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Dear Staff, 
 
I hope that you have enjoyed the long Labor Day weekend leading up to our official first day of school which is 
Wednesday, September 9th. As you know, things will be different in a variety of ways as we embark upon a learning 
venue that will challenging, rewarding and require our steadfast commitment. There will be times when we are 
going to have to work extra hard to get kids and families engaged and when it feels like there is not much more we 
can do, we must try it again. Building relationships and solid connection with students is a great first step and why 
regular communication from each of you to students and families is critical. This communication I am speaking of is 
equally important for everyone though it will no doubt look different for a teacher trying who is communicating 
with students and families about learning and other staff members who are engaging families in other important 
problem-solving.  
 
We will be working as a district team to support you and solve challenges that we will face along the way. It is 
important to remember that even though we are serving students in a distance 2.0 remote model, that this does 
not mean that you must work in isolation. Take the time to ask questions of the principal or others if you are not 
sure about a situation that arises or steps that need to be taken. I want to take a minute to talk specifically about a 
few items that need more specific explanation: 

 
1. Canvas-One of the things that we heard last spring was that we had a very inconsistent use of Canvas which 

made it difficult for families to navigate. For example, a family with three children may have logged onto 
canvas last spring and found vastly inconsistent practices for grades, posting links and other items of 
interest. Brianne Loomis made templates for each level that are appropriate for those levels. The 
expectation is that everyone uses Canvas as your learning management system.  

2. Attendance-I have attached a document that will give you an overview of attendance and how it is the 
same and different from kids attending in person. Conferencing with students and their families will be key 
in the first few days as we help establish how important it is for everyone to engage in distance learning 2.0. 
Attendance or enrollment can be counted in a lot of different ways such as the conference you are doing, 
logging into Canvas, demonstrating engagement in another way and participating in zoom meetings. The 
official count day for the first month of the school year is the 4th day of school. In this case, that would fall 
on Monday September 14th. Students can be counted present in number of different ways which I mention 
above. 

3. Personal Preventative Equipment-Everyone is always required to wear a mask and practice social 
distancing. This is not negotiable, and I am going require that we all do our part to limit the spread of Covid 
and we do that by wearing a mask. You should not be in a room with other people and not have a mask on.  

4. Conferencing-It is very important that we work with students and their families to get off to the best start 
possible. Spending the time engaging students in developing the practices that help their success will be 
important. This is a great time to clarify that grading, attendance and assessment will take place as if we 
were in person. It will also good time to understand how we can be reasonably flexible with families and 
students to help them be successful. This is challenging for everyone.  

In closing, I want to wish each of you the best start ever. It goes without saying that it will be the most unusual start 
we have ever had. If you have any questions, please don’t hesitate to reach out by email or phone.  
 
Sincerely, 
 
 
Dan 
 



 

 
 

 

A Message from Human Resources  
 
Welcome to the 2020-2021 school year! The Employee Handbook is an effort to streamline information 
and resources we feel that you use most often. This document is  located on our website for you to 
access. 
 
Information on Employee Assistance resources is included this year.  Feel free to give suggestions for 
other items you would like to see included that might be missing.   This will be another challenging school 
year for all of us and I encourage you to reach out if there are ways that we can help. 
 
We look forward to working with you! Have a great school year. 
 
Your Human Resource Contact:      Cyd Leahy     360-793-9801 x 1030 
                                                                         Office Manager/Human Resources 
 

Contact for Information on: 
 

• Teacher Clock Hours/Credits 
 

• Contracts/Placement on Salary Schedule 
 

• Certificate Renewal Information and Contacts 
 

• Frontline Questions/Access 
 

• Paraeducator Fundamental Course of Study/Clock Hours 
 

• Seniority Questions 
 

• CPR Classes/Certification Status 
    
 
 
 

mailto:cyd.leahy@sultan.k12.wa.us


 

 
 

 

EMPLOYEE BENEFITS 
 
Your Benefits Contact:                                    Anita BIckler        360-793-9801 x 1021 
                                                                                Payroll Specialist 
 
Contact for information on: 
 

• Insurance/COBRA 
 

• Leave (FMLA/Workmen’s Compensation) 
 

• Cell phone plan etc. 
 
Health Insurance Benefits 
 

EMPLOYEE BENEFITS 
HEALTH INSURANCE BENEFITS 
 

SEBB 

Starting January 1, 2020 all eligible school employees of Washington State school districts and charter schools will 
receive statewide insurance benefits through the School Employees Benefits Board (SEBB). The Legislature 
established the SEBB Program to ensure all school employees and their families have access to affordable, high-
quality health care. 
 
SEBB Benefits Offered: 

• Medical Insurance 
• Dental Insurance 
• Vision Insurance 
• Basic life and accidental death and dismemberment (AD&D) Insurance 
• Basic long-term disability (LTD) Insurance 
• Medical Flexible Spending Arrangement (FSA) 
• Dependent Care Assistance Program (DCAP) 
• Eligible employees can also purchase Supplemental Life, AD&D, and LTD insurance to increase their 

coverage (optional) 
  

Quick Helpful Links 

• Log in to your SEBB My Account 
• SEBB Enrollment Guide 
• SEBB Eligibility Fact Sheet 
• SEBB COBRA Continuation Coverage Premiums 
• SEBB Medical Benefits Comparison 
• SEBB Dental Benefits Comparison 
• SEBB Vision Benefits Comparison 
• Find a Provider Uniform Medical Plan 
• Find a Provider Premera 
• Find a Provider Uniform Dental (administered by Delta Dental) 

mailto:anita.bickler@sultan.k12.wa.us
https://myaccount.hca.wa.gov/auth
http://www.hca.wa.gov/assets/pebb/20-0049-school-employee-enrollment-guide-2020.pdf
http://www.hca.wa.gov/assets/pebb/SEBB-eligibility-fact-sheet.pdf
http://www.hca.wa.gov/employee-retiree-benefits/continuation-coverage/sebb-continuation-coverage-premiums
http://www.hca.wa.gov/assets/pebb/sebb-medical-benefits-comparison-20-0046-2020.pdf
https://www.hca.wa.gov/assets/pebb/sebb-dental-comparison-20-0053-2020.pdf
https://www.hca.wa.gov/assets/pebb/sebb-vision-comparison-20-0054-2020.pdf
https://ump.regence.com/sebb/finding-doctors
https://sebb.premera.com/find-care
https://www.deltadentalwa.com/tools-and-resources/find-a-dentist


