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Substitutes both in and out of the classroom have the very important job of providing our
classes and students with a sense of continuity during a school employee’s absence. The
Shoreline School District believes it is important to have capable, caring substitutes to stand
in for our absent teachers and paraprofessionals, and we value your contributions to our
programs. While the substitute teacher is there to ensure the education of each
student, the first responsibility is to maintain the care, welfare, and safety of students in the
classroom.

 
Our mission at Shoreline School District is to provide a collaborative learning community
which engages all students in learning the academic and work-life skills needed to achieve
their individual potential and become responsible citizens. We count on you to keep the
learning process flowing and hope that this reference book will offer some tips to make the
experience a positive one for all.

On the following pages you will find information on assignment procedures, substitute
expectations, applicable school district policies, and other pertinent material. Should
you have any questions, the Substitute Coordinator is available by email and/or phone.

Thank you and we look forward to working with you!

SHORELINE PUBLIC SCHOOLS
HANDBOOK FOR SUBSTITUTES

Welcome to the substitute staff of Shoreline Public Schools!
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 Important Dates for the 2022-23 School Year
For a complete calendar of days, events, and activities, please visit shorelineschools.org/calendar
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Half-Day Release Times: 
11:30 am for BC, BKS, PW, RC | 11:55 am for EL, HT, LFP, MP, SY, CK8
11:25 am for EIN, KEL | 10:50 am for SC, SW 

Shorecrest, Shorewood High Schools
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Shore to Shore and Line to Line
In the spring of 1944, when the Shoreline School District was officially formed, a contest was held to give the new district a proper 
name. Fifth grader Marilyn Buckner submitted the winning suggestion. She said that since the district would stretch from Puget 
Sound to Lake Washington, and from the Seattle city limits to the King-Snohomish County line, that is “shore to shore and line to 
line,” the new district should be called “Shoreline.”

District Sch!l and Building Map
School/Program Abbreviations:
BC - Briarcrest Elementary
BKS - Brookside Elementary
CK8 - Cascade K-8 Community School
EIN - Einstein Middle School
EL - Echo Lake Elementary
EPELC - Edwin Pratt Early Learning Center 
Shoreline Children’s Center, Head Start, 
and Early Childhood Education Programs

HEE - Home Education Exchange
HT - Highland Terrace Elementary
KEL - Kellogg Middle School
LFP - Lake Forest Park Elementary
MP - Meridian Park Elementary

PW - Parkwood Elementary
RC - Ridgecrest Elementary
SC - Shorecrest High School
SW - Shorewood High School
SY - Syre Elementary
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Payroll Information 

Shoreline’s pay period is from the first to the last day of the month, for the PREVIOUS month. There
is a one-month lag time. For example, if you worked between October 1 and 31, you will be paid for
those days on November 30. Pay is deposited on the last business day of the month.

Employee Access Pay Stubs: Payroll in Shoreline is now paperless. To view your paystubs, you must
login to Employee Access. In your hire documents, you will enroll in Employee Access. You will be
emailed a link with instructions on how to login shortly after your hire paperwork is processed in HR.
Please call Payroll with any questions regarding Employee Access.

The Substitute Sign-in Sheet is your Timesheet: All substitutes are required to sign in each working
day at the main office of the assigned school. This sheet functions as your timesheet. Without your
signature, we will not be able to process your compensation. You must sign the sheet in pen at the start
of your shift.

Direct Deposit: Substitutes are required to enroll in direct deposit. After payroll has successfully verified
your account information with your bank, earnings will be deposited into your bank account following the
pay date schedule. Please login to Employee Access to view all pay dates on your personal calendar.

2022-23 Paydays:
September 30, 2022

October 31, 2022
November 30, 2022
December 30, 2022
January 31, 2023
February 28, 2023

March 31, 2023
April 28, 2023
May 31, 2023
June 30, 2023
July 28, 2023

August 31, 2023

 For payroll questions email: slc.payroll@ssd412.org 

mailto:slc.payroll@ssd412.org


Retirement Information 

Substitute Service Credit Purchase Opportunity

As a substitute in Washington Public Schools, your membership in the School Employees’ Retirement
System (SERS) or Teachers’ Retirement System (TRS) is optional. Each employer you work for during
the year reports your hours and earnings to the Department of Retirement Systems (DRS); however,
contributions are not deducted from your paycheck. If you are already an established member, or if you
meet eligibility requirements and would like to receive SERS/TRS service credit, you may apply with
DRS and pay the appropriate contributions by requesting a Substitute Bill. Please go online to
www.drs.wa.gov and download the publication called Substitute Guide. For questions and/or to request
a Substitute Bill, call DRS at 1.800.547.6657.

Options to Supplement Your Retirement 403b Programs:

Traditional Pre-Tax Deferrals: These contributions are withheld from your pay before federal income
taxes are applied.

Roth Salary Deferrals: These contributions are withheld from your pay after federal income taxes are
applied.

For a list of Investment Elections, and how to participate, go to www.shorelineschools.org/staff under
Business Services: Universal Availability Notice for 2015 - 403b
Forms are at www.shorelineschools.org/staff/business/documents

Deferred Compensation Program (457 Plan):
Contributions are withheld before federal income taxes.
To enroll: Print the Participation Agreement from the home page of the Deferred Compensation Program
(DCP) website at www.drs.wa.gov/dcp or call the DCP Information Line at 1.888.327.5596, and ask to
have the form mailed to you.

For retirement questions, please contact:
 Carlene Ruden, Retirement and Payroll Specialist

Phone: 206.393.4240 / Email: carlene.ruden@ssd412.org

http://www.drs.wa.gov/
http://www.drs.wa.gov/
http://www.shorelineschools.org/staff
http://www.shorelineschools.org/staff
http://www.shorelineschools.org/staff/business/documents
http://www.drs.wa.gov/dcp
http://www.drs.wa.gov/dcp
mailto:carlene.ruden@shorelineschools.org






General Expectations
Tips for the Classroom 
FAQ’s
School District Vocabulary



1. Substitutes will abide by the policies and procedures of the Shoreline School District and of the school
or department to which they are assigned.

2. Substitutes will learn the locations of all schools before assignment dates.

3. Substitutes will report to assignments on time. Absence Management will list the time to report. If
circumstances prevent a substitute from arriving on time or there are questions about an assignment
entry, substitutes will call the substitute office immediately.

4. Certificated substitute teachers are scheduled for four or eight hour assignments and are expected to
be on the job for the entire time they are scheduled.

5. Substitutes will keep their Absence Management calendar of availability accurate. “Non-Work Days”
entered by a substitute must be deleted by the substitute if their availability changes before they will be
able to accept a prearranged assignment.

6. Substitutes have 24 hours prior to the start of the assignment to cancel, in the event you have missed
the cut off to cancel please call both the Substitute Coordinator and school office manager as soon as
possible.

7. Substitutes must always sign-in at the main office when they arrive at every assignment and checkout
at the main office before they leave. Those substitutes who work multiple locations in one day must sign-
in at every school.

8. Substitutes will dress appropriately at all times; weather and assignment duties should be taken into
consideration.

9. Substitutes will communicate with the substitute office should they have any questions or concerns at
any point throughout the year.

10. Substitute performance will be monitored for quality of work, punctuality, cooperation, dependability,
skills and adherence to school/district policies/procedures. District administrators are encouraged to
discuss performance related concerns with substitutes. In some instances, building administrators may
complete and submit a Substitute Referral Form indicating their concern(s) with a substitute’s
performance. The District Human Resources Department will review these forms and make a final
determination regarding necessary action. The District reserves the right to inactivate substitutes due to
performance related concerns. Additional possibilities for being inactivated may include but are not
restricted to:

SUBSTITUTE EXPECTATIONS
AND REQUIREMENTS

Please read the expectations and requirements below and contact the Substitute 
Office prior to your assignment if you have questions or are unable to meet them as
described.



A) Failure to complete our annual mandatory SafeSchools training by the deadline*
        *Returning Subs: November 1st / New Hire Subs: 15 days from hire date.
B) Failure to return the letter of Reasonable Assurance and Disclosure Release form necessary to remain as
a substitute for the following year by the deadline indicated on the letter
C) Not having a working phone number
D) Failure to respond to phone messages or emails from the substitute office
E) Failure to work a minimum of 10 assignments per semester
F) For certificated substitute teachers only: Expiration of Valid WA State Teaching Credentials

11. Be nice. This may seem to go without saying, but sometimes it is easy to get upset or disrespectful in
some situations. Remember that staff members are often dealing with several things at the same time and it
may take a few minutes to get to your needs. Just as employees share information about great substitutes,
they also share information about rude or improper behavior. A smile and a “thank you”, along with a little
patience during periods of high stress can help you a lot in the long run.

