y  a  c e r t i fi c a t e d  M L L  s t a f f  m e m b e r  t o  c r e a t e  
a n d  m a i n t a i n  a n  e f f e c t i v e  a n d  s u p p o r t i v e  c l i m a t e  f o r  s t u d e n t s  w h o s e  
fi r s t  l a n g u a g e  i s  n o t  E n g l i s h .

C h i l d c a r e  L e a d  –  A s s i s t s  i n  t h e  d e l i v e r y  o f  t o t a l  c a r e  t o  i n f a n t s  a n d  
t o d d l e r s  e n r o l l e d  i n  t h e  G r a d s  C h i l d c a r e  C e n t e r ;  s u p p o r t s  a n  e f f e c t i v e ,  
s t i m u l a t i n g ,  a n d  s a f e  e n v i r o n m e n t  f o r  y o u n g  s t u d e n t s .

L e v e l  D  P a r a e d u c a t o r s

L i b r a r y  M e d i a  Te c h n i c i a n  -  H e l p s  p r o m o t e  a  h a r m o n i o u s  a t m o s p h e r e  
a n d  s a f e  e n v i r o n m e n t  f o r  s t u d e n t s ,  a s s i s t i n g  i n d i v i d u a l s  o r  s m a l l  
g r o u p s  w i t h  r e s e a r c h ,  c o m p u t e r- a s s i s t e d  i n s t r u c t i o n ,  b o o k  s e l e c t i o n ,  
c h e c k  o u t ,  d e s i g n a t e d  a s s i g n m e n t s ,  a c t i v i t i e s  a n d  t a s k s  a s  a s s i g n e d .

S t u d e n t  S u c c e s s  C o o r d i n a t o r  –  H e l p s  c o o r d i n a t e  a  p r o c e s s  t o  i d e n t i f y
s t u d e n t s  w h o  a r e  d e fi c i e n t  i n  c r e d i t s  t o w a r d  a  f o u r- y e a r  h i g h  s c h o o l  
d i p l o m a ;  a s s i s t s  t h e  a d m i n i s t r a t i v e  t e a m  i n  t h e  d e v e l o p m e n t  o f  
s t r a t e g i e s ,  i n t e r v e n t i o n s ,  a n d  g r a d u a t i o n  a c t i o n  p l a n s  w i t h  s t u d e n t s  
a n d  p a r e n t s ;  a n d  p r o v i d e  o n g o i n g  t r a c k i n g  a n d  m o n i t o r i n g  t o  r e i n f o r c e  
s t u d e n t  p r o g r e s s  t o w a r d  o n - t i m e  g r a d u a t i o n .

Paraeduca to rs
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L e v e l  C  P a r a e d u c a t o r s

S t u d e n t  S u p p o r t  –  A s s i s t s  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e  
c l i m a t e  f o r  s t u d e n t  l e a r n i n g ;  p r o v i d e s  s p e c i fi c  s u p p o r t  f o r  a s s i g n e d
s t u d e n t s  w i t h  d i s a b i l i t i e s  a n d  p r o v i d e s  t h e s e  s t u d e n t s  w i t h  
m o t i v a t i o n a l  s u p p o r t  a n d  r e i n f o r c e m e n t  o f  s t u d e n t  e f f o r t s  a n d  
a c h i e v e m e n t s .  I n s t r u c t i o n  m a y  t a k e  p l a c e  i n  t h e  g e n e r a l  e d u c a t i o n  
c l a s s r o o m  o r  a l t e r n a t i v e  l o c a t i o n .

E a r l y  L e a r n i n g  -  A s s i s t s  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e ,  s a f e  
a n d  s t i m u l a t i n g  c l i m a t e  f o r  s t u d e n t  l e a r n i n g  a n d  w o r k s  c l o s e l y  w i t h  
c e r t i fi c a t e d  s t a f f  a s  p a r t  o f  a  p r o g r a m  o r  i n s t r u c t i o n a l  t e a m  t o  p r o v i d e  
a  s t r o n g  l e a r n i n g  e n v i r o n m e n t  s u p p o r t i v e  o f  a l l  l e a r n e r s .

C h i l d c a r e  S i t e  S u p e r v i s o r  –  A s s i s t s  i n  d e l i v e r y  o f  p r o g r a m  a t  o u r  
c h i l d c a r e  c e n t e r s .  S u p e r v i s e s  o t h e r  c h i l d c a r e  t e a m  m e m b e r s .

E n r i c h m e n t  -  A s s i s t  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e  c l i m a t e  f o r  
s t u d e n t  l e a r n i n g .  P r o v i d e  s p e c i fi c  s u p p o r t  f o r  a s s i g n e d  s t u d e n t s  w i t h  
d i s a b i l i t i e s  a n d  p r o v i d e  t h e s e  s t u d e n t s  w i t h  m o t i v a t i o n a l  s u p p o r t  a n d  
r e i n f o r c e m e n t  o f  s t u d e n t  e f f o r t s  a n d  a c h i e v e m e n t s .   

L e v e l  B  P a r a e d u c a t o r s

J o b  C o a c h  –  A s s i s t s  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e  c l i m a t e  f o r  
s t u d e n t  l e a r n i n g ;  s u p e r v i s e s  s t u d e n t  l e a r n i n g  a c t i v i t i e s  a n d  m o n i t o r s  
s t u d e n t  b e h a v i o r  a t  a  j o b  p l a c e m e n t  s i t e ;  w o r k s  u n d e r  t h e  d i r e c t i o n  o f  a  
c e r t i fi c a t e d  s t a f f  m e m b e r.

OT / P T  A s s i s t a n t  -  A s s i s t s  i n  c r e a t i n g  a n d  m a i n t a i n i n g  a n  e f f e c t i v e  
c l i m a t e  f o r  s t u d e n t  l e a r n i n g ,  a s  d i r e c t e d  b y  t h e  O c c u p a t i o n a l  a n d  
P h y s i c a l  T h e r a p i s t s ;  a s s i s t s  i n  g a t h e r i n g  a n d  p r o d u c i n g  a p p r o p r i a t e  
p r o g r a m  a n d  t e a c h i n g  m a t e r i a l s .

S c h o o l  S u p p o r t  –  P r o v i d e s  s u p p o r t  t o  s t u d e n t s  a n d  s t a f f  o f  a l l  g r a d e  
l e v e l s  i n  a l l  a c a d e m i c  s e t t i n g s  t h r o u g h o u t  t h e  D i s t r i c t ;  w o r k s  c l o s e l y
w i t h  t h e  B e h a v i o r  S p e c i a l i s t  a n d  o t h e r  s t a f f  t o  p r o m o t e  a  s a f e  a n d
e f f e c t i v e  l e a r n i n g  c l i m a t e  f o r  s t u d e n t s  w i t h  c o m p l e x  n e e d s .

C a m p u s  M o n i t o r  –  S u p p o r t s  h i g h  s c h o o l  a n d / o r  m i d d l e  s c h o o l  t o  
p r o v i d e  a  s a f e  c a m p u s  a n d  a s s i s t s  s t a f f  i n  c r e a t i n g  a n  e f f e c t i v e  c l i m a t e  
f o r  s t u d e n t  l e a r n i n g .

D e a f / B l i n d  S t u d e n t  S u p p o r t  –  S p e c i a l i s t  f a c i l i t a t e s  i n t e r a c t i o n ,  
c o m m u n i c a t i o n ,  a n d  t h e  t r a n s m i s s i o n  o f  i n f o r m a t i o n  p e r  t h e  s t u d e n t ’s  
n e e d s ,  a s  i d e n t i fi e d  b y  t h e  I n d i v i d u a l i z e d  E d u c a t i o n  P l a n  ( I E P )  Te a m ,  
r e q u i r i n g  a  p r o fi c i e n c y  i n  t h e  m o d e ( s )  o r  c o m m u n i c a t i o n  o r  l a n g u a g e  
u s e d  b y  t h e  s t u d e n t .

6



S u b st i t u t e  I n f o r m a t i o n  &  Po l i c i e s

Job  T i t l es  and  Desc r i p t i ons

L e v e l  E  A d m i n i s t r a t i v e  A s s i s t a n t

M S  A t h l e t i c  A d m i n i s t r a t i v e  A s s i s t a n t ,  M S  A d m i n i s t r a t i v e  A s s i s t a n t  –  
P r o v i d e s  c l e r i c a l  s u p p o r t  t o  a  v a r i e t y  o f  s c h o o l s  a n d  o f fi c e s ,  i n c l u d i n g  
s u p p o r t  t o  t h e  A d m i n i s t r a t i v e  A s s i s t a n t  t o  t h e  P r i n c i p a l  a n d  A s s i s t a n t  
P r i n c i p a l ;  p r o v i d e s  v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  
s t a f f ,  a n d  t h e  p u b l i c  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  
a s s i g n e d  s c h o o l / p r o g r a m .