 

 
 

 

• Find a Provider DeltaCare 
• Find a Provider Willamette  
• Find a Provider Davis Vision  
• Find a Provider MetLife Vision 
• Find a Provider EyeMed  
• Glossary of Health Coverage and Medical Terms 
• Spouse & Tobacco User Surcharges 
• List of Acceptable Dependent verification documents 
• SEBB Additional Benefits Fact Sheet 
• SEBB MetLife Beneficiary Form 

  

Preferred Prescription Drug List Formularies 

• Premera Formulary 
• UMP Formulary 

 
How do I compare the plans? 

Get a side-by-side comparison of common medical benefits and costs for services. 

• SEBB medical plan benefits comparison 2020 (printable) 
• Behavioral health benefits comparison 2020 (printable) 
• ALEX, online benefits advisor 

 
Summary of Benefits and Coverage 

• Premera High PPO 
• Premera Standard PPO 
• UMP Achieve 1 
• UMP Achieve 2 
• UMP High Deductible 

 
How do I create a SEBB My Account to Enroll?  

• Visit SEBB My Account: myaccount.hca.wa.gov and click the green Login to SEBB My Account button 
under Employee/Subscriber. You’ll be directed to SecureAccess Washington (SAW).  

• Click Sign up to create a SAW account. (If you already have a SAW account, enter your username and 
password and skip to step 5.) Enter your name, email address, a username, and password. Remember to 
save your username and password in a safe place so you don’t forget it the next time you log in. 

• Check the box to indicate you’re not a robot, click Submit, and follow the link to activate your account. 
• Check your email for a message from SAW. Click on the confirmation link, then close the Account 

Activated! browser window that opens and return to your original window. Follow the instructions on the 
screen to finish creating your account. 

• You will be redirected back to SEBB My Account. Enter your last name, date of birth, and last four digits 
of your Social Security number. Click Verify my information. 

https://www.deltadentalwa.com/tools-and-resources/find-a-dentist
https://locations.willamettedental.com/
https://idoc.davisvision.com/DavisVision.Member/SessionTimeout/Index
https://mymetlifevision.com/find-provider-location-internal.html
https://www.eyemedvisioncare.com/hcasebboe/public/oe/provloc.emvc?networkId=108&nwDDDisabled=true
https://www.wenatcheeschools.org/hr/files/19-20%20Benefits/Glossary.pdf
https://www.hca.wa.gov/employee-retiree-benefits/school-employees/surcharges
https://www.hca.wa.gov/employee-retiree-benefits/continuation-coverage/dependent-verification-0
https://www.hca.wa.gov/assets/pebb/sebb-additional-benefits-fact-sheet.pdf
https://www.wenatcheeschools.org/hr/files/19-20%20Benefits/SEBB%20MetLife%20Beneficiary%20Form.pdf
https://sebb.premera.com/assets/Premera%20Essentials%20Formulary%20(E4).pdf
https://www.hca.wa.gov/sites/default/files/ump/UMP-SEBB-Preferred-Drug-List.pdf
https://www.hca.wa.gov/assets/pebb/sebb-medical-benefits-comparison-20-0046-2020.pdf
https://www.hca.wa.gov/assets/pebb/20-0179-sebb-behavioral-health-comparison-2020.pdf
https://www.myalex.com/washingtonstatehca/home
https://www.hca.wa.gov/assets/pebb/premera-high-ppo-sbc-2020.pdf
https://www.hca.wa.gov/assets/pebb/premera-standard-ppo-sbc-2020.pdf
https://www.hca.wa.gov/assets/ump/ump-achieve-1-sebb-sbc-2020.pdf
https://www.hca.wa.gov/assets/ump/ump-achieve-2-sebb-sbc-2020.pdf
https://www.hca.wa.gov/assets/ump/ump-high-deductible-sebb-sbc-2020.pdf
https://myaccount.hca.wa.gov/auth


 

 
 

 

 
SECTION 125 FLEXIBLE BENEFIT PLAN 
 
Section 125 of the Internal Revenue Service Code allows employees the opportunity to purchase certain types of 
benefits on a favorable tax basis using “pre-tax” dollars.  Pretax dollars are subtracted from the employee gross 
earnings, before taxes are calculated, which can result in a higher level of spendable income for employees. 
 
Day Care Reimbursement Plan (Day Care FSA) ($5,000 maximum contribution) 
A Day Care FSA allows an employee to elect to have a specified number of pretax dollars deducted from their 
paycheck each pay period which are contributed to a reimbursement account.  The funds can be used to pay for 
qualified day care expenses.   
 
Health Care Flexible Spending Account (Health Care FSA) 
A Health Care FSA allows an employee to have a specified number of pretax dollars deducted from their paycheck 
each pay period which are contributed to a reimbursement account.  These funds can be used to pay for medical, 
dental, vision, and/or orthodontia expenses for you and/or your dependents.   
 
Limited Health Care Flexible Spending Account 
The Limited Health FSA allows an employee to have a specified number of pretax dollars deducted from their 
paycheck each pay period which are contributed to a reimbursement account that can be used to pay for dental, vision, 
and/or orthodontia expenses for you and/or your dependents.  IRS Regulations prohibit participation in a General 
Purpose Health Care FSA while making contributions to an Health Savings Account (HSA).  However, the IRS will 
allow participation in a Limited Health Care FSA.  Refer to your benefits packet for a list of qualified medical 
expenses.   
 