 
 

SUBSTITUTE EXPECTATIONS
AND REQUIREMENTS

CONT. 



Be a professional – Familiarize yourself with the lesson plans and materials. Maintain a professional
barrier between you and your students.
Use of humor and sarcasm – Be cautious with the use of humor, as it can produce unintended
consequences due to the age and/or cultural differences of students. The use of sarcasm can create
a negative learning environment and any humor or sarcasm that singles out an individual or groups
should be avoided. Be direct with your request for positive behavior.
Always follow the lesson plan – Even if the assignments seem like busy work, it may be a crucial
part of the teacher’s future lesson plans.
Confidentiality – All district staff, including substitutes, may come in contact with confidential student
information (e.g. identifiable student information, names, contact numbers, other school related
information). Substitutes must be diligent in protecting the privacy rights of students and families and
must never share confidential information with non-school district personnel.
Computer/Laptop Use/Internet – Use of district computers and access of the Internet should be
avoided while in direct supervision or instructions of students, unless such use is necessary to
complete the lesson plan provided. Do not use the district Internet for personal reasons or to access
social media. You may use your own computer or phone on breaks and your lunchtime.
Cell Phones – Cell phones must be off or silenced and WILL NOT be used while in the classroom,
on the playground, or while involved with students. This also included texting. Emergencies happen,
so if you anticipate a problem, please check with the school before using your cell phone. The taking
of photos or videos, unless specifically authorized is inappropriate and not allowed.
Use of Physical Force – Do not touch a student in a disciplinary manner unless necessary to defend
that student, yourself or others from imminent physical harm. If a discipline problem arises which
cannot be calmly addressed, notify the principal immediately.
Respecting Personal Property – Teachers and staff have personal property in the classroom. Do
not access, use, or remove any personal property from the classroom.
Avoid political or controversial topics – Your views on the world are no doubt interesting, but keep
them out of the classroom to avoid unintentionally offending someone who may hold opposing views.
Never leave students unattended – Students require adult supervision at all times. Contact the
office manager and wait for coverage if you need to leave the classroom.
Leave the classroom in a good order – Have the students help in any housekeeping that will
provide an orderly classroom upon the regular teacher’s return.

 

Classroom Expectations



Starting The Day
Report to the building office manager
Sign-in and obtain any keys, documents, and items that may be necessary for the day.
Ask about any student passes and discipline procedures.
Find the location of the restroom and teachers’ lounge.

Before Class Begins
Locate and review the lesson plans for the day. If you have any questions regarding these plans or
if no lesson plans are found, see the office manager prior to the start of class.
Review any expectations and rules for the classroom.
Locate the school evacuation map and student seating chart. If you have any questions
concerning the emergency procedures, contact the office manager prior to the start of class.

Teaching The Class
Introduce yourself. Take time before the beginning the day’s activities to tell the class a little
about yourself. Be brief and professional.
Take attendance. This may need to be done at the start of each period depending on the grade
level you are teaching.
Begin teaching the class immediately. As a guest teacher, you are expected to carry out the
lesson plans and assigned duties to the best of your ability. Always follow the lesson plan. Even if
the assignments seem like busy work, it may be a crucial part of the teacher’s future lesson plans.

Teaching controversial issues. When the curriculum prescribes teaching about controversial
issues in the classroom setting, you are responsible to make every effort to carry out the study
in a manner in which the students:

Keep the objectives of the study clearly in mind;
Stick to lesson plan provide without bias;
Understand the issues involved, and their implications; and allow all students to reach their
own conclusions regarding the issues.

Ending the Day
Leave the classroom in good order. Have the students help in any housekeeping that will
provide an orderly classroom upon the regular teacher’s return.
Take notes. Keep a list of things that happen throughout the day. Note students who were
particularly helpful or troublesome. Note any accidents or conflicts. Note anything you think may
be out of the ordinary. Teachers’ value receiving this type of information.
Close classroom. Close windows, turn off lights and equipment, and make sure the room is in
good order before you lock the door.
Check out with office manager. Return any notes, keys, or equipment. Share any questions or
concerns that you may have encountered during your workday.

Guest Teacher Daily Procedures



If a student becomes non-compliant, there are several techniques you should try that may
prevent the situation from escalating to a need for disciplinary action.

Proximity – Standing near a disruptive student, while continuing to instruct, will often
change their behavior.

Maintain a calm manner – It is better to make a request in a soft, firm voice rather than a
loud voice. Making eye contact will help convey your message.

Don’t take it personally – It is important to stay emotionally detached and remain
professional.

Use a positive approach – Requests for a student to start an appropriate behavior are
better than negative requests to stop misbehavior.

Give students time to comply – After you make a clear request for positive behavior
from a student, give them a brief moment to comply. Be sure to maintain eye contact and
restate the request in a calm manner if necessary.

Avoid giving threats or ultimatums – Try a calm, matter-of-fact approach void of
emotions or sarcasm. Reinforce the idea of consequences when a student makes the
choice to misbehave.

If a student remains non-compliant after trying all the above-mentioned techniques, you
will need to implement the specific building’s discipline procedures. Please speak with the
office manager prior to the beginning of class to learn the building’s procedures.

Classroom Management 

You should never touch a student while trying to enforce management procedures unless
necessary to defend that student, yourself, or others from imminent physical harm.

Corporal Punishment, (the use of physical punishment) is strictly prohibited by
Washington Administrative Code (WAC) 392-400-235



Do I need to stay at the school after the students are dismissed on early release days?
Certificated Substitutes are assigned and paid in half-day (4 hour) or full day (8 hour) assignments.
Therefore, you are expected to stay at school and work your full assignment even after students have
been dismissed on early release days. After completing your classroom duties, you should report to
the school Office Manager for instructions/reassignment.
What if school is canceled due to inclement weather? When winter weather approaches,
substitutes should check the district website and listen to the local radio station or television for
announcements regarding school closure or delayed starts. It is your responsibility to keep up-to-date
on any school changes due to inclement weather. Updates should be posted on both the district
website as well as Absence Management.
What if there is a late start? Late start times are for students only; staff (including substitutes) are
expected to report duty at their original scheduled time. Please give yourself enough time to travel
safely. You must contact the school or the substitute coordinator if you are delayed or unable to get
to work.
Are there a minimum number of days I need to work to remain active on the substitute list?
The Shoreline School District wants its substitute workforce to be active throughout the year.
Therefore, substitutes are expected to work a minimum of ten (10) assignments (half day or full day;
classified or certificated) in each semester. The district reserves the right to inactivate substitutes who
fail to work the minimum number of days required.
May I accept an assignment that has already started or will start soon? How much time is
allowed to arrive “on time”? Prior to accepting the assignment in Absence Management, call the
school to confirm the assignment details and give an estimated time of arrival. You are expected to
arrive as quickly as possible, but not longer than one hour from the time the assignment was
accepted.
If I need to cancel on the same day of my assignment, how many hours prior to the start time
should I cancel? Always cancel as soon as possible. If you must cancel a job on the day of your
assignment, call the school office and request to be removed from the assignment. Jobs left unfilled
less than 5 hours before the start time typically remain unfilled, causing staffing hardship at the
school.
Could my substitute assignment change once I arrive at the school site? Yes, a school
administrator may change or cancel the assignment of the substitute to better fill the need within their
building. Certificated Substitutes, In the event your assignment is canceled the same day the
following will happen:

If available you will be reassigned to a Certificated assignment of equal hours (8 or 4) either
within the same school or within the district.
In the event there are no unfilled Certificated assignments available you will be offered the option
to take a Classified assignment at the Certificated rate. Any daily bonuses will still be honored
You can take a half-day (4hrs at the Cert rate) at the school of the canceled assignment to fill in
as needed at the school. This could include but not limited to office work, lunch/recess coverage,
and classroom support.

1.

2.

3.

4.

5.

6.

7.

a.

b.

c.

 

Frequently Asked Questions (FAQS) 



CERT: Certificated, staff member or substitute that has a teaching certificate 

CLASS: Classified, staff member or substitute that has no teaching certificate 

GenEd: General Education

SPED: Special Education

LAP: Learning Assistance Program

ELL: English Language Learners

SELF CONTAINED: Special Education classroom where students are in the same classroom for all or
part of the day.

1:1 PARA: Assigned to one student with special needs, could be mobility or behavioral issues.

BEHAVIOR TECH: Behavioral intervention with students.