O f fi c e  A d m i n i s t r a t i v e  A s s i s t a n t  -  P r o v i d e s  c l e r i c a l  s u p p o r t  t o  a  v a r i e t y  
o f  s c h o o l s  a n d  o f fi c e s ,  i n c l u d i n g  s u p p o r t  t o  t h e  A d m i n i s t r a t i v e  
A s s i s t a n t  t o  t h e  P r i n c i p a l ,  A s s i s t a n t  P r i n c i p a l ,  D e a n  o f  S t u d e n t s ;  
p r o v i d e s  v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  
p u b l i c .

A s s i s t a n t  P r i n c i p a l ,  C o u n s e l i n g ,  O p t i o n s  H S ,  C o m m u n i t y  Tr a n s i t i o n s ,  
Tr a f fi c  S a f e t y  A d m i n i s t r a t i v e  A s s i s t a n t ,  S p e c i a l  E d u c a t i o n  H S  A d m i n  
A s s i s t a n t ,  a n d  D i s t r i c t  O f fi c e  R e c e p t i o n i s t  –  P r o v i d e s  c l e r i c a l  s u p p o r t  
t o  a  v a r i e t y  o f  d i s t r i c t  o f fi c e s ,  i n c l u d i n g  C o u n s e l i n g ,  A t t e n d a n c e ,  
O p t i o n s  H S ,  t h e  o f fi c e s  o f  t h e  s e c o n d a r y  A s s i s t a n t  P r i n c i p a l s ,  t h e  
D i s t r i c t  O f fi c e ,  Tr a f fi c  S a f e t y  a n d  S p e c i a l  E d u c a t i o n ;  p r o v i d e s  v a r i o u s  
s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .

L e v e l  D  A d m i n i s t r a t i v e  A s s i s t a n t

S p e c i a l  E d u c a t i o n  P r o g r a m  A d m i n i s t r a t i v e  A s s i s t a n t  –  P r o v i d e  
a d m i n i s t r a t i v e  a s s i s t a n t  s u p p o r t  t o  a  v a r i e t y  o f  s c h o o l  o f fi c e s  a n d  
s p e c i a l i z e d  d i s t r i c t - w i d e  p r o g r a m s ;  Fa m i l y  E n g a g e m e n t  a n d  S p e c i a l  
E d u c a t i o n .  A s s i s t  w i t h  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  
a n d  t h e  p u b l i c  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  a s s i g n e d  
s c h o o l / p r o g r a m  a n d  B e l l i n g h a m  P u b l i c  S c h o o l s .

L e v e l  C  A d m i n i s t r a t i v e  A s s i s t a n t

Fa c i l i t y  U s e  a n d  A c c e s s  A d m i n i s t r a t i v e  A s s i s t a n t  –  P r o v i d e  
A d m i n i s t r a t i v e  A s s i s t a n t  s u p p o r t  f o r  t h e  d i s t r i c t ’s  Fa c i l i t i e s  a n d  
S u s t a i n a b i l i t y  D e p a r t m e n t  a n d  a d m i n i s t r a t i o n .  S u p p o r t  s e r v i c e s  f o r  t h e  
Fa c i l i t i e s  a n d  S u s t a i n a b i l i t y  D e p a r t m e n t  i n c l u d e  f a c i l i t i e s  r e n t a l  
m a n a g e m e n t ,  a c c e s s  c o n t r o l  s y s t e m  i m p l e m e n t a t i o n  a n d  m a i n t e n a n c e ,  
a n d  s u p p o r t  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c  a n d  p r o m o t e  
p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  a s s i g n e d  s c h o o l / p r o g r a m .

Admin i s t ra t i ve  Ass i s t an t ,  Bus iness/Accoun t i ng ,  
Educa t i ona l  Suppor t
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L e v e l  E  A d m i n i s t r a t i v e  A s s i s t a n t

M S  A t h l e t i c  A d m i n i s t r a t i v e  A s s i s t a n t ,  M S  A d m i n i s t r a t i v e  A s s i s t a n t  –
P r o v i d e s  c l e r i c a l  s u p p o r t  t o  a  v a r i e t y  o f  s c h o o l s  a n d  o f fi c e s ,  i n c l u d i n g  
s u p p o r t  t o  t h e  A d m i n i s t r a t i v e  A s s i s t a n t  t o  t h e  P r i n c i p a l  a n d  A s s i s t a n t  
P r i n c i p a l ;  p r o v i d e s  v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  
s t a f f ,  a n d  t h e  p u b l i c  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  
a s s i g n e d  s c h o o l / p r o g r a m .

O f fi c e  A d m i n i s t r a t i v e  A s s i s t a n t  -  P r o v i d e s  c l e r i c a l  s u p p o r t  t o  a  v a r i e t y  
o f  s c h o o l s  a n d  o f fi c e s ,  i n c l u d i n g  s u p p o r t  t o  t h e  A d m i n i s t r a t i v e
A s s i s t a n t  t o  t h e  P r i n c i p a l ,  A s s i s t a n t  P r i n c i p a l ,  D e a n  o f  S t u d e n t s ;
p r o v i d e s  v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e
p u b l i c .

A s s i s t a n t  P r i n c i p a l ,  C o u n s e l i n g ,  O p t i o n s  H S ,  C o m m u n i t y  Tr a n s i t i o n s ,  
Tr a f fi c  S a f e t y  A d m i n i s t r a t i v e  A s s i s t a n t ,  S p e c i a l  E d u c a t i o n  H S  A d m i n  
A s s i s t a n t ,  a n d  D i s t r i c t  O f fi c e  R e c e p t i o n i s t  –  P r o v i d e s  c l e r i c a l  s u p p o r t  
t o  a  v a r i e t y  o f  d i s t r i c t  o f fi c e s ,  i n c l u d i n g  C o u n s e l i n g ,  A t t e n d a n c e ,  
O p t i o n s  H S ,  t h e  o f fi c e s  o f  t h e  s e c o n d a r y  A s s i s t a n t  P r i n c i p a l s ,  t h e  
D i s t r i c t  O f fi c e ,  Tr a f fi c  S a f e t y  a n d  S p e c i a l  E d u c a t i o n ;  p r o v i d e s  v a r i o u s  
s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .

L e v e l  D  A d m i n i s t r a t i v e  A s s i s t a n t

S p e c i a l  E d u c a t i o n  P r o g r a m  A d m i n i s t r a t i v e  A s s i s t a n t  –  P r o v i d e  
a d m i n i s t r a t i v e  a s s i s t a n t  s u p p o r t  t o  a  v a r i e t y  o f  s c h o o l  o f fi c e s  a n d  
s p e c i a l i z e d  d i s t r i c t - w i d e  p r o g r a m s ;  Fa m i l y  E n g a g e m e n t  a n d  S p e c i a l  
E d u c a t i o n .  A s s i s t  w i t h  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  
a n d  t h e  p u b l i c  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  a s s i g n e d
s c h o o l / p r o g r a m  a n d  B e l l i n g h a m  P u b l i c  S c h o o l s .

L e v e l  C  A d m i n i s t r a t i v e  A s s i s t a n t

Fa c i l i t y  U s e  a n d  A c c e s s  A d m i n i s t r a t i v e  A s s i s t a n t  –  P r o v i d e  
A d m i n i s t r a t i v e  A s s i s t a n t  s u p p o r t  f o r  t h e  d i s t r i c t ’s  Fa c i l i t i e s  a n d  
S u s t a i n a b i l i t y  D e p a r t m e n t  a n d  a d m i n i s t r a t i o n .  S u p p o r t  s e r v i c e s  f o r  t h e
Fa c i l i t i e s  a n d  S u s t a i n a b i l i t y  D e p a r t m e n t  i n c l u d e  f a c i l i t i e s  r e n t a l  
m a n a g e m e n t ,  a c c e s s  c o n t r o l  s y s t e m  i m p l e m e n t a t i o n  a n d  m a i n t e n a n c e ,  
a n d  s u p p o r t  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c  a n d  p r o m o t e  
p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  a s s i g n e d  s c h o o l / p r o g r a m .

M S  R e g i s t r a r  &  S t u d e n t  S e r v i c e s  A d m i n i s t r a t i v e  A s s i s t a n t  -  M a n a g e s  
t h e  s t u d e n t  r e g i s t r a t i o n ,  g r a d i n g ,  a n d  a  v a r i e t y  o f  s t u d e n t  d a t a  a n d  
r e c o r d s  w i t h i n  t h e  m i d d l e  s c h o o l  r e g i s t r a r  a n d  c o u n s e l o r ’s  o f fi c e ;  
p r o v i d e s  k e y  t e c h n i c a l  s u p p o r t  i n  t h e  c r e a t i o n  a n d  m a i n t e n a n c e  o f  t h e  
m i d d l e  s c h o o l  m a s t e r  s c h e d u l e ;  p r o v i d e s  v a r i o u s  s u p p o r t  s e r v i c e s  f o r  
s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .
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H S  R e g i s t r a r  -  M a n a g e s  t h e  s t u d e n t  r e g i s t r a t i o n ,  g r a d i n g ,  a n d  o f  a  
v a r i e t y  o f  s t u d e n t  d a t a  a n d  r e c o r d s  w i t h i n  t h e  h i g h  s c h o o l  r e g i s t r a r  a n d
c o u n s e l o r ’s  o f fi c e ;  p r o v i d e s  k e y  t e c h n i c a l  s u p p o r t  i n  t h e  c r e a t i o n  a n d  
m a i n t e n a n c e  o f  t h e  h i g h  s c h o o l  m a s t e r  s c h e d u l e ;  p r o v i d e s  v a r i o u s  
s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .

L e v e l  B  A d m i n i s t r a t i v e  A s s i s t a n t

P r i n c i p a l  A d m i n i s t r a t i v e  A s s i s t a n t  –  M a n a g e s  t h e  o p e r a t i o n  o f  a  
s c h o o l  c e n t r a l  o f fi c e  a t  t h e  E l e m e n t a r y,  M i d d l e  a n d  H i g h  S c h o o l  l e v e l  
a n d  s e r v e s  a s  A d m i n i s t r a t i v e  A s s i s t a n t  t o  t h e  P r i n c i p a l ;  p r o v i d e s  
v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .

O p e r a t i o n s  A d m i n i s t r a t i v e  A s s i s t a n t  –  P r o v i d e s  a d m i n i s t r a t i v e  
a s s i s t a n t  s u p p o r t  t o  a  v a r i e t y  o f  s p e c i a l i z e d  d i s t r i c t - w i d e  p r o g r a m s ,  
s u c h  a s  Fo o d  S e r v i c e s ,  Fa c i l i t i e s  a n d  S u s t a i n a b i l i t y,  a n d  Tr a n s p o r t a t i o n

Te a c h i n g  a n d  L e a r n i n g  A d m i n i s t r a t i v e  A s s i s t a n t  –  M a n a g e  t h e
o p e r a t i o n  o f  a  v a r i e t y  o f  p r o g r a m s  w i t h i n  t h e  D e p a r t m e n t  o f  Te a c h i n g
a n d  L e a r n i n g  ( DT L )  o f fi c e  a n d  s e r v e s  a s  A d m i n i s t r a t i v e  A s s i s t a n t  t o  a
o n e  o r  m o r e  D i r e c t o r ( s )  o f  Te a c h i n g  a n d  L e a r n i n g .  P r o v i d e  v a r i o u s
s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c  a n d  
p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  d e p a r t m e n t  a n d  B e l l i n g h a m  
P u b l i c  S c h o o l s .

S p e c i a l  E d u c a t i o n  P r o g r a m  A s s i s t a n t  –  P r o v i d e s  a d m i n i s t r a t i v e  
a s s i s t a n t  s u p p o r t  t o  t h e  S p e c i a l  E d u c a t i o n  D e p a r t m e n t .   A s s i s t  i n  
v a r i o u s  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c  a n d  
p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e  a s s i g n e d  s c h o o l /  p r o g r a m  
a n d  B e l l i n g h a m  P u b l i c  S c h o o l s .

P u b l i c  R e c o r d s  A d m i n i s t r a t i v e  A s s i s t a n t  – O r g a n i z e  a n d  p r e p a r e  
d o c u m e n t s  f o r  r e c o r d s  r e q u e s t s  u n d e r  t h e  d i r e c t i o n  o f  t h e  A s s i s t a n t  
D i r e c t o r  o f  C o m m u n i c a t i o n s .

H S  A c t i v i t i e s  &  A t h l e t i c s  A d m i n i s t r a t i v e  A s s i s t a n t  -  P r o v i d e  
a d m i n i s t r a t i v e  a s s i s t a n t  s u p p o r t  t o  a  v a r i e t y  o f  s c h o o l  o f fi c e s  a n d  
s p e c i a l i z e d  d i s t r i c t - w i d e  p r o g r a m s ;  Fa m i l y  E n g a g e m e n t ,  H i g h  S c h o o l  
A t h l e t i c s  &  A c t i v i t i e s  a n d  S p e c i a l  E d u c a t i o n .  S u p p o r t  s e r v i c e s  f o r  
s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c  a n d  p r o m o t e s  p o s i t i v e  p u b l i c
r e l a t i o n s  f o r  t h e  a s s i g n e d  s c h o o l / p r o g r a m  a n d  B e l l i n g h a m  P u b l i c  
S c h o o l s .

H S  R e g i s t r a r  -  M a n a g e s  t h e  s t u d e n t  r e g i s t r a t i o n ,  g r a d i n g ,  a n d  o f  a  
v a r i e t y  o f  s t u d e n t  d a t a  a n d  r e c o r d s  w i t h i n  t h e  h i g h  s c h o o l  r e g i s t r a r  a n d
c o u n s e l o r ’s  o f fi c e ;  p r o v i d e s  k e y  t e c h n i c a l  s u p p o r t  i n  t h e  c r e a t i o n  a n d  
m a i n t e n a n c e  o f  t h e  h i g h  s c h o o l  m a s t e r  s c h e d u l e ;  p r o v i d e s  v a r i o u s  
s u p p o r t  s e r v i c e s  f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  a n d  t h e  p u b l i c .

9



L e v e l  B  B u s i n e s s / A c c o u n t i n g

A S B  B o o k ke e p e r  –  M a n a g e s  t h e  A S B  fi n a n c i a l  a n d  p a y r o l l  
o p e r a t i o n s  f o r  a  h i g h  s c h o o l  o f fi c e  a n d  m a i n t a i n s  r e c o r d s  f o r  a l l  
A S B  fi n a n c i a l  t r a n s a c t i o n s ;  p r o v i d e s  v a r i o u s  A S B  s u p p o r t  s e r v i c e s  
f o r  s t u d e n t s ,  p a r e n t s ,  s t a f f ,  v e n d o r s ,  a n d  t h e  p u b l i c .  

A c c o u n t i n g  Te c h n i c i a n  –  P r o v i d e  a c c o u n t i n g  s u p p o r t  t o  s c h o o l s  
a n d  d i s t r i c t - w i d e  p r o g r a m s  t h r o u g h  s p e c i a l i z e d  
b u s i n e s s / a c c o u n t i n g  f u n c t i o n s ,  i n c l u d i n g  P u r c h a s i n g ,  A c c o u n t s  
P a y a b l e ,  A c c o u n t s  R e c e i v a b l e  a n d  Fo o d  S e r v i c e s .  A s s i s t  i n  
s e r v i c e s  f o r  s t a f f ,  f a m i l i e s ,  s t u d e n t s  a n d  t h e  p u b l i c ,  i n c l u d i n g  
v e n d o r s  a n d  c u s t o m e r s ,  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  
B e l l i n g h a m  P u b l i c  S c h o o l s .

L e v e l  A  B u s i n e s s / A c c o u n t i n g

P a y r o l l  Te c h n i c i a n  –  P r o c e s s  a n d  a u d i t  m o n t h l y  p a y r o l l  r e c o r d s  
a n d  r e p o r t s  f r o m  a  v a r i e t y  o f  s o u r c e s  a n d  d a t a  s y s t e m s .  P r o v i d e  
p a y r o l l  s e r v i c e s  f o r  s t a f f ,  a d m i n i s t r a t o r s  a n d  v e n d o r s  a n d  
p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  B e l l i n g h a m  P u b l i c  S c h o o l s .

L e v e l  D  E d u c a t i o n a l  S u p p o r t

P r i n t  S h o p  A s s i s t a n t  –  C o m p l e t e  t h e  a s s i g n m e n t s  p r o v i d e d  b y  t h e
P r i n t  S h o p  O p e r a t o r  a n d  p r o m o t e s  p o s i t i v e  p u b l i c  r e l a t i o n s  f o r  t h e
P r i n t  S h o p  a n d  B e l l i n g h a m  P u b l i c  S c h o o l s .

H e a l t h  S e r v i c e s  A s s i s t a n t  –  P r o v i d e  h e a l t h  r o o m  s e r v i c e s  f o r  
s t u d e n t s  a n d  m a i n t a i n i n g  h e a l t h  d a t a  a n d  r e c o r d s  u n d e r  g e n e r a l  
s u p e r v i s i o n  o f  t h e  s c h o o l  n u r s e ,  a n d  a d m i n i s t r a t o r s .  T h e y  w i l l  
w o r k  c l o s e l y  w i t h  t h e  s c h o o l  n u r s e ,  a n d  c o m m u n i t y  p a r t n e r s  t o  
p r o v i d e  e x c e p t i o n a l  c a r e  t o  e n h a n c e  t h e  h e a l t h  o f  a l l  s t u d e n t s  t o  
m a x i m i z e  t h e i r  e d u c a t i o n a l  o p p o r t u n i t i e s .

L e v e l  B  E d u c a t i o n a l  S u p p o r t

C a r e e r  a n d  C o l l e g e  C o o r d i n a t o r  –  S u p p o r t s  s t u d e n t s  a s  t h e y  p l a n  
f o r  h i g h  s c h o o l  a n d  b e y o n d ;  f o c u s e s  o n  p r e p a r i n g  s t u d e n t s  f o r  a  
w i d e  r a n g e  o f  e d u c a t i o n a l  a n d  v o c a t i o n a l  o p t i o n s .