Health Savings Account (HSA) 
A Health Savings Account (HSA) works with a High Deductible Health Plan (HQHP).  An HSA allows the employee 
to have a specified number of pretax dollars deducted from their paycheck each pay period which are contributed to a 
reimbursement account to be used to pay for medical expenses not covered by your HQHP.  Refer to your benefits 
packet for a list of qualified medical expenses.   
 
TAX SHELTERED ANNUITIES 
 
You have the right to make elective deferrals to the Sultan School District #311 403(b) Plan. Contributing to 
a 403(b) plan helps to ensure that you will have funds to provide yourself with an income during retirement. 
A 403(b) plan allows you to contribute a portion of your compensation on a pre-tax basis in order to save for 
your retirement. Contributions are made to the plan by payroll deduction. The amount of annual 
contributions to a Tax Sheltered Annuity (TSA) is limited by Internal Revenue Service Regulations.  The 
employee is responsible for assuring contributions are within the authorized limit.  The untaxed retirement 
contributions may count as part of the maximum allowable TSA contribution.  Please consult your tax 
advisor to assure proper calculation of maximum allowable contributions.   
 
RETIREMENT SYSTEM 
 
Once an employee establishes membership in a retirement system, the employee begins to build a future 
retirement benefit.  This benefit is funded by contributions – made by the employee and the employer.  
When a member retires, money from this investment fund is used to pay the retired member a defined 
monthly benefit.  The number of years of service credit the member has earned and the amount of the 
member’s highest average compensation during employment determine the amount of the service retirement 
benefit to which a member is entitled. 
 
Member benefits for both Plan 2 and Plan 3 are explained in handbooks published by DRS which can be 
reviewed at www.drs.wa.gov.  
 



 

 
 

 

COBRA 
 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) is a federal law allowing you or your 
dependents to continue coverage under the district’s medical plans for a period of time after coverage would 
normally end because of certain events.  You must elect COBRA continuation coverage within the time 
limits provided by law and pay the entire premium cost for the continuation of coverage.   
 
You can elect COBRA continuation coverage for yourself and your dependents for up to 18 months for an 
employee and dependents due to employee’s reduction of hours or loss of employment (including voluntary 
termination or retirement); an additional 11 months because the Social Security Administration has 
determined that the enrollee was disabled on the date of the qualifying event.   
 
You can elect COBRA continuation coverage for 36 months for dependents due to divorce, employee’s 
death or coverage by Medicare, or when a child is no longer an eligible dependent. 
 
Coverage may not be continued beyond the date you become entitled to Medicare or become covered under 
another group health plan.   
 
**Cobra enrollment and benefits are managed by SEBB. 
 
 
Health Insurance Marketplace 
 
If you do not qualify for benefits, or you choose not to enroll in one of the district offered plans, you may 
access the Health Insurance Marketplace, also referred to as the Exchange, at https://www.healthcare.gov/ 
 
Additional Retirement Options 
 
Additional retirement savings plans are available through The OMNI Group, a third party administrator. The 
following link will direct you to further information https://www.omni403b.com 
 
Payroll Deductions (Miscellaneous) 
 
Sultan School District accommodates monthly payroll deductions for other employee paid benefits if the 
benefit meets the state required restrictions.  Currently there are also payroll deductions for American 
Fidelity (Cancer and Accident plans) and the Guaranteed Education Tuition (GET) Program.   
 

 
EMPLOYEE BENEFITS 
 
Credit Union Memberships 
 
All employees of Sultan School District are eligible to participate in payroll deductions to: 
 

• INSPIRUS Credit Union (formerly School Employees Credit Union of Washington (SECU)   
https://www.inspiruscu.org/    Tel:  1-888-628-4010 

 
• Mountain Crest Credit Union (formerly Education Community Credit Union) 

www.mountaincrestcu.com    Tel:  (360) 435-5400 

https://www.healthcare.gov/glossary/minimum-essential-coverage
https://www.healthcare.gov/
https://www.omni403b.com/
https://www.omni403b.com/
https://www.inspiruscu.org/
http://www.mountaincrestcu.com/


 

 
 

 

 
• Boeing Employees Credit Union (BECU)    www.becu.org    Tel:  1-800-233-2328 

 
A credit union offers the convenience of saving money through payroll deductions.  Other advantages of joining a 
Credit Union include paying lower interest rates on loans (Consumer, Real Estate, etc.), Classic Money Market 
Accounts, Savings Plans, and more. 
 
For more information or membership in one of these credit unions you must apply with the credit union of your choice. 
 

Cell Phone Discounts 
 
Sultan School District currently has a cell phone plan with Verizon Wireless that is available for all Sultan 
School District employees.  The plan is administered by Brian Copple at the Sultan Education Foundation.  
The contact for Brian is: sultanchiro@hotmail.com.  The cost of the plan is: 1st phone $85.00/month, 2nd 
phone $70.00/per month, and each additional phone is $60.00/month.  Simply complete the SEF Cell Phone 
Agreement and return by email to Anita Bickler, Payroll Specialist at the District Office. You may also give 
the form to Anita at the District Office either through intra-district mail or in person. Employees who 
participate in the plan are responsible for any personal or additional cell phone cost overages – for example 
roaming charges.  *Costs for the plan could increase but you would receive notification should that happen. 