HIGH IMPACT: Students, classrooms in need of additional assistance. 

TRANSITIONAL 1:1 PARA: One-on-One Para with incoming/new students. 

STUDENT SUPERVISOR: Playground or Lunchroom Supervision 

EXTENDED CARE ASSISTANT: Before & After School Child Care 

PRESCHOOL AIDE: Classroom Aide for Preschool/Head Start 

PRESCHOOL ASSISTANT: Classroom Assistant in Preschool/Head Start 

LONG TERM: Assignment for less than 30 days, but more than 3

LEAVE REPLACEMENT: A non-continuing contracted certificated assignment for a certificated staff
member on leave.

School District Vocabulary 



Certificated 
Classified
Classified/ Emergency Certificated
Nurse



 

 
 

SUBSTITUTE TEACHER JOB DESCRIPTION 
 
 
Substitute Teachers are required to fulfill the following responsibilities: 
 

1. Substitutes perform the teacher duties/responsibilities that occur during the 
assigned workday.  They do not work beyond the contracted duty day (e.g. 
attending Open House Night; after school field trips; etc.) without prior notice and 
approval from the building principal and Director of Human Resources.   

2. Implement the teacher’s written lesson plans. Consult with site administration and/or 
staff to resolve questions and/or concerns. 

3. Teach scheduled classes. 
a. Prepare a written summary of work completed. 
b. Make teacher and/or site administration aware of special situations or 

problems encountered. 
4. Maintain appropriate student behavior both inside and outside the classroom in a 

positive manner by establishing good, wholesome rapport through healthy 
relationships between individuals involved in the learning process and in 
accordance with district policy and procedures. 

a. Maintain high standards and upholds the student conduct code. 
b. Properly report misconduct to site administration. 
c. Maintain supervisory control of students including, but not limited to, before 

and after school, as well as classroom transitions. 
5. Perform basic attendance accounting and business services as required. 
6. Comply with all building procedures and schedules you are made aware of. 

Promote the proper care and use of school property. 
7. Uphold board policies and follow administrative procedures. 
8. Cooperate with other professional staff members in assessing and helping pupils 

solve health, attitude and learning problems. 
9. Work cooperatively with site administration, including but not limited to substituting 

in another classroom during a preparation period, performing administrative tasks 
and performing other related duties as assigned. 

10. Substitute teachers accepting long term leave replacement contract assignments 
are responsible for performing all responsibilities identified in the absent teacher’s 
job description.  

  
 

  



 

CLASSIFIED POSITIONS 
 
 
 
 
Secretarial/Technician  
Includes:  

• Library Technician  
• Computer Technician 
• Secretarial Assignments (Office Secretary, Office Manager, Attendance Secretary) 

 
General Education ParaEducator (Teacher’s Assistant)  
Includes:  

• Overload ParaEducator (classes with high volume of students) 
• Kindergarten ParaEducator (ADK= All Day Kindergarten)  
• Testing Proctor 
• Science ParaEducator Assignments 

 
Special Education ParaEducator (Teacher’s Assistant)  
Includes:  

• 1:1 ParaEducator (one student to one ParaEducator) 
• Self-Contained ParaEducator (in small classroom) 
• High Impact ParaEducator (with small, focused group of students) 
• Title 1/LAP ParaEducator (reading and math) 
• Head Start ParaEducator (with children ages 3-5) 

 
Student Supervisors  
Includes:  

• Playground Monitor 
• Lunchroom Monitor 
• Crossing Guard Supervisors 

 
 
Behavior Technician  
Involves working with students who have severe behavioral problems 
 
 

 
 
 
 

***As of 2015-16, Classified Substitutes who have a four-year degree from an accredited 
university may also be eligible to become an Emergency Certified Teaching Substitute. 
Please contact the Substitute Coordinator for details on the application process. 



EMERGENCY SUBSTITUTE TEACHER APPLICATION PROCESS

School districts, private schools or educational service districts that have exhausted or reasonably anticipated they

will exhaust their list of qualified substitutes may request the Office of Superintendent of Public Instruction to issue

an emergency substitute certificate to any individual who is not fully qualified as a teacher or administrator or

educational staff associate. The emergency substitute certificate is restricted for use in the requesting school

district, private school or educational service district once their list of otherwise qualified substitutes has been

exhausted. The school district, private school or educational service district shall determine the employment

qualifications an individual must meet in order for the emergency substitute certificate to be requested.

Qualifications:

● Bachelors or higher degree

● Satisfactory work history

● Applicable experience and skills

● Satisfactory references

Selection Process For New Hires: Applications will be screened monthly, matching interests, experience, and

qualifications with the current needs of the Substitute Pool. The Substitute Coordinator will contact those

applicants selected to move forward. **This is an application process rather than a registration process, applying

to this pool does not guarantee placement as an Emergency Substitute Teacher.

Current Employees Process: There is no need to reply, please start with step 4 below. If you have not been

printed within the last 2 years then OSPI may require that new prints be submitted in order to process the request.

*FYI* In the Shoreline District Emergency Certificated Substitutes are listed as Classified/Emergency Certificated

Substitutes and it can take up to eight weeks for OSPI to issue the certificate. There are processing fees associated

with this process which are the applicant’s responsibilities.



Step 1:

Apply to the Classified Substitute Pool on the Shoreline School District website at

https://www.shorelineschools.org/jobs

*If you are already a district employee or sub there is no need to reapply, please reach out to the Substitute

Coordinator to express your interest and to start the process.

Step 2:

Completed applications will be processed and screened. If it meets the district’s employment qualifications, HR will

contact you and invite you to a Substitute Orientation.

Step 3:

After orientation and all new hire paperwork is processed you will be entered into the system as a Classified

Substitute.

Step 4:

Create an account with the Education Data System (EDS). Update the Substitute Coordinator that you have created

your account so that the request for Emergency Certificate can be submitted.

Step 5:

A processing fee of $63.00 is required by OSPI and must be paid to process your Emergency Certificate after the

district submits the request (certificates are good for 2 years). Processing by OSPI could take up to 6-8 weeks,

during that time you are encouraged to pick up classified assignments.

*OSPI will notify you when your certificate is ready, contact the Substitute Coordinator and a copy will be placed in

your application file.

Step 6: *This can be completed at any time during this process*

Complete the mandatory STEDI SubSkills Online Training Package. The courses take approximately 8-10 hours to

complete and help to prepare you for the classroom with information about classroom management, teaching

strategies, Special Education, etc.

The package is $39.95, after your 10th Certificated Substitute assignment you can request a reimbursement from

the district so please retain your receipt. The course must be passed with an 85% or higher.

Go to STEDI.org > Purchase Courses > Basic Option A > Purchase Now (keep a copy of the receipt for

reimbursement)

Once the certificate has been issued by Washington State and the STEDI training has been completed your sub

profile will be updated to Classified/Emergency Certificated status and you can work both Classified and

Certificated assignments in the district.

If you have any further questions regarding substitute teaching please contact the Substitute Coordinator, via email

at substitute.coordinator@ssd412.orgor 206.393.4224.

Updated 10/13/22



 
Welcome to the E-Certification 2.0 application process! 

 

 
Log on to:  https://eds.ospi.k12.wa.us 

 

 

 

  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

 

 

First time users select 

 “Create an Account” tab 

Username: must be valid email 

address 

Password: must be at least 8 

characters long, contain at least: 

one uppercase letter, one 

lowercase letter, one number, and 

one symbol. 

 

To Complete Profile Information – 

Select Register  

You will be prompted to: 

 “Request Application Roles”  
If your school participates in eVal, you 

may request a role at this time  

or Select the “Not Now” button to 
continue to E-Cert  

On the Home Page 
Select - View my applications 
Select - E-Certification (takes 15 min 

to set role) 

 
*Note: If you were ever employed 

by a Washington School District 

you have data to claim. When 

creating an account enter required 

login information AND data for 

linking to a certificate. 
 

 Returning users select 
 “Sign In” tab 

Enter Username and Password – Login  

The next screen will allow you to 

manage account information.  

Select:  View my applications  

My Application List  

Select E-Certification 

This will take you to the Home Page  
x Select Available Role  

x Select - My Credentials tab  

x Select - Educator tab – drop 

down to select desired action        

          For questions: (360) 725-6400 
cert@k12.wa.us 

 

 



SHORELINE 
CLASSIFIED POSITION 
 

Applicant Pool 

 

 

Nurse Substitute (RN) – On-Call 
 

The Shoreline School District is currently accepting applications from individuals 
who are interested in being considered for a position as a Nurse Substitute. 