T h e a t r e  Te c h n i c i a n  –  P r o v i d e s  t e c h n i c a l  a n d  a c a d e m i c  s u p p o r t  t o  
t h e  T h e a t r e  p r o g r a m .
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F r o n t l i n e  A b s e n c e  M a n a g e m e n t

Accep t i ng  Subs t i t u te  Ass ignments

Av a i l a b l e  j o b s  n o t i fi c a t i o n s  w i l l  e i t h e r  g o  o u t  v i a  t h e  Fr o n t l i n e  
a u t o m a t e d  p h o n e  s y s t e m  o r  y o u  c a n  v i e w  a v a i l a b l e  j o b s  b y  
a c c e s s i n g  y o u r  a c c o u n t  o n l i n e  o r  v i a  t h e  Fr o n t l i n e  E d u c a t i o n  
A p p .

O n e  o f  t h e  c h a l l e n g e s  t h a t  s c h o o l s  f a c e  o n  a  f r e q u e n t  b a s i s  i s  
t h e  s c h e d u l i n g  o f  s u b s t i t u t e  t e a c h e r s  o n  s h o r t  n o t i c e .  T h e r e  m a y
b e  t i m e s  w h e n  t h e  b u i l d i n g  w i l l  n e e d  t o  c h a n g e  y o u r  t e a c h i n g  
a s s i g n m e n t  i n  o r d e r  t o  e n s u r e  t h a t  t h e  s t u d e n t s  r e c e i v e  t h e  
s u p p o r t  a n d  s u p e r v i s i o n  t h a t  t h e y  r e q u i r e .  A s  a  r u l e ,  t h e  
b u i l d i n g s  w i l l  s e e k  a l l  a v a i l a b l e  o p t i o n s  i n  o r d e r  t o  a v o i d  m a k i n g  
s a m e  d a y  c h a n g e s  t o  y o u r  a s s i g n m e n t .  H o w e v e r,  i f  t h i s  d o e s  
o c c u r,  i t  i s  u p  t o  t h e  b u i l d i n g  a d m i n i s t r a t o r ’s  d i s c r e t i o n  t o  m a k e
t h e  a s s i g n m e n t  c h a n g e .

H o w  w i l l  I  g e t  j o b s ?

1 .  T h e  a u t o m a t e d  c a l l  s y s t e m  m a y  c a l l  y o u  a t  h o m e  d u r i n g  o n e  
o f  t h e  s c h e d u l e d  e v e n i n g  c a l l - o u t  p e r i o d s ,  ( b e t w e e n  5 : 3 0  p . m .  t o
1 0 : 0 0  p . m . )  o r  m o r n i n g  c a l l - o u t  p e r i o d s ,  ( s t a r t i n g  a t  5 : 4 5  a . m .
u n t i l  t h e  j o b  i s  fi l l e d ) .  

2 .  Yo u  m a y  c a l l  t h e  a u t o m a t e d  c a l l  s y s t e m  a t  ( 8 0 0 )  9 4 2 - 3 7 6 7  
t o  l i s t e n  f o r  o p e n  j o b s .  

3 .  Yo u  m a y  l o g  i n  t o  h t t p : / / w w w. a e s o p o n l i n e . c o m  t o  r e v i e w  a n d
a c c e p t  o p e n  j o b s .  

4 .  A n  e m p l o y e e ,  s c h o o l ,  o r  t h e  s u b s t i t u t e  o f fi c e  m a y  c o n t a c t  
y o u  d i r e c t l y  t o  p r e - a r r a n g e  a n  a s s i g n m e n t .

5 .  Fr o n t l i n e  E d u c a t i o n  p h o n e  a p p -  I t s  f r e e

I n s t r u c t i o n s  f o r  a c c e s s i n g  b o t h  t h e  p h o n e  a n d  w e b  a p p l i c a t i o n  o f  
t h e  a u t o m a t e d  s u b  s y s t e m  a r e  i n c l u d e d  i n  y o u r  s u b  i n f o r m a t i o n  
p a c k e t .  P l e a s e  r e a c h  o u t  t o  t h e  S u b  D e s k  i f  y o u ’ r e  u n a b l e  t o  l o g  
i n t o  Fr o n t l i n e .
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W h a t  i s  t h e  d i f f e r e n c e  b e t w e e n  s p e c i fi e d  a n d  p r e - a r r a n g e d ?  

T h e r e  i s  a  r a t h e r  l a r g e  d i f f e r e n c e  b e t w e e n  t h e  t w o  c o n c e p t s .  

P r e f e r r e d  S u b s  -  T h e  e m p l o y e e s  h a v e  t h e  a b i l i t y  t o  s e l e c t  
p r e f e r r e d  s u b s t i t u t e s .  T h e s e  s u b s t i t u t e s  w i l l  b e  n o t i fi e d  b y  
e m a i l .  Fr o n t l i n e  w i l l  c a l l  t h e s e  f a v o r i t e  s u b s t i t u t e s  fi r s t  d u r i n g  
t h e  n e x t  e v e n i n g  c a l l  p e r i o d .  H o w e v e r,  i f  y o u  a r e  n o t  a b l e  t o  
a n s w e r  y o u r  p h o n e  a t  t h e  t i m e  t h e  c a l l  g o e s  o u t ,  t h e  s y s t e m  w i l l  
t h e n  m o v e  o n  t o  t h e  n e x t  p e r s o n  i n  a n  e f f o r t  t o  fi l l  t h e  j o b .  

P r e - a r r a n g e d  J o b s  –  T h e s e  j o b s  a r e  w h e n  y o u  h a v e  a l r e a d y  
a c c e p t e d  t h e  a s s i g n m e n t ,  e v e n  t h o u g h  y o u  d i d n ’ t  r e c e i v e  a  
p h o n e  c a l l  f r o m  Fr o n t l i n e .  T h e  s y s t e m  d o e s  n o t  m a k e  o u t b o u n d
c a l l s  f o r  p r e - a r r a n g e d  j o b s  b e c a u s e  i t  i s  a s s u m e d  t h e  e m p l o y e e  
a n d  t h e  s u b s t i t u t e  h a v e  a l r e a d y  m a d e  a r r a n g e m e n t s  b e f o r e  t h e
j o b  i s  e n t e r e d .

I m p o r t a n t  N o t e :  W h i l e  i t  i s  t h e  e m p l o y e e ’s  r e s p o n s i b i l i t y  t o  
e n t e r  t h e i r  j o b s  c o r r e c t l y,  t h e y  s o m e t i m e s  n e g l e c t  t o  c h e c k  t h e  
b o x  t h a t  i n d i c a t e s  t h e  j o b  t h e y  e n t e r e d  i s  p r e - a r r a n g e d .  I f  t h e y  
d o  n o t  m a r k  t h e  b o x  i n d i c a t i n g  t h e  s u b s t i t u t e  h a s  a g r e e d  t o  t h e  
j o b ,  y o u  w i l l  m e r e l y  b e  s p e c i fi e d ,  a n d  t h e  j o b  m a y  g o  t o  s o m e o n e
e l s e .  I f  t h e  j o b  y o u  a g r e e d  t o  w o r k  d o e s  n o t  s h o w  u p  o n  y o u r  
a c c o u n t ,  c o n t a c t  t h e  e m p l o y e e  t o  d o u b l e  c h e c k  t h a t  t h e  j o b  i s  
s t i l l  y o u r s .  

H o w  d o  I  l e t  t h e  t e a c h e r s  k n o w  t h a t  I  w o u l d  l i ke  t o  r e t u r n  t o  
t h e i r  c l a s s r o o m ?  

I f  y o u  e n j o y e d  y o u r  e x p e r i e n c e  a n d  w o u l d  l i k e  t o  r e t u r n ,  p l e a s e
f e e l  f r e e  t o  l e a v e  y o u r  c o n t a c t  i n f o r m a t i o n  o n  t h e  S u b  N o t e s .

W h a t  h a p p e n s  i f  I  n e e d  t o  c a n c e l  a  j o b ?  

S o m e t i m e s  i t  i s  n e c e s s a r y  t o  c a n c e l  a  j o b  d u e  t o  a n  i l l n e s s  o f  
y o u r s e l f  o r  a  c h i l d .  P l e a s e  t r y  t o  a v o i d  c a n c e l i n g  o n  t h e  d a y  o f  
t h e  a s s i g n m e n t .  I f  y o u  m u s t  c a n c e l  o n  t h e  d a y  o f  t h e  a s s i g n m e n t ,  
i t  i s  e s s e n t i a l  y o u  c a n c e l  i n  Fr o n t l i n e  fi r s t  a n d  t h e n  c a l l  o r  e m a i l  
t h e  s c h o o l ’s  a d m i n i s t r a t i v e  a s s i s t a n t  o r  t h e  S u b s t i t u t e  
C o o r d i n a t o r  t o  a l e r t  u s  o f  t h e  l a t e  c a n c e l l a t i o n .  E m e r g e n c i e s  
h a p p e n  a n d  w e  u n d e r s t a n d  t h i s ,  b u t  c a n c e l l a t i o n s  a r e  r e c o r d e d  i n
y o u r  p r o fi l e .  A  s u b s t i t u t e  w h o  d e m o n s t r a t e s  a  p a t t e r n  o f  
l a s t - m i n u t e  c a n c e l l a t i o n s  m a y  b e  r e m o v e d  f r o m  t h e  s u b s t i t u t e
l i s t .
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I f  y o u  a r e  c a n c e l i n g  a  j o b  f o r  t h e  f u t u r e ,  i t  i s  n o t  n e c e s s a r y  t o  
c o n t a c t  t h e  s c h o o l  o r  s u b s t i t u t e  o f fi c e .  I f  y o u  m u s t  c a n c e l  a  
p r e - a r r a n g e d  j o b ,  c o n t a c t  t h e  e m p l o y e e / s c h o o l  t o  g i v e  t h e m  a n  
o p p o r t u n i t y  t o  p r e a r r a n g e  t h e  j o b  w i t h  a n o t h e r  s u b s t i t u t e .  I f  i t  i s  
a  l a t e  c a n c e l l a t i o n ,  c a l l  t h e  e m p l o y e e  a n d  t h e n  c a n c e l  t h e  j o b  
t h r o u g h  t h e  a u t o m a t e d  s y s t e m .  