 

Plan Benefits 
• Month to Month Contract 
• Unlimited Data 
• Unlimited Texting 
• Each user contributes 400 minutes to a pool of minutes; the more users, the bigger the pool.  
• New phone every year!  Most public plans are every 2 years! 
• Payroll deduction, no more worrying about writing a check! 
• The monthly charge is a flat rate that includes all taxes and fee’s 

  
  

http://www.becu.org/
mailto:sultanchiro@hotmail.com
mailto:sultanchiro@hotmail.com
http://esp.sultan.k12.wa.us/Human%20Resources/Human%20Resources%20and%20Payroll%20Forms/Sultan%20Education%20Foundation%20Cell%20Phone%20Agreement.pdf
http://esp.sultan.k12.wa.us/Human%20Resources/Human%20Resources%20and%20Payroll%20Forms/Sultan%20Education%20Foundation%20Cell%20Phone%20Agreement.pdf
mailto:anita.bickler@sultan.k12.wa.us


 

 
 

 

IF YOU ARE ABSENT 
 
 

 

 
 
 
 
All absences must be entered into our Absence Management System. If you are a new hire this year, you 
received instructions on this program at your orientation. Please remember to put your known absences 
(professional development and athletics) in as early as possible, we continue to have sub shortages and 
want to be sure you secure a sub. Also remember to request your personal leave through the 
absence management system to obtain approval prior to making plans.   
 
If you wake up and are unable to attend work due to sudden illness, you may enter your absence into 
Frontline up to one hour before your start time.  From 6:30 am - 8:00am, if you are unable to enter your 
absence into Frontline,  please contact the district Sub-Caller, Jennifer Anderson at 360-793-9801 x 1000, 
and she will enter your absence into Frontline and attempt to get a substitute for you.  After 8:00am, 
contact your school secretary or Frontline designee as well as your supervisor to let them know you will 
not be at work. 
 
Staff need to work with their building secretary to enter their work schedules in Frontline every year.  This 
gives information to our substitutes who may work either a full-day or a half-day.  Since everyone has 
different planning periods, lunch periods, start and end times etc., it is important that your schedule is 
available to our substitute staff. 

 
 

https://www.aesoponline.com/


 

 
 

 

PAYROLL DEPARTMENT 
 

 
Your Payroll Contact:                                    Anita Bickler        360-793-9801 x 1021 
                                                                                Payroll Specialist 
 
Contact for information on: 
 
Payroll 
Contracted time 
Timesheets Retirement 
 
Paychecks 

 
Signed into effect November 15, 2010, by the Sultan School District Board, direct deposit is a condition of 
employment for all staff to include substitutes. All paychecks will be direct deposited to your designated 
account. You will not receive a paper copy of your check stub. You will need to login to your Skyward 
account to see your stub. In your Skyward account you can see past checks as well as current pay, leave 
balances, and various Human Resources and payroll information.  Payroll dates are the last working day of 
each month. 
 
Timesheets 

 
It is the responsibility of the employee to complete, sign, and submit their monthly report/timesheet in a timely 
manner each month.   You must submit the timesheet to the Administrative Secretary of your 
school/department not later than the 1 s t  w ork in g  d ay  of the month following the end of the reporting 
month to receive pay. An administrator, prior to processing, must sign all time sheets. 
 
Certificated Staff 

The “Certificated Employee Leave and Additional Pay Monthly Report” (aka timesheet) is available through the Sultan 
School District website https://www.sultanschools.org. From the Homepage, click “Resources”, then “Staff 
Resources”, then “Time Sheets”.  Select the “Certificated Monthly Report” for the month to be reported.  To complete 
the form, click on “Enable Editing” at the top of the form and fill in all necessary information including leave, additional 
hours, etc.  When reporting additional hours you must provide the reason/justification for the additional time. 
 
Classified Staff 

The “Classified Staff Timesheet” is available through the Sultan School District website https://www.sultanschools.org 
From the Homepage, click “Resources”, then “Staff Resources”, then “Time Sheets”.  Select the “Classified Staff 
Timesheet” for the month to be reported.  To complete the form, click on “Enable Editing” at the top of the form and 
fill in all necessary information including leave, additional hours, etc.  When reporting additional hours you must 
provide the reason/justification for the additional time. 
 
 
 

mailto:anita.bickler@sultan.k12.wa.us
https://www2.nwrdc.wa-k12.net/scripts/cgiip.exe/WService=wsultans71/seplog01.w
https://www2.nwrdc.wa-k12.net/scripts/cgiip.exe/WService=wsultans71/seplog01.w
https://www.sultanschools.org/
https://www.sultanschools.org/


 

 
 

 

EMPLOYEE ASSISTANCE 
 
Crisis Connections 

Crisis Connections offer a 24-hour Crisis Line at 1-866-427-4747 and much more on their website. 

 
Disaster Distress Helpline 

1-800-985-5990 This 24/7/365 service from the Substance Abuse and Mental Health Services 
Administration provides crisis counseling for people going through both natural and human-caused 
disasters. It’s free, multi-lingual and confidential. 
You can also text TalkWithUs to 66746. 
 
WA State Employee Assistance Program (EAP) 

The Washington State Employee Assistance Program is providing increased support to the employees, 
supervisors, leaders and organizations we serve. EAP is in full operation across the state, offering services 
via phone and telehealth platforms, and we are gearing up to meet increased need. We know that the 
emotional and mental health toll of this crisis will be significant and we are providing additional support 
and resources to help address the impacts of stress, fear, financial loss, illness, grief and loss, children out 
of school, and isolation created by social distancing. 
 
National Alliance on Mental Illness (NAMI) 

NAMI provides advocacy, education, support and public awareness so that all individuals and families 
affected by mental illness can build better lives. 

 
Snohomish County Crisis Services 

Behavioral Health Professionals who provide comprehensive, flexible, and community-based services all 
throughout Snohomish County 24 hours a day, including Holidays and weekends. 

 
Snohomish County Domestic Violence Resources 

Snohomish County has compiled a list of domestic violence resources.  