• Substitutes work on an on-call basis during the school year.  
• Work hours will vary based on the assignment. 
• Location varies. 
 

DUTIES AND RESPONSIBILITIES: 
• Can include, but will not be limited to the following: 
• Maintain the student health center. 
• Record pertinent health data and screen/survey information on student health and safety, report 

them to building principal. 
• Interview students reporting to the health and safety, report them to the building principal. 
• Interview students reporting to the health center and refer to parents or guardians for review and 

treatment when indicated. 
• Occasionally assist/supervise disabled students with toileting or self catheterization as part of 

preplanned nursing care. 

QUALIFICATIONS: 
• Possess Washington State licensing as a registered nurse. 
• Hold a current Red Cross First Aid certificate and recent CPR training/qualification. 
• Demonstrate ability to communicate effectively as a member of the school professional staff. 
• Possess broad knowledge of growth and development, current health information, community 

health care delivery systems. 
• Satisfactory completion of designated SafeSchools courses within fifteen (15) days of hire/start 

date.  

SELECTION PROCESS: 
• Applications will be screened monthly, matching interests, experience, and qualifications with the 

current needs of the Nurse Substitute Pool. 
• Applicants selected to move forward will be contacted by the Substitute Coordinator  
• This is an application process rather than a registration process, applying to this pool 

does not guarantee placement as a Nurse Substitute. 
• If selected to move forward and after the Substitute Orientation training has been completed, you 

will be placed into a general pool of on-call Nurse Substitutes that will be assigned to various 
school sites as needed. 

 
1/31/18 
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GETTING STARTED WITH 
ABSENCE MANAGEMENT  

 
SHORELINE SCHOOL DISTRICT #412,  

SUBSTITUTE OFFICE 
MONDAY – FRIDAY, 6:30a to 3:00p 

(CLOSED ON NON-STUDENT DAYS) 
 
Our substitute management system, Absence Management (formerly known as Aesop) is 
a web browser and/or telephone based system that manages employee absences and 
substitute job assignments. As a substitute, you can use Absence Management to view 
and accept substitute assignments, 24 hours a day, 7 days a week, via the web and/or 
telephone. 

                            
 
Getting Started as a Substitute 
This guide will help you get started so you can use the system to its full-potential and find 
the jobs you're looking for. 
 

 



 

Easily Find and Accept Available Jobs                                                                       
Absence Management offers you the flexibility to proactively search for jobs and fill your 
own schedule the way you want. To help you benefit most from automated substitute 
placement, the system offers you both phone and web services for finding and accepting 
jobs. Substitutes can call in to the Absence Management system toll-free at 1-800-942-
3767 or log in at www.aesoponline.com. 

 

 

The system will notify you of available jobs that you qualify for. Most employee absences 
are entered the day before the absence occurs, but they can enter their absences very far 
in advance. Depending on your district’s settings, you can discover available jobs days, 
weeks, or even months in advance. When a job that you qualify and are available for is 
entered, the absence and substitute management system will notify you about the new job 
over the phone. You can then choose to accept or reject the assignment. 
*Shoreline Substitutes can see up to 30 days out for available assignments. 

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

Non-Work Days 
Know you're going to be on vacation for a week? Or would you prefer to never be offered 
Friday jobs? You can enter "Non-Work Days" which tells the system that you don't want to 
be called for jobs on pre-defined days. 
 



Preferred Schools 
There may be some schools in your district that you would prefer not to work at. The 
system gives you the ability to choose which schools you prefer to get job offers for and 
which schools you prefer not to be offered jobs for.  
 
Call Times  
One of the features that make Absence Management great is its ability to automatically call 
and offer you available jobs. However, some times just aren't good times to be called (like 
at 5 AM - you need your rest!). The system allows you to customize the times at which the 
system will call you for available jobs. 
*The calling feature is not activated for all new substitutes starting in the 2019-20 school 
year and going forward. It is encouraged to maintain your sub account via the site and it is 
at the substitutes discretion to turn the calling feature back on.   
 
 
  
 
Absence Management Automated Calling Times (for Assignment Offers and Change 
Notifications): 

Week Day Today’s Jobs Future Jobs 

Monday - Friday 5:30a to 12:00p 4:30p to 9:30p 
Saturday None 4:30p to 9:30p 
Sunday  None 4:30p to 9:30p 
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Absence Management 
SIGNING IN 

Type aesoponline.com in your web browser’s address bar or go to 

app.frontlineeducation.com if you have a Frontline Account. 
  
The Sign In page will appear. Enter your ID/username and 
PIN/password and click Sign In. 

RECOVERING CREDENTIALS 

If you cannot recall your credentials, use the recovery options or 
click the “Having trouble signing in?” link for more details.  
 

SEARCHING FOR AVAILABLE JOBS 

You can review available jobs directly on the homepage. These potential jobs appear in green on the 

calendar and in list form under the “Available Jobs” tab. 
 
To accept a job, click the Accept button beside the absence (or click Reject to remove a job from the list).  
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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 
Help Resources and select Frontline Support. This opens a 
knowledge base of help and training materials. 

 

ACCESSING ABSENCE MANAGEMENT ON THE PHONE 

In addition to web-based, system accessibility, you can also find and accept available jobs, manage 
personal information, change your PIN number, and more, all on 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 begin to call substitutes and try to fill the job.  
 
Keep in mind, when the system calls you, it will call 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). 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.  
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Finding Available Jobs

absence-help.frontlineeducation.com/hc/en-us/articles/115003266187-Finding-Available-Jobs

You can find and accept jobs in a few quick steps!

Locating Your Jobs

The home page includes two places where you can access a list of jobs for which you are qualified

and available to fill. Reference the "Available Jobs" option in the side navigation or locate the

"Available Jobs" tab. 

Viewing Job-Related Details

The "Available Jobs" section includes important position details such as the employee name, job

location, work times, and more. 

https://absence-help.frontlineeducation.com/hc/en-us/articles/115003266187-Finding-Available-Jobs?
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 Job Notes

Employees can attach important, job-related notes during the creation of their absence. A paper icon

indicates when these notes are provided, and you can select the icon, as needed, to view the job-

related details.

Once selected, a pop-up message will appear.

 Multi-Day Jobs

Some jobs in your list may occur over a period of multiple days, and the system identifies these

opportunities with a circle icon that contains a plus inside it. 
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Multi-day jobs do not have an "Accept" option that is immediately visible. You will first need to select

the "See Details" button to view all the job's details, including the option to accept the position.

This selection will reveal each individual day for the job, as well as a new button, Accept Multi-Day.
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 Phone Number and Map

In each job listing, you can select a green phone icon to reference the school's phone number or

click the orange map icon to open Google maps and review the directions. *A gray icon indicates

that the number or map is not available. These availability options are determined by your district.

Accepting or Rejecting Jobs

Now that you have seen the job details, you are ready to accept or reject the job.

 Rejecting a Job

 To reject a job, all you have to do is click the Reject button beside the listing. The rejection of a job

causes it to disappear from your available jobs, and you will not see it again.

Only click the "Reject" button if you are absolutely sure that you do not want this job. You cannot

recover a rejected assignment. 
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 Accepting a Job

To accept a job, click the green Accept button

on the right side of the job listing.

Once a job is accepted, you will see a

confirmation number at the top of the page. (*If

there is a file attached to the absence, you will also see a link to view the attached file.) This pop-up

will remain on your screen until you dismiss it. Click the "x" next to "Dismiss Message" to close the

confirmation.

Looking to accept jobs as a multi-district sub? Reference this article to learn more!

© Copyright 2019 Frontline Education
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Choosing Preferred Schools
absence-help.frontlineeducation.com/hc/en-us/articles/115003266067-Choosing-Preferred-Schools

A school preference list identifies the locations within a district where you do and do not want to work.
You can manage your list by selecting the Preferences option in the side navigation.

New substitutes will see jobs at all schools by default. You do not have to make any changes if you
wish to maintain full visibility.

Once you access the Preferences section, select Schools in the side bar and choose a district, if
applicable.

The "Schools" section includes two options at the top of the page. The first option will allow you to
select all the locations where you wish to see assignments. The second list indicates the places
where you do not want to see jobs. Click the radio button to alternate between these two lists. 

https://absence-help.frontlineeducation.com/hc/en-us/articles/115003266067-Choosing-Preferred-Schools?
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 You can now add or remove the necessary locations.

While you cannot manually remove a district at this time, the location selector allows you to limit
locations for a given district. This means you could potentially remove all locations if one district no
longer applies. However, please do so with caution as this determines what jobs you can and cannot
view.