I m p o r t a n t  N o t e :  I f  t h e  c a n c e l l a t i o n  o c c u r s  w i t h i n  2 4  h o u r s  o f  t h e  
a s s i g n m e n t ,  t h e  s y s t e m  w i l l  a u t o m a t i c a l l y  m a r k  i t  a s  a  
“ n o n - w o r k ”  d a y,  a n d  y o u  w i l l  n o  l o n g e r  h a v e  a c c e s s  t o  
a s s i g n m e n t s  f o r  t h a t  d a y.

O n c e  y o u  h a v e  a c c e p t e d  a n  a s s i g n m e n t ,  s t a f f  a r e  d e p e n d i n g  o n  
y o u  t o  b e  t h e r e .  P l e a s e  d o  n o t  a c c e p t  a  a s s i g n m e n t  i f  y o u  a r e  
u n s u r e  o f  y o u r  a b i l i t y  t o  c o m m i t .  I t  i s  p r o b l e m a t i c  w h e n  
s u b s t i t u t e s  c a n c e l  a n  a s s i g n m e n t  t o  w o r k  a  m o r e  d e s i r a b l e  
p o s i t i o n .  

W h a t  d o  I  d o  i f  I  g e t  a  c a l l  f o r  a  j o b  a n d  t h e  s t a r t  t i m e  h a s  
a l r e a d y  p a s s e d ?  

Fr o n t l i n e  m a y  c a l l  y o u  a f t e r  a  j o b  h a s  a c t u a l l y  b e g u n .  T h i s  m e a n s  
w e  a r e  s t i l l  l o o k i n g  f o r  s o m e o n e  t o  fi l l  t h e  j o b .  A c c e p t  t h e  j o b ,  
a n d  t h e n  c a l l  t h e  s c h o o l  t o  l e t  t h e m  k n o w  y o u  c a n  t a k e  t h e  
a s s i g n m e n t .  

T h i n g s  Fr o n t l i n e  c a n  d o  f o r  y o u :

•  Fr o n t l i n e  c a n  c a l l  y o u  a t  h o m e ,  y o u r  m o b i l e ,  o r  a n y  o t h e r  
p h o n e .  Yo u  c a n  c h a n g e  y o u r  p h o n e  n u m b e r.  E n t e r  i t  e x a c t l y  a s  
y o u  w o u l d  d i a l  i t ,  i n c l u d i n g  a r e a  c o d e  a n d  a  # 1  i f  n e c e s s a r y.  

•   Fr o n t l i n e  r e m e m b e r s  y o u r  v a c a t i o n s .  I f  y o u  w i l l  b e  o u t  o f  
t o w n  o r  u n a v a i l a b l e  t o  w o r k  f o r  a  p e r i o d  o f  t i m e ,  s i m p l y  c h a n g e  
y o u r  a v a i l a b i l i t y  d a t e s  u n d e r  t h e  N o n  Wo r k  D a y  t a b  i n  Fr o n t l i n e .  
Yo u  c a n  b l o c k  o u t  a  p e r i o d  o f  d a y s  d u r i n g  w h i c h  y o u  d o  n o t  w i s h  
t o  b e  c a l l e d .  

•  Fr o n t l i n e  r e m e m b e r s  y o u r  d a y s  o f f .  I f  y o u  h a v e  c e r t a i n  d a y s  
e a c h  w e e k  t h a t  y o u  c a n n o t  w o r k  a s  a  s u b s t i t u t e ,  y o u  c a n  s e t  o r  
m o d i f y  y o u r  d a i l y  a v a i l a b i l i t y  a s  o f t e n  a s  y o u  w i s h .  Fo r  e x a m p l e ,  
i f  y o u  t e l l  Fr o n t l i n e  y o u  c a n n o t  w o r k  o n  Fr i d a y s ,  y o u  w i l l  n o t  b e  
c a l l e d  f o r  j o b s  t h a t  i n c l u d e  a  Fr i d a y.  I t  i s  y o u r  r e s p o n s i b i l i t y  t o  
m o d i f y  y o u r  a v a i l a b i l i t y  t o  a l l o w  e m p l o y e e s  t o  e n t e r  
p r e - a r r a n g e d  j o b s  t h a t  m a y  f a l l  o n  d a y s  y o u  n o r m a l l y  t a k e  o f f .  
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Fa i l i n g  t o  s h o w  f o r  a n  a s s i g n m e n t  y o u  h a v e  a g r e e d  t o :  

S o m e t i m e s  s u b s t i t u t e s  f o r g e t  t o  r e c o r d  a n  a s s i g n m e n t  t h e y  h a v e  
a c c e p t e d .  T h i s  c a n  s o m e t i m e s  l e a d  t o  a n  e m p t y  c l a s s r o o m ,  
u n s u p e r v i s e d  p l a y g r o u n d ,  o r  a  s h o r t a g e  o f  s u p p o r t  s t a f f .  I t  i s  
e s s e n t i a l  t h a t  y o u  k e e p  a n  a c t i v e  a n d  v i s i b l e  c a l e n d a r  o f  t h e  j o b s  
y o u  h a v e  a c c e p t e d .  N o - s h o w s  c a u s e  m a n y  p r o b l e m s  f o r  t h e
s c h o o l s  a n d  f o r  t h e  s u b s t i t u t e  o f fi c e .

O c c a s i o n a l l y  a  s u b s t i t u t e  w i l l  b e  a s s i g n e d  t o  a  j o b  i n  e r r o r.   I f  
y o u  a r r i v e  a t  a  s c h o o l  t o  fi n d  t h a t  t h e r e  i s  n o  a s s i g n m e n t  f o r  y o u ,  
w e  w i l l  d o  o u r  b e s t  t o  p r o v i d e  a n  a l t e r n a t e  a s s i g n m e n t  a t  t h a t  
s c h o o l  o r  e l s e w h e r e  i n  t h e  d i s t r i c t .   I f  y o u  a c c e p t  a n  a l t e r n a t e  
a s s i g n m e n t ,  a d m i n i s t r a t i v e  a s s i s t a n t s  a n d  p a r a e d u c a t o r s  w i l l  b e  
p a i d  f o r  a  m i n i m u m  o f  t w o  h o u r s  a n d  t e a c h e r s  w i l l  b e  p a i d  f o r  a  
m i n i m u m  o f  a  h a l f  d a y.   I f  y o u  c h o o s e  n o t  t o  a c c e p t  t h e  a l t e r n a t e  
a s s i g n m e n t ,  i t  w i l l  b e  a n  u n p a i d  d a y.

Absence  Management  Ad jus tmen ts

W h e n  w o r k i n g  a s  s u b s t i t u t e  t h e r e  m a y  b e  t i m e s  w h e n  t h e  h o u r s  
y o u  w o r k e d  w i l l  b e  a d j u s t e d  a f t e r  y o u  w o r k  t h e  a s s i g n m e n t .  
T h e s e  c h a n g e s  o c c u r  w h e n  t h e  a d m i n i s t r a t i v e  a s s i s t a n t  
r e c o n c i l e s  t h e  p a y r o l l  r e p o r t .  R e a s o n s  f o r  t h e s e  a d j u s t m e n t s  
m i g h t  i n c l u d e  t h e  f o l l o w i n g :

• d e d u c t i n g  t h e  u n p a i d  l u n c h t i m e  f o r  c l a s s i fi e d  s u b s t i t u t e s ,
u s u a l l y  ½  h o u r  ( . 5 0 )

• r e p o r t i n g  t h e  e m p l o y e e ’s  l e a v e  t i m e  c o r r e c t l y

• c o r r e c t i n g  t h e  e m p l o y e e ’s  l e a v e  t i m e

T h e  i m p o r t a n t  t h i n g  t o  r e m e m b e r  i s  t h a t  y o u  w i l l  g e t  p a i d  f o r  
t h e  n u m b e r  o f  h o u r s  t h a t  y o u  s i g n e d  i n / o u t  f o r  o n  t h e  A b s e n c e  
M a n a g e m e n t  s i g n - i n / o u t  s h e e t .