 
Coronavirus Response & Community Resource Hub 

This webpage includes links to community resources related to Snohomish County's response to COVID-19. 
The situation is evolving rapidly, and while this page will remain as up-to-date as possible, it is a work in 
progress. 
 

Worker’s Compensation 
 
The Sultan School District is committed to providing a safe and healthy environment for all employees. All 
incidents that occur in the course of employment that cause injury, illness or property damage, no matter 
how minor, must be reported promptly to your immediate supervisor. You and your supervisor must 
complete the “Supervisor’s Report – Occupational Injury/Illness and return the form to Anita Bickler by email 
or in person at the District Office. 
 

Washington State Department of Labor & Industries (L&I) provides industrial insurance (workers’ 

https://www.crisisconnections.org/
https://www.samhsa.gov/find-help/disaster-distress-helpline
https://des.wa.gov/services/hr-finance/washington-state-employee-assistance-program-eap
https://www.nami.org/covid-19
https://snohomishcountywa.gov/604/Snohomish-County-Crisis-Services
https://snohomishcountywa.gov/434/Helpful-Resources
https://snohomish-county-coronavirus-response-snoco-gis.hub.arcgis.com/pages/community-resources
http://esp.sultan.k12.wa.us/Human%20Resources/Human%20Resources%20and%20Payroll%20Forms/Supervisors%20Report%20%20Occupational%20Injury%20%20Illness.pdf
mailto:anita.bickler@sultan.k12.wa.us


 

 
 

 

compensation insurance) to Sultan School District and it’s employees. This insurance covers qualified 
medical expenses and will partially reimburse employees for wages lost if they are unable to work while 
recovering from a work-related injury or illness.  If you suffer a work related injury/illness that requires 
treatment from a physician, you must advise your physician’s office that it is a work related injury/illness 
and that Sultan School District receives workers’ compensation services from the Washington State 
Department of Labor & Industries. 
 

Employees are responsible for working in a safe manner and reporting any unsafe conditions.  



 

 
 

 

EMPLOYEE LEAVES 
 
If you are in a situation where you have a medical, personal or family issue that you need to address, 
you may be eligible to request a leave of absence. Each collective bargaining agreement has a list 
of specific leaves negotiated for their group. Please refer to your collective bargaining contract for 
additional information. If  you need assistance,  please email  
Anita Bickler, Payroll Specialist, to schedule a meeting to discuss your specific needs. In many 
cases, you may be eligible to use your sick leave for pay while on leave. While different types of leaves 
can be combined, at no time will a leave of absence be granted beyond one (1) year, unless otherwise 
required by law.  The use of unpaid leave must be requested in writing/email to Dan Chaplik, 
Superintendent, and must be approved prior to taking the leave. 
 
 
 
Family Medical Leave (FMLA) 
 
Family medical leave (FMLA) is a state and federal leave law that allows eligible employees to take a 
leave of absence for a qualified medical reason. Employees who are absent for five (5) or more 
consecutive days or intermittently throughout the school year for a medical condition may be eligible 
for FMLA. Here are some common FMLA qualified reasons: 
 

● birth of your child, 
● the placement of a child for adoption or foster care, or 
● serious health condition of an employee or an employee’s spouse, child (18 or younger) or 

parent. Ex: Surgery, cancer treatment or effects, hospice care, etc. 
 

If you plan, or unexpectedly need to be gone for five (5) or more consecutive days or 
intermittently for a medical condition, please contact Anita Bickler, Payroll Specialist. You will be 
required to complete and submit the Appl icat ion for FMLA Family and Medical  Leave prior 
to your absence (if possible). Please see the FMLA Brochure Sultan for additional information. 
 
Washington Paid Family and Medical Leave 
 
Paid Family and Medical Leave is a mandatory statewide insurance program that will provide almost every 
Washington employee with paid time off to give or receive care. 
If you qualify, this program will allow you to take up to 12 weeks, as needed, if you: 
•    Welcome a child into your family (through birth, adoption or foster placement) 
•    Experience a serious illness or injury 
•    Need to care for a seriously ill or injured relative 
•    Need time to prepare for a family member’s pre- and post-deployment activities, as well as time for 
childcare issues related to a family member’s military deployment. For specifics on military-connected paid 
leave, visit  www.dol.gov/whd/regs/compliance/whdfs28mc.pdf 
If you face multiple events in a year, you might be eligible to receive up to 16 weeks, and up to 18 weeks if you 
experience a serious health condition during pregnancy that results in 
incapacity. 

 

mailto:anita.bickler@sultan.k12.wa.us
mailto:dan.chaplik@sultan.k12.wa.us
mailto:anita.bickler@sultan.k12.wa.us
http://esp.sultan.k12.wa.us/Human%20Resources/Human%20Resources%20and%20Payroll%20Forms/FMLA%20Application.pdf
http://esp.sultan.k12.wa.us/Human%20Resources/Human%20Resources%20and%20Payroll%20Forms/FMLA%20Brochure%20Sultan.pdf


 

 
 

 

TO APPLY: 

Notify your employer - If you know you will be taking paid leave well before it happens (for example, if you are 
expecting a baby or your family member has a planned surgery coming up), you’ll need to give your employer 
written notice at least 30 days in advance.If you take paid leave unexpectedly (for example, after a serious 
injury), written notice to your employer is still required. Provide notice as soon as you are able, or ask someone 
else, like a family member or a neighbor, to provide notice for you.In your written notice, let your employer 
know you need to take paid family or medical leave and about how long you expect you’ll be out. Emails, text 
messages and handwritten notes all count as written notice. It is always a good idea to keep a copy for your 
records. 