Click the checkboxes to identify the individual schools that you do or do not want to see (or click the
All or None button to collectively add/remove all the locations in your list). 

In the example below, the substitute wants to view all district locations except those that occur at
elementary schools in the Victoria County district.
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Once you are finished, click Save to record your changes.

© Copyright 2019 Frontline Education
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Adding Non-Work Days

absence-help.frontlineeducation.com/hc/en-us/articles/115003384968-Adding-Non-Work-Days

"Non-Work Days" indicate when you are not available to work as a substitute, and they inform the

system to not offer you jobs on those days.

You can view your current non-work days or make a new entry via the "Non-Work Days" tab on the

homepage. *Note, you will see a number on the tab that indicates how many non-work days you

have scheduled for the past 30 days, as well as any non-work days scheduled for a future date.

 To create a new non-work day, click the Add Non-Work Day button. This selection opens a window

where you can enter your details.

https://absence-help.frontlineeducation.com/hc/en-us/articles/115003384968-Adding-Non-Work-Days?
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 To create a single Non-Work Day...

Date - Type the date into the box or use the calendar icon to select the date.

From/to - Enter the start and end times for when you cannot work. *You must un-check the "All

Day" box to edit the times for individual days.

Reason - Enter the reason for your non-work day. (This info is not required.)

Multi-district subs will indicate whether this non-work day applies to one or more of their districts.

Click the Save button when you are ready to save the non-work day.

Repeating Non-Work Days

Non-work days can also be scheduled to repeat, as needed. (As an example, you can may wish to

remove your availability for a specific weekday during the upcoming month - i.e. each Tuesday, or

you may wish to remove your availability for an extended time period - i.e. today until the end of the

month.)

When creating the Non-Work Day, you will choose the initial calendar start date and click the

checkbox for "Repeat." The system will indicate the day when the Non-Work entry begins and

provide an additional calendar box for when the Non-Work days should end. 
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Choose the "day" option if you want to take a recurring series of days (i.e. day "X" until day "Z"). Or,

select the calendar day indicated (i.e. "Monday," etc.) if you only want to take Mondays off for a

recurring amount of time. 

You can then indicate the start/end times for the non-work day, enter the location(s) where these non-

work days apply (if you work as a multi-district sub), and provide an optional reason for the entry. 

Remember to click Save once you are finished.

Removing a Non-Work Day

If you created a non-work day in error, the entry can be removed via the "Non Work Days" tab.

Keep in mind, you will only see a "Remove" option if your district has enabled this permission.

Restrictions may occur due to absence-request timeframes, etc. Please contact your district

Administrator for assistance.

If the permission is enabled, click the Remove button for the day you want to delete.



11/20/2019 Adding Non-Work Days – Frontline Absence & Time

https://absence-help.frontlineeducation.com/hc/en-us/articles/115003384968-Adding-Non-Work-Days 4/4

 A confirmation box will appear. Click Remove to confirm.

© Copyright 2019 Frontline Education
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EMERGENCY INFORMATION/PROCEDURES 
 
Fire and/or General Evacuation Procedures 
There are situations when it may become necessary to evacuate the school building. 
These situations may include a fire or bomb threat. It is important all staff and students be 
familiar with the evacuation routes (posted in the classroom) and procedures (below) and 
remain calm during any situation. Keep in mind there may be situations where a reverse 
evacuation (getting students and staff back in the school quickly) may be necessary. 
 
Procedures 

! An alarm sounds or notification is made, 
! Evacuation begins. 
! Tell students: “Line up to Evacuate.” 
! Grab class roster (kept near doorway). 
! Use primary Evacuation Route unless otherwise directed.  
! Lock classroom doors when leaving. 
! Proceed to Student Assembly Area. 
! Take attendance and account for your students, staff, and any visitors. 
! Report missing students to the Principal or designee. 
! Do not re-enter building without permission or request of emergency services 

authorities. 
! Remain in the Student Assembly Area and calm students if not assigned another 

duty. 
! If dismissed, inform Principal of departure. 
! When signaled, “clear to re-enter building”, do so quickly. 
! Upon safe re-entry, report anything amiss to the Principal. 

 
 
 
 
 
 
 
Medical Accident Procedures 
For an injured person: 

 Call 9-1-1 (if using school phone call 9-9-1-1) 
 Deal with the immediate medical emergency either by applying First Aid/CPR, 

contacting the school nurse, colleague or administrator. 
 Promptly inform Principal, designee or school nurse if injury is serious or unusual. 

Complete necessary forms: 
 For a student, complete “accident report” immediately and send to Principal, 

designee or school nurse. 
 For an employee, complete “L&I Accident Form: Employee Section” immediately 

and send to Principal or supervisor. 
 

 

Evacuation Preparedness 
! Principal/Designee may instruct to avoid certain areas when evacuating.  
! Know Primary Evacuation Route (kept on wall near doorway). 
! Know Alternate Route(s). 
! Be aware of physically impaired occupants in your classroom. 
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Earthquake Procedures 
When an earthquake strikes, the ground may pitch and/or roll. The motion is frightening, 
but unless it shakes something down on you, it is harmless. Keep calm!  Ride it out. Your 
chances of survival are excellent by following these procedures: 

! If outdoors – get in an open area away from trees, power lines, etc. 
! If indoors – DROP, COVER, AND HOLD onto something stable. 
! Put backsides toward windows or glass, cover back of head & eyes. 
! Wait for aftershocks (which may occur after 5-6 minutes). 
! Evacuation should NEVER be automatic. 
! Wait for building condition to be examined by Custodial Staff. 
! If building is unsafe, you will be told to evacuate. 
! Follow “Fire Evacuation” procedures taking emergency supplies when 

evacuating. 
 

 
 
 
 
 
Hazardous Material Spill Procedures 
A hazardous material incident that endangers staff or students may occur inside a district 
building or in a location outside the building. 
If the incident occurs away from the building: 

 The police or fire department will notify the building administrator and give 
recommendations and/or orders as to what action to take. 

If the incident occurs in the building and evacuation is necessary: 
 Take attendance records and grade book when evacuating. 
 If a small spill occurs in a science classroom or elsewhere in the school, isolate the 

area from human contact.  
 Determine if the chemical is volatile or dangerous in terms of fumes.  
 Evacuate the building, if necessary. 

 

Earthquake Evacuation Preparedness (Should evacuation be necessary) 
 

! Your primary Evacuation Route may not be clear.  
! Inspect exits to make sure debris is not hanging over exits. 
! The lighting inside your building or room will probably be out - it may be DARK. 
! Evacuate cautiously – aftershocks can collapse a weakened structure. 

 

 

 Medical Accident Preparedness 
! Remember if you call 9-1-1 on a cell phone – prepare to give your location: 

School Address: 
________________________________________________________ 

! Know where the Automated External Defibrillator (AED) is located: 
AED is located: 
__________________________________________________________ 

! Remember to always: 
o Check situation for any added dangers 
o First visually assess affected individual(s) condition 
o Avoid exposure to body fluids 

Avoid moving affected individual(s) – unless conditions mandate it 
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LockOut and LockDown Procedures 
 
 
 
 
 
 
L o c k O u t :  When threat is a DISTANCE FROM school, but poses safety issues 
ANNOUNCEMENT: “LockOut: secure the Perimeter.  LockOut: secure the Perimeter.” 

 

! Quickly get students and staff inside and LOCK ALL EXTERIOR DOORS. 
! Lock your classroom doors (in case threat becomes more imminent). 
! Close classroom exterior blinds (if you have them). 
! Take roll, account for students, staff and adults. 
! Email attendance to Front Office. 
! Continue class activity…with increased situational awareness. 

 

 

L o c k D o w n :  When threat is NEAR, ON CAMPUS or INSIDE school building 
 

 ANNOUNCEMENT: “LockDown: Locks, Lights, Out of Sight.  LockDown: Locks, Lights, 
Out of Sight.” 

 
 

If you are OUTDOORS and threat is inside building:  
! RUN… to the predetermined Safe Location until First Responders stabilize the incident.  
! HIDE…If running is not a safe option, then hide in as safe a place as possible. 

 
If you are INDOORS and threat is inside building: 

! RUN immediately away from the danger you see to an easily accessible exterior door. 
o Go to the predetermined Safe Location. 
o If Police are onsite, run with your hands visible and follow directions. 

! HIDE…quickly get students and staff into NEAREST ROOM WITH LOCKING DOORS. 
o Lock classroom door…Turn Lights out…Barricade door…Move away from sight. 
o Maintain silence – ensure cellphones are silenced. 