S o m e t i m e s  s u b s t i t u t e s  f o r g e t  t o  r e c o r d  a n  a s s i g n m e n t  t h e y  h a v e  
a c c e p t e d .  T h i s  c a n  s o m e t i m e s  l e a d  t o  a n  e m p t y  c l a s s r o o m ,  
u n s u p e r v i s e d  p l a y g r o u n d ,  o r  a  s h o r t a g e  o f  s u p p o r t  s t a f f .  I t  i s  
e s s e n t i a l  t h a t  y o u  k e e p  a n  a c t i v e  a n d  v i s i b l e  c a l e n d a r  o f  t h e  j o b s  
y o u  h a v e  a c c e p t e d .  N o - s h o w s  c a u s e  m a n y  p r o b l e m s  f o r  t h e
s c h o o l s  a n d  f o r  t h e  s u b s t i t u t e  o f fi c e .

Schedu l i ng  E r ro rs
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C lass ified  Subs t i t u te  W ork  Hours  & Breaks

G e n e r a l l y  c l a s s i fi e d  s u b s t i t u t e s  s h a l l  r e c e i v e  1 5 - m i n u t e  p a i d  r e s t  
b r e a k s  a n d  u n p a i d  l u n c h  p e r i o d s  o f  n o  l e s s  t h a n  3 0  m i n u t e s  a s  f o l l o w s

C e r t i fi c a t e d  s u b s t i t u t e  t e a c h e r s  w i l l  f o l l o w  d e s i g n a t e d  l u n c h / b r e a k  
s c h e d u l e s  a s  l i s t e d  o n  l e s s o n  p l a n s .  

Work Hours Expected Breaks

Less than 4.0 hours No break

4.0 to 5.0 hours One 15-minute rest break

5.25 to 5.75 hours One 15-minute rest break

One unpaid lunch, no less than 30 minutes

6.0 and up hours Two 15-minute rest breaks

One unpaid lunch, no less than 30 minutes
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Pa y r o l l  I n f o r m a t i o n

Genera l  Pay ro l l  I n fo r mat i on

Upda t i ng  I n fo r mat i on

S u b s t i t u t e s  c a n  a c c e s s  t h e i r  p a y r o l l  i n f o r m a t i o n  o n l i n e  t h r o u g h  t h e
E m p l o y e e  A c c e s s  p r o g r a m  i n  S k y w a r d .   Yo u  w i l l  b e  a b l e  t o  v i e w  t h i s  
i n f o r m a t i o n  b e f o r e  p a y d a y  e a c h  m o n t h  ( t y p i c a l l y  f o u r  d a y s  p r i o r  t o  
p a y d a y ) .  T h e  d i s t r i c t  d o e s  n o t  p r i n t  p a p e r  p a y  s t u b s  f o r  e m p l o y e e s  
w h o  h a v e  e l e c t e d  t o  b e  p a i d  v i a  d i r e c t  d e p o s i t .

T h r o u g h  E m p l o y e e  A c c e s s  y o u  c a n  r e v i e w  y o u r  c o m p l e t e  m o n t h l y  p a y  
s t u b  i n f o r m a t i o n  i n c l u d i n g  m o n t h l y  g r o s s  a n d  n e t  p a y,  b e n e fi t ,  a n d  
d e d u c t i o n  i n f o r m a t i o n .   I n  a d d i t i o n ,  y o u r  p a y  h i s t o r y  w i l l  a l s o  b e  
a v a i l a b l e  o n l i n e  i f  y o u  w i s h  t o  v i e w  i n f o r m a t i o n  a b o u t  a  p r e v i o u s  
m o n t h ’s  c h e c k .  

• I n s t r u c t i o n s :   L o g i n  i n s t r u c t i o n s  a n d  h o w  t o  n a v i g a t e  w i t h i n  t h e
E m p l o y e e  A c c e s s  p r o g r a m  a r e  a v a i l a b l e  o n  t h e  p a y r o l l  p a g e  o n  t h e
d i s t r i c t  S t a f f  H u b .  T h e s e  i n s t r u c t i o n s  g u i d e  y o u  t h r o u g h  v i e w i n g  y o u r  
p a y c h e c k  h i s t o r y  a n d  i n f o r m a t i o n .  N o t e :  I t  i s  i m p o r t a n t  t o  k e e p  y o u r
p a s s w o r d  c o n fi d e n t i a l ,  a s  y o u r  p e r s o n a l  p a y r o l l  i n f o r m a t i o n  w i l l  b e
a c c e s s i b l e  w i t h  i t .

• T h e  fi r s t  t i m e  y o u  l o g  i n ,  y o u r  l o g i n  c o d e  a n d  a  l i n k  t o  s e t  u p  a  
p a s s w o r d  w i l l  b e  s e n t  t o  y o u r  d i s t r i c t  e m a i l  a c c o u n t .   I f  y o u  h a v e  l o s t
y o u r  p a s s w o r d  t o  y o u r  d i s t r i c t  n e t w o r k  a c c o u n t  o r  h a v e  n o t  b e e n
p r o v i d e d  w i t h  a n  a c c o u n t ,  p l e a s e  c o n t a c t  y o u r  s c h o o l  L i b r a r y  M e d i a
S p e c i a l i s t  o r  t h e   I T  d e p a r t m e n t  b y  e m a i l  a t  
H e l p @ b e l l i n g h a m s c h o o l s . o r g  o r  b y  p h o n e  a t  3 6 0 - 6 7 4 - 6 4 7 0  x 4 3 5 7

• I f  y o u  a r e  h a v i n g  p r o b l e m s  l o g g i n g  i n  t o  E m p l o y e e  A c c e s s ,  p l e a s e  
c o n t a c t  t h e  P a y r o l l  D e p a r t m e n t  b y  e m a i l  a t  
p a y r o l l o f fi c e @ b e l l i n g h a m s c h o o l s . o r g  o r  b y  p h o n e  a t  ( 3 6 0 )  6 4 7 - 6 8 5 7  
o r  ( 3 6 0 )  6 7 6 - 6 4 7 0  x 4 4 3 4

C h a n g e  o f  a d d r e s s  a n d  c o n t a c t  i n f o r m a t i o n  i s  p r o c e s s e d  b y  t h e
P a y r o l l  D e p a r t m e n t .

N a m e  c h a n g e s -  B y  l a w,  y o u  m u s t  c h a n g e  y o u r  n a m e  w i t h  S o c i a l  
S e c u r i t y  p r i o r  t o  r e q u e s t i n g  c h a n g e s  t o  p a y r o l l .  Yo u  w i l l  n e e d  t o  
p r o v i d e  y o u r  u p d a t e d  s o c i a l  s e c u r i t y  c a r d  t o  p a y r o l l .
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Payro l l  Dead l i nes

Pay  Da tes

T h e  p a y  p e r i o d  i s  t h e  1 s t  o f  t h e  m o n t h  t h r o u g h  t h e  l a s t  d a y  o f  t h e  
m o n t h  f o r  a l l  s u b s t i t u t e  h o u r s  w o r k e d .  T h e s e  h o u r s  a r e  p a i d  a t  t h e  e n d  
o f  t h e  f o l l o w i n g  m o n t h .  P a y r o l l  m u s t  r e c e i v e  t i m e  s u m m a r i e s  f r o m
s u b s t i t u t e s  n o  l a t e r  t h a n  t h e  5 t h  o f  e a c h  m o n t h .  I f  t h e  5 t h  o f  t h e
m o n t h  f a l l s  o n  a  w e e k e n d ,  t h e n  t h e  d u e  d a t e  b e c o m e s  t h e  p r e c e d i n g
w o r k d a y.

E x a m p l e

• S u b s t i t u t e  h o u r s  w o r k e d  f r o m  S e p t e m b e r  1 - 3 0  w i l l  b e  p a i d  i n  t h e  
O c t o b e r  p a y c h e c k .  

• T i m e  S u m m a r i e s  f o r  h o u r s  w o r k e d  S e p t e m b e r  1 - 3 0 ,  m u s t  b e  
s u b m i t t e d  t o  p a y r o l l  n o t  l a t e r  t h e n  O c t o b e r  5 t h .