Get Certified by a Health Care Provider - For a medical event (for example, a planned surgery, a family 
member’s serious illness or giving birth to a baby), download and fill out the Certification of Serious Health 
Condition form. The form includes a section for you to fill out and a section for your or your family member’s 
healthcare provider to fill out. The form includes information about your health condition, when it happened 
and how much time off from work you need based on what your healthcare provider recommends. (If you 
prefer, you can use your Family Medical Leave Act form or a doctor’s note instead. Just make sure it includes 
the same information as the Certification of Serious Health Condition form.)You do not need this form if you’re 
adopting a child or becoming a foster parent, or for military-related events. You also don’t need it to qualify for 
12 weeks of paid leave to bond with your new baby when you or your partner give birth. (If you are the parent 
giving birth, you will need the form for the portion of your paid leave that is considered medical leave.) 

Gather Other Documents - To apply, you will need to provide documents that prove your identity. Many 
documents can be used to prove identification, including school transcripts and birth certificates from other 
countries.Download list of acceptable identification documents If you’re taking time off to care for a new child 
or because of a military event, you may need a couple more documents: If you’re taking leave to care for a new 
child, you are not required to provide proof of birth or placement in most cases, but you may be asked to 
provide documents such as the child’s birth certificate or court documents to show placement if we have a 
question about your application.  If you’re taking leave because of a military deployment, event or activity, you 
may be asked to provide documentation like active duty orders. 

APPLY -  Call the Customer Care Team at (833-717-2273) for assistance. 

Visit Apply Now to get started and download the checklist to make sure you have everything you 
need. Download the comprehensive Benefit Guide for additional information about preparing for and using the 
program. 

  

Families First Coronavirus Response Act (FFCRA or Act) 
 
The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide 
their employees with paid sick leave and expanded family and medical leave for specified reasons related to 
COVID-19. These provisions will apply from April 1, 2020 through December 31, 2020. 

ELIGIBLE EMPLOYEES  

In general, employees of private sector employers with fewer than 500 employees, and certain public 
sector employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related 
reasons (see below). Employees who have been employed for at least 30 days prior to their leave request may 
be eligible for up to an additional 10 weeks of partially paid expanded family and medical leave for reason #5 
below. 

https://paidleave.wa.gov/app/uploads/2019/12/30-day-notice-to-employer.pdf
https://paidleave.wa.gov/app/uploads/2019/12/Identification-document-list-and-instructions.pdf
https://paidleave.wa.gov/apply-now/
https://paidleave.wa.gov/app/uploads/2019/12/Applying-for-Leave_Checklist.pdf
https://www.paidleave.wa.gov/benefit-guide


 

 
 

 

QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19  

An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including unable 
to telework, because the employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19; 

2. has been advised by a health care provider to self-quarantine related to COVID-19; 

3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis; 

4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);  

5. is caring for his or her child whose school or place of care is closed (or child care provider is unavailable) due 
to COVID-19 related reasons; or 

6. is experiencing any other substantially-similar condition specified by the U.S. Department of Health and 
Human Services 

PAID LEAVE ENTITLEMENTS  

Generally, employers covered under the Act must provide employees: Up to two weeks (80 hours, or a part-
time employee’s two-week equivalent) of paid sick leave based on the higher of their regular rate of pay, or the 
applicable state or Federal minimum wage, paid at 

:• 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total; 

• 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and 

• Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying reason 
#5 below for up to $200 daily and $12,000 total. A part-time employee is eligible for leave for the number of 
hours that the employee is normally scheduled to work over that period.  

Personal Leave Days 
 
All employees are granted annual personal leave days. Each collective bargaining group negotiated for 
a specific number of days for personal leave as well as the number of personal leave days that can 
be carried over to the next school year. Please see your Collective Bargaining Agreement for your 
number of personal leave days. 
 

Personal leave must be pre-approved. Employees will submit a request into  
Frontline Absence Management System. Your Administrator or representative will approve the leave 
if the leave is available and the building limit has not been reached. (No more than 15% of the 
employees will be granted personal leave on the same day at any building.) Personal leave is 
approved on a first come, first served basis.  A minimum of 24 hour notification to the 
building/department Administrator is required. 
 

The district does not have a leave without pay benefit. Employees are not entitled to leave without 
pay beyond their available leave balance without pre-approval by the Superintendent. 

https://login.frontlineeducation.com/login?signin=a00cb978fb12c1c6bfd19784ed59e629&productId=ABSMGMT&clientId=ABSMGMT#/login


 

 
 

 

SAFE STUDENT INTERACTIONS/PHYSICAL BOUNDARIES 
 
Maintaining healthy boundaries continues to be a concern and problematic issue for our district as well 
as most others across the state. For this reason, we included training on “Boundary Invasion” both as a 
training module and policy review in Safe Schools this year, and we placed this document Front and 
Center in our new Employee Handbook.   The following suggestions were “borrowed” from another 
school district. These suggestions address ways we interact with students and offer real examples of 
communication and behavior that could be problematic.  We encourage all staff to look at their 
interactions with students closely and to align behavior to Policy 5253,”Maintaining Staff Student 
Boundaries”.  It is critical that you know and understand the contents of Policy/Procedure 5253. 
 
Positive interaction between students and staff members, including substitutes, is a hallmark of a safe 
and effective school. 

 
Staff members closely involved with students must understand the difference between appropriate 
and inappropriate interactions. Staff members must engage in appropriate interactions with students 
at all times and be aware of avoiding interactions that could appear inappropriate. Appropriate 
interactions are those that create a safe environment in which students may grow, learn, seek help 
in solving problems and conflicts, and develop social skills. 

 
Facebook, Twitter, Instagram, Snapchat, email, etc.: 

● Never “friend” students on your social networking site. 
● If you choose to “friend” former students, they should be over 18 and graduated out of the 

school system. 
● Think about what you post on your site -- would you want your students to have this 

information? 
● Same thing goes for posting a photo -- would you want it circulating around your 

classroom? 
● Avoid giving your personal email address out to your students. Only use your district email 

address. 
● Keep email communications brief and related only to school issues. Print out copies and save 

for your records. 
● Communicate with the idea that whatever you write should be able to be read by your 

students’ parents and your administrator. 
● If you give out your home or cell phone number for parents to reach you, make it very clear 

that students are not allowed to call you. 
● Do not text students. 