! FIGHT… As a last resort, adults in immediate danger should consider using physical force and 
items in their environment: fire extinguishers and chairs.   

 

Only After situation is stabilized 
 Place RED CARD (something is wrong) under door and in exterior window. 
 Place GREEN CARD (everyone is okay) under door and in exterior window. 
 Take roll, account for students, staff and adults and report any injuries. 
 Email attendance to Front Office.  
 Wait for First Responders to open door. 

 

When a threat exists - ANY Teacher or Staff can initiate a LockOut or LockDown 
! To initiate a LockOut or LockDown use the “All-Call” code from your classroom phone 
! Next Call 9-9-1-1 -- have last known location & description of intruder(s) 
! Then Call School Office -- have last known location & description of intruder(s) 

 

Remember: Law enforcement’s top priority is to stop the bad person(s)!  They will look for the person(s) 
with a weapon (e.g. gun).  Discussion point:  Be prepared to respond to the media. Students should not be 
put into the position of responding to media. 
 





 

DISTRICT POLICIES 
 

Sexual Harassment (Policy No. 5014) 
This district is committed to a positive and productive education and working environment free 
from discrimination, including sexual harassment. The district prohibits sexual harassment of 
students, employees, and others involved in school district activities.  
 
Sexual harassment occurs when:  
 
1. Submitting to the harasser’s sexual demands is a stated or implied condition of obtaining an 
education or work opportunity or other benefit;  
2. Submission to or rejection of sexual demands is a factor in an academic, work, or other 
school-related decision affecting an individual; or  
3. Unwelcome sexual or gender-directed conduct or communication interferes with an 
individual’s performance or creates an intimidating, hostile, or offensive environment.  
 
Sexual harassment can occur adult to student, student to adult, student to student, adult to 
adult, male to female, female to male, male to male, and female to female.  
 
The district will take prompt, equitable, and remedial action within its authority on reports, 
complaints, and grievances alleging sexual harassment that come to the attention of the 
district, either formally or informally. Allegations of criminal misconduct will be reported to law 
enforcement and suspected child abuse will be reported to law enforcement or Child Protective 
Services. Persons found to have been subjected to sexual harassment will have appropriate 
school district services made reasonably available to them and adverse consequences of the 
harassment shall be reviewed and remedied, as appropriate.  
 
Engaging in sexual harassment will result in appropriate discipline or other appropriate 
sanctions against offending students, staff, and contractors. Anyone else who engages in 
sexual harassment on school property or at school activities will have their access to school 
property and activities restricted, as appropriate.  
 
Retaliation against any person who makes or is a witness in a sexual harassment complaint is 
prohibited and will result in appropriate discipline. The district will take appropriate actions to 
protect involved persons from retaliation.  
 
It is a violation of this policy to knowingly report false allegations of sexual harassment. 
Persons found to knowingly report or corroborate false allegations will be subject to 
appropriate discipline.  
 
The superintendent shall develop and implement formal and informal procedures for receiving, 
investigating, and resolving complaints or reports of sexual harassment. The procedures will 
include reasonable and prompt timelines and delineate staff responsibilities under this policy. 
All staff are responsible for receiving informal complaints and reports of sexual harassment 
and informing appropriate district personnel of the complaint or report for investigation and 
resolution. All staff are also responsible for directing complainants to the formal complaint 
process.  
 
The superintendent shall develop procedures to provide age-appropriate information and 



 

education to district staff, students, parents, and volunteers regarding this policy and the 
recognition and prevention of sexual harassment. At a minimum, sexual harassment 
recognition and prevention and the elements of this policy will be included in staff, student, and 
regular volunteer orientations. This policy shall be posted in each district building in a place 
available to staff, students, parent, volunteers, and visitors. The policy shall be reproduced in 
handbooks for students, staff members, volunteers, visitors, and parents.  
 
The superintendent shall make an annual report to the board reviewing the use and efficacy of 
this policy and related procedures. Recommendations for changes to this policy, if applicable, 
shall be included in this report. The superintendent is encouraged to involve staff, students, 
volunteers, and parents in the review process.  
 
Cross Reference:  Policy  3210  Nondiscrimination  
    3240  Student Conduct  
    3421  Child Abuse and Neglect  
    5010  Nondiscrimination  
    5255  Disciplinary Action and Discharge  
    7321  Purchasing: Bids and Contracts  
 
Legal Reference:   RCW  28A.640.020  Regulations, guidelines to eliminate discrimination – Scope  
   WAC 392-190-056-058  Sexual harassment  
 
Adopted: June 19, 1995 
________________________________________________________________________ 
  



 

Nondiscrimination (Policy No. 3210) 
The district shall provide equal educational opportunity and treatment for all students in all 
aspects of the academic and activities program without regard to race, religion, creed, color, 
national origin, honorably discharged veteran or military status, sex, sexual orientation, gender 
expression or identity, the presence of any sensory, mental or physical disability, or the use of 
a trained dog guide or service animal by a person with a disability. The district will provide 
equal access to school facilities to the Boy Scouts of America and all other designated youth 
groups listed in Title 36 of the United States Code as a patriotic society. District programs shall 
be free from all unlawful harassment, including sexual. 
 
Conduct against any student that is based on one of the categories listed above that is 
sufficiently severe, persistent or pervasive as to limit or deny the student’s ability to participate 
in or benefit from the district’s course offerings, educational programming or any activity will 
not be tolerated. When a district employee knows, or reasonably should know, that such 
discriminatory harassment is occurring or has occurred, the district will take prompt and 
effective steps reasonably calculated to end the harassment, prevent its occurrence, and 
remedy its effects. 
 
The district’s nondiscrimination statement will be included in all major district and building 
publications that are widely disseminated to students, parents, or employees. 
The statement will include: 1) notice that the district does not discriminate in any programs or 
activities on the basis of any of the above-listed categories; 2) the name and contact 
information of the district’s compliance officer designated to ensure compliance with this policy; 
and 3) the names and contact information of the district’s Section 504 and Title IX compliance 
officers. 
 
The superintendent shall publish annual notice and complaint procedures to inform students, 
parents/guardians, and employees as required by law to ensure that there is in fact equal 
opportunity for all students in the district in a language they can understand. 
 
The district will designate a staff member to serve as the compliance officer for this policy. The 
compliance officer or designee will be responsible for investigating any discrimination 
complaints communicated to the district. 
 
The district will provide training to administrators and certificated and classroom personnel on 
their responsibility to raise awareness of and to eliminate bias based on the categories 
identified by this policy. 
___________________________________________________________________________ 
 Cross Reference:  Policy  2120  Curriculum Development and Adoption 
    2140  Guidance and Counseling 
    2150  Co-Curricular Program 
    2151  Interscholastic Activities 
    2173  Animals in the Schools 
    2311  Selection and Adoption of Instructional Materials 
    3200  Student Rights and Responsibilities 
    4330  Use of School Facilities 
 
Legal Reference:   RCW  28A.640  Sexual Equality 
    49.60   Discrimination — Human rights commission  
    28A.642  Discrimination prohibition 
   42 U.S.C. §§ 12101-12213 Americans with Disabilities Act 
    392-400-215  Student rights 
    392-190-060  Compliance – School district designation of responsible employee 



 

    392-190-020  Training – Staff responsibilities – Bias awareness 
    20 U.S.C._7905  Boy Scouts of America Equal Access Act 
Adopted: June 20, 2016 
 June 15, 2015 
 November 19, 2012 
 December 6, 2010 
 October 6, 2008 
 August 5, 2002 
 June 4, 2001 
 November 20, 1995 
 June 20, 1991 
________________________________________________________________________________________________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Prohibition of Harassment, Intimidation, and Bullying/Cyberbullying 
(Policy No. 3308) 
The Shoreline School District is committed to a safe, civil learning environment where all 
students, employees, volunteers, parents and patrons work, learn, and participate in an 
environment free from harassment, intimidation, and bullying/cyberbullying. “Harassment, 
intimidation or bullying/cyberbullying” means any intentionally written message or image, 
including those that are electronically transmitted (e.g. sexting), a verbal or physical act, 
including but not limited to one shown to be motivated by any characteristic in RCW 9A.36.080 
(race, color, national origin [including language], sex, sexual orientation including gender 
expression or identity, creed, religion, age, veteran or military status, disability, or the use of a 
trained dog guide or service animal by a person with a disability), or other distinguishing 
characteristics, when the act: 
 
 • physically harms a student or damages the student’s property; or 
 • has the effect of substantially interfering with a student’s education; or 
 • is so severe, persistent, or pervasive that it creates an intimidating or threatening  
   educational environment; or 
 • has the effect of substantially disrupting the orderly operation of the school. 
 