Month 
Worked Pay Date

August 9/30/2025

September 10/31/2025

October 11/26/2025

November 12/31/2025

December 1/30/2026

January 2/27/2026

Month 
Worked Pay Date

February 3/31/2026

March 4/30/2026

April 5/29/2026

May 6/30/2026

June 7/31/2026

July N/A
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Subs t i t u te  Pay  Ra tes

W h e n  y o u  r e p o r t  f o r  a  j o b ,  y o u  w i l l  b e  r e q u i r e d  t o  s i g n  a n  A b s e n c e  
M a n a g e m e n t  s i g n - i n  s h e e t  a t  e a c h  b u i l d i n g  y o u  w o r k .  T h i s  m u s t  b e  
s i g n e d  e a c h  d a y  y o u  w o r k .  S u b s t i t u t e s  w i l l  b e  p a i d  f o r  w o r k  t h a t  i s  
p e r f o r m e d  f r o m  t h e  fi r s t  o f  t h e  m o n t h  t h r o u g h  t h e  e n d  o f  t h e  s a m e  
m o n t h ,  a t  t h e  e n d  o f  t h e  f o l l o w i n g  m o n t h .  E x a m p l e :  y o u  w i l l  b e  p a i d  
f o r  t i m e  w o r ke d  f r o m  S e p t e m b e r  1  t h r o u g h  S e p t e m b e r  3 0  a t  t h e  e n d  
o f  O c t o b e r.   I f  y o u  h a v e  q u e s t i o n s  r e g a r d i n g  p a y  r e c e i v e d ,  c o n t a c t  t h e
P a y r o l l  D e p a r t m e n t  b y  e m a i l  a t  p a y r o l l o f fi c e @ b e l l i n g h a m s c h o o l s . o r g
o r  b y  p h o n e  a t  ( 3 6 0 )  6 4 7 - 6 8 5 7  o r  ( 3 6 0 )  6 7 6 - 6 4 7 0  x 4 4 3 4

T h e  f o l l o w i n g  r a t e s  o f  p a y  r e fl e c t  t h e  2 0 2 5 - 2 6  w a g e  s c h e d u l e

C e r t i fi c a t e d  S u b s t i t u t e s

B e l l i n g h a m  P u b l i c  S c h o o l s  n o r m a l l y  p a y s  s u b s t i t u t e  t e a c h e r s  f o r  h a l f
d a y  o r  f u l l  d a y s  o n l y.  O n  o c c a s i o n ,  a n d  w i t h  p r i o r  c o m m u n i c a t i o n ,  t h e  
d i s t r i c t  m a y  p a y  p e r  h o u r.

H a l f - d a y  ( 3 . 7 5  h o u r s )  $  9 3 . 7 9

Fu l l  D a y  ( o v e r  3 . 7 5  h o u r s )  $  1 8 7 . 5 8

• W h e n  w o r k i n g  t w o  h a l f - d a y s  a t  d i f f e r e n t  s c h o o l s ,  p l e a s e  i n f o r m  t h e
a d m i n i s t r a t i v e  a s s i s t a n t  t h a t  y o u  w i l l  r e q u i r e  t r a n s i t i o n  t i m e .

• Fo r  c e r t i fi c a t e d ,  i f  w o r k  i s  a v a i l a b l e  a n d  y o u  a r e  n o t  a v a i l a b l e  f o r
t h e  w h o l e  s h i f t ,  y o u  w i l l  b e  p a i d  f o r  a c t u a l  h o u r s  i n s t e a d  o f  h a l f  o r  
w h o l e  d a y.

P a r a e d u c a t o r  a n d  A d m i n i s t r a t i v e  A s s i s t a n t  S u b s t i t u t e s

Steps/Years A B C D E
1

( Substitutes) $ 29.71 $ 28.30 $ 26.96 $ 25.67 $ 24.44

• Fo r  c l a s s i fi e d  s u b s t i t u t e s ,  i f  w o r k  i s  a v a i l a b l e  a n d  y o u  a r e  n o t
a v a i l a b l e  f o r  t h e  w h o l e  s h i f t ,  y o u  w i l l  b e  p a i d  f o r  a c t u a l  h o u r s
i n s t e a d  o f  h a l f  o r  w h o l e  d a y.
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Subs t i t u te  S i ck  Leave  Po l i c y  and  Use
S u b s t i t u t e s  a c c r u e  p a i d  s i c k  l e a v e  a t  a  r a t e  o f  o n e  ( 1 )  h o u r  f o r  e v e r y  
4 0  h o u r s  w o r k e d .  S u b s t i t u t e s  c a n  b e g i n  u s i n g  a c c r u e d  s i c k  l e a v e  9 0  
c a l e n d a r  d a y s  a f t e r  t h e  s t a r t  o f  t h e i r  e m p l o y m e n t .  P a i d  s i c k  l e a v e  m a y
b e  u s e d  f o r :

• e m p l o y e e 's  m e n t a l  o r  p h y s i c a l  i l l n e s s ,  i n j u r y  o r  h e a l t h  c o n d i t i o n ;  

• p r e v e n t i v e  c a r e  f o r  t h e  e m p l o y e e  s u c h  a s  m e d i c a l ,  d e n t a l ,  o r  o p t i c a l
a p p o i n t m e n t s  a n d / o r  t r e a t m e n t ;

• c a r e  o f  a  f a m i l y  m e m b e r  w i t h  a n  i l l n e s s ,  i n j u r y,  h e a l t h  c o n d i t i o n  o r  
f o r  p r e v e n t i v e  c a r e

• c l o s u r e  o f  t h e  e m p l o y e e 's  w o r k  l o c a t i o n  o r  c h i l d 's  s c h o o l / p l a c e  o f
c a r e  b y  o r d e r  o f  a  p u b l i c  o f fi c i a l  f o r  a n y  h e a l t h - r e l a t e d  r e a s o n s ;

• i f  t h e  e m p l o y e e  o r  t h e  e m p l o y e e 's  f a m i l y  i s  a  v i c t i m  o f  d o m e s t i c
v i o l e n c e ,  s e x u a l  a s s a u l t ,  o r  s t a l k i n g

G u i d e l i n e s :

Yo u  m u s t  h a v e  a  s i c k  l e a v e  b a l a n c e  a v a i l a b l e  i n  o r d e r  t o  b e  e l i g i b l e .  
Yo u  c a n  fi n d  y o u r  b a l a n c e  i n  y o u r  S k y w a r d  a c c o u n t .

Yo u  m u s t  b e  s c h e d u l e d  f o r  a n  a s s i g n m e n t  i n  Fr o n t l i n e  t h a t  i s  t h e n  
c a n c e l e d .  T h e  c o n fi r m a t i o n  #  o f  t h e  c a n c e l e d  a s s i g n m e n t  i s  n e e d e d  f o r  
y o u r  f o r m .  

H o w  t o  C l a i m  Yo u r  S i c k  T i m e :  

1. L o g  i n t o  y o u r  Fr o n t l i n e  a n d  c a n c e l  y o u r  e x i s t i n g  a s s i g n m e n t  w i t h
t h e  r e a s o n  c o d e  ' S i c k-  U s i n g  P a i d  L e a v e . '  Yo u  c a n  s c r e e n s h o t  t h e
c a n c e l l a t i o n .

2. F i l l  o u t  t h e  S u b s t i t u t e  S i c k  L e a v e  R e q u e s t  Fo r m .  Yo u  M U S T
i n c l u d e   t h e  c o n fi r m a t i o n  #  o f  t h e  c a n c e l e d  a s s i g n m e n t .  We
r e c o m m e n d  t a k i n g  a   s c r e e n s h o t  b e f o r e  c a n c e l i n g  y o u r  j o b .  ( Fo r
C e r t i fi c a t e d ,  P a r a e d u c a t o r,  A d m i n i s t r a t i v e  A s s i s t a n t  s u b s t i t u t e s )

A p p r o v e d  s i c k  l e a v e  w i l l  b e  p r o c e s s e d  a n d  d e d u c t e d  i n  t h e  n e x t  
m o n t h s  p a y  p e r i o d .

U n f o r e s e e n  i l l n e s s ?  B e  c o u r t e o u s  a n d
p r o f e s s i o n a l :

C a n c e l  y o u r  a s s i g n m e n t  a s  s o o n  a s  
p o s s i b l e  a n d  c o n t a c t  t h e  s c h o o l  o r  
S u b s t i t u t e  S e r v i c e s
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Pa y r o l l  I n f o r m a t i o n

Benefits  & Re t i remen t  I n fo r mat i on

B e n e fi t s  I n f o r m a t i o n

A  s u b s t i t u t e  i s  e l i g i b l e  f o r  h e a l t h  b e n e fi t s  A F T E R  w o r k i n g  6 3 0  h o u r s  
e a c h  s c h o o l  y e a r.  A l l  h o u r s  a r e  t r a c k e d  o n  a  m o n t h l y  b a s i s  a n d  i f  a  
s u b s t i t u t e  b e c o m e s  e l i g i b l e  f o r  b e n e fi t s ,  t h e y  w i l l  r e c e i v e  n o t i fi c a t i o n  
f r o m  t h e  b e n e fi t s  o f fi c e .  O t h e r  f a c t o r s  m a y  a p p l y  a n d  r e q u e s t s  f o r  
a d d i t i o n a l  i n f o r m a t i o n  a b o u t  h e a l t h  b e n e fi t s  m a y  b e  a d d r e s s e d  b y  
e m a i l i n g  P a m  L a n g  a t  P a m . L a n g @ b e l l i n g h a m s c h o o l s . o r g .

S E B B  E l i g i b i l i t y  N o t i c e  f o r  P E B B  R e t i r e e s  

I f  y o u  a r e  c u r r e n t l y  e n r o l l e d  i n  P E B B  R e t i r e e  i n s u r a n c e  a s  a  s u b s c r i b e r  
o r  d e p e n d e n t  a n d ,  a n t i c i p a t e  w o r k i n g  6 3 0  h o u r s  ( WAC  1 8 2 - 3 1 - 0 4 0 )  o r  
m o r e  a s  a  s u b s t i t u t e ,  y o u r  P E B B  r e t i r e m e n t  c o v e r a g e  w i l l  
a u t o m a t i c a l l y  b e  w a i v e d .  Yo u r  c u r r e n t  P E B B  c o v e r a g e  w i l l  s t o p  a t  t h e
e n d  o f  t h e  m o n t h  t h a t  y o u  b e c o m e  e l i g i b l e  f o r  S E B B  b e n e fi t s .  