● If a student sends you an inappropriate text or email, notify your administrator right away. 
 
Interacting with Students: 

● Touch only “safe” areas, such as shoulders, arms, and upper back. 
● NEVER touch a student while disciplining or redirecting him/her. 
● Touch all students, male and female, in the same manner. 
● Keep touching very brief, such as a pat on the back. 

https://app.eduportal.com/documents/view/402114
https://app.eduportal.com/documents/view/402114


 

 
 

 

● Avoid initiating hugs with students. 
● Keep hugs quick, and if possible, make them a side hug. 

● Be sensitive to students who react negatively to being touched. 
Verbal Communications: 

● Be sure to talk to all students in the same manner. 
● Avoid comments that might be interpreted by others as being sexist or sexual in nature. 
● Avoid using sarcasm. It can be easily misinterpreted. 

● Avoid “good-natured” joking that could be taken the wrong way. 

● Compliment students on school-related performance rather than on physical 
characteristics (such as outfits or hairstyles). 

 
In the Classroom: 

● Try not to be alone with a student. 
● If this is unavoidable, make sure your door is open and you’re visible to others walking by. 
● If you’re in a portable and have to be alone with a student, tell another staff member and 

ask them to drop by unannounced. 
● Keep windows, especially in your door, free from obstructions so other staff members have a 

clear view of your classroom from outside in the hallway. 
● Be aware of spending unequal amounts of time with individual students. 
● Treat all students in the same manner. 

 
Outside of School: 

● Never invite students to non-school sponsored events. 
● If a student invites you to an event, make sure their parents will be there before you accept. 
● If you run into a student outside of school, keep any conversation brief. 
● Avoid having students or former students baby-sit for you. 

● If you do private tutoring, make sure a parent or other adult is around. Do not tutor your 
own students. 

● Never transport a student alone in your vehicle unless it’s an absolute emergency. 

● Always make sure you have other adults with you when you’re with students outside of school. 



 

 
 

 

EMPLOYEE RESOURCES 
 
Collective Bargaining Agreements 
 

The majority of District employees are covered by a Collective Bargaining Agreement, known as a CBA. 
You should always refer to your CBA for specific information regarding your benefits. If you are not 
covered by a CBA, you are considered non-represented and your benefits are outlined by board 
policy. If you have any questions about your contract, please contact your union leadership or Cyd 
Leahy in the Human Resource Department. Collective Bargaining Agreements are posted on he district 
website. 

  
 

Employee/Group  Association  Association Leadership 
Teachers    SEA    Andrea Fuller 
Classified Staff   PSE    Wendy Scollard 
Bus Drivers    Teamsters   E. Fox/M. Fideline/S. Lovell 
Coaches    SCA    Pete Riehle 
Cert. Administrators  N/A    Nathan Plummer 
Class. Administrators  N/A    Charlie Weaver/Dave Moon 
Individual Contracts  N/A    Human Resources 
 
Quick Links to Calendars 
 

All calendars can be found on the district website and at the links below. Please note, as calendars 
change, printed copies can become out of date and obsolete. Please always refer to the webpage for 
the most current calendar.  

 
All District Events Calendar 
 
School Year Calendar 
 

mailto:cyd.leahy@sultan.k12.wa.us
mailto:cyd.leahy@sultan.k12.wa.us
https://sultanschools.org/departments/human_resources/collective_bargaining_agreements
mailto:andrea.fuller@sultan.k12.wa.us
mailto:wendy.scollard@sultan.k12.wa.us
mailto:marie.fideline@sultan.k12.wa.us;elsa.fox@sultan.k12.wa.us;Sheila.lovell@sultan.k12.wa.us
mailto:pete.riehle@sultan.k12.wa.us
mailto:nathan.plummer@sultan.k12.wa.us
mailto:charlie.weaver@sultan.k12.wa.us;dave.moon@sultan.k12.wa.us
mailto:cyd.leahy@sultan.k12.wa.us
https://sultanschools.org/our_district/calendar
https://sultanschools.org/UserFiles/Servers/Server_6753902/File/Covid19/Fall%202020%20Reopening/Final%20Sept.%209%20Start%20REMOTE%20LEARNING%202020-2021%20Calendar.pdf


 

 
 

 

 

 
 
Sultan School District requires annual training for all employees. Staff members receive either 
compensation or time at work to complete the trainings. All training must be completed by October 31, 
2020. SafeSchools URL 

 
Required SafeSchools training for the 2020-2021 school year will include the following courses: 

 
1. Annual Policy Review – All Employees 28 minutes 

2. Diversity Awareness 30 minutes 

3. Bloodborne Pathogen Exposure Prevention 21 minutes 

4. Bullying Recognition & Response 25 minutes 

5. Homeless Students - Awareness & Understanding 28 minutes 

6. Boundary Invasion 25 Minutes 

7. Updates to Board Policy 1 Minute 

8. Coronavirus Awareness 10 minutes 

9. Coronavirus: Cleaning & Disinfecting your Workplace 10 Minutes 

10. Network Acceptable Use Policy  1 Minute 

 
*Additional classes were assigned to specific positions as needed or required.  

New Hires are required to do additional training prior to beginning employment with the Sultan 
School District. 