Nothing in this section requires the affected student to actually possess a characteristic that is 
a basis for the harassment, intimidation, or bullying/cyberbullying. “Other distinguishing 
characteristics” can include but are not limited to: physical appearance, clothing or other 
apparel, socio-economic status, gender identity, and marital status. Harassment, intimidation 
or bullying/cyberbullying can take many forms including: slurs, rumors, jokes, innuendoes, 
demeaning comments, drawings, cartoons, pranks, gesture, physical, attacks, threats, or other 
written oral or physical actions. “Intentional acts” refers to the individual’s choice to engage in 
the act rather than the ultimate impact of the action(s). 
 
This policy is not intended to prohibit expression of religious, philosophical, or political views, 
provided that the expression does not substantially disrupt the educational environment. Many 
behaviors that do not rise to the level of harassment, intimidation, or bullying/cyberbullying 
may still be prohibited by other district policies and/or building, classroom, or program rules. 
 
This policy is a component of the district’s responsibility to create and maintain a safe, civil, 
respectful, and inclusive learning community and is implemented in conjunction with 
comprehensive training of staff and volunteers, including the education of students in 
partnership with families, law enforcement, and the community. This policy is to be 
implemented in conjunction with the Comprehensive Safe Schools Plan that includes 
prevention, intervention, crisis response, recovery, and annual review. Interventions are 
designed to remediate the impact on the targeted student(s) and others impacted by the 
violation, to change the behavior of the perpetrator, and to restore a positive school climate. 
Employees, in particular, are expected to support the dignity and safety of all members of the 
school community. 
 
Depending on the frequency and severity of the conduct, intervention, counseling, correction, 
discipline and/or referral to law enforcement, may occur. No school employee, student, or 
volunteer may engage in reprisal, retaliation, or false accusation against a victim, witness, or 
one with reliable information about an act of harassment, intimidation, or 
bullying/cyberbullying. Retaliation is prohibited and will result in appropriate discipline. It is a 



 

violation of this policy to threaten or harm someone for reporting harassment, intimidation, or 
bullying/cyberbullying. It is also a violation of district policy to knowingly report false allegations 
of harassment, intimidation, and bullying/cyberbullying. Students or employees will not be 
disciplined for making a report in good faith. However, persons found to knowingly report or 
corroborate false allegations will be subject to appropriate discipline. Any school employee, 
who has witnessed or has reliable information that a student has been subjected to 
harassment, intimidation, or bullying/cyberbullying, whether verbal or physical, is expected to 
report such incident to an appropriate school official. Any student, parent, or volunteer is 
strongly encouraged to report such incident to an appropriate school official. Any reporting is 
immune from a cause of action for damages arising from any failure to remedy the reported 
incident. 
 
The superintendent will appoint a compliance officer as the primary district contact to receive 
copies of all formal and informal complaints and ensure policy implementation. The name and 
contact information for the compliance officer will be communicated throughout the district. 
 
The superintendent shall develop procedures addressing the elements of this policy, retaliation 
and false reporting consistent with the complaint and investigation components of Policy 
#3210, Nondiscrimination and Policy #3300, Student Conduct and Corrective Actions for 
Misconduct. 
___________________________________________________________________________ 
Cross reference:   Policy  3200  Student Rights and Responsibilities 
    3209  Students: Sexual Harassment 
    3210  Nondiscrimination 
    3300  Student Conduct and Corrective Actions for Misconduct 
    4312  Complaints Concerning Staff or Programs 
    5013  Personnel: Sexual Harassment 
 
Legal Reference:   RCW  28A.300.285  Harassment, Intimidation, and bullying prevention policies and  
      procedures--Model policy and procedure--Training materials-- 
      Posting on web site--Rules--Advisory committee 
    28A.600.480  Reporting of harassment, intimidation, or bullying- 
      Retaliation prohibited-Immunity 
    9A.36.080  Malicious harassment --Definition and criminal penalty 
    28A.640  Sexual equality 
    49.60   Discrimination--Human rights commission 
   42USC 12101-12213 Americans with Disabilities Act 
    392-400-215  Student Rights 
    392-190   Equal Educational Opportunity—Unlawful discrimination prohibited 
      Section #504 of the Rehabilitation Act of 1973 (34 CFR 104) 
Adopted: June 25, 2012 
  July 27, 2011  
  January 11, 2011 
  June 16, 2008  
  August 5, 2002 
________________________________________________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 



 

Maintaining Professional Staff/Student Conduct (Policy No. 5014) 
The purpose of this policy is to provide all staff, students, volunteers and community members 
with information to increase their awareness of their role in protecting children from 
inappropriate conduct by adults.  
 
The Shoreline School District Board of Directors expects all staff members to maintain the 
highest professional, moral and ethical standards in their interaction with students. Staff 
members are required to maintain an atmosphere conducive to learning, through consistently 
and fairly applied discipline and established and maintained professional boundaries.  
 
The interactions and relationships between staff members and students should be based upon 
mutual respect and trust, an understanding of the appropriate boundaries between adults and 
students in and outside of the educational setting, and consistency with the educational 
mission of the schools.  
 
Staff members will not intrude on a student’s physical and emotional boundaries unless the 
intrusion is necessary to serve an educational or physical, mental and/or emotional health 
purpose. An educational purpose is one that relates to the staff member’s duties in the district. 
Additionally, staff members are expected to be sensitive to the appearance of impropriety in 
their own conduct and the conduct of other staff when interacting with students. Staff members 
will discuss issues with their building administrator or supervisor whenever they suspect or are 
unsure whether conduct is inappropriate or constitutes a violation of this policy.  
 
The Shoreline School District Board of Directors supports the use of technology to 
communicate for educational and school-related purposes. However, district employees are 
prohibited from online socializing or electronic communication that violates the law, district 
policies/procedures or generally recognized professional standards. Employees whose 
conduct violates this policy may face discipline and/or termination, consistent with the district’s 
policies, acceptable use agreement and collective bargaining agreements, as applicable.  
 
The superintendent or designee will develop staff protocols for reporting and investigating 
allegations and develop procedures and training to accompany this policy.  
________________________________________________________________________ 
Cross Reference:  Policy  3421  Child Abuse and Neglect Prevention  
    8700  Non Instructional Operations Sexual Harassment  
 
Legal Reference:   RCW  28A.400  Crimes against children  
   RCW  28A.405.470  Crimes against children – Mandatory termination of  certificated 
      employees – Appeal – Recovery of salary or  compensation by  
      district.  
   RCW  28A.405.475  Termination of certificated employee based on guilty plea or  
      conviction of certain felonies – Notice to superintendent of public 
      instruction – Record of notices  
   RCW  28A.410.090  Revocation or suspension of certificate or permit to teach –  
      Criminal  basis -- Complaints – Investigation - Process  

RCW      28A.410.095  Violation or noncompliance – Investigatory powers of 
superintendent of public instruction – Requirements for 
investigation of alleged sexual misconduct towards a child – Court 
orders – Contempt – Written findings  

RCW  28A.410.100  Revocation of authority to teach – Hearings  
WAC  181-87   Professional Certification – Acts of Unprofessional Conduct  

 WAC  181-88   Sexual Misconduct, Verbal and Physical Abuse – Mandatory  
      Disclosure Prohibited Agreements  
Adopted: May 3, 2010________________________________________________________________________  



 

Maintaining Professional Staff/Student Conduct (Policy No. 5014 P)  
The purpose of this procedure is to provide all staff, students, volunteers and community 
members with information to increase their awareness of their role in protecting children from 
inappropriate conduct by adults.  
 
In a professional staff/student relationship, school employees maintain boundaries that are 
consistent with the legal and ethical duty of care that school personnel have for students.  
 
A boundary invasion means an act, omission, or pattern of such behavior by a school 
employee that does not have an educational purpose; and results in abuse of the staff/student 
professional relationship.  
 
Examples of inappropriate boundary invasions by staff members include but are not limited to 
the following:  

ADULT-STUDENT BOUNDARIES 
APPROPRIATE  INAPPROPRIATE  
Maintaining appropriate personal space  Invading personal space – too close  
Reasonable eye contact  Maintaining prolonged, intense eye contact  
Student aides perform work in the learning 
environment that is related to educational 
purposes.  

Student aides are assigned duties that meet personal needs of 
the teacher or are unrelated to any educational purpose.  

Conversations with students are appropriate 
to the school environment and support 
student learning and growth.  