A n y  d e d u c t i b l e s  a n d  c o i n s u r a n c e s  a l r e a d y  m e t  u n d e r  y o u r  P E B B  r e t i r e  
c o v e r a g e  w i l l  b e  f o r f e i t e d .  Yo u  w i l l  h a v e  a  n e w  d e d u c t i b l e  a n d  
c o i n s u r a n c e  t o  m e e t  u n d e r  t h e  S E B B  b e n e fi t s .  

O n c e  y o u  a r e  n o  l o n g e r  e l i g i b l e  f o r  S E B B  b e n e fi t s ,  y o u  c a n  c h o o s e  t o  
r e - e n r o l l  i n  t h e  P E B B  r e t i r e e  c o v e r a g e .

 I t  i s  t h e  e m p l o y e e ’s  r e s p o n s i b i l i t y  t o  m o n i t o r  t h e i r  o w n  w o r k  h o u r s  t o  
a v o i d  a  c o n fl i c t  w i t h  P E B B  r e t i r e e  a n d  S E B B  b e n e fi t  c o v e r a g e s .

R e t i r e m e n t  S e r v i c e  C r e d i t

A s  a  s u b s t i t u t e  y o u  m a y  b e  e l i g i b l e  t o  p u r c h a s e  s e r v i c e  c r e d i t  t o w a r d  
a  p o t e n t i a l  p e n s i o n  t h r o u g h  t h e  Wa s h i n g t o n  S t a t e  D e p a r t m e n t  o f  
R e t i r e m e n t .  T h i s  i s  a n  o p t i o n a l  p r o g r a m  a n d  y o u  c a n  l e a r n  m o r e  a b o u t
i t  b y  c o n t a c t i n g  t h e  Wa s h i n g t o n  S t a t e  D e p a r t m e n t  o f  R e t i r e m e n t  a t  
1 - 8 0 0 - 5 4 7 - 6 6 5 7
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B e n e fi t s  I n f o r m a t i o n

A  s u b s t i t u t e  i s  e l i g i b l e  f o r  h e a l t h  b e n e fi t s  A F T E R  w o r k i n g  6 3 0  h o u r  s  
e a c h  s c h o o l  y e a r.  A l l  h o u r s  a r e  t r a c k e d  o n  a  m o n t h l y  b a s i s  a n d  i f  a  
s u b s t i t u t e  b e c o m e s  e l i g i b l e  f o r  b e n e fi t s ,  t h e y  w i l l  r e c e i v e  n o t i fi c a t i o n  
f r o m  t h e  b e n e fi t s  o f fi c e .  O t h e r  f a c t o r s  m a y  a p p l y  a n d  r e q u e s t s  f o r  
a d d i t i o n a l  i n f o r m a t i o n  a b o u t  h e a l t h  b e n e fi t s  m a y  b e  a d d r e s s e d  b y  
e m a i l i n g  P a m  L a n g  a t  P a m . L a n g @ b e l l i n g h a m s c h o o l s . o r g .

S E B B  E l i g i b i l i t y  N o t i c e  f o r  P E B B  R e t i r e e s  

I f  y o u  a r e  c u r r e n t l y  e n r o l l e d  i n  P E B B  R e t i r e e  i n s u r a n c e  a s  a  s u b s c r i b er  
o r  d e p e n d e n t  a n d ,  a n t i c i p a t e  w o r k i n g  6 3 0  h o u r s  ( WAC  1 8 2 - 3 1 - 0 4 0 )  o r  
m o r e  a s  a  s u b s t i t u t e ,  y o u r  P E B B  r e t i r e m e n t  c o v e r a g e  w i l l  
a u t o m a t i c a l l y  b e  w a i v e d .  Yo u r  c u r r e n t  P E B B  c o v e r a g e  w i l l  s t o p  a t  t h e
e n d  o f  t h e  m o n t h  t h a t  y o u  b e c o m e  e l i g i b l e  f o r  S E B B  b e n e fi t s .  

A n  y  d e d u c t  i b l e s  a n d  c o i  n s u r a n c e s  a l r e a d y  m e t  u n d e r  y o u r  P E B B  r e t i r e  
c o v e r a g e  w i l l  b e  f o r f e i t e d  .  Yo u  w i l  l  h a v e  a  n e w  d e d u c t i b l e  a n d  
c o i  n s u r a n c e  t o  m e e t  u n d e r  t h e  S E B B  b e n e fi t s  .  

O n c e  y o u  a r e  n o  l o n g e r  e l  i  g i b l e  f o r  S E B B  b e n e fi t s ,  y o u  c a n  c h o o s e  t o  
r e - e n r o l l  i n  t h e  P E B B  r e t i  r e e  c o v e r a g e .

I t  i s  t h e  e m p l o y e e ’s  r e s p o n s i  b i  l i t y  t o  m o n  i t o r  t h e i r  o w n  w o  r k  h o u r  s  t o  
a v o i d  a  c o n fl i c  t  w i t h  P E B B  r e t i  r e e  a n d  S E B B  b e n e fi t  c o v e r a g e s .

R e t i r e m e n t  S e r v i c e  C r e d i t

A s  a  s u b s  t i t u t e  y o u  m a y  b e  e l i g  i b l e  t o  p u r c h a s e  s e r  v i c e  c r e d i t  t o w a r d  
a  p o t e n t  i a l  p e n  s i o n  t h  r o u g h  t h e  Wa s h i  n g t o n  S t  a t e  D e p a r t m e n t  o f  
R e t i r e m e n t .  T h i  s  i s  a n  o p t  i o n a l  p r o g r a m  a n d  y o u  c a n  l e a r  n  m o r e  a b o u t  
i t  b y  c o n  t a c t  i n g  t h e  Wa s  h  i n g t o n  S t a t e  D e p a r t m e n t  o f  R e t  i r e m e n t  a t  
1 - 8 0 0  - 5 4 7 - 6 6 5 7

A f f o r d a b l e  C a r e  A c t  ( A C A )

T h e   A C A  r e q u i r e s  e a c h  s t  a t e  e s t a b l i s  h  a  H e a l  t h  I n s  u r a n c e  
M a r k e t p l a c e ,  w h i  c h  i s  a  w a y  f o r  i n d i v  i d u a l s  t o  p u r c h a s e  h e a l t  h  
i n s u r a n c e  o n l  i n e .   B e l l  i n g h a m  P u b l i c  S c h o o l s  c u r  r e n t l y  o f f e r  s  
e m p l o y e r - s p o n  s o r e d  h e a l t h  i n  s u r a n c e .  D e t a i l e d  i n f o r m a t i  o n  a b o u t  t h i  s  
c a n  b e  f o u n d  a t  t h e  b a c k  o f  t h i s  h a n d b o o k . 
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The information below corresponds to the Marketplace Employer Coverage Tool. Completing this section is optional for 
employers, but will help ensure employees understand their coverage choices. 

13. Is the employee currently eligible for coverage offered by this employer, or will the employee be eligible in 
the next 3 months?

□ Yes (Continue) 
13a. If the employee is not eligible today, including as a result of a waiting or probationary period, when is the

[8] 
employee eligible for coverage? __________ (mm/dd/yyyy) (Continue) 

No (STOP and return this form to employee) 

14. Does the employer offer a health plan that meets the minimum value standard*? 

15. 

D Yes (Go to question 15) D No (STOP and return form to employee) 

For the lowest-cost plan that meets the minimum value standard* offered only to the employee (don't include 
family plans): If the employer has wellness programs, provide the premium that the employee would pay if he/ she
received the maximum discount for any tobacco cessation programs, and didn't receive any other discounts based on
wellness programs.
a. How much would the emp]Qyee have to pay in premiums for this plan? $==--------==-
b. How often? D Weekly LJ Every 2 weeks □ Twice a month D Monthly D Quarterly D Yearly 

If the plan year will end soon and you know that the health plans offered will change, go to question 16. If you don't know, 
STOP and return form to employee. 

16. What change will the employer make for the new plan year? _____ _ 
D Employer won't offer health coverage 
D Employer will start offering health coverage to employees or change the premium for the lowest-cost plan 

available only to the employee that meets the minimum value standard.* (Premium should reflect the 
discount for wellness programs. See question 15.) 

a. How much would the emp!_Qyee have to pay in premiums for this plan? $
b. How often? D Weekly LJ Every 2 weeks □ Twice a month D Monthly □ Quarterly □ Yearly

• An employer-sponsored health plan meets the "minimum value standard" if the plan's share of the total allowed benefit costs covered by the plan is no less than 

60 percent of such costs (Section 36B(c)(2)(C)(ii) of the Internal Revenue Code of 1986) 
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