 
1. Sexual Misconduct Staff to Student 35 minutes 
2. FERPA – Confidentiality of Student Records 14 minutes 
3. New Employee Policy Review 19 minutes 
4. Sexual Misconduct:  Staff to Student 71 minutes 
5. Sexual Harassment:  Policy and Prevention 71 Minutes 

 

New Teachers and Paraeducators are required to do additional training prior to beginning 
employment with the Sultan School District. In addition to the required trainings above, these 
employees are required to take the following two classes: 

 
6. Youth Suicide 39 minutes 
7. CIPA:  Compliance with the Children’s Internet Protection Act 16 Minutes 
8. Youth Suicide:  Awareness, Prevention and Postvention 25 minutes 

 

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


 

 
 

 

 
Safe Schools training is available beginning August 1, 2020 
 
 
 
 

 
 
 
 

Staff training is one component of school safety that we can accomplish in a fairly short period of time.  As a district, 
we have adopted the ALICE method for training our staff in the Alert, Lockdown, Inform, Counter and Evacuate 
(ALICE) methodology.   Several of our staff are certified in the ALICE approach to active shooter training.  Our 
schools conduct ALICE drills in order connect our on-line training to real life situations.  School safety issues are very 
complex and ALICE training is a way to give staff tools and resources in the event that they should ever need them. 
Most of our staff took the Year 1 course last fall.  Everyone is required to take the Year 2 course. The course is 45 
minutes long and included as part of the district’s overall Safety program.  
 
 The ALICE Portal   will open on August 15.   

 

https://portal.alicetraining.com/auth/SignIn.aspx


 

 
 

 

SULTAN SCHOOL DISTRICT POLICIES AND PROCEDURES 
 

All Sultan School District Policies and Procedures may be accessed on our District Website. From the 
home page, click on Board of Directors, Board Policy, and select the category of the policy you are 
researching.  Then scroll down to the specific policy number or name/topic that you are looking for. 

 
This year, all employees will be required to review the following policies in your Annual Policy 
Review in Safe Schools. 
 
• Prohibition of Harassment Intimidation and Bullying Policy/Procedure 3207/3207P 

 
• Non-Discrimination / Affirmative Action – Policy/Procedure 3210/3210P 

 
• Sexual Harassment of Students Prohibited – Policy/Procedure 3213/3213P 

 
• Student Conduct – Policy/Procedure 3240/3240P 

 
• Child Abuse, Neglect & Exploitation Prevention – Policy/Procedure 3421/3421P 

 
• Maintaining Professional Staff/Student Boundaries – Policy/Procedure 5253/5253P 

 
• Civility – Policy/Procedure 4313/4313P 

 
• Computer Network Usage – Policy/Procedure 5205P/5205P 

 
• FERPA 

   
In addition to the Annual Policy Review for all employees, new employees must review: 
 

• Discipline and Corrective Action – Policy/Procedure 3241/3241P 
 

• Anaphylaxis Prevention and Response – Policy/Procedure 3420/3420P 
 

• Safe and Orderly Learning Environment – Policy/Procedure 4200/4200P 
 

• Non-Discrimination and Affirmative Action – Policy/Procedure 5010/5010P 
 

• Sexual Harassment Against District Staff Prohibited – Policy/Procedure 5011/5011P 
 

• Prohibition of Harassment, Intimidation and Bullying (Staff) – Policy/Procedure 5206/5206P 
 

• Reporting Improper Governmental Action – Policy/Procedure 5271/5271P 
 

• Drug-Free Tobacco Free Workplace – Policy 5201 
 
District policies are updated periodically.  Revised policies are tracked so that staff can review:  1) revisions made to 
current policy and 2) the board meeting date/meeting packet when the revisions were approved by the Board of 
Directors.  Staff are required to review “Updates to Board Policy” annually in Safe Schools. 
 

 
 
Following the review of policies, all employees are required to acknowledge that they have reviewed 
the policies electronically in Safe Schools. 

https://www.sultanschools.org/
http://esp.sultan.k12.wa.us/Board/Board%20Policy1/Home.aspx
https://goo.gl/forms/V4VdgkQrU47Drahv2
https://goo.gl/forms/V4VdgkQrU47Drahv2


 

 
 

 

PROFESSIONAL DEVELOPMENT 
 
CLOCK HOURS 
 

Sultan School District is committed to the continuous professional development of all District 
employees. The goal for staff development is to enhance all competencies for employees in the 
District. Staff development opportunities are offered throughout the year and over summer vacation. 
Technology offers multiple classes and opportunities to enhance your knowledge of our student learning 
management system – Canvas.  Contact Bri Loomis to register for Technology classes.  Your Principal or 
Direct Supervisor will let you know about other professional development opportunities available to you.  
Most district sponsored classes are approved for free clock hours for our staff that participate.  If you do 
not receive your clock hour form from the instructor/your principal or the district office at the conclusion 
of the course, please contact Melissa McNaughton in Teaching and Learning who will point you in the 
right direction.  Submit completed clock hour forms to Cyd Leahy in Human Resources. 

 

Certificated Credit Approval 
 
Official credits and clock hours will be accepted when an official transcript or certificate of clock hour 
completion is received by the Human Resources Department. Classification on the salary scale is for the 
full contract year, and for professional credits earned prior to October 1, provided that clock hour 
forms or transcripts are received by Human Resources before October 1.  

 
It is the individual employee’s responsibility to ensure that all transcripts and/or clock hour forms are 
sent to the Human Resources Department for salary movement. 

 
 
 

   PARAEDUCATOR CLOCK HOURS 
 

Paraeducators earn clock hours as they take classes in the Fundamental Course of Study.  Both the 
district and the employee will track clock hours so that once all 28 hours in the course are completed, 
(2020-2021 school year), the para educator will enter the clock hours on the OSPI website in E-
Certification.  Many paraeducators began working towards the General Paraeducator Certificate in the 
2019-2020 school year.  Paraeducators need to complete 70 clock hours to earn the General 
Paraeducator Certificate with the option to complete advanced certification in the future. 
 
 
 

mailto:brianne.loomis@sultan.k12.wa.us
mailto:melissa.mcnaughton@sultan.k12.wa.us
mailto:cyd.leahy@sultan.k12.wa.us
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