Conversations with students become personal in nature and 
confidential – asking students to ―just keep it our secret.ǁ  

Appropriate use of student conferences in a 
manner consistent with educational 
purpose.  

Ongoing pattern of spending time alone with student in a 
manner inconsistent with or devoid of educational 
purposes/expectations.  

Student-teacher relationship is centered on 
school events & activities and is 
professional in nature.  

Student-teacher relationship is maintained outside of school 
events (taking student to lunch or a movie alone; giving special 
gifts; consistent giving rides home alone; receiving or writing 
secret notes) and is personal in nature.  

Maintain fair and equal treatment of all 
students with only occasional educationally 
justifiable expectations.  

Singling out a particular student or students for personal 
attention and friendship beyond the professional staff-student 
relationship (e.g. covering for or providing excuses for special 
student privileges, writing passes repeatedly for favored 
students to cover tardiness or absences).  

Student-teacher communication is 
appropriate to the educational purpose and 
understood by general school population  

Student-teacher communication has implied messages, inside 
understanding, jokes or. innuendos of a sexual nature that are 
not commonly understood by general school population.  

Leaders of extracurricular activities maintain 
clear standards around gender issues and 
harassment.  

Leaders of extracurricular activities encourage atmosphere of 
loose and inappropriate boundaries around gender and 
harassment issues.  

A pat on the back, or shoulder or arm.  Shoulder massage, lingering touches, requesting affection 
―give me a hug,ǁ ―give me a kiss.ǁ  

Exercising good judgment on whether to, 
and under what circumstances it is 
appropriate to, touch students.  

Touching students inappropriately or in ways that may lead 
students to misinterpret the intent due to their individual 
circumstances, cultural standards, or their developmental stage.  

Teachers aware of student needs and 
referring them to appropriate 
guidance/counseling or school related 
support services (nurse, etc.).  

Teachers (without appropriate training in effective advising) 
acting as helpers for serious student problems.  

Maintaining contact for educational 
purposes via district authorized e-mail, 
phone service, or on-line learning sites.  

Maintaining personal contact via private phone, e-mail, texting or 
other social networking web sites.  



 

Child Abuse and Neglect Prevention (Policy No. 3421) 
Because child abuse and neglect are both a violation of children’s human rights and an 
obstacle to their educational development, the Board directs that certificated or classified 
school district employees (staff) shall be alert for any evidence of such abuse or neglect. For 
purposes of this policy, child abuse or neglect shall mean:  
 
 1. First or second degree custodial interference, malicious harassment;  

 2. First, second, or third degree child molestation;  

 3. First or second degree sexual misconduct with a minor;  

 4. First or second degree rape of a child;  

 5. Patronizing a juvenile prostitute, child abandonment;  

 6. Promoting pornography;  

 7. Selling or distributing erotic material to a minor;  

 8. Custodial assault;  

 9. Violation of child abuse restraining order;  

 10. Child buying or selling, prostitution; or  

 11. Any of these crimes as they may be renamed in the future by a person under 

              circumstances which indicated that the child’s health, welfare, and safety is harmed.  

When feasible, the district will provide community education programs for prospective parents, 
foster parents, and adoptive parents on parenting skills and on the problems of child abuse 
and methods to avoid child abuse situations. The district shall also encourage staff to 
participate in inservice programs that deal with the issues surrounding child abuse.  
 
The superintendent shall develop reporting procedures, including sample indicators of abuse 
and neglect, and shall disseminate the procedures to all staff. The purpose is to identify and 
report as soon as possible to the proper authorities all evidence of child abuse or neglect.  
 
A staff member who has knowledge or reasonable cause to believe that a student has been a 
victim of physical abuse or sexual misconduct by another student or school employee, shall 
report such abuse or misconduct to the appropriate school administrator. The school 
administrator shall cause a report to be made to the proper law enforcement agency if he or 
she has reasonable cause to believe that the misconduct or abuse has occurred as required 
under RCW 26.44.030. During the process of making a reasonable cause determination, the 
school administrator shall contact all parties involved in the complaint.  
 
Staff shall receive training regarding their reporting obligations under state law in their 
orientation training when hired and then every three years thereafter. The training required 
under this subsection shall take place within existing training programs and related resources.  
 
Staff are legally responsible for reporting all suspected cases of child abuse and neglect. For 
that reason, under state law, staff are free from liability for reporting instances of abuse or 
neglect and are criminally liable for failure to do so.  
 



 

Staff need not verify that a child has in fact been abused or neglected. Any conditions or 
information that may reasonably be related to abuse or neglect should be reported. Legal 
authorities have the responsibility for investigating each case and taking such action as 
appropriate under the circumstances.  
___________________________________________________________________________ 
Cross reference:  Policy  4411  Relations with Law Enforcement and Child Protective     
    Agencies  
 
Legal reference:   RCW  13.34.300  Failure to cause juvenile to attend school as evidence under  
      neglect petition  
    26.44.020  Child abuse--Definitions  
    26.44.030  Reports--duty and authority to make--Duty of receiving agency  
    28A.620.010  Central registry of reported cases of child abuse  
    28A.620.020  Community education provisions--Purposes  
    28A.620.030  Community education provisions--Restrictions  
    43.43.830(6)  Background checks--Access to children or vulnerable persons  
    28A.400.317  Physical abuse or sexual misconduct by school employees--Duty 
      to Report-Training  
 
Adopted February 25, 2008  
December 9, 1991  
June 6, 1988 
 
 
 
 
WORKERS’  COMPENSATION (Policy No. 8331) 
Worker’s compensation is an insurance program which covers job-related injuries and 
occupational diseases. School staff members are covered by a self-insured program which 
has been approved by the Department of Labor and Industries. The staff member is protected 
in two ways:  
 
1. Medical costs resulting from job injuries are paid.  
2. Injured employees are paid a partial wage while off work because of a job injury or illness 
due to on-the-job causes.  
 
When a staff member is injured on the job with a time loss, the district will grant full sick leave 
for the first three days provided the staff member has accumulated sick leave to cover it. For 
each day covered by workers’ compensation, the employee may use accumulated sick leave 
to make up the difference between the workers’ compensation payments and the employee’s 
regular salary. In such instances, total pay shall not exceed the staff members’ regular pay.  
___________________________________________________________________________ 
Cross Reference:  Policy  5321  Sick Leave  
 
Legal Reference:   RCW  28A.400.370  Mandatory Insurance protection for employees  
   WAC  296-15   Workman’s Compensation self-insurance  
 
Adopted: November 5, 1990 
________________________________________________________________________________________________ 

 
 
 

A complete School Board Policy Manual may be found at: 
http://www.shorelineschools.org/school_board/policy_manual/ 

 



 

PROCEDURE FOR FILING A WORKERS’ 
COMPENSATION CLAIM 

 
 

 

The Shoreline School District is subject to Washington industrial insurance laws and has 
been approved by the state to cover its own workers' compensation benefits. Self-insured 
employers must provide all benefits required by the laws. The Department of Labor & 
Industries regulates your employer's compliance with these laws. If you are injured on-the-
job or develop an occupational disease, you will be entitled to industrial insurance benefits.  

Your employer will provide you with an "Accident/Injury" form. You must complete this form 
and submit to your building administrator or direct supervisor following any work related 
injury, whether or not you seek medical attention.   

If you do seek medical attention, you must complete the online claim (www.pswct.org).  
Complete a Physician's Initial Report" (PIR) form found on the district website and take to 
your appointment. All medical bills that result from an allowable on-the-job injury or 
occupational disease will be paid by your employer. If you have ANY questions with this 
process, the district’s Workers’ Compensation contact, Michelle Thorpe (206) 393-4329, 
will be happy to help you. 

Your employer cannot deny you the right to file a claim, and your employer cannot 
penalize you or discriminate against you for filing a claim. Every worker is entitled to 
workers' compensation benefits for any injury or illness which results from his/her job.  

Any false claim filed by a worker may be prosecuted to the full extent of the law.  

If you have any questions or concerns, contact your employer's representative at the claim 
administration address or phone number listed below. 

Claims Administration: 
Puget Sound Workers’ Compensation Trust 

800 Oakesdale Ave SW 
Renton, WA 98057-5221 

Phone: (425) 917-7667 or 1-877-955-9675 
Fax: (425) 917-7661 

IF A JOB INJURY OR DISEASE OCCURS 

IN CASE OF INJURY OR DISEASE: 
 

REPORT YOUR INJURY OR DISEASE TO YOUR SUPERVISOR 

GET MEDICAL CARE: 
You have the right to go to the doctor of your choice. 

IMPORTANT! 


